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Defining Customer Options

The definition of a customer is someone (or something) with financial obligations with your company.  These obligations ensue because the customer has agreed to purchase goods or services at an agreed price.

You may be surprised to learn that there is no “customer” record in the system.  Rather, the system subdivides customer information into the following records:

· Person.  The person record holds demographic information about your customers and every other individual or business with which your company has contact.  For example, in addition to customers, person records also exist for landlords, contractors, accountants at corporate customers, guarantors of customers, energy distributors, collection agencies, etc.

· Account.  Accounts are the entities for which bills are produced and therefore you must create at least one account for every person who has financial obligations with your company.  The account record contains information that controls when the bills are created and how the bills are formatted. 

· Service Agreement.  Think of a service agreement as a contract between your company and the customer.  The service agreement contains the terms and conditions controlling how the bill details are created.  Every account will have at least one service agreement (otherwise, nothing will appear on the account’s bills).

Before you can define persons, accounts, and service agreements, you must set up the control tables defined in this section.

For more information about how persons, accounts and premises are used by your customer service reps, refer to Understanding The “V”.

Note.  The tables in this section are only some of many tables that must be set up before you can bill your customers for the service(s) they consume.  In this section, we limit the discussion to those tables that control basic demographic and financial information.  In later sections, we describe the tables that control other billing-related functions like bill creation algorithms, meter reading and rates.  It is only after all of these tables are set up that you will be able to generate bills and record payments.
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Customer Overview

This section describes how the person, account, and service agreement records are used to record your customers’ demographic and billing options.
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The following picture illustrates two customers: Joe Smith and Pam Jones.  Joe is the “main customer” on his account.  Pam is the “main customer” on her account.  Pam is also the “third party guarantor” on Joe’s account.
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Persons

Person records hold demographic information about the individuals and businesses with whom your organization communicates. Demographic information includes phone number(s), names and aliases, identification numbers, life support equipment needs, employment information, etc.

In the above example, 2 person records would be needed; one for Pam Jones and another for Joe Smith.

A new person is added when you first have contact with a person; the person does not have to be a customer before it is added.  So, for example, if your company is starting a new marketing campaign, you can add information about potential customers the moment they are identified.

Businesses are persons too.  In addition to humans, you use person records to maintain basic information about the businesses with which your organization has contact.  

For a description of the control tables that must be set up before you can define a person, refer to Setting Up Person Options.

Accounts

An account is analogous to an account at a bank:

· A person or business with no financial dealings with a bank will have no account (but the bank may choose to keep demographic information about the person as part of their marketing efforts).  The exact analogy exists in this system.

· Individuals with financial dealings with a bank will have one or more accounts.  The number of accounts is up to the customer.  The exact analogy exists in this system.

A simple way to determine the number of accounts a customer will have is to ask “how many bills do they want each period?” because a customer receives one bill for each account.  For example:

· A residential customer who also owns a small business may choose to receive two bills each month; one for the residence, the other for the business.  This way, the charges for their business would be segregated from their personal charges.  This customer would have two accounts.

· A conglomerate that owns several factories may want their transportation gas charges to appear on a single bill rather than have a separate bill for each factory.  This customer would have a single account.
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The unique number of an account is referred to as the “account ID”.  You are probably very comfortable with this concept.  You may, however, have difficulty dealing with the fact that the account id in this system has no intelligence built into it (e.g., many systems include the bill cycle and geographic location in the account id).  In this system, the account ID is a random, system-assigned value.  

Because the account ID contains no meaning, it can remain with a customer for life, regardless of where they live, when they are billed, the type of service they receive, etc.  This is important because it means that all of the financial history linked to the account remains with the customer for life.

Technical note.  The non-intelligence of the account ID is also important from the perspective of the parallel processing that takes place when the system creates bills.  Because the collection of accounts to be billed in any given bill cycle will be randomly distributed through the number spectrum, the system can distribute account number ranges to parallel threads and each thread will process roughly the same number of accounts.

Account / Person Cross Reference

A person may be linked to zero or more accounts.  A person won’t be linked to an account when they have no financial relationship with your organization.  A person will be linked to multiple accounts when they have financial relationships with more than one account.

An account must reference at least one person (i.e., the main customer), but may reference an unlimited number of individuals.  Multiple persons are linked to an account when several parties have some type of financial relationship with the account (e.g., third party guarantors, account contact, bill copy recipients, etc.).

When Is An Account Created?

A person can exist without an account until such time as the person formally requests the commencement of service.  The moment the customer requests service, an account must be created (and the person must be linked to the account).

When Is An Account Expired?

Accounts never expire.  Once a customer has an account, the account remains in the system forever.  Linked to the account are service agreements that define the price and conditions of a service supplied to the customer.  When an account has active service agreements, the system produces bills for it.  If the account doesn’t have active service agreements, the system will not produce a bill for it.  You can think of an account without active service agreements as being “dormant”, waiting for the day when the customer again starts service.  If the customer never restarts, the account (along with its financial history) remains dormant forever.

Service Agreements

A service agreement is a contract (either formal or implied) between your organization and a customer.  Every service agreement contains the price and conditions of a service supplied to a customer.

A service agreement is linked to an account.  There is no limit to the number of service agreements that may be linked to an account.
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A service agreement is created when the customer requests service (not when service commences).  Typically, service agreements are created in the pending state and field activities are generated to connect service.  When the field activities are complete, the service agreement becomes active and the billing process starts generating bill segments for the service agreement.

For more information about starting service, refer to The Big Picture Of Starting Service.  For more information about bill segments, refer to Bill Details.

Financial Transactions Are Linked To Service Agreements

For more information about how financial transactions are linked to service agreements, refer to The Financial Big Picture.

When Is A Service Agreement Expired?

A service agreement is expired when the customer requests service be stopped.  At that time, the service agreement is transitioned to the pending stop state and field activities are generated to stop service (these activities might involve simply reading the meter or they could involve disconnecting or removing the meter).  When the field activities are complete, the system transitions the service agreement to the stopped state and the billing process generates a final bill for the service agreement.  When the customer pays the final bill, the system transitions the service agreement to the closed state

For more information about stopping service, refer to The Big Picture Of Stopping Service.

Setting Up Person Options

This section describes tables that must be set up before you can define persons.
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Phone types define the format for entering and displaying phone numbers.

To add or review phone types, choose Admin Menu, Phone Type.
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Phone Type

Description of page

Enter a unique Phone Type and Description for each type of phone number you support.  

Select an appropriate Phone Number Format Algorithm for each Phone Type.  This algorithm controls the format for entry and display of phone numbers.  If you haven’t already done so:

· Create a new algorithm (refer to Setting Up Algorithms).

· On this algorithm, reference an Algorithm Type that validates phone numbers.  The system comes supplied with an algorithm type called PHN-FMT that should be used as a sample if you have to write a new algorithm type.  Refer to Setting Up Algorithm Types for how this type of algorithm operates.

Use Phone Type Flag to define if this type of phone number is a Fax number.  Defining which phone type is used for facsimile transmittal is only pertinent if you allow bills to be faxed to customers.  For more information:

· Refer to Account - Person Information for a description of how fax numbers are displayed if you choose a Bill Route Type of Facsimile Bill Routing.

· Refer to The Source Of Bill Routing Information for more information about bill routing.

Where used

Phone format is referenced by a person’s phone numbers.  Refer to Person - Main Information for more information.

Defining Identifier Types 

When you set up a person, you may define the various types of identification associated with the person, e.g., their driver’s license number, their tax identity, etc.  Every piece of identification associated with a person has an identification type.  These identifier type codes are defined using Admin Menu, Identifier Type.
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Identifier Type

Description of page

Enter an easily recognizable ID Type and Description for the Identifier Type.

If the identifier type has a format against which validation can be performed, use Identifier Format to define the algorithm.  To do this:

· Create a new algorithm (refer to Setting Up Algorithms).

· On this algorithm, reference an Algorithm Type that validates identifier types.  The system comes supplied with the algorithm types called CIPERID-EIN and CIPERID-SSN that should be used as a sample if you have to write a new algorithm type.  Refer to Setting Up Algorithm Types for how this type of algorithm operates.

Where used

A Person may reference one or more identifier types.  Refer to Person – Main Information for more information.

When you add a new person, the system defaults an identifier type.  The defaulted value comes from the CIS Installation record.  Refer to Installation Options - Person for more information.

Defining Person Relationship Types

It is possible to associate persons to other person.  For example, 

· You might want to define the subsidiaries of a parent corporation

· You might want to define spouses as separate persons and then link each person to another person

When you link a person to another person, you must define in what way the person is related to the other person by using a person relationship type code.  These codes are defined using Admin Menu, Person Relationship Type.
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Account Relationship Type

Description of page

Enter the following for each relationship type:

· Enter an easily recognizable Relationship Type code.

· Use Description (Person1=>Person2) to describe how the first person is related to the second person.

· Use Description (Person2=>Person1) to describe how the second person is related to the first person.

Person1 versus Person 2.  When you link persons together, you do it in respect of one of the persons (which we call Person 1).  For example, if you want to link the subsidiaries to a parent company, you do this in respect of the parent company (i.e., you define the parent company’s subsidiaries using the Person - Persons transaction.

Where used

Every person linked to another person will reference a person relationship type.  Refer to Person - Persons for more information.

Setting Up Statement Construct Options

This section describes tables that must be set up before a statement construct can be set up for a person to begin receiving financial statements.

For more information, refer to The Big Picture of Complex Statements.

Setting Up Statement Route Types

Statement route types define the method used to route statements to persons. To define a statement route type, open Admin Menu, Statement Route Type.
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Statement Route Type

Description of Page

Enter a unique Statement Route Type, Short Description, Description and Statement Routing Method for every statement route type.  

Note.  The values for Statement Routing Method are customizable using the Lookup table.  This field name is STM_RTG_METH_FLG.

Use Batch Control to define the background process that performs the actual routing. Refer to Setting Up Statement Routing Extracts for more information about these processes.

Where used

Every statement construct must reference a statement route type.  Refer to Statement Construct Maintenance for more information.

Setting Up Account Options

This section describes tables that must be set up before an account can receive a bill.
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Users are informed that something requires their attention by entries that appear in ToDo lists.  For example, consider what happens when billing can’t find a reading (and it’s not allowed to estimate):

· The billing process creates a bill segment that is in error - meter read cannot be found.

· This error bill segment, in turn, triggers the creation of a ToDo entry.

· The ToDo entry is addressed to a role.  A role is one or more users who can “action” the ToDo entry.

· When a user views their ToDo entries, they see all entries addressed to all roles of which they are part.

You can optionally use account management groups (AMG) to define the respective role to be assigned to ToDo entries that are associated with an account and a given ToDo type.  For example, you can create an AMG called Credit Risks and assign this to accounts with suspect credit.  Then, whenever an account-oriented ToDo entry is created for such an account, it will be assigned a role based on the Credit Risks AMG.  Refer to ToDo Entries Reference A Role for more information.

Account management groups are optional.  You need only set up account management groups (and link them to accounts) if you wish to address specific ToDo entries associated with specific accounts to specific roles.

Account management groups are defined using Admin Menu, Account Management Group.
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 Account Management Group

Description of page

Enter an easily recognizable Account Management Group code and Description for each account management group.  Use the grid to define the ToDo Role to be assigned to entries of a given ToDo Type that are associated with accounts that reference the Account Management Group.

Note.  Only ToDo entries that are account-oriented take advantage of the roles defined for an account management group (because only accounts reference an account management group).  Refer to ToDo Entries Created By Background Processes and ToDo Entries Created By Algorithms for a list of those entries that take advantage of the AMG functionality.

Where used

An account may reference an account management group.  Refer to Account – Main Information for more information.

The various processes and algorithms that create ToDo entries access an account’s AMG in order to assign a role to a ToDo entry.  Refer to ToDo Entries Reference A Role for more information.

Setting Up Account Relationship Codes

When you link a person to an account, you must define in what way the person is related to the account by using an account relationship code.  These codes are defined using Admin Menu, Account Relationship Type.
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Account Relationship Type

Description of page

Enter an easily recognizable Relationship Type and Description for each relationship type.

Where used

Every person linked to an account will reference a relationship type.  Refer to Account – Person Information for more information.

The CIS Installation table references the relationship type to be defaulted on persons automatically linked to accounts.  Persons are automatically linked from:

· The Account – Add dialog.

· When an account is added using the Person Maintenance panel group.

 Refer to Installation Options - Person for more information.

Setting Up Alert Types

Account based alerts that appear in control central have an Alert Type.  To define valid alert types, navigate to Admin Menu, Alert Type.
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Alert Type

Description of page

Enter an easily recognizable Alert Type Code and Description for each relationship type.  Specify the Alert Days to indicate the amount of time that alerts of this type should be effective.

Where used

Accounts with alerts must reference an alert type.  Refer to Account Alerts for more information.

Algorithms defined on installation options might reference alert types.  Refer to Installation Options - Algorithms for more information.

Setting Up Bill Messages

There are various informational and warning messages that may appear on an account’s bills.  Each message is identified with a bill message code.  To define a bill message code, open Admin Menu, Bill Message.
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Bill Message

Description of page

Enter a unique Message Code, Short Description and Description for every bill message.

The following attributes control how and where the bill message appears on the customer’s bill:

Priority controls the order in which the message appears when multiple messages appear on a bill. 

Note.  The values for this field are customizable using the Lookup table.  This field name is MSG_PRIORITY_FLG.

Insert Code controls whether a document should be inserted into the bill envelope when the bill message appears on a bill.

Message on Bill is the actual verbiage that appears on the customer’s bill.  If the message text is not static (e.g., field values need to be substituted into the body of the message), you can use the %n notation within the Message on Bill to cause field values to be substituted into a message.  Refer to Substituting Field Values Into A Bill Message for more information.

Where used

An account may reference zero or more bill message codes.  Refer to Account – Bill Messages for more information.

A service agreement may reference zero or more bill message codes.  Refer to Service Agreement – Miscellaneous for more information.

Bill messages linked to a customer class reference bill message codes.  Refer to Setting Up Customer Class Bill Messages for more information.

Bill messages linked to a service provider reference bill message codes.  Refer to Service Provider – Bill Messages for more information.

Bill messages linked to a rate schedule reference bill message codes.  Refer to Rate Schedule – Bill Messages for more information.

Bill messages linked to a meter read remark reference bill message codes.  Refer to Meter Read Remark – Bill Messages for more information.

Bill messages that appear on a bill reference a bill message code.  Refer to Bill – Messages for more information.

Bill messages that appear on a bill segment reference a bill message code.  Refer to Bill Segment – Messages for more information.

Setting Up Bill Route Types

Bill route types define the method used to route bills to accounts. To define a bill route type, open Admin Menu, Bill Route Type.
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Bill Route Type

Description of page

Enter a unique Bill Route Type, Short Description, and Description for every bill route type.

Bill Routing Method controls the type of information that may be defined when the respective Bill Route Type is selected on Account - Person Information.  The following options are available:

· Postal.  Use this method if the routing is via the postal service.

· Fax.  Use this method if the routing is via fax.

· Email.  Use this method if the routing is via email.

Note.  The values for Bill Routing Method are customizable using the Lookup table.  This field name is BILL_RTG_METH_FLG.

Use Batch Control to define the background process that performs the actual routing.  Refer to Setting Up Additional Bill Routing Extracts for more information about these processes.  If you use multiple Bill Routing Methods you will likely have different Batch Controls for each method. 

Where used

Every person linked to an account that receives a copy of a bill must reference a bill route type.  Refer to Account – Person Information for more information.

The CIS Installation table references the routing type to be defaulted on persons automatically linked to accounts add on the Person Maintenance page.

 Refer to Defining Installation Options for more information.

Setting Up Bill Cycles

Refer to Defining Bill & Meter Read Cycles for a description of how to set up bill cycles.

Setting Up Customer Classes

When you set up an account, you must assign it a customer class.  The topics in this section describe the customer class control table.

Contents

Customer Class - Main
Customer Class - Bill Messages
Customer Class - Controls
Customer Class - Main

To set up customer classes, navigate to Admin Menu, Customer Class, Main. 
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Customer Class – Main

Page description

Enter a unique Customer Class code and Description for every customer class.

Use Collection Class to define the collection class that defaults onto new accounts that belong to this customer class.  An account’s collection class may be subsequently modified if the account has special collection problems or needs.

For more information about the significance of collection class, refer to Designing Your Collection Classes.

Turn on Business Activity Required if service agreements linked to accounts with this customer class require a Business Activity description to be entered.

Turn on Open Item Accounting if accounts belonging to this customer class are subject to open-item account.  Refer to Open Item Accounting for a complete explanation of the significance of this switch.

Turn on Non CIS Payment if accounts belonging to this customer class are used for payments made to reduce non-CIS debt.  For example, assume your company accepts payments for a county assessor and you don’t want to set up a separate account for each person who pays their assessment bill.  You should set up the following information to accept such payments:

· Create a new customer class called “Non CIS Customer”.

· Create a SA type for each type of non-CIS payment that customers can make.  Make sure to enter a distribution code on each SA type that references the appropriate revenue (or payable) account.  Don’t forget to indicate that each SA type is not billed.

· Create an account to which you’ll book such payments.  Have this account reference the new customer class.  We recommend creating a separate account for each SA type that you created in the previous step.

· Create and activate a service agreement for the new account(s).

When someone pays for non-CIS debt, the operator will add a payment for the above account.  On the payment, the operator should record reference information in order to know exactly why the payment was made.  Refer to Payment Event – Non CIS for more information.  

You must define a variety of business rules for every division in which a customer class has customers.  For example, if you operate in both California and Nevada AND you have CIS divisions for each state AND you have residential customers in each state, you must define Customer Class Controls for each CIS division.  You do this on the Customer Class - Controls page.  The grid that follows simply shows the CIS divisions for which business rules have been set up.

Where used

An account references a customer class.  Refer to Account – Main Information for more information.

The CIS Installation record contains customer classes to default onto new accounts created from Person – Main.  Refer to Installation Options – Account for more information.

Reference information may be recorded on payments made for accounts belonging to customer classes designated as non-CIS.  Refer to Payment Event – Non CIS for more information. 

Customer Class - Bill Messages

When a customer class has bill messages, the system will sweep these messages onto bills created for accounts belonging to the customer class.  Use this window to define a customer class’s bill messages.  Navigate to Admin Menu, Customer Class, Bill Messages tab to maintain this information.
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Customer Class – Bill Messages

Page description

Use the Bill Messages collection to define Bill Message codes that should appear on bills that created for accounts that belong to a given customer class.  For each message, also specify the Start Date and End Date when such a message should appear on the bill (leave End Date blank if the message should appear indefinitely).

Where used

The system snaps customer class bill messages on a bill during bill completion.  For more information about bill messages, refer to The Source Of Bill Messages.

Customer Class - Controls

You must define a variety of business rules for every division in which a customer class has customers.  For example, if you operate in both California and Nevada AND you have CIS divisions for each state AND you have residential customers in each state, you must define Customer Class Controls for each CIS division in respect of the residential customer class.  Open Admin Menu, Customer Class, Controls tab to maintain this information.
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Customer Class – Controls

Page description

The Customer Class Controls scroll contains business rules governing accounts that belong to a CIS Division and Customer Class.  The following fields should be defined for each CIS Division:

· Use Days Till Bill Due to define the number of days after the bill freeze date that the customer’s bill is due.  If the due date is a weekend or company holiday, the system will move the due date forward to the next workday (using the workday calendar defined on the account’s CIS division).

· Specify the Budget Plan that defaults onto new accounts belonging to this customer class.  Please note that an account’s budget plan may be subsequently modified if the account has special budget processing needs.  Refer to Setting Up Budget Plans for more information.

· Use Min Credit Review Freq (Days) to define the maximum number of days that can elapse between the reviews of an account’s debt by the account debt monitor.

· Use Credit Review Grace Days to define the number of days after the bill due date that an account should be reviewed by the account debt monitor.

· Turn on the Late Payment Charge if customers in the class / division combination are eligible for late payment charges.

· Use LPC Grace Days to define the number of days after a bill’s due date that a late payment charge will be generated (if the various LPC algorithms allow such – refer to How Late Payment Charges Get Calculated for the details).  If the grace date falls on a weekend or holiday, the system moves the grace date to the next available workday (using the workday calendar defined on the account’s CIS division). 

The grid that follows contains Algorithms that control important functions in the system.  You must define the following for each algorithm:

· Specify the System Event with which the algorithm is associated (see the table that follows for a description of all possible events).

· Specify the Sequence and Algorithm for each system event.  You can set the Sequence to 10 unless you have a System Event that has multiple Algorithms.  In this case, you need to tell the system the Sequence in which they should execute.

Warning!  These algorithms are typically significant system processes.  The absence of an algorithm may prevent the system from operating correctly.

You can define algorithms for the following System Events:

	System Event
	Optional / Required
	Description

	Due Date Override Bill Completion
	Optional
	An account’s bill due date will be equal to the bill date plus its customer class’ Days Till Due (as described above).  If you need to override this method for accounts in a specific customer class, specify the appropriate algorithm here.  To do this, create a new algorithm (refer to Setting Up Algorithms).  On this algorithm, reference an Algorithm Type that performs overrides a bill’s due date.  The system comes supplied with a sample algorithm type that can be used as a base (see DUE DT OVRD).  Refer to Setting Up Algorithm Types  for how this type of algorithm operates.

	FT Freeze
	Optional
	When an FT is frozen, this algorithm is called to do additional work.  If you practice open-item accounting, you will need such an algorithm to handle the cancellation of match events when a financial transaction is canceled that appears on a match event.  Refer to How Are Match Events Cancelled? for more information about cancellation.

If you do practice open-item accounting, you must set up this algorithm.  To do this, create a new algorithm (refer to Setting Up Algorithms).  On this algorithm, reference an algorithm type that determines performs additional efforts when an FT is frozen.  The system comes with a sample algorithm type called CNCL FT MEVT that should be used as a sample if you have to write a new algorithm type.  Refer to Setting Up Algorithm Types for how this type of algorithm operates.

	Late Payment Charge Eligibility
	Required if the customer class / division is eligible for late payment charges
	This algorithm is called by the late payment process to determine eligibility for late payments.

Specify the Eligibility Rule algorithm that determines if the account is subject to late payment charges.  If you haven’t done so already, you must set up this algorithm in the system.  To do this, create a new algorithm (refer to Setting Up Algorithms).  On this algorithm, reference an algorithm type that determines if an account is eligible for late payment charges.  The system comes with a sample algorithm type called LPE-ALL that should be used as a sample if you have to write a new algorithm type.  Refer to Setting Up Algorithm Types for how this type of algorithm operates.

Warning!  Just because an account’s customer class allows late payment charges to be calculated doesn’t mean the account’s delinquent service agreements will be levied late payment charges.  In addition, a delinquent service agreement’s SA type must reference a late payment charge algorithm.  Refer to SA Type – Main for more information about SA type late payment charge issues.  Refer to How Late Payment Charges Get Calculated for more information about late payment charges in general.

	Overpayment Distribution
	Required
	When a customer pays more than they owe, this algorithm is called to determine what to do with the excess funds.  Refer to Overpayment Segmentation for a description on how to configure the system to handle your overpayment requirements.

	Payment Distribution
	Required
	This algorithm is called at payment distribution time in order to establish how to distribute a payment against available service agreement debts.  Refer to Payment Distribution for more information about how payment distribution works.

	Payment Freeze
	Optional
	When a payment is frozen, this algorithm is called to do additional work.  If you practice open-item accounting, you will need such an algorithm to link the payment’s financial transactions to the match event that was originally created when the payment was distributed.  Refer to Payments and Match Events for more information.

If you do practice open-item accounting, you must set up this algorithm.  To do this, create a new algorithm (refer to Setting Up Algorithms).  On this algorithm, reference an algorithm type that performs additional efforts when a payment is frozen.  The system comes with a sample algorithm type called PAY FRZ O-I that should be used as a sample if you have to write a new algorithm type.  Refer to Setting Up Algorithm Types for how this type of algorithm operates.


Refer to Setting Up Algorithm Types for a list of algorithm types provided by the base package.

Setting Up Collection Classes

Refer to Setting Up Collection Classes for a description of how to set up collection classes.

Setting Up Customer Contact Options

This section describes tables that must be set up before you can define customer contacts.

Contents

Setting Up Letter Templates
Setting Up Customer Contact Classes
Setting Up Letter Templates

You can set up a customer contact type to generate a form letter whenever a customer contact of this type is added.  In fact, this is the only way to generate a letter in the system.  Refer to Printing Letters for more information about how letters are produced.

Credit and Collections and Workflow Processing creates customer contacts, not letters.  When a collection, severance, write-off, or workflow event generates a letter, it actually creates a customer contact.  The customer contact, in turn, is what generates the letter. 

Every customer contact that causes a letter to be sent must reference a unique letter template. To define a letter template, open Admin Menu, Letter Template.

Doc 1 users.  If you use the Doc 1 software to produce letters, there will be a template in the Doc 1 software associated with each letter.  The name of the Doc 1 template must be the same as the code associated with the letter template in CorDaptix.
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Letter Template

Description of page

The following fields are required for each letter template: 

Letter Template
This is the unique identifier of the letter template.

Description
This describes the letter.

Special Extract
Turn this switch on if this type of letter is associated with a workflow, collection, severance or write-off event.  Turning on this switch is what prevents an operator from adding a customer contact that references this type of letter template (because you don’t want an operator to be able to request a letter associated with these events by adding a customer contact, rather, they must execute the respective event and it will generate the customer contact).

Batch Control
This is the process that creates the flat file that is passed to your letter printing software.  All batch processes capable of downloading letter information that are delivered with the base package are prefixed with CCLTR.

Where used

A customer contact type may reference a letter template.  Refer to Setting Up Customer Contact Classes for more information.

Setting Up Customer Contact Classes

Every customer contact record has a contact type that classifies the record for reporting purposes.  And every contact type, in turn, references a customer contact “class”.  The class categorizes customer contacts into larger groupings for reporting purposes.  

To define a customer contact class and its contact types, open Admin Menu, Customer Contact Class.
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Customer Contact Class

Description of page

Enter a unique Contact Class, Short Description and Description for the customer contact class.

Use the Customer Contact Types collection to define every type of contact within the class.  

Contact Type
Enter a unique identifier for this type of contact.

Contact Type Description
Enter a description for this type of contact.

Contact Action
If you need something to happen when customer contacts of this type are added, define the Contact Action.  Valid values are: Send Letter, or you can leave it blank.

Letter Template
Must be specified if the Contact Action is Send Letter.

Where used

Every customer contact references a contact type.  Refer to Maintaining Customer Contacts for more information. 

A collection event template must reference a contact type if it causes a letter to be generated.  Refer to Setting Up Collection Event Types for more information.

A severance event template must reference a contact type if it causes a letter to be generated.  Refer to Setting Up Severance Event Types for more information.

A write-off event template must reference a contact type if it causes a letter to be generated.  Refer to Setting Up Write Off Event Types for more information.

A workflow event type will reference an algorithm that references a contact type if it causes a letter to be generated.  Refer to Setting_Up_Workflow_Event_Types for more information.

Setting Up Service Agreement Options

This section describes tables that must be set up before you can define service agreements.

Contents

Setting Up Standard Industry Codes (SIC)
Setting Up Tax Exempt Types
Setting Up Contract Quantity Types
SA Type Controls Everything
Financial Controls
Setting Up Standard Industry Codes (SIC) 

A service agreement for non-residential service should reference a standard industry code (SIC).  This code is used to categorize service agreements for reporting purposes.  To define an SIC, open Admin Menu, SIC Code.
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SIC Code

Description of page

Enter a unique SIC Code, Description and Short Description for the SIC.

Where used

A service agreement may reference an SIC code.  Refer to Service Agreement – Miscellaneous for more information.

Setting Up Tax Exempt Types

Your rates will probably have provisions for the calculation of taxes of one type or another.  Frequently you will have customers who are completely or partially exempt from these taxes.  The service agreements for these customers will need to have tax exemption information in order for them to be billed properly.  Tax Exempt Type is used to define the precise nature of the applicable exemption.  To define the Tax Exempt Types you will use, open Admin Menu, Tax Exempt Type.
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Tax Exempt Type

Description of page

Enter a unique Tax Exempt Type and Description for each type of tax exemption.

Where used

Tax Exempt Type is used on Service Agreement – Tax Exemptions.

Setting Up Contract Quantity Types

You may have customers whose contracts (service agreements) have contractual consumption limits.  The service agreements for these customers must have information regarding this quantity in order to be billed properly.  Contract Quantity Type is used to precisely define the nature of the quantity.  To define the Contract Quantity Types, open Admin Menu, Contract Quantity Type.
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Contract Quantity Type

Window controls

Enter a unique Contract Quantity Type and Description for each type of contract quantity.

Where used

Contract Quantity Type is used on Service Agreement – Contract Quantity. 

SA Type Controls Everything

Every service agreement references a SA type.  The SA type controls all aspects of a service agreement's behavior including how service is started, how bills are created, how its financial transactions are booked in the general ledger, and much more.  We don’t explain how to set up SA types in this section because it’s only after you have set up all of the control tables in this manual that you’ll be able to finally define your SA types.

For more information about SA types, refer to Defining Service Agreement Type (SA Types).

Financial Controls

There are also a number of control tables that must be set up to control the bills, payments, and adjustments that are linked to a service agreement.  For more information about these tables, please see Defining Financial Transaction Options.
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