
Home Screen 

The Home Tab deals with customer information and is the one you will spend 90% of your time in. The 

customer account can be selected by either using the drop down selector or typing in a partial name 

then selecting the account.  

 

The buttons underneath the drop down selector box let the user choose what actions are available for 

the account displayed in the drop down selector box.  These buttons are displayed throughout the 

account screens and can be used at any time to interact with the chosen account.  

The Show Account, Document List, Audit Account button can be selected at any time to perform the 

selected operation on the chosen account.  

The Add Account button can be selected at any time to add a new customer account to the system. 

The Cancel button can be used to cancel out of any operation and return to this screen while in the 

Home Tab.  

  



 

Show Account 

The show account button Lists the customer information and gives further option buttons at the bottom 

of the screen for editing the account or adding information.  No changes can be made to the account 

while on this screen.  

 

All buttons on this screen with the exception of the Add Account and Cancel buttons perform the 

selected operation on the chosen account that is displayed in the drop down selector.  

Current information is displayed in highlighted information at the bottom of the table.  This information 

is updated automatically from data entered in other parts of the program.  

The account note displayed here can be changed at any time by using the Edit Account button, this note 

is not permanent.  Permanent notes for the account are entered by using the Notes button.  

 

  



 

Edit Account 

This screen lets the user change the account information of the selected account.  

 

It is on this screen that a temporary note can be edited that shows up on the Account Information 

Screen.  

After making the necessary changes the Update Account button must be selected in order to save any 

changes made.  Selecting Cancel or any of the top buttons will exit from this screen without saving any 

changes made.  

  



 

Assign Rate Codes 

This screen allows the user to assign any rate codes to the customer account.  

 

After making the necessary changes the Update Account button must be selected in order to save any 

changes made.  Selecting Cancel or any of the top buttons will exit from this screen without saving any 

changes made.  

  



 

Notes 

This screen adds permanent notes to the customer account.  These notes will be listed here and cannot 

be changed. 

 

 

After making the necessary changes the Add  button must be selected in order to save any changes 

made.  Selecting Cancel or any of the top buttons will exit from this screen without saving any changes 

made.  

  



 

Work Orders 

Any work orders assigned to the customer's account will be listed here, as well as the ability to add a 

new work order. 

 

The button in the Description of Problem column will bring up the selected work order for viewing or 

editing. 



 

After making the necessary changes the Update Work Order or Add Work Order  button must be 

selected in order to save any changes made.  Selecting Cancel or any of the top buttons will exit from 

this screen without saving any changes made.  

  



 

Add Misc Charge 

This screen allows a miscellaneous charge to be added to the currently selected customer account.  

Normal usage charges will be added when reading are entered and should not be entered here. 

 

The Charge Types are defined in the Settings Tab for your company. 

After making the necessary changes the Post Charge button must be selected in order to save any 

changes made.  Selecting Cancel or any of the top buttons will exit from this screen without saving any 

changes made.  

  



 

Add Payment/Credit 

This screen allows a payment to be added to the currently selected customer account.   

 

The Payment Types are defined in the Settings Tab for your company. 

After making the necessary changes the Post Payment button must be selected in order to save any 

changes made.  Selecting Cancel or any of the top buttons will exit from this screen without saving any 

changes made.  

  



 

Document List 

This screen lists any documents attached to the current customer account as well as lets the user upload 

any new documents. 

 

Any documents will have a link listed in order to view or download.  

To add a new document the user can browse their computer for the document  and then select the 

Upload File button.   Clicking the mouse in the text box will also bring up the file browsing window. 

 

After uploading a new document a new tab in your browser will inform you of a successful upload to the 

storage area. 

  



 

Audit Account 

This screen displays the selected customer's account balance history.  

 

The user can also enter any miscellaneous charges and payments in this screen.  Charges and Credits are 

color coded for easy recognition.  

  



 

Reports Tab 

This screen lists the reports that can be run on the selected account.  

 

The summary reports will pop up in another tab on the browser and let the user print or save the report. 

 

 


