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This article covers the various key reports that are available in the Utility Billing menu, of which there are a
number of. These are used in both the Main Building and Utility Sub-Group.

Financial Statements

The Financial Statements is a report of the Balance Sheet, Income and Expenditure reports and are used to
check the integrity of balances. The financials should always balance and this can be checked by ensuring that
the total of the Owners Funds matches the Net Assets.

1. From the Utility Sub-Group open the Financial Statements menu.
2. Select the Report Name from the drop-down menu.
o Management Fee is a recommended report as it will detail the account codes that the balances are
posted to.
o Financial Statements can be printed for previous periods. The end date under the Report
Period section can be changed to any month end date in the current financial year, or the statements

can be accessed via Stored Report from each month end rollover
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4. Tick any additional Report Settings required.
5. Click Proceed.

Arrears Notice

Any Utility Income will be posted to the Main Update codes that have been set up and should be reflected

within the Financial Statements.

Stored Report Financial Statements

1. Open the Stored Report menu.

2. From the Report Name column select Financial Statements and click Filter to filter only by Financial

Statements.
3. Tag the required month end Financial Statements.

4. Click the Preview button to preview.

Aged Balance List
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This aged balance list will show an aging balance of the Debtors within the Utility Group. The purpose of this is
to assist in determining which Debtors are in arrears. The indicator that confirms the Utility Group is the Report
Setup Title will have an E in front of the building number

1. From the Utility Group.
2. Search or select Aged Balance List.

3. Click OK.

Sub Group Update Report

This report shows all Utility account codes with a balance and the code they are updated to in the Main Group.
Each account code should have a corresponding update account code and the report should total 0.00 at the
bottom of the report. This report can be useful to identify any account codes that have not had an update code
applied correctly and provides for a troubleshooting start point.

1. From the Utility Sub-Group open the Sub Group Update Report menu.

2. Click OK.
Code Description Account Balance Amount Updated Update Code
004 Administrative Fund -447611.50 -447611.50 004
012 Cash At Bank 445140.19 44514012 012
021 Levies In Arrears 3078.21 3078.21 0350
0305 Uer -1.40 -1.40 0350
031 Finalised Electricity Accounts -347.75 -347.75 0370
0968 Holding A/C (Unnalloc Debtors) -257.75 -257.75 0350
101 Electricity -7334.30 -733430 12661
1017 Service Fee -217.80 -217.80 12662
12113 Arrears Admin -1169.35 -1169.35 12113
195 Opening Admin. Balance -438800.03 -438820.05 195
301 Administrative Fund 8721.45 872145 301
309 Owners Funds Brought Fwd 438820.05 438890.05 309

Reading Record List

|:| The Reading Record list details for all accounts including the Current Reading Date, Current
$ Read, Charge, Processed Flag and what Tariff was used. This report is useful after entering
Reading Record
: mL?st ° the meter readings to check them prior to processing and printing bills.

1. From the Utility Sub-Group open the Utility Billing menu. You can also search or select the icon.
Click GoTo > Reading Record List.

Tag the debtors to include or Crtl+A to tag all debtors.
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Within the Limits tab enter a Reading Date Start and Reading Date Finish to report the last reading period or
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for a specific date range.

If preferred, within the Conditions tab, tick Report Heading Utilities.

Select Proceed.

To export the data to Excel, select Excel or the print a PDF, select Print

Select Close to close the Utility Record List.

Account Code Cumert Reading Date Cument Reading Charge Processed Flag Tariff
02100005 29/09/16 1 9926 |F 1M
02100006 29/09/16 8181 9496 | P 1
02100006 29/09/16 56720 4387 |F GHW
02100006 29/09/16 1 9926 |F 1M
02100007 29/09/16 12339 13120 |P 1
02100007 29/09/16 109810 126.16 | P GHW
02100007 29/09/16 1 9926 |F 1M
02100010 29/09/16 431120 29643 |F 1
02100010 29/09/16 53370 3841 |F GHW
02100010 29/09/16 1 9926 |F 1M
02100011 29/09/16 45553 21148 |F 1
02100011 29/0916 13350 1.06|P GHW
02100011 29/09/16 1 99.26 | P 1M
02100012 29/09/16 16379 11657 |P 1
02100012 29/09/16 8530 7.05|F GHW
02100012 29/09/16 1 99.26 | P 1M
02100013 29/09/16 14470 81.84|F 1
02100013 29/09/16 106300 4176 |F GHW
02100013 29/09/16 1 99.26 | P 1M
80639.87
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Record Reading Query

The Record Reading Query is a report used to see readings entered for a particular Debtor / all Debtors for a
particular period and is useful to refer to when troubleshooting a particular Debtor (s)

1. From the Utility Sub-Group open the Utility Billing menu.
Click GoTo > Reading Record Query.
Tag the Account (s) to include in report.

Enter Start Date and Finish Date to report for a specific date range, then click OK.
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To export to Excel, highlight the entries as required and click Show in Excel.

Security Deposit Report

Running a Security Deposit Report will confirm what debtors have a Security Deposit held, the amount required to
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be held for the Security Deposit and the balance of this Security Deposit. Totals can also be noted from the

bottom of the report

1. From the Utility Sub-Group search or select Utility Billing.
2. Select GoTo > Security Deposit Report.
3. Select OK.

Billing Cycle Report

A field in Building Information called 'Billing Cycle' is available for users to enter the billing cycle for the building.
This is located under the 'Utility Billing' header. This field can be reported and exported to Excel for a single,

multiple, or all buildings that have a 'Utilities' sub-group.

1. Inthe Building Selector Filters, from the Sub-Group drop-down, select 'Utilities'.

2. Select the required building.
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| BCMax Buildings | | GLMax Compani5| | Recent Buildings | | Recent Companies | Name / Mumber: ||
~ | Filters Utilities Buildings
Sub-Group: Utilities H - Account Manager: |
Inactive/Lost: (@) Active () Inactive/Lost Management Office: |
State: | = | GST Registered: O Yes () Ne
Financial End Month: | = | Invoice Hub: O Yes () Ne

Account Groups: ) ¥es () Mo

& MNumber Mame Year Start  Year End Account Manager
i E58691 BAY ROYAL KEEP 01/03/2024  28/02/2025

E5456
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Craig Power Keep 01/01/2024  31/12/2024
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Select Base Building Select Master Chart Building

Count: 21

3. Search or select Building Information.

4. Ensure the 'Billing Cycle' field is visible (in the below screenshot it has been included in the 'Favourites'

view.)

5. Click the Export to Excel button.
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6. Inthe 'Building Selection’ window, select any or all (tick the box in the left column) of the buildings required

for the export and click Select.

21 Building Selection O x
W Recent Buildings Name / Number:

\v,' Filters Utilities Buildings
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7. The data will be presented in Excel where filters can be applied, etc.



AutaSave E] lf) i ~

File Home Insert  Page Layout

2 Tristan Collins | & zal

Formulas Data Review View Automate Developer Help El

‘ fnl:l | ﬁ | | = | o [l Conditional Formatting ~ EE @
F t as Table ~
Clipboard Font | Alignment | Number R T Cells Editing Add-ins | Analyze
- - v - [ Cell Styles ~ - - Data
Styles Sensitivity Add-ins
B7 - I
A E [ | o] | E |
1 |Favourites
2 | Building Number| ~ | Building Name -1 Billing Cycle - JResidential Billing Period - Commercial Billing Period - Date
3 |E160720 KERI 2020 KEEP
4 |E56656 CRAIG KEEP Manthly
5 E58691 JESS TAJ MAHAL KEEP Weekly
&

Favourites ()

Ready ﬁ,Accessibilit}: Good to go

[4] | [+]
£ b ——s— a8

[+]




