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Maintenance Menu

Maintenance Menu Options:

1. Master File Maintenance: Select this option to access the Master File
Maintenance menu.

2. Degree Day Maintenance: Select this option to access the Degree Day
Maintenance menu.

3. System Backup Maintenance: Select this option to access the System Backup
Maintenance Menu.

4. Setup Menu:  Select this option to setup a new company
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Master File Maintenance Menu:

1. Rebuild Master File Alternate Indexes:  This option reconstructs the alternate index
files for customer inquiry.  This option should be used when customer inquiry search
options produce an error or fail to access accounts properly.  All users should be OUT
OF customer inquiry when this option is run.
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2. Renumber Individual Customer Accounts:  Use this option to change the branch
number on individual customer accounts.  This program will transfer balances,
transaction history and tank information.  If the general ledger is used, a journal entry
must be posted to the appropriate general ledger accounts.
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3. Change Delivery Codes:  This option allows you to change an existing delivery code
for all customers to another delivery code.

4. Change Finance Charge Codes:  This option allow you to change an existing
finance/charge code for all customers to another finance/charge code.

5. Change Statement/Invoice Codes:  Use this option to change an existing
Statement/Invoice code for all customers to another statement/invoice code.
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6. Change Master File Product Codes:  This option will change an existing product code
for all customer accounts to another product code.

7. Change Driver/Route to new Driver/Route:  This option may be used to change an
existing driver/route code for all customers to another driver/route.
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8. Change Master File Tax Codes:  This option will change all master file records with a
specified tax code to another tax code.

9. Update Delivery Route Sequence with Zip+4: This option will allow the operator to
print, update or print and update route sequence with Zip+4.
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10. Merge New Branch Files with Existing Company Files: This option is used to merge
customer data files existing under two different company identification codes.  One is
considered the Main Company File and the other is considered a BRANCH  to be
merged into the main company.

11. Create Word Processor File:  Use this option to open wordprocessor menu. Use
options of this menu to create a name and address file to be used with the word
processor for mass mailings.

1. Select Accounts Automatically
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2. Exclude Accounts Automatically Selected

3. Create wordprocessor File.
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12. Create Zip+4 Diskette to Send to Postmaster:  This option copies the names and
addresses from the customer master file to a diskette to be submitted to the postmaster
for zip+4 code updates.

13. Install Zip+4 Update from Postmaster:  This option installs the zip+4 file returned by
the postmaster to the Suburban Software Accounts Receivable system.  This program
will allow you to print the new file before running the update.
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Degree Day Maintenance Menu:

1. Open Degree Day File:  This option may be used to open the degree day file.  It is
usually used when starting a new branch.
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2. Enter Degree Days For Prior Seasons:  This option allows you to enter the degree
days for a previous heating season.
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3. Create Degree Day Average File:  This option creates the degree day average file.

4. Print Degree Day Average/History Report: This option will print, update or print and
update the Degree Day Average/History Report, it can be run by a specific month and
by a specific degree day base.
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5. Enter / Update Customer Delivery History: This option will allow the operator to
update the customer delivery history.
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System Backup Maintenance:

1. Catalog Fixed Disk: This option allows you to print a listing of the files in your hard
drive.

  
2. Catalog Diskettes: This option allows you to print a listing of the files in a diskette.

3. Catalog Tapes: This option allows you to print a listing of the files in a tape.

4. Initialize Backup Media: This option is used to initialize a diskette or a tape.
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5. Backup All Files: This option is used to backup all your files.

6. Remove and/or Save Transaction History: This option will remove history files for a
specific period of time that you specify in the screen and will allow you to save them in a
tape or a diskette. It is usually recommended to free space in your hard drive. 
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System Setup Utilities:

1. Open Initial Company Files: 

 Purpose: This procedure will create a new set of files required for A/R system.

The system will prompt for:

(1) the three letter company identification code,
(2) the highest branch to be opened,
(3) approximate number of accounts 
(4)       whether or not it’s a gas company

if you answered “N” to #4:
• If you require Variable Unit Step Pricing (if you set your company as “non-gas”)
• If you require an Open Item Accounting

(5) name for each branch

2. Setup Initial Supervisor Data:

Purpose: The Supervisor File is used to maintain the variables that define specific
company and branch related information on the system.  Select the SETUP
Menu Option #2 to complete the data required in the Supervisor file data
"Company Record" and "Branch Control Records". Some of the data may have
been pre-recorded for you.  For a detailed description of fields in the Supervisor
File, "Supervisor File" (page 1-1) in the Utility Menu Section of this manual.
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3. Set Up Initial Product Codes:

Product Codes (PCodes) are character constants that are used during data entry to identify the
type of transaction being entered.  The product codes must be defined in the Product Code file
before they can be used in data entry.  Product codes must be established specifically for each
branch in the system.  For a detailed explanation of product code setup, refer to "Enter/Update
Product Codes" in the Utility Menu Section 

4. Setup Initial Tax Codes:

Purpose: To keep track of taxes collected and taxes payable, the system maintains
a tax file which is organized by " Tax Codes".  For further explanation of
tax code setup, refer to the Utility Menu Section of this manual under
"Enter/Update Tax Codes"

5. Setup Constants File:

Purpose: This file contains the conversion factors used to convert the units of
measure to the standard specified in the "Standard Gas Units" field in the
supervisor file.  Refer to the Utility Menu Option "Enter/Update Constants
File" for instructions on printing or editing the constant variables.

6. Enter / Update New Customer Accounts:

Procedure: CUSNEW (CoID)

Please refer to Daily Menu Section (page 2-1) for information on setting up the initial customer
database.
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7. Print Customer Edit Reports:

Procedure: CUST05
Purpose: To print a listing of the Customer File to insure the correctness of the

data before you assign the permanent account numbers.



maintmaster.wpd                     A/R Maintenance Menu: Page 4-4

8. Enter / Update Initial Tank file:

Procedure: TANKFL

Purpose: This procedure is used to input or update the initial tank files.

9. Backup New Accounts Master File to diskette:

Procedure: GASAVE

Purpose: To make a backup copy of the Master File of New Accounts before the
conversion to self check digit account numbers.

Caution: You must run this option BEFORE running option 10.
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10. Assign Customer Files Permanent Account Numbers:

Procedure: RENUMBER

Purpose: This procedure is used to create the initial self-check customer account
numbers.  It should only be run after completing the entry of beginning
customer accounts.

WARNING: (1) Once the account number increment is accepted as being right,
the program will replace the Master Files indexed by name by a
Master File indexed by self-check account numbers.

(2) This procedure should only be run to a successful conclusion
once.

(3) It should not be run once sales and receipt transactions have
been entered into the system.

11. Print List of Available Account Numbers:

Procedure: ACCNR1

Purpose: To print a listing of the account numbers that are available to assign to new
customers once you have assigned the Self Check Digit Account Numbers.
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