
Utility Billing
Property File
FUTURE

En
gi
ne

er
in
g/
Pu

bi
c 
W
or
ks

U
til
ity

 S
er
vi
ce
s

De
ve
lo
pe

r/
Cu

st
om

er

Start

Update record with 
meter information

Staff UBS

Assign address and 
services

Staff UBS

Verify property 
ownership with 
County GIS data

Staff TPS

Billing

Update property/
customer record

Staff UBS

Notify developer/
customer of 

completed work and 
assess fees

Staff UBS

Submit application for 
new development or 
request for upgrade 

or downgrade
Planning 
Cust. Srv.

Online/
In‐Person

Review and enter 
request / Route based 

on work type

Staff UBS/TPS/
ERP

Permit 
Application

New Property

Install meter

Staff Manual

New Property

Existing Customer

Existing Customer

Customer 
File

Meter 
Inventory

Note: This step occurs after “CO process”



Utility Billing
Customer File
FUTURE

U
til
ity

 S
er
vi
ce
s

Cu
st
om

er

Start
Submit application to 

start service

Customer Online/
In‐Person

Add or update 
customer record

Staff UBS

Calculate required 
deposit

Staff UBS

Pay deposit

Customer Online/
In‐Person

Cash 
Receipt

Associate services 
with account (e.g. 
water, sewer, solid 
waste, stormwater)

Staff UBS

Meter 
Read

Property 
File



Utility Billing
Meter Inventory
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Order addl. meter 
from warehouse

Staff TPS/ERP

Stock 
Truck

Schedule technician 
for install

Staff TPS/ERP

Requisition

Review order and 
purchase meter

Staff TPS/ERP

Initiate replacement 
as necessary

Staff ERP

Journal 
Entry

Charge department 
for inventory 
purchase

Staff ERP

Property 
File

Record meter number

Staff TPS/ERPService 
Order

Assign to customer

Staff TPS/ERP



Utility Billing
Meter Read
FUTURE
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Determine routes for 
each meter reader

Staff Manual

Customer 
File

Conduct meter 
reading

Staff UBS

Request service for 
meter replacement/

repairs

Staff TPS/ERP

Service 
Order

Import meter read 
data

Staff UBS

Audit data for zero 
consumption/other 

misc. issues

Staff UBS

Visit property to 
inspect meter

Staff Manual

Rectify issues and 
prepare final billing

Staff Manual

Billing/AR



Utility Billing
Service Order
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Log service request

Staff TPS/ERPBilling

Start
Submit service 

request

Customer Online/
In‐Person

Review request and 
assign resources

Staff TPS/ERP

Complete order 
request for supplies

Staff TPS/ERP

Meter 
Inventory

Install/repair meter

Staff Manual

Update service 
request upon 

completion of work

Staff TPS/ERP

Determine material 
and labor costs

Staff TPS/ERP

Time 
Entry Billing/AR

Meter 
Read

Visit property and 
record final usage

Staff TPS/ERP

Terminate Service

Billing/AR Note: Trucks are stocked with supplies 
which aren’t tracked until assigned to 
customer – Q:  Does future state track 

inventory on truck(s)?



Utility Billing
Billing/Accounts Receivable
FUTURE
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Provide list of 
misreads to Public 

Works

Staff UBS/
Manual

Meter 
Read

Validate misreads and 
provide correct 

reading back to UB

Staff UBS

Update account and 
perform secondary 

audit

Staff UBS

Presort bulk mailing

Staff USPS

Calculate account 
billing based on rate 

tables

Staff UBS

Produce bill and 
provide to customer 
(mail/electronic)

Staff UBS/
Manual

Customer 
Payment

Start

Submit service 
request to terminate 

service

Customer Online/
In‐Person

Update customer 
account with final 
usage and change 

status

Staff UBS

Calculate fees (%) on 
outstanding balances

Staff UBS

Delinquent 
Accounts

Service 
Order

Service 
Order



Utility Billing
Customer Payment
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Record payment and 
provide receipt

Staff UBS

Import payment 
information

Staff UBS

Create daily batch

Staff UBS

Import batch

Staff UBS/ERP

Review batch and 
create JE

Staff ERP

Journal 
Entry

Start

Submit payment (in‐
person, on‐line, credit 
card, lockbox, ACH, 

phone)

Customer Various

Cashier Window

External Payment
Systems

Prepare daily bank 
deposit for Officer of 

Court

Staff UBS/
Manual


