
Water Module 
 
Quick User Guide 
 
 
This Quick User Guide will instruct users in how to create a 
Water Account and Meter, splitting an Account and maintaining 
Water records for the Ashburton District Council business 

environment. 
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Technology One Property and Rating Ci Version 10.03 
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TechnologyOne Property & Rating User Assistance – Water - Release 10.3 
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2.0 Version Completed 27/11/2009 

3.0 Release Issue 
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1 Background 

 
1. This Quick User Guide is created in conjunction with the selected Key End User for their 

particular Property and Rating Module. 

 
2. Note that the process remains the same as already exists in the current Proclaim version 

9.09.02, it is only visually different. 

 
3. The documentation produced by the Events have been checked at UAT level and have been 

signed off as being in the current format being with Proclaim version 9.09.02 
 

4. Any Change Requests whether it is with formatting or the actual process will be logged and 

investigations will begin after the upgrade to Technology One Property and Rating Ci 

version 10.03 
 

5. There is a delay on Creating a Reading Process which will be completed and signed off at a 

later date 

 
6. This Quick User guide is intended to give the Users a quick guide to getting started in the 

new environment, it will not be a conclusive document and will be built upon following the 

implementation of the Project. 
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2 Application Wizard 
 

To create a Water account, go to the Property & Rating Workplace 

 
 
 

 
 

 
 

 
 

 
 
 

 

 
 

 

 

 
 

 

 
 
 

 

 
 
 

 
 

 
 
 

 

 
 

 

Click on Water Account Maintenance 
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3 Creating a Water Account and Meter 

Creating a Water Account and Meter can come from a Request – either new or a replacement 

ACL (Ashburton Contracting Limited) may email the Finance department of a new or a 
replacement Meter in which case they will advise the Ashburton District Council the meter number, 
location address and initial reading.  The Finance department give the meter a sequence number 
from a spreadsheet which is owned by ACL 

New commercial business – there is no set process to inform finance that a property requires a 
Water Meter within the Ashburton Township, There is currently an auditing process is used to 
capture this information outside of the town i.e. Methven, Rakaia etc.  This process is expected to 
be expanded to capture the information within the Town 

  

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the Water Account  screen 

Enter the Property ID 
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Status  is Active 

Click Save to generate an Account Number  

 

 
  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Take a note of the Account Number  for creating a new meter record 

Click on Close  
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Next a new meter record needs to be created 

On the Property & Rating workspace, click on Connection Maintenance  

 
 
 
 
 
 
 
This takes you to the Connection  screen 
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Type in the Account Number  

Click Retrieve 

This will pull up the Property ID  number 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Connection Category  defaults to Quarterly  readings 
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The Meter ID  is supplied by the contractor 

The Meter Type  is usually 525 – which is a 5 dial meter 

NB - Any variation on this will be advised by the C ontractor/ADC Water Department 

Click on OK
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Select Tariff  – this relates to the location of the meter within the District  

 

In this example it is UrbAsh – which tell us the meter is in Urban Ashburton 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 

Click on Save 
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This will bring up the Initial Reading  box 

Initial reading will always be zero unless otherwise advised 

Date Installed  is entered as the date the new meter was installed 
 
Click on OK 
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Click on the Magnifying glass beside the Route ID  box 

Like the tariff, the Route ID  relates to the area which area of the Ashburton District that the meter 
is located 

Select the area of the meter – in this case it is 1 Ashburton East 

 
Click OK
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Route Sequence – this information is held in yellow folders which relate to that route – black filing 
cabinet in the Rates Assistants office held at the Ashburton District Council. 

To assist in making the decision find a neighbouring property and use a sequence number which 
will either be 1 number above or 1 number below depending on the location 

This example we will use 3000 

Click OK 

Takes you to the Connection  screen which has generated a Connection ID  number 

Click Save 
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4 Splitting a Connection  
 

Go to relevant Water account via the Connection Enquiry  on the Property & Rating workspace 

Click on Split to Another Account
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This information would have already be predetermined so the Property ID or Account Number 
would normally be accessible 

Select Tariff  – this relates to the location of the meter within the District 
 
The Split From Date  is required 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click OK 
 
A success message will appear at the bottom of the screen 
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Click on Retrieve  
 
This will change the Status from Active  to Split Off  
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The description of the split is populated automatically under the Notes  section 
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