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Introduction 
 
Purpose: 
 
The purpose of Custom Data Centreôs GAS MANager software is to generate gas bills based on 
the amount of gas consumed, either actual or estimated, over a billing period.  The program has 
also been expanded to allow for the management of additional information that is not directly 
required for the generation of gas bills, but is important in the operation of a gas co-op.  GAS 
MANager has been constructed from the theory that there are several related entities, or pieces 
of information, that must be combined in order to produce the gas bill.  GAS MANager has also 
been enhanced to provide for the billing of water.  
 
 
Five major entities were identified: 
 
1. Customers A Customer is any person or company who requires an Account and/or 

who is a landlord of an Account holder. 
 

2. Meters A list of all Meters owned by the co-op regardless of whether they are 
in inventory or are installed at a Service Location. 

 
3. Service Locations 

(Utility) 
The Service Location is the physical location where a Meter will be or 
has been installed.  In GAS MANager the Service Location is referred to 
as the Utility. 
 

4. Profiles 
 

Profiles contain the charges and fees that are applicable to an 
Account or a group of Accounts.   

 
5. Accounts The Accounts Receivable Account brings together the above entities.  

An Account belongs to a Customer, and is a member of a Profile.  An 
Account is connected to a Utility at which a Meter is installed. 
 

 
 
 

 
 
 
 

 
 
 
 

 

Profile (Billing Information) 

A/R Account 

Utility (Service Location) 

Customer 

Meter 

Gas Bill 
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This "entity" approach has the following advantages: 
 
 
1. Easy Customer 

Maintenance 
Since the Customer record is separate from the A/R Account, only one 
Customer record needs to be created. The Customer can then be linked 
to one, or more, A/R Accounts. When a Customer changes their mailing 
address, only one Customer record needs to be updated. 
 

2. Complete Meter 
Listing 

Because the Meter is considered to be a separate entity from the Utility, 
a complete inventory of all Meters can be maintained. 

 
3. Complete Utility 

Listing 
Since the Utility is separate from the Meter and A/R Account, a 
complete listing of all Utilities can also be maintained. As soon as a 
Service Location is established, a Utility record can be created. Then, 
when an A/R Account is set up, the Utility can be linked to it. Similarly, 
when a Meter is installed at the Service Location, it can also be linked 
to the Utility. 
 

4. Grouping of Billing 
Information into 
Profiles 

A group of Accounts that are subject to the same charges and  
penalties can be grouped under a single Profile. An Account that is  
subject to unique billing charges and penalties can be setup under a  
separate Profile. When a change to a billing rate is necessary, a single 
change to the Profile affects all Accounts that are members of the  
Profile. 
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Chapter 1 - Software Installation 
 
GAS MANager Version 5 is designed to operate under the Microsoft Windows XP or Microsoft 
Windows Vista operating systems and it is assumed that the user can perform the following 
Windows tasks: 

¶ Starting and ending programs. 

¶ Choosing commands from program menus. 

¶ Using scroll bars. 

¶ Minimizing and maximizing windows. 

¶ Controlling and switching printers. 

¶ Use Windows Start Menu and Windows Explorer. 

¶ Copy and rename files. 
Dates are in the format MM/DD/YYYY. 
 
Complete installation instructions can be found on the GAS MANager Version 5 distribution 
media in the document called GAS MANager V5 Installation Guide.pdf.  If you do not have the 
GAS MANager Version 5 distribution media because you downloaded the evaluation software 
from our website, this document can also be found in the folder that contains the uncompressed 
contents of the download.  
 
GAS MANager Version 5 software employs a Microsoft SQL Server 2008 database; therefore a 
computer running Microsoft SQL Server 2008 must be accessible on the network.  The 
installation program and instructions for Microsoft SQL Server 2008 Express are provided with 
the installer for GAS MANager Version 5.  Before beginning the installation of Microsoft SQL 
Server 2008 Express, ensure that the computer that will host the database meets the minimum 
system requirements for running this software buy visiting the Microsoft SQL Server 2008 
Express Edition System Requirements web page at: 
http://www.microsoft.com/express/sql/download/.     
 
It is strongly suggested that the default destination folder be used when installing the GAS 
MANager Version 5 software.  The default destination folder is C:\Program Files\GAS MANager 
and software updates that may be provided in the future will be programmed as though GAS 
MANager was installed to this local destination folder.  In the event that a computer lacks 
sufficient disk space to permit GAS MANager to be installed in the default folder, be sure to 
document the alternate local destination folder as this location must be known when installing 
future program updates. 
 
 
 
 
 
 
 

http://www.microsoft.com/express/sql/download/
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Chapter 2 - Getting Started 
 
Before starting to enter data. 
1. Review chapters 3 and 4 noting similarities and differences between GAS MANager and your 

current billing system. 
2. Plan your profiles. Group accounts that have the same charges and penalties into a single 

profile and create separate profiles for accounts with unique charges and/or penalties.   
3. Decide on a starting date.  Ideally, this will be a billing date. 

¶ When setting up the utilities (service locations), the meter that was in service at this 
location on the starting date will need to be connected. 

¶ Similarly when setting up the A/R account, the connection date will be the date when a 
meter was first installed at the site and the meter reading will be as of the starting date. If 
the account is disconnected on the starting date, a disconnect date and reason will also 
need to be entered. 

¶ The opening balance for each account will be the account balance as of the starting date. 
 
When initially entering data, the following sequence of data input is suggested: 
1. Complete the reference tables that appear under Lists: 

1.1 Transaction Types ï Set up all transaction types to be used and apply appropriate taxes. 

¶ Keep the number of transaction types to a minimum.  Once a transaction type has 
been used it cannot be deleted, only the description can be changed. 

1.2 Taxes ï Enter a G/L account for taxes, and enter a Franchise Tax rate and G/L account if 
a Franchise Tax is required. 

1.3 Disconnect Reasons ï Enter disconnect reasons to be used. 
1.4 Customer Types (optional) 
1.5 Payment Types (optional) 
1.6 Units Conversion ï Add units and conversion multipliers if using units other than MCF 

and GJ. 
2. Enter Heat Values (required), Daily Average Temperatures (optional) and/or Tap Purchases 

(optional). 
3. Complete the following two tasks, order is not important. 

3.1 Complete Utility Information 
3.1.1 Enter all meters 
3.1.2 Setup all utilities (service locations) with the meter that was attached on the 

selected starting date. 
3.2 Complete Profile Information 

3.2.1 Define each profile. 
3.2.2 Enter the charge rates in effect for each profile on the selected starting date. 
3.2.3 Specify the appropriate taxes that apply to each profile. 
3.2.4 Enter the charges and fees that were in effect for this Profile on the starting date. 

4. Complete Account Information 
4.1 Create a record for each Customer.  The Customer list should include landlords, even if 

the landlord will not normally be receiving a bill. 
4.2 Setup A/R Account(s) for customers using information as of the selected starting date 

and connect these accounts to the proper utilities. 
5. Opening Balances 

Using the invoicing feature, enter the opening balance for each account as of the selected 
starting date. 

6. Account Activity 
Enter all changes to accounts since the selected starting date. 

¶ New accounts. 

¶ Changes to customer and account information. 

¶ Meter installations, changes, disconnects, and reconnects. 

¶ Payments and/or invoices. 

¶ Meter readings. 

¶ Print bank deposit listings. 
7. Run a parallel billing and compare the results from both systems.  This will help in the 

identification of any data entry errors or omissions. 
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Chapter 3 - Creating New Entities 
 
Before any billing can be performed, a record must be created in the database for each unique 
instance of the entities defined in Chapter 1.  In other words, every service location must have a 
Utility record, every meter must have a Meter record, every customer must have a Customer 
record, and every account must have an Account record.  Before any account records can be 
created, every unique set of fixed fees and consumption charge rates must have a Profile defined 
in the database.  Finally, each active service location (Utility) must have a Meter attached to it, 
and every active Account must be connected to a Utility.    
 

3.1 Creating a Customer Record 

 
When creating a customer record, the customer name is the only required field, but each 
customer name must be unique. From the Main screen, click on the Customer button and the 
Customer/Account Information screen will open to the Customer tab. 
 
Fields: 
 
Name ¶ Unique customer name.  

¶ Maximum 50 characters. 
Address Line 1 ¶ Maximum 50 characters. 
Address Line 2 ¶ Maximum 50 characters. 
City ¶ Maximum 15 characters. 
Province ¶ Maximum 2 characters. 

¶ Default value ñABò. 
Postal Code ¶ Maximum 10 characters. 

¶ Automatically converted to upper case letters. 
Country ¶ Maximum 10 characters. 

¶ Default value ñCanadaò. 
Primary Phone Number ¶ Maximum 10 characters. 

¶ ñ(   )   -    ñ formatting is added. 
Alternate Number ¶ Maximum 10 characters. 

¶ ñ(   )   -    ñ formatting is added. 
Cell Number ¶ Maximum 10 characters. 

¶ ñ(   )   -    ñ formatting is added. 
Email Address ¶ Maximum 50 characters. 
Co-op Membership ¶ Checked = Yes, Unchecked = No 
Membership Number ¶ Maximum 10 characters. 

¶ Available only if membership is checked. 
Membership Date ¶ Available only if membership is checked. 
Closure Date ¶ Date that membership is terminated. 
Voting Members Name ¶ Maximum 50 characters. 

¶ Available only if membership is checked. 
Current/Noncurrent 
Status 

¶ Default = Current 

¶ Customer and Phone Lists may be based on this setting. 
Respect Privacy ¶ Membership List may be based on this setting. 
Notes/Comments ¶ Maximum 255 characters. 

¶ Use this area for notes about this customer. 

¶ This information is never printed on reports or gas bills. 
 
Notes: 

¶ Be Consistent! 

¶ This customer information is used when printing invoices, receipts, energy use 
statements and gas bills.  

¶ Choose a format for customer names (i.e. John Smith or Smith, John) and be consistent. 
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¶ If the bills are to be sorted by postal code and then by address line 1, be sure that this 
information is entered in a consistent manner.  Always use the same capitalization, 
spacing and abbreviations. 

 
 

 

Figure 3.1.1 Customer Tab 

 
Adding a Customer 

¶ Complete the customerôs information. 

¶ Use the Tab key, or Enter key, to move to the next text field. 

¶ When data entry has been completed, click on the Save button to save the new record in 
the database. 

 
Changing an existing customer 

¶ First locate the customer using the Find feature. 

¶ Make the necessary changes. 

¶ Click on the Save button to record the changes in the database. 
 
Removing an existing customer 

¶ First locate the customer using the Find feature. 

¶ Click on Delete. If the customer is not connected to an account, the record will be 
removed from the database. 
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3.2 Creating a Meter Record 

 
All meters regardless of their location, either in service or in inventory, should be recorded in the 
database.  From the Main screen, click on the Meter button and the Meter/Utility Information 
screen will open to the Meter tab. 
 
Fields: 
 
Co-op Number ¶ A Co-op assigned number which uniquely identifies the meter. 

¶ Maximum 30 characters. 
Serial Number ¶ The serial number assigned by the meter manufacturer. 

¶ Maximum 30 characters. 
Manufacturer ¶ The name of the meterôs manufacturer. 

¶ Maximum 30 characters. 
Model ¶ The meterôs model number. 

¶ Maximum 50 characters. 
Unit Type ¶ The unit that the meter is measuring in (ie. mcf). 

¶ Choose the proper unit type from the drop-down list.  
Total Number of 
Digits 

¶ The total number of digits on the meter. 

¶ Any number between 1 and 255. 
Decimal Places ¶ The number of decimal places in the meter reading. 

¶ This is used to eliminate the need to enter a decimal point when   
recording meter readings. 

¶ Any number between 1 and 255. 
Inspection Date ¶ The date of the last inspection. 
Seal Expiry Date ¶ The date when the seal will expire. 
Spring Type ¶ Description of the spring type. 

¶ Maximum 30 characters. 
Meter Note ¶ Maximum 255 characters. 

¶ Record any notes that you wish to make about this meter. 
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Figure 3.2.1 Meter Tab 

 
Adding a Meter 

¶ Complete the meter information 

¶ Use the Tab key, or Enter key, to move to the next text box. 

¶ When data entry has been completed, click on the Save button to save the new record in 
the database. 

 
Changing an existing Meter 

¶ Locate the meter using the Find feature. 

¶ Make the necessary changes. 

¶ Click on the Save button to update the database with the changes. 
 
Removing an existing Meter 

¶ Locate the meter using the Find feature. 

¶ Click on Delete. If the meter is not installed at a utility location, the record will be 
removed. 

 
Notes: 

¶ Do not delete an existing meter if it has an outstanding reading. Wait until the next bill run 
before deleting it. 

¶ When an existing meter is located, the number of the utility where the meter is installed 
will be shown in the Utility/Pressure Information area. 

¶ Utility/Pressure Information is taken from the Utility tab and is for display purposes only. 
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3.3 Creating a Utility Record 

 
The Utility record contains details about each service location.  It provides data fields to describe 
the physical location of the riser and it specifies which Tap each service location belongs to.  
From the Main screen, click on the Utility button and the Meter/Utility Information screen will 
open to the Utility tab. 
 
 

 

Figure 3.3.1 Utility Tab  

 
Fields: 
 
Utility Number ¶ A number that uniquely identifies the service location. 

¶ Any number between 1 and 2,000,000,000. 
Riser Number ¶ The number assigned to the riser at this service location. 

¶ Any number between 1 and 2,000,000,000. 

¶ May be the same as the Utility Number. 
Tap Number ¶ The number of the tap which services this location.  

¶ Any number between 1 and 255. 
Trunk ¶ The number of the trunk line which services this location. 

¶ This number can contain a decimal point (ie. 10.1) 
Branch ¶ The number of the branch line which services this location. 

¶ This number can contain a decimal point (ie. 10.1).  
Load ¶ The line load at this location. 

¶ Any number between 1 and 2,000,000,000. 
Elevation ¶ The elevation, in feet, at this riser location. 
Utility Multiplier ¶ Al multiplier which can be applied to metered consumption. 

¶ Default value is 1. 
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Walk Information ¶ Table display of Walk Name and Sequence number that the Utility 
is assigned to. 

Service Location ¶ Legal description of this service location. 

¶ May be recorded using Lot, Block, Plan and/or Quarter, Section, 
Township, Range, Meridian. 

o Lot ï 3 character lot name/number. 
o Block ï 3 character block name/number. 
o Plan ï 10 character plan name/number. 
o Quarter ï 2 character code: SE, NE, SW, NW. 
o Section ï 2 character section number. 
o Township ï 3 character township number. 
o Range ï 2 character range number. 
o Meridian ï 2 character meridian name/number. 

Subdivision ¶ Name of the subdivision containing this service location. 

¶ Maximum 20 characters. 
Emergency 
Response Number 
Construction Date 

¶ Emergency services location number. 

¶ Maximum 20 characters. 

¶ Date when Riser was installed. 
Notes ¶ Maximum 255 characters. 

¶ Record any notes that you wish to make about this utility. 

¶ Notes made here will be printed on meter-reading worksheets 
(Walk-Sequence, Tap Reading). 

Meter Co-op 
Number 

¶ The co-op assigned number which identifies the meter that is 
installed at this location. 

¶ Maximum 30 characters. 
Pressure Setting ¶ For PFM sets, this field shows the regulator pressure of the 

installed meter. 

¶ For Pressure Correcting sets, this field shows the meter multiplier. 
Pressure Factor ¶ The calculated pressure multiplier for the installed meter. 
Account List ¶ A drop-down list containing the account numbers for every 

account that has been billed for service at this location. 
Active On ¶ Shows the account that is currently being billed for service at this 

location. 
Connection Date ¶ The date on which the currently active account was connected to 

this utility. 
Billing Date ¶ The billing date that was used for the most recent billing cycle that 

produced a bill for this location. 
Reading Date ¶ The date of meter reading that was processed during the above 

billing cycle. 
Reading ¶ The reading on the meter that was processed on the above 

reading date. 
Meter Difference ¶ The consumption, in metered units, that was billed during the 

above billing cycle. 
Estimated Annual 
Consumption 

¶ Provide a value here to permit the billing program to calculate 
consumption estimates for new service locations. 

Date ¶ The date of the most recent meter reading that is currently waiting 
to be processed during the next bill run. 

Reading ¶ The most recent meter reading that is currently waiting to be 
processed during the next bill run. 

Meter Status ¶ Information about any meter changes, or disconnections, that are 
currently waiting to be processed during the next bill run. 
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3.4 Creating a Profile 

 
A Profile is used to group together customer accounts that are to be charged the same gas rates, 
service charges, and penalties.  Profiles are also used to identify the transaction types to be used 
by the program when recording bills and receipts.  The Profile screen consists of 4 tabs.  The first 
tab, Profile Definition, must be completed and saved before the other tabs are enabled.  Some of 
the fields are is optional. 
 
Notes: 

¶ In order to reduce maintenance time, create as few profiles as possible. 

¶ The selection of transaction types is done with drop-down lists. 

¶ All profiles require a consumption charge transaction type, consumption limit, and a 
charge rate.  For non-burning profiles, enter charge rate line with a maximum 
consumption limit (all 9s) and a charge rate of $0.00. 

PROFILE DEFINITION TAB 

 

 

Figure 3.4.1 Profile Definition Tab 

 
Fields: 
 
Profile Name ¶ Descriptive name for the profile. 

¶ Maximum 30 characters. 
Payment 
Transaction Type 

¶ Transaction type to be used when recording payments. 

Consumption 
Multiplier 

¶ An additional multiplier which can be applied against metered 
consumption. 

¶ Default value is 1. 
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Include 
Consumption in 
Sales Figures? 

¶ ñYesò if consumption billed using this profile is to be included in 
sales reports.  

¶ ñNoò if consumption billed using this profile is not to be included in 
sales reports.  This selection would typically be used if the profile 
is used to bill for transportation (delivery) charges only.  

Contract Start Date ¶ Start date for consumption contract. 

¶ Used to determine the accumulated units billed during the 
contract period. 

Contract End Date ¶ End date for consumption contract. 

¶ Used to determine the accumulated units billed during the 
contract period. 

Effective Date ¶ The date on which the consumption charge rate becomes 
applicable. 

Consumption Limit ¶ The maximum consumption, in billing units, that is to be charged 
at the specified rate. 

¶ If a Contract Start Date and End Date are entered, the 
consumption limit applies to the entire contract period. 

¶ If no contract is specified, the consumption limit is for the current 
billing period only. 

Rates 1 - 6 
Transaction Type 

¶ Transaction type to be used when recording consumption 
charges. 

Rate 1 ï 6 Charge 
Table 

¶ The amount which is to be charged for each billing unit of 
consumption. 

 
Note on Multiple Charge Rates: 

¶ To bill accounts at different rates based on the Billed Units in a given billing period, use 
the following table as an example: 
 

Effective Date 01/09/2004 01/09/2004 

Consumption Limit 100 99999999 

Rate 1 $6.25 $6.00 

 

¶ Any accounts on this profile will be billed at a rate of $6.25 on the first 100 billing units 
and at a rate of $6.00 for any additional billing units. 

¶ To bill accounts at different rates based on Accumulated Billed Units, first fill in the 
Contract Start Date and End Date. Then, complete the charge rates table as above.  
During each billing cycle the Consumption Limit will be compared to the Accumulated 
Units Billed for each account that belongs to the Profile. 

¶ For each Effective Date, the table must contain a record with a consumption limit of 
99999999.   
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TAXES / MINIMUM / SECURITY DEPOSIT TAB 

 

 

Figure 3.4.2 Taxes / Minimum / Security Deposit Tab 

 
Fields: 
 
Goods & Services 
Tax 

¶ When checked, the GST checkbox causes accounts which belong 
to this profile to be subject to the tax. 

Goods & Services 
Tax G/L Account 

¶ The name or number of the G/L account to which this transaction 
will be posted. 

¶ The G/L account assigned to the Tax in the Taxes table will be 
displayed. 

¶ If taxes applied to accounts in this profile are to be posted to a G/L 
account other than the default account, a G/L account name 
(number) for this profile can be specified. 

¶ Maximum 10 characters. 
Franchise ¶ When checked, the Franchise checkbox causes accounts which 

belong to this profile to be subject to the tax. 
Franchise G/L 
Account 

¶ The name or number of the G/L account to which this transaction 
will be posted. 

¶ The G/L account assigned to the Tax in the Taxes table will be 
displayed. 

¶ If taxes applied to accounts in this profile are to be posted to a G/L 
account other than the default account, a G/L account name 
(number) for this profile can be specified. 

¶ Maximum 10 characters. 
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Minimum 
Consumption Amount 

¶ An amount to which a customerôs consumption charge will be   
increased to if the accountôs calculated consumption charge will 
be less than the specified amount. 

Minimum Billed 
Amount 

¶ An amount to which a customerôs bill will be increased to if the 
account's bill will be less than this amount. 

Transaction Type for 
Minimum Billing 
Amount 

¶ Transaction type to be used for charges that are added to the 
bill in order to meet the minimum billing requirement. 

Deposit Required ¶ The amount of the Security Deposit required. 
Security Deposit 
Transaction Type 

¶ The Transaction Type to be used to record the collection and 
refund of the deposit. 

Interest Rate ¶ The Annual Percentage Rate to be applied against the Security 
Deposit. 

¶ This field may be set to 0.00 if the calculation of Security 
Deposit Interest is no longer required.  However, a Security 
Deposit Interest Transaction Type will still be required. 

Security Deposit 
Interest Transaction 
Type 

¶ The Transaction Type to be used to record the dispersal of 
accrued Security Deposit Interest. 
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BUDGET TAB 

 

 

Figure 3.4.3 Budget 

 
Fields: 
 
Equalization 
Transaction 

¶ Transaction Type to be used to when applying transactions to the 
Equalization account. 

Equalization 
Reversal 

¶ Transaction Type to be used to record Equalization Reversals. 

¶ Equalization Reversal transactions are used to return the 
Equalization Account to a zero balance.  This takes place during 
the billing that contains that anniversary date of the Customer 
Account beginning the Budget (Equalized) billing program. 

Budget 
Recalculation ï 
Include Rates 1 - 6 

¶ Tells the Budget Billing Amount Calculation which rates should be 
used in the calculation of the Budget Amount. 

¶ Typically, all rates except any government rebate program rates 
should be included in the Budget Billing Amount Recaclulation. 

¶ The Budget Billing Recalculation takes place during the billing that 
contains that anniversary date of the account beginning the Budget 
(Equalized) billing program. 
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CHARGES / FEES / ESTIMATION TAB 

 

 

Figure 3.4.4 Charges/Fees Tab 

 
 
 
 
Fields: 
 

Operating Charge (1) ¶ The fixed service charge. 
Operating Charge (1) 
Transaction Type 
Operating Charge (2) 
 
Operating Charge (2) 
Transaction Type 

¶ Transaction Type that is to be used when recording the Operating 
Charge (1). 

¶ A second service charge which can be used to break down the 
operating charge 

¶ Transaction Type that is to be used when recording the Operating 
Charge (2). 

No Meter Reading 
Charge 

¶ A charge that is to be applied if there is no meter reading entered 
for the account. 

No Meter Reading 
Transaction Type 

¶ Transaction Type that is to be used when recording the No Meter 
Reading Charge. 

Co-op Meter Reading 
Charge 

¶ The charge that is to be levied if a billable co-op meter reading is 
processed. 

Co-op Meter Reading 
Transaction Type 

¶ Transaction Type that is to be used when recording the Co-op 
Meter Reading Charge. 

Idle Riser Charge ¶ A fixed charge which will be levied on accounts that were 
disconnected in a prior billing period.  See the section on Idle 
Riser Charges in chapter 11. 

Idle Riser Charge 
Transaction Type 

¶ Transaction Type that is to be used when recording the Idle Riser 
Charge. 
























































































































































































































































































































































































































