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.




Software Type

Technology One Property and Rating Ci Version 10.03

Link to Document

TechnologyOne Property & Rating User Assistance — Water - Release 10.3

Version Control

1.0 Initial Version
2.0 Version Completed 27/11/2009
3.0 Release Issue

I . Page 2 of 19
T ormaton Systems rojet Team o User Guide Wat V9/0_2/20318
A7 TN Quick User Guide Water — Version 3.




Table of Contents

R == Tod (o | (01U o [0 ENU PP TP RO PPPPPOPPPPP 4
2 APPICALION WIZAIU. .. ..ottt ettt et e et e e e e e e e e e e e e e as e e e anannnaes 5
3 Creating a Water ACCOUNE AN MELET .......uuuuiiiii e e e e e e e e e e e e e e eeeanenn 6
4 SPIIttING @ CONNECLION. ... .ot iiii e e e et a e e e e e e e e e e e eeeeeaae s e e e eeaeaeaaaeeennes 15
5 DocUMENt SigN Off oo e e e e e e e e e e e aaaeraaae 19

Page 3 of 19

[ icmaton Syt ek Toam _ _ 9/02/2010
] Quick User Guide Water — Version 3.0



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.

Page 4 of 19

[ icmaton Syt ek Toam _ _ 9/02/2010
] Quick User Guide Water — Version 3.0




2 Application Wizard

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

1 ADC Rates Role - PR10, 3 Test direct - 10.03.00.005
File Edit Yew Tools Actions ‘Window Help

@ by ¥orkplaces :_*'4] Employes YWorkplace !-‘-" by Reports and Files .!.J Announcements @ Reminders D Freferences

[ New | Property & Rating

J View, | @)ren | T et

Property & Rating enquiries that Rates Officers perform

ashjeuy pue Be.rg H_

Common Enquiries

-

Water Account enguiries that may be reguired to perform regularly.

1

*ﬁ‘ Water Account Enguiry % YWater Account Maintenance ?: P AR £ Heading Enuiry

3’: Reading Maintenance @ Connection Enguiry @ Connection Maintenance &fﬁ Reading Process

Maintenance

Rates enquires that may be required toerform regularly.

_& Charge Run Process

Supplementary Charge .-‘ Motice Run Maintenance 'qk Motice Run Enguiry
Run Frocess

Other Activities

These are additional activities that fhe Rates and VWater Officers may be required to perform.

| ar:lua'&i'na:msssmmg AW U| MOlEaN, [Buosiad Al ﬂi| yaiEas P| SRYINOAE

@‘% Froperty Enguiny
s i

z““T Journal Encuiry P ¢ épplic_ation Process 4 Receipt Encuiry
Hﬁi % nouiry .&‘

i“- Marme Enguiry { 2 Land Enguiry \5 Journal Creation

. Water Account Maintenance| 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

Water Account

Account Mumber: [Autogenerate)

General

Water Account

Addreszs For Notices:

Electorate:
Fiegion:
Graphs and Gauges

["] Charge Conzumption

Previous Billing Cycles

Property 10" |12345 | 27 Suffolk. Street, ASHEURTOMN
Schedule ID: | Q)

Status:” Aclive v -

Debt Recovery Code: w| =

Histarizal Daily Average O

Daily Average Consurmption

Froperty Transfers

On the Water Account screen

Enter the Property ID

Ashburton District Council
Information Systems Project Team
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Status is Active

Click Save to generate an Account Number

Water Account

Account Humber: 100788 Address: 27 Suffolk Street ASHEURTON
Ovarers: Dagg Gordon CraigDwner]
tailing Address: 5 Archibald Street TINWALD
Tenant: Ma Primary T enant

General
W ater Account
Property 1D:* 12345 27 Suffalk. Street, ASHEURTOM
: [27 suFfalk Street, ASHELIRTON|
Debt Recoveny Code: =]
Address For Motices: ['agg Gordon Craig
B &rchibald Street
TIMNWALD
Graphs and Gauges

] Charge Consumption

Previouz Billing Cycles Hiztarical Daily Average Consumplion

Daily Avverage Conzumption Property Transfers

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

ﬁ Connection Maintenance

This takes you to the Connection screen

Connection
Connection |D: | [Autogenerate] @I
General
Status” IActive Vi e
Account Number:™ | I
Property 107 @
Connection Categony™ v =
Meter 1D:*

Meter Type:”

Pipe Size [mm]:
Date Installed:” 184142009
Service Start Date:” 18411./2009

Tariff:*

Graphs and G auges

[ Charge Consumption

Previous Billing Cycles Histarical Daily Average Consumption

Tl & & @i &

Daily Average Congurmption Property Trangfers

Brag a colurmm header bers bo group bp-that column

Transfer Date  © i Transter Type
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Type in the Account Number
Click Retrieve
This will pull up the Property ID number

Connection

Connection |0 | [Autogenerate] @|
General

Status: ™ V| -

Account Mumber: @ 27 Suffalk Street, ASHBURTOM

Froperty [D:* 12245 @ 27 Suffolk Street, ASHEURTOM

Connection Categony:™ | V| [emm]
Meter |D:* | |
Meter Type:™ | @|

Pipe Size (mm]: | |
Date Irstalled:” |18.r'1 1/2003

Service Start Date” |18.f"|1."2DDS
Taiif:* |

Graphs and Gauges

[ Charge Cansumption

Prevvious Billing Cycles

Hiztorical Daly Average Conzumption

Connection Category defaults to Quarterly readings

General
Status:™ |.f3.|:tive v| rat
Account Humber™ |'IEIEI?BB @| 27 Suffolk Street, ASHBURTOM
Property ID:* 12345 @) 27 Suffalk Street, ASHELRTON
Connection Categom: ™ V| (=]
keter I0-* #  Descriptor Walue Dezcription
Meter Type:® Quarterly readings
eter Type: £
Pipe Size [mm];
Drate Installed:* | 1841172009
Service Start Date:” |1E.u"| 12009
Taift-* |

Ashburton District Council
Information Systems Project Team
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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

Connection
Caonnection 1D: | [Autogenerate] g" g
Meter Types
@ Search; |
General
Status:” |.~'l'u:tive . lig
Account Murmber: |1DD?’88 __!_W.Eter- 1vee | eecnninn | | “3
. | 215 Two Dial
Fraperty ID: 12345 315 e =
Connection Categony:™ !Quarterl_l,l 4100 Faii e lEj
b eter [0 !D?’ME|5231 4 415 Four Dial @
hfeter Type:” !525 il 420 Fou Did 3 E’r
) ) 425 Four Dial —
Pipe Size [mm]; | 440 Four Dial ‘-
Date Installed:* |18.-“| 1/2009 450 Faour Crial
Service Start Date:” |1ax11xznna | 450G Four Dial
T aiff:* | METE Pty Dt
5100 Five Dial
Graphs and Gauges 515 Five Dial
[] Charge Consumption i 520 Five Dial
Previous Biling Cycles B2 F?ve D!al ]
| 532 Five Dial
| 540 Five Dial
| 550 Five Dial
| 575 Five Dial
6100 ik Dial
Caunt: 23 |¢
I ak, | | Cancel |
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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

Connection
Cannection 1D: | [Autogenerate) @|
General
Statuz™ |.ﬁ.ctive v| rt
Account Humber.” |1EIEI?E!E @| 27 Suffolk. Street, ASHEURTOM
Property |D:* 12345 [Q) 27 suffolk Steet, ASHEURTON
Connection Categary:® |E!uarter|_l.J V| (=] Quarterdy readings
Meter ID:* 07M052314 | 07MO52314
Meter Type:® |525 @| Five Dial
Fipe Size [mm]: | |
[Date Installed:™ | 18/11/2009
Semvice Start Dater™ |18.r'1 1/2009
T aiiff.* | v =
Graphs and Gauges ta  Descriptor Value Dezcription
Urbdzh rbéish
[] Charge Consumption | UrbCher rbCher
Previous Billing Cycles H:E:Ilgy H:Ezl.:y Hiztaorical Daily Average
UrbkdtSom IrbbdtS om
Urbbdvn Idrbbdvn
UrbRalk bR ak
[ |
Actionz to Perform @

.ﬁ Feplace Meter

.ﬁ Fieplace Capzule
.ﬁ' Remaowve Connection
.ﬁ' Special Beading
.ﬁ.’ Read Only Reading

ﬁﬁave ahd Clear Click on Save

_H Save I

D Job Optionz
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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

n Hew Connection Additional Details

Inithial R eadng

=.y Erter a walue for the initial reading

Initial Reading:* 0

Date Installed: |'IS.-’1 142009

Route @

-\E.)Selec:t the Route Mumber you wizh to add this Connection o

Foute [D:F | @|

\E,JThe Connechions already on thig route are shown below, Enter the sequence number that you require for thig connection

Ruoute Sequence Mumber:™ | |

Route Connecbons @
@ Search: | | ﬂ_ﬂetrfeve

| tdeter [0 | Sequence | Address i teter Type. Meter Type Descrption P

ila

=]

L)

2

C-ounl: D l%f

ok | [canee1]
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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

10.03.00.005

=]
by Reports and Files .!.) Announcements @ Reminders D Freferences

Connection
Connection [0 |[.-’-‘-.utugenerate]

Routes

| @ Search: | | Qﬂetrieve H.f)Saved Search

Ml Mew Connection Additional Details

V|| @) ey LR windows:

Initial Reading 2 ’
\EJEnter a walue for the initial reading %
13 1 Ashburkan Eazt
Initial R eading:* |EI 2 fshburton West @
[ ate Installed: |18£11£2DDE| 2 Tirmwald IO
Route 4 Methven @
' 5 Rakaia P
y Select the Foute Mumbervou wish to add this Connection to | [ & Hinds %
B 7 Chertzey "
Route 1D:* @ ! £ Mayfield
1.4/ The Connections alieady o this roule are: shown below. Enff | 3 Mt Samers
B 9333 Multiple Route Selection Dummy Foute
Route Sequence Number: | | 9333 Dummy resequencing route
Route Connechbons
@ Search: | | |
I Meter [D | Sequence E Address |
|
|
i
| Count: 11 i
ok | | Cancel | I
Il
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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

Connection
Chnrection|D: [a25 [Q) Addess: 27 Suffolk Strest ASHBURTON
E:gr:z;:ldr: Eliﬁg«Tg 1G%[So:hci[?f‘aslg\['gl"]yﬂeL]INDIVIDED 1/2INT IN LOT 1 DP 40679
Mailling Addr: 5 Archibald Street TINWALD
General - @
Status:" Etwe—v: b
fccountNumber* (100788 | 27 Suffolk Stiset, ASHELRTON
Property 10" 12345 —| 27 Suffalk, Street, ASHEURTON
Connection Categaory: ™ ﬁ@@i\'i =] Quartery readings
Mster 1D [o7moseata | ovmioszane
beter Type:® 1525 Five Dial
Pipe Size [mm]: |
Date Installed:* W‘I:’Eﬁﬂgi
Service Start Date:” 11841 1:’?25097
Tt =
Graphs and Gauges @\, \3\

[] Charge Cansumption

Previous Biling Cycles

Historical Daily Average Consumption

_ .S _ .\
N Quarter] BN Quarter]
— E — B
® ®
EE) EE]
= =
NIA - NA - NA NJA NA NA - NA - NA NA NJA
Billing Cyela Billing Cyele
Daily &verage Consumption Froperty Transfers
Drag a column header hers to group by that column P
10 3 GOl e ¥ m
I Tlansfer Date i Transfer Typa t;,i
} 13.-"1 D.-"2UDS Sale l‘ill
Connection
Connection 1D g25 Address: 27 Suffolk Street ASHEURTON
Owners: Dragg Gordon Craig{Owner]
Legal Addr:  FLAT 1 DF 41473WITH UNDIIDED 142 INT IM LOT 1 DP 40673
Mailing Addr: 5 Archibald Street TIMNWALD

Ashburton District Council
Information Systems Project Team
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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

L ADC Rates Role - PR10. 3 Test direct - 10.03.00,005
File Edit ‘ew Tools Actions Swindow  Help

@ bt Wiark places ﬂ Ermpligres Yorkplace i-:" by Reparts and Files y Announcements @ Ramindears D Fraferanceas

| Mew | Property & Rating "

2\ Maintenance | @) hetp K veck- [y home | (3 windows: [T etose | [ cear || 7 rotrie
2 A ,
= M Actions to Peiform &l | Connection
> | - : . | Address: 27 Suffolk. Street ASHE
C tion 10 325 |
E; 5 Feplace Meter FrnEEtn | @' Dwners: Dagg Gordon Craig[Dw
&

Legal Addr:  FLAT 1 DP 41473417

&4 Replace Capsule Maling Addr: 5 Archibald Street TINY

e B 2 Remove Connection
é.:' 2% Special Reading
E_ 24 Read Only Reading General
g
a @ Split bo Another Account Statig:” I it v i i
E? ﬁﬁave ARt Eiamr Account Murmber:® i1EIEI?'88 | 27 Suffalk Street, ASHBURTOM
g B.Save Property [D:7 i12345 | 27 Suffalk Street, ASHBURTOM
'ﬁ DJ':":' Optionz Connechion Categony:” |Quarter|_l,l Vi =] Quarterly readings
= Meter D" | 07MO52314 |
§ Links to other Funchions @ | beter Type:* 5525 I Five Dial
5 T
;.é Sections to Display Fipe Size [mm): | |
% General - Date Installed:™ | 18/11/2009
z Graphs and Gauges Semvice Start Date:® | 18/11./2009

Reading Histary T ariff:* Urbsh Vi =] Urbésh
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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

General
Status:™ !Active w | =
Account Murber:™ |1DDF"88 | 27 Suffalk Street, ASHBLURTOM
Property 1D:* |12345 | 27 Suffolk Strest, ASHEURTOM

Connection Categon:™ |Quartet|_l.J | =] Quarterly readings

EEE B Split Connection

heter % i B -
help. windowsr (P3| slear.
Pipes E i @ J:'hh_' G | A EERY

Date II Property ID:* 2000 Q) 46 Bridge Street, ASHBURTON
Servicd  Account Number® | 3000 [QJ) 46 Biidge Street, ASHBURTON
Taiit] Tt Lrbsh v| B Uthésh
EEEE‘ Split From Drate: |18f"'|1f'2EIEIS yTransfer readings with a Reading Date »= the Split Date, Leave date

blank. to transfer ALL readings.

[(]Che
Previc [T —] | Cancel
Click OK
A success message will appear at the bottom of the screen
(=]ES
Higtarical Daily Average Conzumption
N Cuarterly h N Cuarterly h
B B
0] 0]
=] | — _ =]
N/A NA NjA NfA  NJA
Billing Cycla
Property Transfers

Drag a column header here to group b

~ 7 Split Connection Process [Z227042] succeeded
|

Transfer Date = | Transfer Type

13410/2003 Sale

-
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Click on Retrieve

This will change the Status from Active to Split Off

Address: 27 Suffalk. Street ASHEURT OM
Owners: D agg Gordon Craig{Qwner)

Legal Addr FLAT 1 DP 41479WITH UNDIIDED 12 INT IM LOT 1 DP 40679

Mailing &ddr. 5 Archibald Street TINWALD

Connection

Connection 10: !925 @I
General

Status:” Split Off v -

Account Number:” 1o007eg

Froperty |D:* 12345

Connection Category: Quarterly W
eter 10:* |OPM05231 4 |
Meter Type:™ h25 ._!

Pipe Size [mm]: |

Drate Installed:™ | /1172009
Service Start Date:” |1 /1172009
Taiif:* [Ultsh v|

Graphs and Gauges

[] Charge Conzumption

Previous Biling Cycles

i

27 Suffalk Street, ASHBURTON
27 Suffolk Strest, ASHBURTON
Quartery readings

Five Dial

Urbtish

Historical Daily Awerage Consumption

L

Tl i & @ fH &

NJI A NJrA NfA NJIA NJ' A
Billing Gy

Daily Average Conzumption

Froperty Tranzfers

NIA - NA NA NJA  NJA

B Quarterly

\

General \
|
Status:” |Split Off v| @

Account Number:®

Froperty (D"

100788

| 27 Suffalk Street, ASHEURTON

12345

| 27 Suffolk Street, ASHBURTOM

Connection Cateqarny: |E!uarterl_l,l

b eter (D

b eter Type:®
Fipe Size [mm];
Date Installed:™

Service Start Date:”

T ariff:*

V| =] Quartery readings

|D7MO52314

525

@] Five Dia

18/11/2009

18/11/2009

| Urbdish

""| =] Urb&sh

Ashburton District Council
Information Systems Project Team
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The description of the split is populated automatically under the Notes section

Connection
Cannection |- |925 @| Address: 27 Suffolk Street ASHBURTOM
Dwners: [Dragg Gordaon Craigl0wner)
Legal Addr:  FLAT 1 DP 41479°I1TH UNDIIDED 1/2 IMT IM LOT 1 DP 40673
Mailling Addr: 5 Archibald Street TIMNWALD
Motes

Split from Property 12345 to Property 3000 Meter ID 07052314 Date 18.11.09

Motes \

Split from Property 12345 to Property 2000 Meter 1D DAMO052314 Date 18.11.05
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5 Document Sign Off

DOCUMENT SIGNATURE (ELECTRONIC) Version
COMPLETE
(Yes/No)
Brian Kerr Yes 2.0 27/11/2009
Samantha ? M
Thompson Yes j /éj Hn 2.0 27/11/2009
3.0 15/02/2010
3.0 15/02/2010
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