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Notice Processing 
The Notice Processing option will allow you to establish the criteria for sending notices to customers 
with past due amounts, as well as identifying customers who will be exempted from this process. You 
will be able to filter the customers by billing due dates. 
 
To access this option, you can do the following: 
 

1. Select the Notices icon from the landing page or the option from the Processing Menu Toolbar 
 
 
The Notice Processing will have the step feature to help you walk through the creation of a notice 
process.  As each step is completed, a checkmark will appear in front of the option indicating that you 
have accessed this option, or it is completed. 
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Step 1 – Job Setup 
In the Notice Setup, you will be able to establish the year and period in which the customer will be 
selected for sending a notice. 
 

Notice Setup Tab 

 

 
 
The available fields on this screen are: 
 

• Posting Date – the date the notice is posted to the accounts.  

• Due Date To Print On Notice– the date when the payment is due is then printed on the notice 
when applicable. 

• Select Bills Due Between – record selection method using various Due Dates  
o Due Date From – the beginning billing due date that will be used for selecting 

customers 
o Due Date To – the ending billing due date that will be used for selecting customers. 

This date field must be completed in order to select customers.  This date is the due 
date for your last billing to which you want to send notices to customers who have not 
paid yet. 
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• Reference Number – a system generated number that can be used for tracking the billing 
adjustment batch process 

• Notice Type – a drop down is available to identify type of notice that will be sent to the 
customer 

 
 
The available buttons on this screen are: 
 

Ellipse Button – will allow you to modify or create a Notice Type that will be sent  
to the customers 

 
 Abort Notices – will allow you cancel the setup for this notice batch 
 process 

 
 
      OK – will save the Notice Processing setup information 
 

 
          
 Cancel Changes – will cancel the changes and send you back to step 1. 
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Bill Type Selection Tab 

The Billing Type Selection tab will allow you to define which services will be used to generate the 
notices.  
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Cycle Selection Tab 

With the Cycle Selection tab, you will be able to select the specific billing cycle to include in this 
notice process. If you only have one billing cycle, this tab information does not need to be completed. 
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Notice Type 

If you need to define or maintain a Notice Type, you can click on the Ellipse button which is located 
to the right of the Notice Type field. The Notice Type will be used to establish the information that 
will appear in your late notices. Additional tabs are Custom Fields and Messages.  
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Notice Forms Setup Tab 

 
The Notice Type setup is a set of three tabs which will contain various fields and information that can 
be placed on the notices. 
 
The available fields in the Notice Setup Tab are: 

• Description – a description that will be used to identify a notice type 

• Register Program – the program that is used to generate the register report for the notices 

• Print Program – the program that is used for updating the customer’s account information 
when a notice is sent 

• Report Program – the program that will be used for printing the notices. An Ellipse button is 
available for modifying the form program as needed. 

• Notice Fee – a field to contain an amount that can be attached to the notice process 

• Transaction Type – a code that identifies the transaction that will be used in the notice 
calculation 

• Notice Income GL Number – a general ledger accounting code that identifies the account 
that will track the income from the notice fee 

• FTP Prefix – this applies to print and mail customers for sending the notice print file to the ftp 
site for processing. 

• Minimum Amount – a dollar amount that will be the base amount for determining which 
customers will receive a notice. Any customer with a balance below this amount will b 
excluded from the process. 

• Calculation Method – an indicator that will determine how the notices will be calculated. A 
drop down is available for making a selection. The available options are: 

o 1 – Total Balance 
o 2 – Amount Selected in Setup 

• Update Notes – a checkbox that indicates that the customer’s notes will be updated during 
this process with a note to indicate a notice was sent 

• Export File – the name and location if the notices are to be exported to another program 

• Notice Form Printer – the name of the printer that will print the notices. An Ellipse button is 
available for selecting the printer 

• Version 2 Notice Calc: this must be checked for all new notice setup 

• Exclude Non Billable Customers: exclude any non billable customer 

• Exclude Payplan Customers: exclude customers who are current on a payment plan. 

• Exclude ACH Customers: exclude customers who have applied for payments to be 
processed via ACH. 

• Include Unposted C.C. Payments: include credit card payments that have not been 
posted to the customers’ accounts. 

• Exclude Services With A Credit: exclude services with a credit balance 

• Exclude Customers With A Credit: exclude customers with a credit balance 

• Print Notice For: in this drop-down, you can be specific on  

• Notice Fee Posting Order: this looks for the services that you want to apply the fee to 
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• Must Have Received a: in this drop-down, you can select if a previous notice needs to 
be sent before this notice. 

• In The Last: must have received a notice in the last number of days required. 

• Email Subject: if the notice is being sent via email the subject for the email is placed 
here. 

 
You will be able to complete the above fields as needed for making modifications to an existing notice 
or for creating a new notice. 
 
The available buttons on this screen are: 

 
New Notice – will refresh the Notices Form Setup window to allow for entry of a  
new delinquent notice 

 
      Save – will save any new or modified information for a notice type 

 
        Cancel – will cancel any new or modified information on the notice type 

 
      Exit – will return you to the Notice Setup window 
 

 
 Delete Notice – will delete the selected notice type 
 
 

 

 

 

 

 

 



                                                                                   Notice Processing   

 

9 

 

 

Custom Fields 

In the Custom Fields tab, you will be able to determine custom fields that can be used in the notice 
itself. These Custom Fields will allow you to create any character, date or numeric field that will give 
the customer more information on the notice. 
 

 
 
The available fields on this tab are: 
 

• Character Fields – three sets of two fields each to contain the label and the information that 
can appear on the customer’s delinquent notices 

• Date Fields – three sets of two fields each to contain the label and date information that can 
appear on the customer’s delinquent notices 

• Numeric Fields – three sets of two fields each to contain the label and a numeric value that 
can appear on the customer’s delinquent notices 
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Message Tab 

The Message Tab is a freeform area for typing a delinquent notice that will appear on the notices to 
the customers. The delinquent message length will be determined by the amount of space that is 
available on the notice.  
 
 

 
 
 
To save the Notice Type, you can click on the Save button. To return to the Notice Setup, you can 
click on the Exit button. 
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Step 2 – Notice Exceptions 
With Step 2- Notice Exceptions, you will be able to select the customer(s) that will be exempt from 
receiving a delinquent notice. This is an optional step. You may want to review the Notice Register in 
Step 3, before entering exemption in this step. 
 

 
 
 
The Notice Processing Exception Customers dialog box will be displayed when step 2 is selected. 
 
In this screen, you can locate and add a customer who will not receive the delinquent notice. 
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Customer Search 

The Notice Exceptions Customer Search window will be displayed when you click on the 
Magnifying Glass icon. 
 

 
 
When the customer is located, you can click on the Enter key on your keyboard or click on the Select 
button to access the Notice Processing Exceptions Customers window. 
 

 
 
To return to the Notice Processing screen, click on the Exit button. 
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Step 3 – Notice Register 
The Notice Register step will allow you to view and print the Notice Register report that will list the 
customer(s) to receive a delinquent notice.  
 
 
When the Generate Register button is clicked, the System will generate the Past Due Register 
which will list all the customers who will receive a delinquent notice.  
 

 

Past Due Register 

 

The Past Due Register report will detail the customer information that will receive a delinquent 
notice. The available information on this report is: 
 

• Customer Number – the customer’s account number 

• Name – the customer’s name if an individual customer or a company’s name if a commercial 
account 

• Service Address – the address to which services are provided 

• Balance Due – the amount that is currently delinquent 

• Notice Fee – the fee amount for sending the notice 

• Total Due – the balance due plus the notice fee total 
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Notice Exception Register 

 

The Notice Exception Register report will detail the customer information that is excluded from 
receiving the notice. 
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Step 4 – Notice Print 
The Step 4 – Notice Print will print the delinquent notices as determine in the previous steps. 
 

 
 
The Notice Print Setup dialog box will be displayed. From this, you will be able to view and/or print 
the delinquent notices. 
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Generate Notices - Next you will select the generate notices button. This will create the notices and 

will tell you how many notices you have to print or email. 
 

 
 

Print Notices – When selecting the print notices button the notices to be printed will be displayed. 

This will not show you the notices to be emailed. 
 

 
 
The available fields on this screen are: 
 

• Print – this button will bring up the Windows printer box to choose what printer to send the 
notices to. 

• Preview – will display the notices for review.  
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• Save – this will save the notices creating a PDF of them. 

• Starting Acct# - the starting account number when you would like to print just a range of 
notices 

• Ending Acct# - the ending account number in the range of accounts for printing notices 
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Step 5 –Notice Update 
With Step 5 –Notice Update option, you will be able to update the customer’s balances and 
transactions with the notice fees. You should only run this step when you have validated the notice 
fee amounts to ensure that they are correct. The notice transactions will not be posted to the 
accounts until this step has been completed. 
 

 
 
When the Notice Update option is selected, the Notice Update dialog box will be displayed. The 
prompt will display a message about updating the files with the notice information from the Notice 
Register.  
 
After you have validated the information, you can click on the Update button. The System will update 
the customers’ account information; post the notice transactions, etc. 
 
The Cancel will return you to the Notice Processing menu without posting the transactions. 
 
When the update has been completed, you will receive another prompt indicating that the update has 
been completed. You can click on the OK to return to the Notice Processing Menu.  
 

 


