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Introduction

Welcome to the Miracle Service Accent New Meter Billing Routines.

This chapter contains the following topics:

Overview of The New Meter Billing Routines
About this Guide
Documentation Conventions

Contacting Your Support Provider

Overview of The New Meter Billing Routines

The way Miracle Service Accent does meter billing has been totally changed
for the new release.

Some of the key changes are as follows

Unlimited number of meters
Each meter is treated totally separately

Each meter can have a different billing type (for example, simple
Usage, Minimum with excess or copypack)

You can consolidated different meters with different billing types
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Introduction

About this Guide

This guide consists of the following chapters:

e Chapter 1: Introduction - an overview of Miracle Service Accent New
Meter Billing Routines, documentation conventions, and Vantage
Computing contact information.

e Chapter 2: How to set up your SMS account - details on how to set
up and use the new meter billing routines.

Documentation Conventions

The following icons highlight particular sections.

o Caution - failure to observe the caution described in this section may
prevent the new meter billing routines from operating properly.

0 Note - sections highlighted with this icon contain pertinent information,
such as exceptions to the preceding steps or sections.

0 Hint - sections highlighted with this icon contain hints or suggestions.

Contacting Your Support Provider

Web site: www.miracleserviceaccent.com, click on support

Telephone and Email details will be provided by your support provider.

) miracle service accent - Microsoft Internet Explorer, £ 3
File Edit View Favortes Tools Help W™
S O s < pr o 38
Q- ©Q H¥RAG S search 7 Favaies @Pveds 4 (- o @ 3
s [ €] https v, miracleserviceaccent, comfsupport.asp v B ks ? norton antivius B -
Miracle Service
Accent
welcome | productinformation | contact || support
faq | configuration | downloads | knowledge base
et S L L
Welcome to the Miracle Service Accent support site
This site will let you obtain support and infermation for your .
installation of Miracle Service Aceant, If you have a specific Latest articles from The SupportSite info
query, the knowledge base is a good place to start. If you
need to mr::act your suptpti\rt valdzv. please use Go to Windows NT 4 Server with Windows 2000 ]
your support provider st the top. clients and Pervasive.SQL 2000 Server =
Last revised 28 Jantary 2004 10:.22
& NEW —
Try our new searchable knowledge base. 1f you have a ) o ,, )
problern, or perhaps want to know how something is done, Windows Millenium Edition (Windows Me)
chack out gur knowledgs base first by dicking the link, Last revired: 26 January 2009 10,22
below:
Why Miracle Service Accent doesn't use
http:/ /TheSupportSite.info Windows XP themes
Last revired: 26 January 2004 16.2§ ¥
&] Done & B Internet
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Setting Up Meter Billing

For the purpose of this Beta version, you will need to create a new meter
product record to reflect the new meter billing (the full release will have a
conversion utility built in to convert your existing records).

1. From the MSA button bar, click View and then click the General link
and then click the Products & parts icon.

Service Acce ason] - Peter
i =
| 3 =) D) | 5 & i ] =
Adrnin Wiz Routines Finder Mew Job Escalations  Scheduler Repotts

ral Inveaicing

ontral Stock conkrol

@ & S &

Custormers  Contracts | Products & | Inventory  Engineers &
parts locations

The View stock dialogue appears;

View Stock
Products ] Parts I Mateledl

Part Mo Description Category Price Cost In stock | Location I' New
00-0000-001 A Total Contract Walustion COST CODE ooo o.oo 0 SITE - Open
01-0001-025 AC256 MASTER COMTROLLER AC ooo 50.00 23 I— =
01-0001-033 ACZ56 SLAVE DRAYTON AC 1,200.00 910 66 a Reports
01-0001-243 AZ3Y LCU 805 TO PCEL AL o.oo 444106 o Eirdd
01-0001-249 AZEY,LCU 16/8 U0 PCEL AC ooo 446 B3 o =
01-0001-270 AZSY LCU 855 TO PCB PCEL AC 000 27410 o Clear
01-0001-324 AZEY WANVCU2ZAF BR PCEL AL o.oo 163.43 a
01-0001-327 ASEY WAVCIL 24F BRICP PCEL AC 000 17303 i} Swap
01-0001-325 ASSY VAVCU2 AF BPICP FCEL AC 000 173.03 0 SHELF 2B Refresh
01-0003-047 ATV, S+,60,EM MD MW LD LD AL ooo 13zz07 0 =
01-0003-112 ASSY M+ BOEMDIMMUO UDPCEL AT o.oo 1,89018 a
01-0004-043 ASEY @+ DC,50,EN,ND M PCEL AC 1,000.00 62818 0
01-0005-034 AZIY LTU MeAF EMCLPCEL A ooo T4.31 a
01-0008-003 ASSY RETRC,PCB,CHA00M-2M 254N INFINITY PLUS £,195.00 HEET g
01-0008-019 AZEY,CH9500 OBSOLETE IMFIMITY PLUS ooo 1,203.52 o LJ

2. Click New to create a new metered product.

3. Complete the relevant fields and the following appears;

Stock Record - New :

8altematives l
1 Part l 2 F'ric:ing] 3 Kit] 4 Metersl 5 lzage ] E Holdings I i More]

o
a
X

Part Moz [apso7 E—

Description: |Sharp ARSO7 Digital Copier

|

_swe |

_ el |
Cakegory: |u:n|:uier ﬂ Close
v Is a produck i.e., has a serial number) Motes

I lis always chargeable M

™ Requires PMs Cocuments

Location: | _

Manufackurer: | Wty ronkhs: l— _

Man Part MNa: | -

|

j Others =
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Setting Up Meter Billing

S

4. Click the Meters tab and the following is displayed;

Stock Record - Mew E:

8 Altermatives ] ]
1Pat | 2Pricing] 2Kiti 4

Meter details

Tvpe of copier Murnber of meters: I_

(™ Black and white

" Colour

{* Other/not-specified

0
X

5 Uzage ] E Holdings ] 7 More]

Save

Close

Mokes

il

‘ Price baok

Documents

Recommended

Copies bebween calls; ,7
Copies between PMs: ,7
Maonths between PMs: ,7

fax ronthly copies: ,7 =

li

5. In the Number of meters field, enter the number of meters this
product has. The number of meters is now unlimited.

6. Each meter can be given a unique name. After entering the number of
meters, press Tab and in the area specified.

Stock Record - New

& Altematives ]
1Pat| 2Piicing| 3Kt 4 Meters | §Usage | §Holdings | 7 Mare]
Meter details

Tipe of copier Mumber of meters: |_3 Save

" Black and white - |

" Colour 5,

(% Other/not-specified 3 Close
Mokes

‘ Price book

Recommeanded Dacuments

Copies between calls: ,7
Copies bebween PMs; ,7
Months between PMs: ,7

Max monthly copies: ,7 =

li

7. Click on each meter and then click Edit and enter the meter name.

8. Click the applicable radio button to indicate the Type of copier (black
and white, colour or other/not-specified).

Stock Record - ARS07 - Sharp ARS07 Digital Copier

8 Alematives ]

1Pat| 2Piicing] 3Kt 4Meters | 5Usage | §Haldings | 7 More Edit
Meter details g
Typa of copier Mumber of meters: |_3 Q

(¥ Black and white

: Bl: Yhite Meter
" Colour 21 Colour Meter :
" Other/not-specified 3 A3 Meter 2
Mokes
Edit | Price boak. |
I Dacurnents |
9. Click Save to save the record.
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The next step is to setup the inventory record with the new meter billing
details.

As with the product record, you will have to create a new customer and
contract to test the new meter billing (the full release will have a

conversion utility built in to convert your existing records).

1. From the MSA button bar, click View and then click the General link
and then click the Customers icon.

Service Acce

ason] - Peter

| 3 =) D) | a & 7] ] =
Admin Wi Raoutines Finder Mew Job  Escalations  Scheduler Reparts

Customers

Contracts

Products &
parts

Inventory  Engineers &
locations

The View Customers dialogue appears;

View Customers

1 Customer l 2 Contract customers ] 3 Mon-contract customers ] 4 Head office customers

Customer Mo Tag Mame Post Code Contact |’ Hew
000538 (1) SOUTH STAFFORDSHIRE ... SOUTH STAFFORDSHIRE ... ST16 35R SHALIM LEWIS - Open
005085 (I) FC TECHMOLOGY (ESSER) 3C TECHMOLOGY COZ 3R ALEX MOWALTERS — —_—
003466 (1) CPEMNUMIVERSITY WHALL ... OPEMUMIVERSITY WHALL MK7 6BT DaVE DUNFORD Feports
009356 (1) CASH SALE ACCOUNT () CASH SALE ACCOUNT DE4 3EP =
012621 (I} SHERWOOD SYSTEMS LT... SHERWOOD S¥STEMS LTD  BT12 6TA GARY MOORE Find
013007 (I} HITECH LK {(ROTHERHAM)  HITECH UK S63 JILL MULLINS Clear
013053 (I} COUNTY DURHAM TEC (.., COUNTY DURHAM TEC DLS 65 BRIAN MURRAY =
013352 () ST HELEMS CHAMBER. LIM... ST HELEMS CHAMBER LIM.., Wa9 1UE PETER. HEY Swap
014033 (I) MORTHCLIFFE MEWSPAPE, .. MORTHCLIFFE MEWSPAPE... WCIN 208 DavID BUTLER —
014042 (T} MANTECH ADYAMCED RE... MANTECH ADWANCED RE... SL4 3QP SUZAMME HALLIDAY — Refresh
014103 (I} GREAT ORMOND ST HOSP,.. GREAT ORMOND ST HOSP,.. WCIN 31H SARAH METSON

014429 (I) CORMISH WEEKLY MEWSP, ., CORMISH WEEKLY MEWSP,,, TR1 ZLP

014440 (I} THORM SECURITY (SUME... THORM SECURITY TwW16 SDE TIM COOK

014767 (I Countrywide Porter Movell,.. Countrywide Porter Movelli  OX16 940 mark: litkon

014955 (I} Lorien Plc {L53 1EL) Larien Plc LS3 1EL M C Lord

015074 (I} BARCLAYCARD PLC {MOR.., BARCLAYCARD PLC MM4 736G TIM MELAY ﬂ

2. Click New to create a new customer.

3. Complete the relevant fields and then click the Contract tab to create
a new contract. The following appears;

Contract Record - New

=]

1 Caontract l ] ] ] ]

Conkrack Mot ||

_seizlerel || ~
Contrack bype: | j

Period

Date starts: Evergreen: | Makes
Lasts Fior: maonths
Date expires: Cancelled: I Letkers

Print

Close

Contract value:
Discount 0.000
Discounted value:

Status:

|| [I832000N

4. Complete the relevant fields.
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Setting Up Meter Billing

5. Click the Customers tab;

Contract Record - New

There are no ikems o show in Ehis view

-]

e item Add unallocated item |

1 Contract| 2 Specification | 3 Biling 4 Customer!| 5 Other|
Customers on this contract: Abandon
Details _JJ Save
Fred Bloggs & Co, 1 The High Street, Stevenage, Herts, SG1 7YH J I
Delete
Close
J Mokes
Legend Cusktomer ‘ T |
Selected customer’s inventory: Letbers
Prioduck Serial Mo Contrack Mo Yalue Jﬂ Prink

6. Click on New item to add an inventory item to the contract.

7. Complete the relevant fields.

[
]

Inventory Record - New

B

8Parts| QK| Other |
1 ltem ] 2 Statusl 3 Contractl 4'iamanty | 5 Meters] G Lease ] 7 Rental ]

Product |.C'.R5IJ? Change Save

Description: |5har|3 ARS07 Digital Copier

Serial No: [918364353636

Close

by 1 Mokes

Cakegory: |co|:ier ﬂ History
Asset Mo: [TESTOL _

Letters

Location: | slEstiEmy ﬂ
Date installed:
Cuskomer Fred Bloggs & Co

1 The High Strest Customer
Stevenage
Herks

SG1 FYH

| [ 1

Item status: |0kay —
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8. Click the Meters tab;

Inventory Record - New

8Pats| SKit| Other |
1|tem| 25tatus| §E0ntract| AN amanty :

Eleass ] 7 Rental I

= Edt |
Billing Install Current Reading |Last inwoice I
Meter | type reading reading date reading
1 0 0 1]
2 1] 1] 1} J
3 1] 1]

Close

Miokes

Histary

Letters

g
B
ET

| (1| R

Invoice reading date: | Reading histary |

Invoice value | PMs | =

9. Highlight the required meter to enter install readings, current readings
and billing details.

Inventory Record - New

8Parts| 9Kit| Other |
1 Iteml 2 Statu&l 3 Eontractl A'wiaranty 5 Meters ] E Lease ] 7 Rental l

Im
=3
=

Billing Install Curent Reading |Last inwaice !
Meter | type reading reading date reading

Close
Mokes
J Histary

Letters

Details of meter 1

Install reading:  Current reading:  Last invoiced at: Eilling details
| o o | 0
Save ‘

| [T

10. Enter the Install reading, the Current reading and the last
invoiced at reading.

11. Click Save to save the readings.

Inventory Record - New

8Parts| 9Kit| Other |
1 Item] 2 Status] ] Enntract] 4'wlananty 5 Meters l B Leaze ] 7 Rental ]

Billing Install Current Reading |Last inwaice !
Meter | bype reading reading date reading

Save

Delete

Close
Mokes
J Hiskory

) Letkers
Details of meter 1

Install reading:  Current reading:  Last invoiced at: Eilling details

50 200 | 200

| [0
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Setting Up Meter Billing

VCi

12. Do the same for the second meter and third meter.

13. Click Billing details to setup the billing details. The following dialogue
is displayed;

Meter billing details X

Setup hilling details for meter 1 33

Do you want to use meter 1 for billing?

™ Yes
* Mo

~
~

3T

Mext =

14. As meter billing can be setup for each meter, this screen will be
displayed for each meter.

15. If this meter is to be used for billing, enable the Yes radio button and
the next section of the dialogue becomes active.

Meter billing details X

Setup billing details for meter 1 aj

Do you want to use meter 1 for billing?
+ ¥es
™ Mo

Do vou want to consolidate this meter with meters on other items?
™ Yes
" Mo

~
~
I

Cancel

8 « Miracle Service Accent New Meter Billing Routines Document version 3.2
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16. The new meter billing routine enables you to consolidate meters
together. Please see the section on consolidated billing later in this
manual (see Consolidated Billing on page 24). The following section is

for normal meter billing.

17. Enable the No radio button, to indicate that you do not want to
Consolidated with another meter. The remaining sections of the

dialogue become active.

Meter billing details

Setup hilling details for meter 1

%]

2

+ Yes
" Mo

" Simple usage
" Minirmurn billing with excess
i~ Copy pack

Give this meter a name

Do you want to use meter 1 for billing?

Do you want to consolidate this meter with meters on other items?

Select the type of billing for this machine

Set the frequency and next hilling date

Frequency: -
Mezxt billing date;

Cancel

18. Select the Type of billing for this meter, by enabling the applicable

radio button.

e Simple Usage - the customer pays for what they use. See Simple

Usage billing on page 9.

e Minimum Billing with excess - the customer agrees to do a
minimum number of copiers over a period and pays for for any
copies above that minimum. SeeMinimum Billing With excess on

page 15.

e Copy pack - the customer is charged for a block of copies and
when this block is used up, another block of copies are charged.
See Copy Pack Billing on page 19.

Simple Usage billing

1. Enable the radio button for simple usage.

h

Sele

i Fﬁlnlmum billing l:uith EXCESS
" Copy pack

of billing For this machine

Document version 3.2
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Setting Up Meter Billing

2. Set the billing Frequency from the drop-down list of available periods.

Set the frequency and next billing date

Frequency: b

. ., {Monthlky
Mext billing date: Every bwo months

Quarterly
Every six months
Give this meter a name Annualky
| Weekly
Every 4 weeks

Cancel

3. Enter the date the next bill is due in the Next billing date box. The
next bill date is not calculated automatically from the machine install
date, so you can decide when the next bill is to be raised. After this
date is entered, it will be automatically incremented by the period each
time meter billing is run.

Set the frequency and next billing date

Frequency: |Quarkerly b
Mext biling date: [01/04/2005

For the period 02,/01,/2005 to 01/04/2005

Give this meter a name

Mext = Cancel

4. After the Next bill date is entered, the actual period that the bill
covers is displayed. Simple usage billing is always in arrears, never in
advance.

5. If required, give this meter a name. This is not mandatory.

6. Click Next to continue to the next dialogue and setup the cost per copy
charges.

10 » Miracle Service Accent New Meter Billing Routines Document version 3.2
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7. The following is displayed;

Meter billing details

Setup billing details for meter 1

i) s

Simple usage bhilling

You can charge different rates based on copy usage:

Copies over 0 are charged at 0,000p per copy

Add a scale | | ‘

[ eechameda [

e

Remaining copies are charged at [ per copy

< Previous

8. To set all copies at the same cost per copy, enter the cost per copy in
the Remaining copies are charged at box.

Meter billing details

Setup billing details for meter 1

Simple usage billing

You can charge different rates based on copy usage:

Copies over 0 are charged at 0.750p per copy

Add a scale | | ‘
Remaining copies are charged at 0.750 p per copy
< Previous Mext = Cancel

Click Next to continue if all copies are charged at the same amount

and proceed to step 18, otherwise you need to setup charging scales.

See next page.

Document version 3.2
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Setting Up Meter Billing

VCi

10. To setup different charging scales, you need to Add a scale. Adding a
scale allows you to charge different volumes at different cost per
copies. Click Add a scale and the Scale settings area is enabled.

11.

12.
13.
14.

15.

Meter billing details

Setup billing details for meter 1

X

)

Simple usage billing

You can charge different rates based on copy usage:

Copies over 0 are charged at 0.000p per copy

Add a scale ‘ |

Scale settings

Copies up ko are charged at P per copy

Remaining copies are charged at 0.000  pper copy

Save

< Previous

Cancel

In the Copies up to box, enter the number of copies to be charged

upto.
In the are charged at box, enter the cost per copy.
Click Save to save this scale.

Repeat steps 11 to 13 to setup any other scales.

After all the scales have been setup, enter the cost per copy for the
remaining copies in the Remaining copies are charged at box.

Meter billing details

Setup billing details for meter 1

X

@

Simple usage billing

You can charge different rates based on copy usage:

Copies from 0 to 3,000 are charged at 0.750p per copy
Copies from 3,001 ko 10,000 are charged at 0.700p per copy
Copies over 10,000 are charged at 0.650p per copy

Add a scale ‘ ‘ |
Remaining copies are charged at 0,650 pper copy

16. To Edit a scale, highlight the required scale and click Edit this scale

and repeat steps 11 to 13.

12 » Miracle Service Accent New Meter Billing Routines
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17.

18.

19.

20.

21.

To Delete a scale, highlight the required scale and click Delete this
scale. All the other scales will be adjusted to reflect this deletion.

Click Next to continue or click Previous to amended the previous
screen.

Meter billing details X

Setup billing details for meter 1 \ﬁ

Other charges

These charges are added to the invoice total

Standing charge:

These values are applicable to the total invoice value

|The tokal invoice value musk be at least j |

For this option, the minimum wvalue For all meters on the invoice will be added
together to give & minimum invoice value

< Previous Mext =

If the customer has an additional charge against this meter, enter the
amount in the Standing charge field. This amount will appear on the
meter bill invoice everytime.

If you are applying a minimum invoice value to the customer, select
The total invoice value must be at least from the drop-down list
and then enter the minimum invoice value in the adjacent box. The
minimum invoice value is calculated on the total of all meters on the
invoice.

These values are applicable to the total invoice value

|The kotal invaoice walue must be at least ﬂ | £15.00

@ For this option, the minimum value for all meters on the invoice will be added
together to give a minimur invoice value

If you do not want to raise an invoice because the amount is too small,
select Do not bill if the total invoice value is less than from the
drop-down list and enter the invoice amount in the adjacent box. If the
total of all meters (excluding VAT) is below this amount an invoice will
not be raised. This actual amount of the invoice will then be carried
forward to the next billing period.

These values are applicable to the total invoice value

|D|:| niot bill if the tokal invaice value is less than j | £25.00

@ For this option, the lowest minimun value against the meters on the invaoice will
be used to decide whether ko raise the invoice or not

Document version 3.2
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Setting Up Meter Billing

22. After this screen has been completed. Click Next to continue or click
Previous to go back to the previous screen.

23. The following screen is displayed;
Meter billing details

Setup hilling details for meter 1

Finished setting up this meter

You have finished setting up this meter. To save it, click "Save & close™ below

Save & close

< Prewvious

24. If all the details are correct for this meter, click Save & close. If any
details need to be amended, click Previous.

25. That completes the setup of billing details for meter 1. You now need to
setup the billing details for the remaining meters.

Inventory Record - 123123123 - Sharp AR507 Digital Copier  [= || 01/[X]

8Parts| 3K Othe | &
1 Item] 2 Status] 3 Enntlact] Awiaranty | 5 Metersi| 6 Lease l 7 Rental ]

B

Abandon |
Billing Install Current Reading |Last invaoice ! 5
Mater | bype reading reading date reading S
1 Simple usage =) 200 200 Delete
2 0 0 =

E 0 0
Close

Mokes

Hiskaory

Letters

=
e
e

Customer

| () R

Invoice reading date: | Reading hiskary |

Invoice value | Prs | =

26. For meter 2, we will set it up as minimum billing with excess. Please
see the next step.

27. To set meter 2 and 3 up as simple usage, repeat steps 1 (page 9) to 24
(page 14).
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Vi

Minimum Billing With excess

1. Follow steps 13 (page 8) to 18 (page 9) , but this time, select meter 2.

2. Enable the radio button for Minimum billing with excess.

Select the type of billing For this machine
" Simple usage

{* Minimum billing with excess:

™ Copy pack

3. Set the billing Frequency from the drop-down list of available periods.

Set the frequency and next billing date

Frequency: -

ronthly
Every bwo months
Quarkerly
Every six months
Give this meter a name Annually
| ekl

Every 4 weeks

Mext billing date:

Cancel

0 As each meter is billed individually, you do not have to have the same
billing period for each meter.

4. Enter the date the next bill is due in the Next billing date box. The
next bill date is not calculated automatically from the machine install
date, so you can decide when the next bill is to be raised. After this
date is entered, it will be automatically incremented by the period each
time meter billing is run.

Set the frequency and next billing date

Frequency: |Monthly -
Mext billing date: |01/04/2005

For the period 01,/04,/2005 to 30,/04,/2005

Give this meter a name

Mextk = Cancel

5. After the Next bill date is entered, the actual period that the bill
covers is displayed.

6. If required, give this meter a name. This is not mandatory.

7. Click Next to continue to the next dialogue and setup the cost per copy
charges.
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Setting Up Meter Billing

Wi

8. The following is displayed;
Meter billing details X]
Setup billing details for meter 2 @

Minimum billing with excess

Specify how often you want to take a reading and raise an invoice
Take a catchup reading every manths

The date of the next catchup reading is -

Enter two values below and click the button next to the field to calculate

The minimum copies per month period is j
The cost per copy to charge is J p
The minirum walue to invoice each month is j

Copies over the minimum will be charged at [ pEr COpY
The number of copies invoiced this period is
The number of one-time free copies is

< Previous

9. As the billing is minimum with excess, you have to specific how often
an actual reading is taken and when the reading is to ‘catch up’ with
the minimums that have been invoiced.

10. Enter the number of periods to take a catchup reading in the Take a
catchup reading every box.

11. The date of the next catchup reading is automatically calculated
based on the catchup period and the date of the first bill date. This date
can be changed by selecting an alternative date from the the drop-
down list.

Minimum billing with excess
Specify how often you want to take a reading and raise an invoice

Take a catchup reading every 3 months

The date aof the next cakchup reading is (010672005 -

12. The next section allows you to add the minimum number of copies and
the copy cost.

13. In the The minimum copies per 3 month period is box, enter the
minimum copies for the period specified on the previous screen (eg,
monthly, quarterly etc).

14. Enter the cost per copy in the The cost per copy to charge is box.

15. The Minimum value to invoice each month is calculated
automatically by clicking the | button.

16 » Miracle Service Accent New Meter Billing Routines Document version 3.2
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Enter two values below and click the button next to the field to calculate

The minirurn copies per 3 month period is 9,000 j
The cost per copy to charge is oga0 !p
The minimum walue to invoice each month is £20.70

16. The next step is to setup the excess charge. That is, if the customer
uses more than the minimum number of copies, what will the cost per
copy be.

17. Enter the cost per copy for the excess in the Copies over the
minimum will be charged at box.

18. In the The number of copies invoiced this period is box, enter the
number of copies to be invoiced this period, This will be the first
minimum amount of copies.

19. If the customer gets a one off number of free copies, enter the humber
of copies in the The number of one-time free copies is box.

Copies over the minimurn will be charged at 0,730  p per capy

The number of copies invoiced this period is 3,000
The number of one-time free copies is ]

< Previous Mext = Cancel

20. Click Next to continue or click Previous to amended the previous

screen.
Meter billing details X
Setup billing details for meter 2 @

Other charges

These charges are added to the invoice total

Standing charge:

These values are applicable to the total invoice value

|The tokal invoice walue musk be at least j |

@ Far this option, the minimum value For all meters an the invoice will be added
together to give & minimum invoice value

< Previous Mext =
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21. If the customer has an additional charge against this meter, enter the
amount in the Standing charge field. This amount will appear on the
meter bill invoice everytime.

22. If you are applying a minimum invoice value to the customer, select
The total invoice value must be at least from the drop-down list
and then enter the minimum invoice value in the adjacent box. The
minimum invoice value is calculated on the total of all meters on the
invoice.

These values are applicable to the total invoice value

|The kokal invaoice value must be at least ﬂ | £15.00

For this option, the minimum walue For all meters on the invoice will be added
together to give a minimum invoice value

23. If you do not want to raise an invoice because the amount is too small,
select Do not bill if the total invoice value is less than from the
drop-down list and enter the invoice amount in the adjacent box. If the
total of all meters (excluding VAT) is below this amount an invoice will
not be raised. This actual amount of the invoice will then be carried
forward to the next billing period.

These values are applicable to the total invoice value

|Dn niok bill if the total invoice value is less than ﬂ | £25.00

@ For this option, the lowest minimorm value against the meters on the invoice will
be used to decide whether ko raise the invoice or nok

24. After this screen has been completed. Click Next to continue or click
Previous to go back to the previous screen.

25. The following screen is displayed;
Setup billing details for meter 2 @

Meter billing details

Finished setting up this meter

You have finished setting up this meter. To save it, click "Save & close" below

Save & close

< Previous
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26. If all the details are correct for this meter, click Save & close. If any
details need to be amended, click Previous.

27. That completes the setup of billing details for meter 2.

Inventory Record - 918364353636 - Sharp AR507 Digital Copier [= |71 [X]

8Parts| 3Kit| Other |
1 Item] 2 Status] 3 Enntract] AW arranty E___Q_M_g_l_@_[g; E Leaze ] 7 Rental l Edit |
Billing Install Current Reading |Last inwaice !
Meter | bype reading reading date reading
1 Simple usage 50 200 200 J
2 Minirnwri billing wit.., =) 150 150
3 1] 1}

Close

Motes

Hiskary

Lekters

=
[y
I

Customer

| {1 EE

Invoice reading date: | Reading histary |

Invoice walue | PMs | =

28. For meter 3, we will set it up as Copy pack billing. Please see the next
step.

Copy Pack Billing
1. Follow steps 13 (page 8) to 18 (page 9) , but this time, select meter 3.
2. Enable the radio button for Copy pack.
Select the type of billing for this machine
i~ Simple usage
i Minimum billing with excess
« Copy pack
3. Set the billing Frequency from the drop-down list of available periods.
Set the frequency and next billing date
Frequency: -
- . |Manthly
Mext billing date: Every bwo monkths
Quarkerly
Every six months
Give this meter a name annually
Weakly
| Every 4 weeks
Cancel
0 As each meter is billed individually, you do not have to have the same

billing period for each meter.
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4. Enter the date the next bill is due in the Next billing date box. The
next bill date is not calculated automatically from the machine install
date, so you can decide when the next bill is to be raised. After this
date is entered, it will be automatically incremented by the period each
time meter billing is run.

Set the frequency and next billing date

Frequency: [Manthly -
Mext biling date: |01/04/2005

For the period 01,/04,/2005 to 30,/04 /2005

Give this meter a name

Mext = Cancel

5. After the Next bill date is entered, the actual period that the bill
covers is displayed.

6. If required, give this meter a name. This is hot mandatory.

7. Click Next to continue to the next dialogue and setup the cost per copy
charges.

8. The following is displayed;
X
Setup billing details for meter 3 @

Meter billing details

Copy pack billing
Enter the details of the copy pack

The number of copies in each pack.is li
The cost per copy is Ii p
Fach copy pack & woreh Ii
The number of copies billed in the current pack.is li

Specify how often a copy pack should be billed
Invoice when the current copy pack has reached % USage

Invoice when the customer uses copies
Each pack lasks For manths
The current copy pack will expire on

< Previous

9. Enter the number of copies in each pack in The number of copies in
each pack is box.

10. Enter the cost per copy in The cost per copy is box.
11. The Each copy pack is worth is calculated automatically.
12. If the customer has already been billed for copies in the current pack,

enter the number of copies in The number of copies billed in the
current pack is box.
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13.

14.

15.

16.

17.

Meter billing details

Setup hilling details for meter 3

il %

Copy pack billing
Enter the details of the copy pack
The number of copies in each pack is ,710,!300
The cost per copy is 0.700 p
£ach copy pack i worth ,W
The number of copies billed in the current pack is ,710,!300

The next step is to specify how often the copy pack should be billed.

In the Invoice when the current copy pack has reached box, enter
the percentage usage of the copy pack. When the number of copies
done matches this percentage, another copy pack will be invoiced.

The Invoice when the customer uses box will be automatically
calculated and is the actual number of copies based on the percentage
usage shown above.

Enter how many months each copy pack is valid in the Each pack
lasts for box.

The Current copy pack will expire on field is automatically
calculated based on the previous number of months.

Specify how often a copy pack should be billed
Invoice when the current copy pack has reached 80 %k usage

Invoice when the customer uses 3,000 copies
Each pack lasts For 12 months
The current copy pack will expire on 23103/ 2006

< Previous Mext = Cancel
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18. Click Next to continue or click Previous to amended the previous

screen.
Meter billing details X
Setup billing details for meter 3 :ﬁ
Other charges
These charges are added to the invoice total
Standing charge:

These values are applicable to the total invoice value
|The tobal invaice value must be at least ﬂ |

For this option, the minimum value for all meters on the invoice will be added

together to give a minimmur invoice value

<Previous | Mexts  ||f Cancel

19. If the customer has an additional charge against this meter, enter the
amount in the Standing charge field. This amount will appear on the
meter bill invoice everytime.

20. If you are applying a minimum invoice value to the customer, select
The total invoice value must be at least from the drop-down list
and then enter the minimum invoice value in the adjacent box. The
minimum invoice value is calculated on the total of all meters on the
invoice.

These values are applicable to the total invoice value

|The tokal inwvaice walue must be at least j | £15.00
Far this option, the minimum value For all meters an the invoice will be added
together to give a minimum invoice value

21. If you do not want to raise an invoice because the amount is too small,
select Do not bill if the total invoice value is less than from the
drop-down list and enter the invoice amount in the adjacent box. If the
total of all meters (excluding VAT) is below this amount an invoice will
not be raised. This actual amount of the invoice will then be carried
forward to the next billing period.

These values are applicable to the total invoice value
|DD not bill i the total invoice value is less than j | £25.00
Far this option, the lowest minimunn value against the meters on the invoice will
be used to decide whether ko raise the invoice or not
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22. After this screen has been completed. Click Next to continue or click
Previous to go back to the previous screen.

23. The following screen is displayed;
Meter billing details X]
Setup billing details for meter 3 :ﬂj

Finished setting up this meter

You have finished setting up this meter. To save it, click "2ave & close" below

cave & close

< Previous

24. If all the details are correct for this meter, click Save & close. If any
details need to be amended, click Previous.

25. That completes the setup of billing details for meter 3.

Inventory Record - 918364353636 - Sharp AR507 Digital Copier [= |[T1/[X]

8Parts| 3Kit| Other |
1 Item] 2 Status] 3 Enntlact] AW amanty ,5

l Bleass | 7Rertal | abandan

Billing Install Current Reading |Last invaoice ! 5
Mater | type reading reading date reading S
1 Simple usage =) 200 200
2 Minirum billing wit... =0 150 150 H Delete
3 Copy pack S0 100 100

Close

Motes

Hiskaory

Letters

=
EEE
e

Customer

| () R

Invoice reading date: | Reading hiskary |

Invoice value | PMs | =

26. Click Save to save the inventory billing information.

27. The next step is to actually bill the customer. Please proceed to Running
Meter Billing on page 32.
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Consolidated Billing

1. Follow steps 13 (page 8) to 16 (page 9) , and select meter 1.

2. Enable the Yes radio button, to indicate that you want to
Consolidated with another meter. The remaining sections of the
dialogue become active.

Meter billing details
Setup billing details for meter 1 :ﬂj
Do you want to use meter 1 for billing?

{* Yes

" Mo

Do you want to consolidate this meter with meters on other items?
 ¥es

£ Mo

Select the type of billing for this machine

™ Simple usage

" Minimum billing with excess

" Copy pack

Give this meter a name

I

Cancel
3. Enable the radio button to indicate which type of billing.

Select the type of billing For this machine

" Minimurm billing with excess

" Copy pack

Give this meter a name

I

Mexk = Cancel

4. Consolidated billing can be done against all of the different types of
meter billing.

5. Because consolidated billing has been selected, the billing frequency
details on the screen are unavailable.

6. Click Next to continue to the next dialogue.
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7. The following is displayed;
Meter billing details

Setup billing details for meter 1

&

Meter consolidation

This allows you to share a total number of copies across multiple meters

Select a consolidated meter to link this meter ko

Or wou can create a new consolidated meter;

=] e |

Mew consolidated meter |

< Previous

8. If a meter has already been setup to consolidate against, select this
meter from the drop-down list in Select a consolidated meter to

link this meter to.

9. If a consolidated meter has not yet been setup, click the New
Consolidated meter button and the following is displayed;

Meter billing details

Set up consolidated meter information

]
9=

Give this meter a name

Set the frequency and nest billing date

Frequency: -
Mext billing date;

[TESTOOZ #1

10. Select the Frequency from the drop-down list.
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11. Enter the Next billing date.

12. The consolidated meter will be automatically given a unique name,
which is the contract number and the meter number. It is
recommended that this name is not changed.

Meter billing details X

Set up consolidated meter information @

Set the frequency and next billing date

Frequency: [Manthly -
Mext biling date: |10/04/2005

For the period 11,03,/2005 to 10,/04,2005

Give this meter a name

[TESTOOZ #1

MNext = Cancel

13. Click Next to continue

14. Depending on which billing type was selected in the first screen will
affect what the next screen is. If simple usage has been selected,
please refer to page 9 for details on completing this screen, for
minimum billing with excess, please refer to page 15 for details on
completing this screen and for copy pack, please refer page 19 for
details on completing this screen.
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15. After completion od the applicable billing type screen, the following will
be displayed;

Meter billing details %
Setup hilling details for meter 1 a
Meter consolidation
This allows you to share a total number of copies across multiple meters
Select a consolidated meter to link this meter ko |TESTE|E|2 #1 ﬂ Edit
Or yiou can create a new consolidaked meter: | e consolidated meter |
< Previous Mext = Cancel

16. The newly created consolidated meter is now displayed as a linked
meter. This can be edited, by clicking on the Edit button.

17. Click Next to continue or click Previous to go back to the previous
screen.

18. The following screen is displayed;

Meter billing details

Setup billing details for meter 1 @

Finished setting up this meter

You have finished setting up this meter. To save it, click "Save & close" below

save & close

< Previous i Cancel
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19. If all the details are correct for this meter, click Save & close. If any
details need to be amended, click Previous.

Inventory Record - 56747575467 - Sharp AR507 Digital Copier [= |[01/[X]

8Parts| 3Kit| Other |

1 Iteml 2 5tatu3| ] Eontractl d'farranty 5 Meters ] G Lease ] 7 Rental ] .
Billing Inztall Current Reading |Last invoice
Mater | type reading reading date reading Jj Save
1 Simple usage 2 2 25
z = = i - %
2 25 25 25
Close
Mokes
J Histary
Letters
Invoice reading date: | Reading history | _
Invoice value | Flis | =

20. The next step is to link in the meters that are going to be consolidated
with meter 1.

21. Select the meter to be linked and click Billing details.

22. Enable the Yes button to indicate that you want to use this meter for
billing.

23. Enable the Yes radio button, to indicate that you want to
Consolidated with another meter. The remaining sections of the
dialogue become active.

Meter billing details %
Setup hilling details for meter 2 a

Do vou want to use meter 2 for hilling?

+ Yes

" Mo

Do you want to consolidate this meter with meters on other items?
@

" Mo

Select the type of billing for this machine
" Simple usage

™ Minimum billing with excess

" Copy pack

Give this meter a name

Cancel
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24. Enable the radio button to indicate which type of billing.

Select the type of billing for this machine

“ 5 e
™ Minimum billing with excess
" Copy pack

Give this meter a name

Mext =

Cancel

25. Consolidated billing can be done against all of the different types of

meter billing.

26. Because consolidated billing has been selected, the billing frequency

details on the screen are unavailable.
27. Click Next to continue to the next dialogue.
28. The following is displayed;
Meter billing details

Setup billing details for meter 2

&

Meter consolidation

This allows wou to share a total number of copies across multiple meters

Select a consolidated meter ko link this meter to:

Or ywou can create a new consolidated meter:

=] e |

Mew consolidated meter |

i Cancel  f

< Previous
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29. From the Select a consolidated meter to link this meter to drop-
down list, select the meter to link to.

Meter billing details %
Setup hilling details for meter 2 33
Meter consolidation
This allows you to share a total number of copies across multiple meters
Select a consolidated meter to link this meter oy |gEsgiee:$) Edit
Or wou can create a new consolidated meter: Mew consolidated meter |
< Previous ‘ Mext = ‘ Cancel |

30. Click Next and the following is displayed;

Meter billing details |

Setup hilling details for meter 2 33

Finished setting up this meter

You have finished setting up this meter. To save it, click "Save & close” below

Save & close

< Previous i Cancel

31. Click Save & Close to save the information.

32. The next step is to link in meter 3. Follow steps 21 (page 28) to 32
(page 30).
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33. After linking all meters, click Save to save the inventory billing details.

Inventory Record - 56747575467 - Sharp AR507 Digital Copier [= |[01/fX]

8Parts| 3Kit| Other |
1 Iteml 2 Statusl 3 Eontract] A'famanty 5 Meters l ELease ] 7 Fental ] Edit |
Billing Install Current Reading |Last inveice 1
Mater | type reading reading date reading
1 Simple usage 25 25 5 J
2 Simple usage 25 25 25
2 Simple usage 25 25

Mokes

Histary

Letters

Customer

| [ 1A

Invoice reading date: | Reading history |

Invoice value | PMs | -

34. Remember to save the contract and customer information.

35. The next step is to run the meter billing. Please see the next section.
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Running Meter Billing

Meter Billing Routine

1. From the MSA button bar, click Routines and then click the Contracts
link and then click the Meter billing icon.

ent [Jason] - Peter

3 @] a & M BT D

Miew Routines Finder Mew Job  Escalations  Scheduler

= Stoc k control

Cantract Meter biling | Rental biling  Gererate Cantract
billing Frd housekeeping
jobs

2. The Meter billing dialogue is displayed;

Enter the period and criteria to bill ij

Raise invoices up koy |31/03/2005
Don't use readings dated before: |24/02/2005

Selection criteria

Account Mo:

*

Cankrack Mo:

Service level:

*

Area:

*

Service region:

LedLefLeflefle

How do you want the meter list sorted?
(¥ By customer name
™ By customer Account Mo

Mexk =

3. Enter the date which to raise invoices up to in the Raise Invoices up
to box.

4. Enter any other select criteria required for the meter billing routine,
such as individual accounts, contracts etc.

5. Click Next to generate the machines to be billed.
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6. The following screen will be displayed;

Meter billing x|

Meters to be billed :ij

Select a meter and click Next to take the reading. Click Finished to bill them.

Cuskamer Cankrack Product JJ
Fred Bloggs & Co (Stevenage) TESTOO1 sharp AR507 Digit... J
Taken Meter Type Reading
» 1 Simple usage
«  Black & wWhite M... Minimurm billing with excess
*  Colour Meter Copy pack.

[

< Previous Finished | Cancel ‘

7. The meters to be billed displays all the previously select machines
that are due for a bill.

8. The next step is to enter readings against the meters marked with an
X. This indicates that a meter reading is required before a bill can be
produced.

9. If the meter has a tick against it, ir means that either a reading has
been entered or the meter is on a minimum and a new minimum bill is
ready to be produced.
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10. Highlight the meter that requires a meter reading

Meter billing (X
Meters to be billed iﬁ
Select a meter and click Mext to take the reading. Click Finished to bill them.
Cuskamer Conkrack Product JJ
Fred Bloggs & Co (Stevenage) TESTOO1 Sharp ARS07 Digit... J
Taken Meter Type Readin
«  Black & White M... Minimum biling with excess
*  Colour Meter Copy pack
< Previous | Mexk = | Finished ‘ Cancel |

11. Click Next and the following is displayed;

Meter billing X
Enter the reading details ﬁ

Reading meter "1"

Location: Sharp SRS07 Digital Copisr
153645353636
TESTO1
Fir st Floor
Conkack: |, Mr Fred Smith
Fred Bloggs & Co ~
1 The High Street =
Skevenage =
Herts w
Reading details
Last invoiced at: ,7200
i

™ 2 Take reading From custamer
" 3 Estimate the current reading
" 4 Mo reading taken

Mew reading is: Date:
Test copies made was:

‘ | Cancel |

12. This screen show information about the customer and the machine and
machine location.

13. Enable the radio button for the type of reading (customer, estimate or
no reading taken).
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14. Enter the New reading and the Date of the reading.
Meter billing

Enter the reading details

Reading meter "1™

Lacation; sharp &RS07 Digital Copier
015364353636
TESTOL
First Floor
Conkack: |J Mr Fred Smith
Fred Bloggs & Ca ~
1 The High Street E
Stevenage =
Herks L
Reading details
Last invoiced at: 200
~
{+ 2 Take reading from customer
{3 Estimate the current reading
(" 4 Mo reading taken
Mew reading is: 4,000 Date:  |24/0302005
Test copies made was: ]
< Previous | Mexk = | ‘ Cancel ‘

15. Click Next to accept this reading.

16. Continuing entering readings for all the meters marked with an X.

Meter billing

Meters to be billed

X]

@

Select a meter and click Mext to take the reading. Click Finished to bill them.

w  Black & White M., Minimum billing with excess

lour Meker

uskarmer Zankract Product JJ
Fred Blogags & Co (Stevenage) TESTOO1 Sharp ARS07 Digit... J
Taken Meter Type Reading
W 1 Simple usage 4,000

=

< Previous Mext = Finished |

Cancel ‘

17. After all the readings have been entered, click Finished.
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18. The preview invoices will now be generated based on these readings
and the following will be displayed;

Meter billing X]

Billing results ij

Click a meter to view its billing, click Mext to raise the invoices

Selected | Product Serial No IMeter JJ
o ARE0T7 0158364353636 1
o ARS07 915364353636 Elack. & white Meter
L ARS07 915364353636 Calour Meter

[

| Select all ‘

< Previous Mext =

19. To see details of what will be on the final authorised invoice, highlight
one of the meters and details will be displayed in the lower area.

Meter billing x|
Billing results aj
Click a meter to view its billing, click Next to raise the invoices
Selected | Product Serial Mo Meter JJ
ARS07 E £ =]
' ARSO7 915364353636 Elack & white Meter
L4 ARS07 915364353636 Colour Meter
Select this | Select all ‘
Meter 1:
Customer reading
Meter installed at 50 copies
Prewvious reading was 200
Beading at 24/03/2005 i=s 4,000
2,000 copies used at 0.750p per copy ZZ.50
800 copies used ac O0.700p per copy E_&0
Standing charge to 30/04/Z005 10.00
< Previous Mext = Cancel

20. The generate the invoices, click Select all or if only raising one invoice
for one of the meters, highlight the meter and click Select this. Then
Clcick Next and the invoices will be generated.
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21. The following will be displayed;

Meter billing X
Finished :‘ij

Finished meter billing

Provisional invoices have been raised based on the infarmation vou have
entered, Click "iew | Invoicing | Invoices & costings” to view these invoices,
ot click "Routines | Imvoicing | Authorise invaices” to autharise them,

22. Click Close to finish meter billing.
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