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Starting Municipal Waste System 

To use the Municipal Waste System a network login is required. A network login is required so that the 
login can be included with each transaction entered. 
 
To start the Municipal Waste System application: 
 
Logon to the network using your network login and password. 
Once you are logged in double-click on the "Municipal Waste System" icon on the desktop. 
 

 
 
 
Status messages are displayed: 

·  Connecting to the Server 
·  Updating local data 

 
The application screen is then displayed 
 

 
 
 



Closing Municipal Waste System 
 
To close the Municipal Waste System: 
 
Navigate to the Exit command in the Menu: 

Main Menu->Exit 
Click the “Exit”  button to close the system 
 
Status messages are displayed stating: 

·  the local data file is compressing and closing 
·  the system is closing down 

 
 
 



Account Maintenance 
Accounts are maintained in the system using the Accounts screen. Accounts can be added, deleted and 
modified. Accounts can be setup as a “cash”  or “charge”  account. In the Ticket screen account use is 
controlled using an “account status” : active, suspended or inactive. An account can be setup with up to 3 
addresses: a business address, a corporate address, and an owner address. Account statements can be 
mailed to one or all three addresses. An account can be setup with up to 3 contacts. The current account 
balance is displayed on the Account Screen. 

New Accounts 
To add a new account: 
Navigate to the Accounts Screen 

Main Menu->Accounts 
Click the “Add” button to add a new account. 
Populate the Account Screen fields with the required information. 
Click the “Save”  button to save the new information. 
 
The fields in the Account Screen are described below. Required information is indicated with an “* ”. 
 
Account Information: 

·  Account No  
A new account can be assigned a specific account number. If no number is specified the next 
available account number is assigned. 

·  DBA (Doing Business As) Name 
A “doing business as”  name can be assigned. The DBA name is printed on the account statement. 

·  Business Name*  
·  3 Address: Business, Company and Owner (Business Address Required* ) 

Address 1*  - A street number and street name are required. If a PO Box address is 
required enter the information in the following manner: 

  No Dir Name  Type 
Address  PO  Box 1234 

Address 2 - Optional second address line to indicate information such as “Suite 201”. 
City* /State* /Zip 
Phone/Extension – Phone numbers are auto-formatted into the following format: 
  (123) 456-7890 
Fax/Email – Fax numbers are auto-formatted into the following format: 
  (123) 456-7890 

·  Credit Limit 
The credit limit assigned determines if the account is a “cash”  account or “ charge” account. When 
a new account is added it defaults to a “charge”  account with a credit limit of $1,000.00. Credit 
limit amounts are auto-formatted to currency format, $1,345.99. 
 

o “Cash Account”  - Assigning a credit limit of $0.00 sets the account to a “cash”  account 
and payment is required after a ticket is entered. 
 

o “Charge Account”  - Assigning a credit limit greater than $0.00 sets the account to a 
“charge” account. No payments is requested after a ticket is entered. 

 
Changes made to the account credit limit are made available to Scale sites automatically. When 
the credit limit is changed a pop-up message is displayed on the Ticket screen: 
 

 “Account Credit Limit has been changed to <new credit limit>” 
 

·  Account Rate Class*  



An account is assigned to one of the following rate classes: 
·  Industrial Rate 
·  Commercial Rate 
·  Residential Rate 
·  Municipal Rate 

Rate Classes are used to define multiple bill ing fee structures.  
·  Account Type*  

An account is assigned as a “Hauler Account” , a “Billing Account” or both “Hauler And Billing 
Account” . Assignment of the Account Type affects account information for displayed in the 
Ticket screen in the following manner: 

o Hauler Account 
The account is only displayed in the “Hauler”  field in the Ticket screen.  

o Billing Account 
The account is only displayed in the “Billing”  field in the Ticket screen. 

o Hauler And Billing Account 
The account is displayed in both the “Hauler”  and “Billing” fields in the Ticket 
screen. 

·  Account Status / Account Status Reason 
An account is assigned a status of “Active” , “Suspended” or “Inactive” . New accounts are 
automatically assigned “Active”  status. The “Suspended” status is used to control Ticket entry for 
delinquent accounts. The “Inactive”  status is used to disable the use of an account that is no longer 
in business, etc. 
 

o Active Accounts 
Active accounts are displayed on the Ticket screen. Tickets can only be entered for 
“Active” accounts.  

o Suspended Accounts 
Suspended accounts are displayed on the Ticket screen with the Account Status 
Reason. No Tickets can be entered for a “Supended” account until the account status 
is set to “Active”. 

o Inactive Accounts 
Inactive accounts are not downloaded to Scales sites and are not displayed on the 
Ticket screen. If an “ Inactive”  account is made “Active”  the account information 
must be refreshed at the Scale site using the “Account Refresh”  command. 
 

Changes made to the Account Status are made available to Scale sites automatically. When the 
account status is changed a pop-up message is displayed on the Ticket screen stating: 
 

“Account Status has been changed to <new account status>” 
 

Account Status Reason 
When an account status is made either “Suspended” or “ Inactive”  an account status reason for why 
the account is being disabled is required.  

 
·  3 Contacts: 

 Contact Name 
 Contact Title 
 Contact Phone 
 Contact Fax 
 Contact Email 
 Contact Comment (255 character limit) 

·  Account IDs 
Federal ID 

 State ID 
 Local ID 



 Reseller ID 
 State Tax No 

·  Bill Mailing 
Statements for accounts can be generated for any of the 3 account addresses by selecting the 
address mailing options on the Additional tab of the Account Screen. 

 
o Business Address (default for new accounts) 
o Company Address 
o Owner Address 
 

To “disable” the generation of a statement for an account deselect all three address mailing 
options. 
 

·  Comments 
A 255K field is available for storing ad-hoc account specific information. 

Searching Accounts 
Accounts can be searched in the Accounts Screen using either the Account Search fields or the Account 
List navigation controls. Once the desired account is found using either method the full account 
information is displayed in the Account Detail portion of the screen. 
 
Account Search 
Accounts can be search for using the account search fields: 
 

o Account Number 
To search for an account using the account number: 

Enter the desired account number in the Account Number field 
Click <Enter> to search for the account number within the Account List 

o Account Name Like 
When using the Account Name Like search to locate an account only a “portion” of the name is 
required. The Account Name Like search is performed by filtering the accounts in the Account 
List for the specified search text. The search will return any accounts that contain the specified 
search text. For example, if a search is performed on “John” the following accounts are displayed 
in the Account List: 
 

 John’s Trucking 
 John Construction and Demolition Service 
 Johnson Towing 

 
To search for an account using the account name: 

Enter any portion of the account name in the Account Name Like field 
Click <Enter> to search for the account name within the Account List 
 

To remove the filter and display all accounts: 
Clear all text from the Account Name Like field 
Click <Enter>  

 
Account List 
Accounts can be searched using the Accounts List. The following methods are used to search and navigate 
the Account List in the Account Screen. 
 

Column Head Click 
Click a column header. The list is sorted the list by the specified column field. 
 
List Scroll Bars 



Click the Scroll Bar Up button navigates the scroll cursor up one record at a time. 
Click the Scroll Bar Down button navigates the scroll cursor down one record at a time. 
Click the Scroll Bar above the slide control pages up one screen full at a time. 
Click the Scroll Bar below the slide control pages down one screen full at a time. 
 
List Navigation Buttons 
Clicking the |<- button navigates the scroll cursor to the first record in the list. 
Clicking the <- button navigates the scroll cursor up one record at a time. 
Clicking the -> button navigates the scroll cursor down one record at a time. 
Clicking the ->| button navigates the scroll cursor to the last record in the list. 

 

Deleting Accounts 
Only accounts that have no transactions (tickets, payments or adjustments) can be deleted from the system. 
If any transactions are associated with the account the Delete button on the Account screen is disabled and 
the account cannot be deleted. To restrict the use of accounts that have transactions the Account Status can 
be set to “Suspended” or “ Inactive” . 
 
To delete an account: 
Navigate to the Accounts Screen 

Main Menu->Accounts 
Locate the desired account using either the list navigation keys or the search fields. 
Click the “Delete”  button to delete the account. 

Modifying Accounts 
All account fields can be modified. 
 
To modify an account: 
Navigate to the Accounts Screen 

Main Menu->Accounts 
Locate the desired account using either the list navigation keys or the search fields. 
Click the “Modify”  button. 
Modify the required fields. 
Click the “Save”  button to save the modifications. 
 



Vehicles Maintenance 
Vehicles are maintained in the system using the Vehicle Screen. Vehicles can be added and modified. 
Vehicles entered into the system are displayed in the Vehicle field of the Ticket Screen. Vehicles use in the 
Ticket screen is controlled using a “vehicle status” : active or inactive. 
 

New Vehicles 
To add a new vehicle: 
Navigate to the Vehicle Screen 

Main Menu->Vehicles 
Click the “Add” button. 
Populate the Vehicle Screen fields with the required information. 
Click the “Save”  button to save the new information. 
 
The fields in the Vehicle Screen are described below. Required information is indicated with an “* ” . 
 
Vehicle Information 
 

·  Vehicle No*  
A vehicle number used to identify a vehicle in the Ticket screen. Vehicle numbers are displayed in 
sorted order in the Vehicle List of the Ticket screen. Configuring “unique”  vehicle numbers 
lessens the number of key strokes required by the Scale operator to locate the vehicle in the 
vehicle number list. 
 
Unique Vehicle ID Feature 
The “Unique Vehicle ID”  feature allows the Vehicle, Account, and Vehicle Defaults to be 
automatically selected when a Ticket is entered for a vehicle. When this feature is enabled the 
vehicle list in the Ticket screen is the first required field entered by the Scale operator. Entering a 
unique vehicle id selects the associated account and the defined default ticket parameters. 
 

·  Vehicle Description*  
A brief physical description of the vehicle to assist the Scale operator in confirming that the 
correct vehicle has been selected from the vehicle number list in the Ticket screen. 

·  Vehicle Type*  
A description of the vehicle type: front-loader, rear-loader, pickup truck, etc. 

·  Tare Weight*  
The vehicle tare weight can be setup as follows: 

o Equal to Vehicle Empty Weight 
When a ticket is entered the Vehicle Tare weight field is filled with the pre-weighed 
vehicle tare weight. The vehicle is not required to weigh out to complete the ticket. 

o Equal to zero 
When the Vehicle Tare weight is set to “zero”  the vehicle must weigh out to complete the 
ticket.   

  
·  Vehicle Status*  

A vehicle is assigned a status of “Active”  or “ Inactive” . New vehicles are automatically assigned 
“Active” status. The “ Inactive”  status is used to disable the use of a vehicle in the Ticket screen. 
 

o Active Vehicles 
Active vehicles are displayed on the Ticket screen.  

o Inactive Vehicles 



Inactive vehicles are not downloaded to Scales sites and are not displayed on the 
Ticket screen. If an “ Inactive”  vehicle is made “Active” the vehicle information must 
be refreshed at the Scale site using the “Vehicle Refresh”  command. 
 

Changes made to the Vehicle Status are made available to Scale sites daily. 
 

Vehicle Status Reason 
When a vehicle status is set to “ Inactive”  a vehicle status reason for why the vehicle is being 
disabled is required.  
 

·  Vehicle Defaults 
The following “default”  ticket parameters can be assigned to the vehicle. Assigning defaults 
populates the fields in the ticket screen reducing the number of key-strokes required to complete a 
ticket. Default ticket parameters can be changed by the Scale operator. The following ticket 
default parameters can be assigned. 
 

Container Type 
Billing Account 
Refuse Class 
Origination 
County/State/Country 
Destination 

 

Searching Vehicles 
Vehicles can be searched in the Vehicle Screen using either the Vehicle Search fields or the Vehicle List 
navigation controls. Once the desired vehicle is found using either method the full vehicle information is 
displayed in the Vehicle Detail portion of the screen. 
 
Vehicle Search 
Vehicles are assigned per account. The Vehicle Search fields are use to locate an account and all of its 
associated Vehicles: 
 

o Account Number 
To search for an account using the account number: 

Enter the desired account number in the Account Number field 
Click <Enter> to display all of the vehicles assigned to the account 

o Account Name 
To search for an account using the account name: 

Type the Account Name to display vehicles assigned to the account 
 
Vehicle List 
Vehicles can be searched using the Vehicle List. The following methods are used to search and navigate the 
Vehicle List in the Vehicle Screen. 
 

Column Head Click 
Click a column header. The list is sorted the list by the specified column field. 
 
List Scroll Bars 
Click the Scroll Bar Up button navigates the scroll cursor up one record at a time. 
Click the Scroll Bar Down button navigates the scroll cursor down one record at a time. 
Click the Scroll Bar above the slide control pages up one screen full at a time. 
Click the Scroll Bar below the slide control pages down one screen full at a time. 
 
List Navigation Buttons 



Clicking the |<- button navigates the scroll cursor to the first record in the list. 
Clicking the <- button navigates the scroll cursor up one record at a time. 
Clicking the -> button navigates the scroll cursor down one record at a time. 
Clicking the ->| button navigates the scroll cursor to the last record in the list. 

 

Deleting Vehicles 
Vehicles cannot be deleted from the system. To restrict the use of a vehicle in the Ticket screen set the 
Vehicle Status is to “ Inactive” . 

Modifying Vehicles 
All vehicle fields can be modified. 
 
To modify a vehicle: 
Navigate to the Vehicle Screen 

Main Menu->Vehicle 
Locate the desired vehicle requiring modification using either the list navigation keys or the search fields. 
Click the “Modify”  button. 
Modify the required fields. 
Click the “Save”  button to save the modifications. 



Code File Maintenance 
Predefined ticket parameters are configured into the system as “ code files” . Use of pre-defined ticket 
parameters allows for consistent ticket data entry. The following code files must be setup in the system: 
 

Destinations 
Originations 
County/State/Country 
Vehicle Types 
Containers 
Refuse Classes 

 



Destination Maintenance 
The ticket destination parameter specifies where the refuse on the ticket is bound. Some sample 
destinations are: 
 

·  specific cells or locations within a landfill or transfer station 
·  for transfer stations, the name of the landfill for “outbound” refuse 
 

New Destinations 
To add a new destination: 
Navigate to the Destination Screen 

Main Menu->Code Files->Destinations 
Click the “Add” button. 
Populate the Destination Screen fields with the required information. 
Click the “Save”  button to save the new information. 
 
The fields in the Destination Screen are described below. Required information is indicated with an “* ” . 
 
Destination Information: 

·  Destination Description  

Searching Destinations 
Destinations can be searched in the Destination Screen using the Destination List navigation controls. 
 
Destination Search 
 
Destination List 
Destinations can be searched using the Destination List. The following methods are used to search and 
navigate the Destination List in the Destination Screen. 
 

Column Head Click 
Click a column header. The list is sorted the list by the specified column field. 
 
List Scroll Bars 
Click the Scroll Bar Up button navigates the scroll cursor up one record at a time. 
Click the Scroll Bar Down button navigates the scroll cursor down one record at a time. 
Click the Scroll Bar above the slide control pages up one screen full at a time. 
Click the Scroll Bar below the slide control pages down one screen full at a time. 
 
List Navigation Buttons 
Clicking the |<- button navigates the scroll cursor to the first record in the list. 
Clicking the <- button navigates the scroll cursor up one record at a time. 
Clicking the -> button navigates the scroll cursor down one record at a time. 
Clicking the ->| button navigates the scroll cursor to the last record in the list. 

 

Deleting Destinations 
Destinations cannot be deleted from the system 

Modifying Destinations 
All destination fields can be modified. 
 



To modify a destination: 
Navigate to the Destination Screen 

Main Menu->Code Files->Destinations 
Locate the desired destination requiring modification using the list navigation controls. 
Click the “Modify”  button. 
Modify the required fields. 
Click the “Save”  button to save the modifications. 
 



Origination Maintenance 
The ticket origination parameter specifies where the refuse on the ticket originated. Some sample 
originations are: 
 

·  Recycling centers 
·  for landfills, the name of a transfer station 
 

New Originations 
To add a new origination: 
Navigate to the Origination Screen 

Main Menu->Code Files-> Originations 
Click the “Add” button. 
Populate the Origination Screen fields with the required information. 
Click the “Save”  button to save the new information. 
 
The fields in the Origination Screen are described below. Required information is indicated with an “* ” . 
 
Origination Information: 

·  Origination Description  
·  County/State/Country 

Searching Originations 
Originations can be searched in the Origination Screen using the Origination List navigation controls. 
 
Origination Search 
 
Origination List 
Originations can be searched using the Origination List. The following methods are used to search and 
navigate the Origination List in the Origination Screen. 
 

Column Head Click 
Click a column header. The list is sorted the list by the specified column field. 
 
List Scroll Bars 
Click the Scroll Bar Up button navigates the scroll cursor up one record at a time. 
Click the Scroll Bar Down button navigates the scroll cursor down one record at a time. 
Click the Scroll Bar above the slide control pages up one screen full at a time. 
Click the Scroll Bar below the slide control pages down one screen full at a time. 
 
List Navigation Buttons 
Clicking the |<- button navigates the scroll cursor to the first record in the list. 
Clicking the <- button navigates the scroll cursor up one record at a time. 
Clicking the -> button navigates the scroll cursor down one record at a time. 
Clicking the ->| button navigates the scroll cursor to the last record in the list. 

 

Deleting Originations 
Origination cannot be deleted from the system 

Modifying Originations 
All Origination fields can be modified. 



 
To modify an origination: 
Navigate to the Origination Screen 

Main Menu->Code Files-> Originations 
Locate the desired origination requiring modification using the list navigation controls. 
Click the “Modify”  button. 
Modify the required fields. 
Click the “Save”  button to save the modifications. 



County/State/Country Maintenance 
The ticket county/state/country parameter specifies where the Origination site is located. Some sample 
County/State/Country parameters are: 
 

·  County Name 
·  Solid Waste Organization 
 

New County/State/Country 
To add a new County/State/Country: 
Navigate to the County/State/Country Screen 

Main Menu->Code Files-> County/State/Country 
Click the “Add” button. 
Populate the County/State/Country Screen fields with the required information. 
Click the “Save”  button to save the new information. 
 
The fields in the County/State/Country Screen are described below. Required information is indicated with 
an “* ”. 
 
County/State/Country Information: 

·  County/State/Country Description  

Searching County/State/Country 
County/State/Country can be searched in the County/State/Country Screen using the County/State/Country 
List navigation controls. 
 
County/State/Country Search 
 
County/State/Country List 
County/State/Country can be searched using the County/State/Country List. The following methods are 
used to search and navigate the County/State/Country List in the County/State/Country Screen. 
 

Column Head Click 
Click a column header. The list is sorted the list by the specified column field. 
 
List Scroll Bars 
Click the Scroll Bar Up button navigates the scroll cursor up one record at a time. 
Click the Scroll Bar Down button navigates the scroll cursor down one record at a time. 
Click the Scroll Bar above the slide control pages up one screen full at a time. 
Click the Scroll Bar below the slide control pages down one screen full at a time. 
 
List Navigation Buttons 
Clicking the |<- button navigates the scroll cursor to the first record in the list. 
Clicking the <- button navigates the scroll cursor up one record at a time. 
Clicking the -> button navigates the scroll cursor down one record at a time. 
Clicking the ->| button navigates the scroll cursor to the last record in the list. 

 

Deleting County/State/Country 
County/State/Country cannot be deleted from the system 



Modifying County/State/Country 
All County/State/Country fields can be modified. 
 
To modify a County/State/Country: 
Navigate to the County/State/Country Screen 

Main Menu->Code Files-> County/State/Country 
Locate the desired County/State/Country requiring modification using the list navigation controls. 
Click the “Modify”  button. 
Modify the required fields. 
Click the “Save”  button to save the modifications. 



Vehicle Type Maintenance 
The vehicle type parameter specifies the vehicle type. Some sample vehicle types are: 
 

·  Pickup Truck 
·  Front-loader 
·  Rear-loader 
 

New Vehicle Type 
To add a new Vehicle Type: 
Navigate to the Vehicle Type 

Main Menu->Code Files-> Vehicle Type 
Click the “Add” button. 
Populate the Vehicle Type Screen fields with the required information. 
Click the “Save”  button to save the new information. 
 
The fields in the Vehicle Type Screen are described below. Required information is indicated with an “* ”. 
 
Vehicle Type Information: 

·  Vehicle Type Description  

Searching Vehicle Type 
Vehicle Type can be searched in the Vehicle Type Screen using the Vehicle Type List navigation controls. 
 
Vehicle Type Search 
 
Vehicle Type List 
Vehicle Type can be searched using the Vehicle Type List. The following methods are used to search and 
navigate the Vehicle Type List in the Vehicle Type Screen. 
 

Column Head Click 
Click a column header. The list is sorted the list by the specified column field. 
 
List Scroll Bars 
Click the Scroll Bar Up button navigates the scroll cursor up one record at a time. 
Click the Scroll Bar Down button navigates the scroll cursor down one record at a time. 
Click the Scroll Bar above the slide control pages up one screen full at a time. 
Click the Scroll Bar below the slide control pages down one screen full at a time. 
 
List Navigation Buttons 
Clicking the |<- button navigates the scroll cursor to the first record in the list. 
Clicking the <- button navigates the scroll cursor up one record at a time. 
Clicking the -> button navigates the scroll cursor down one record at a time. 
Clicking the ->| button navigates the scroll cursor to the last record in the list. 

 

Deleting Vehicle Type 
Vehicle Type cannot be deleted from the system. 

Modifying Vehicle Type 
All Vehicle Type fields can be modified. 
 



To modify a Vehicle Type: 
Navigate to the Vehicle Type 

Main Menu->Code Files-> Vehicle Type 
Locate the desired Vehicle Type requiring modification using the list navigation controls. 
Click the “Modify”  button. 
Modify the required fields. 
Click the “Save”  button to save the modifications. 



Refuse Class Maintenance 
Refuse classes define the various materials, services, or charges that are ticketed and their associated billing 
rates. Three types of billing calculations are performed: weight (per ton), items (per item), and a flat rate. 
Within each refuse classes different billing rates can be assigned to the four different account classes: 
industrial, commercial, residential, and municipal accounts.  
 

New Refuse Class 
To add a new Refuse Class: 
Navigate to the Refuse Class 

Main Menu->Code Files->Refuse Class 
Click the “Add” button. 
Populate the Refuse Class Screen fields with the required information. 
Click the “Save”  button to save the new information. 
 
The fields in the Refuse Class Screen are described below. Required information is indicated with an “* ”. 
 
Refuse Class Information: 

·  Refuse Class Description  
A description of the material, service or penalty. 

·  Ticket Type 
The type of bill ing method: 

Per Ton 
Per Item 
Flat Rate 

·  Rate 
The billing rate used to calculate the ticket amount. 

·  Minimum Amount 
A minimum amount for a ticket. 

·  Base Weight (for “Per Ton”  Ticket Type only) 
An amount of weight (in pounds) that is deducted from the net weight 
 
Gross Weight – Tare Weight – Container Weight – Base Weight = Net Weight *  Billing Rate 
 

Searching Refuse Class 
Refuse Class can be searched in the Refuse Class Screen using the Site List and the Refuse Class List 
navigation controls. 
 
Refuse Class Search 
 
Site List 
Refuse Classes are defined per Site.  
 
To display Refuses Classes for a Site: 

Type the Site Name in the Site List control. 
 
Refuse Class List 
Refuse Class can be searched using the Refuse Class List. The following methods are used to search and 
navigate the Refuse Class List in the Refuse Class Screen. 
 

Column Head Click 
Click a column header. The list is sorted the list by the specified column field. 



 
List Scroll Bars 
Click the Scroll Bar Up button navigates the scroll cursor up one record at a time. 
Click the Scroll Bar Down button navigates the scroll cursor down one record at a time. 
Click the Scroll Bar above the slide control pages up one screen full at a time. 
Click the Scroll Bar below the slide control pages down one screen full at a time. 
 
List Navigation Buttons 
Clicking the |<- button navigates the scroll cursor to the first record in the list. 
Clicking the <- button navigates the scroll cursor up one record at a time. 
Clicking the -> button navigates the scroll cursor down one record at a time. 
Clicking the ->| button navigates the scroll cursor to the last record in the list. 

 

Deleting Refuse Class 
Refuse Classes cannot be deleted from the system. 

Modifying Refuse Class 
All Refuse Class fields can be modified. 
 
To modify a Refuse Class: 
Navigate to the Refuse Class 

Main Menu->Code Files->Refuse Classes 
Locate the desired Refuse Class requiring modification using the list navigation controls. 
Click the “Modify”  button. 
Modify the required fields. 
Click the “Save”  button to save the modifications. 
 
 



Accounts Receivable 
Accounts receivable functions all users to entered payments, enter adjustments, process statements, process 
penalties, and post daily collections.  



Payments 
Payments are input into the system using the Payment screen. Payments can be made of the following 
types: check, cash, money order, cashiers check, debit card, or credit card. Payments are used to pay 
outstanding tickets/debits displayed in the payment screen. When payments are entered they are 
“automatically”  applied to outstanding tickets/debits.  
 
For proper penalty processing, payments are applied to outstanding tickets/debits in the following order: 
 

·  oldest debits/penalties 
·  new debits/penalties 
·  older tickets 
·  newer tickets 

 
Users can manually over-ride the 'auto-apply' payment selections. 
  
For payments made by check and the amount is greater than the amount due a “credit“  adjustment is 
automatically for the overpayment is created for the account. The credit adjustment is displayed in the 
“Existing Credit”  field of the payment screen. Overpayments can be applied to future tickets/debits or 
refunded. 

Entering Payments 
 
Navigate to the Payment screen: 

Main Menu->Accounts Receivable->Payments 
Select the account by Account No or Account Name  

To search by Account No: 
·  Enter the required account number in the "Account No" field. 
·  Hit <ENTER> to display tickets/debits 

To search by Account Name: 
·  Type the Account Name in the Account Name list. 
·  Hit <ENTER> to display tickets/debits 

All the outstanding tickets, debits and credits for the account are displayed.  
Enter the payment amount in the amount field. Payments are auto-formatted to currency format, $1,345.99. 
Hit <Tab> or <ENTER> to apply the payment to the tickets/debits. 
Select the payment type from the Payment Type drop-down list. 

For “Check” payments a check number is required. 
Enter the check number in the "Check Number" field. 

For “Cash”  payments the “change” is displayed. 
Enter any additional information in the Memo field. 
Verify that the payment is applied to the required debits and tickets. 

To change the how the payment was applied: 
·  Click on the a  next to the ticket/debit that is not to be paid. 
·  Click on the empty a  mark field next to the ticket/debit this is to be paid. 

Click the “Save”  button to save the payment. 
Receipt Option: When a receipt printer is configured a receipt is printed. 
Cash Drawer Option: When a cash drawer is configured the cash drawer will open. 

 
 
 
 
 



Adjustments 
 
The Adjustment screen is used to issue refunds, correct incorrectly posted payment amounts, and correct 
incorrectly posted refund amounts.  

Entering Adjustments 
Navigate to the Adjustment screen: 

Main Menu->Accounts Receivable-> Adjustments 
Select the account by Account No or Account Name  

To search by Account No: 
·  Enter the required account number in the "Account No" field. 
·  Hit <ENTER> to locate the account 

To search by Account Name: 
·  Type the Account Name in the Account Name list. 
·  Hit <ENTER> to locate the account 

Enter the adjustment amount in the amount field. 
Hit <Tab> or <ENTER> to apply the payment to the tickets/debits. 
Select the debit/credit type from the Type drop-down list. 

o Debit - Debit adjustments are reflected in the outstanding Ticket/Debit list of the 
Payment screen. 

o Credit - Credit adjustments are displayed in the 'Existing Credit' field of the Payment 
screen 

Enter any additional information in the Memo field. 
Verify that the payment is applied to the required debits and tickets. 

To change the how the payment was applied: 
·  Click on the a  next to the ticket/debit that is not to be paid. 
·  Click on the empty a  mark field next to the ticket/debit this is to be paid. 

Click the “Save”  button to save the payment. 
 
Select the adjustment type from the following adjustment options: 

o Account Adjustment - Account adjustments are used to enter miscellaneous charges, 
fees or credit adjustments (returned check fee, copy fee, etc.) Account adjustments are 
not reflected in daily cash collections that are posted to the General Ledger.  

o Payment Adjustment – Payment adjustments are used to correct a payment that has 
been entered into the system with the wrong amount. A credit payment adjustment 
increases the payment amount. A debit payment adjustment decreases a payment amount. 
Payment adjustments are reflected in daily cash collections that are posted to the General 
Ledger. 

o Refund / Refund Adjustment – The Refund / Refund Adjustment option is used for the 
following: 

o Issue Refunds – An account has been overpaid and requires a refund for the 
overpayment. Refunds are reflected in daily cash collections that are posted to 
the General Ledger. 

o Refund Adjustment – Refund adjustments are used to correct a refund that has 
been entered into the system with the wrong amount. A credit refund adjustment 
increases the refund amount. A debit refund adjustment decreases a refund 
amount. Refund adjustments are reflected in daily cash collections that are 
posted to the General Ledger. 



Adjustment Scenarios 
 
The following pages detail procedures to handle the following situations: 
 
·  An Incorrect Payment Amount Entered 
·  An Extra Payment is Posted In Error 
·  A Payment is Post to the Wrong Account 
·  Issue a Refund 
·  An Incorrect Refund Amount Is Entered 

 



An Incorrect Payment Amount Entered 
 
A payment has been entered in the Payment screen with an incorrect amount: 
 
The Payment entered was for less than the required payment amount: 
 

In the Adjustment screen: 
o Select the account 
o Enter the payment difference 

Required Payment Amount – Incorrect Payment Amount = Payment Difference 
o Select "CREDIT" as the adjustment type to increase the payment amount 
o Select the "Payment Adjustment" option 
o Click the “Post”  button to save the adjustment 

In the Payment screen: 
o Click the "Apply Existing Credits" check box 
o Apply the payment adjustment to the required ticket/debit. 
o Click the “Post”  button to apply the payment adjustment. 

 
The Payment entered was for more than the required payment amount (the overpayment is displayed in the 
“Existing Credit”  field of the Payment screen): 
 

In the Adjustment screen: 
o Select the account 
o Enter the payment difference 

Incorrect Payment Amount – Required Payment Amount = Payment Difference 
o Select " DEBIT " as the adjustment type to decrease the payment amount 
o Select the "Payment Adjustment" option 
o Click the “Post”  button to save the adjustment 

In the Payment screen: 
o Click the "Apply Existing Credits" check box 
o Apply the overpayment to the debit payment adjustment. 
o Click the “Post”  button to apply the credit to the payment adjustment. 

 



An Extra Payment is Posted In Error 
 
In the Adjustment screen: 

o Select the account 
o Enter the amount of the extra payment 
o Select "DEBIT" as the adjustment type 
o Select the "Payment Adjustment" option  
o Click the “Post”  button to save the adjustment 



A Payment is Post to the Wrong Account 
 
In the Adjustment screen: 

o Select the account that the payment was posted to 
o Enter the amount of the payment 
o Select "DEBIT" as the adjustment type 
o Select the "Payment Adjustment" option  
o Click the “Post”  button to save the adjustment 

 
In the Payment screen: 

o Select the correct account for the payment  
o Enter the amount of the payment 
o Enter the payment type 
o Click the “Save”  button to save the payment 

 
 
 
 
 



Issue a Refund 
 
In the Adjustment screen: 

o Enter the amount of the refund 
o Select "DEBIT" as the adjustment type 
o Select the "Refund/Refund Adjustment" option 
o Click the “Post”  button to enter the refund. 
 

In the Payment screen: 
o Click the "Apply Existing Credits" check box 
o Click the a  next to the refund debit adjustment 
o Click the “Save”  button to issue the refund. 
o Through your financial system, issue an invoice in Accounts Payable to the account. 
o Through your financial system, issue a refund check. 

 

 
 



An Incorrect Refund Amount Is Entered 
 
A refund has been entered in the Adjustment screen with an incorrect amount: 
 
The refund entered was for less than the required refund amount: 
 

In the Adjustment screen: 
o Select the account 
o Enter the refund difference 

Required Refund Amount – Incorrect Refund Amount = Refund Difference 
o Select " DEBIT " as the adjustment type to increase the refund amount 
o Select the "Refund/Refund Adjustment" option 
o Click the “Post”  button to save the adjustment 

In the Payment screen: 
o Click the "Apply Existing Credits" check box 
o Apply the refund adjustment to the refund debit adjustment 
o Click the “Save”  button to issue the refund 

 
The refund entered was for more than the required refund amount: 
 

In the Adjustment screen: 
o Select the account 
o Enter the refund difference 

Incorrect Refund Amount – Required Refund Amount = Refund Difference 
o Select " CREDIT " as the adjustment type to decrease the refund amount 
o Select the " Refund/Refund Adjustment" option 
o Click the “Post”  button to save the adjustment 

In the Payment screen: 
o Click the "Apply Existing Credits" check box 
o Apply the credit to the remaining refund 
o Click the “Post”  button to apply the credit to the refund 

 
 
 
 



Reprint Receipt (Receipt Option Only) 
 
A receipt may be reprinted in the event paper jams in the receipt printer, the receipt printer runs out of 
paper, etc. 
 
In the Reprint Receipt dialog: 

o In the Site List type the name of  the Site for the Receipt 
o Enter the Receipt Number to reprint 
o Click the “View” button to display the Receipt 
o Click the “Print”  button to reprint the Receipt 

 



Statements 
 
Statements are processed once a month for "charge" accounts. Statements show the following information: 
 

o A balance forward 
o A listing of all tickets, payments, and adjustments recorded for the statement period 
o A current amount due 
o An "aged receivables" break down indicating 30, 60, 90, 120 and >120 days amounts payable 



Viewing Statements 
To view statements in the Statement View screen: 
Navigate to the Statement dialog 

Main Menu->Accounts Receivable->Print Statements 
Select the desired Account(s) (all accounts are selected by default) 

To select a single account: 
o Select the “Single Account”  option 
o Enter the desired account number 

To select a range of account numbers: 
o Select the “Account Range”  option 
o Enter the “account from” account number 
o Enter the “account to account number 

Select the statement “Account Balance”  desired 
o All – All accounts with any balance due amount. 
o Credit – All accounts with a credit balance. 
o Debit – All accounts with a debit balance. 
o Non-zero/Activity – All accounts with a debit balance and accounts with a zero balance where 

payment for the prior month has been received. 
o Zero – All accounts with a zero balance. 

Select the statement date (defaults to the first day of the current month) 
Select the transactions dates (defaults to all days for the prior month) 
Click the “OK” button to display the statements in the Statement Viewer screen. 
 
From the Statement View screen one or all of the statements displayed printed.  
 

To view a specified statement in the Statement Viewer screen: 
o Enter the Account No in the “Statement No” field. 
o Click the “View Selected” button 
 

To print the current statement displayed in the Statement Viewer screen: 
o Enter the Account No in the “Statement No” field. 
o Click the “View Selected” button 
o Click the “Print Selected”  button 

 
To print the all the statements in the Statement Viewer screen: 

o Enter the Account No in the “Statement No” field. 
o Click the “View Selected” button 
o Click the “Print Selected”  button 

 
To navigate between statements in the Statement Viewer screen: 

o Click the “Next Statement”  button to display the next statement 
o Click the “Previous Statement” button to display the previous statement 

 
To navigate within the pages of a Statements 

o Click the “Next Page” button to display the next statement page 
o Click the “Previous Page” button to display the previous statement page 

 
 



Printing Statements 
 
View the statements in the Statement Viewer screen 
Click the “Print All”  button to print all the statements displayed in the Statement Viewer screen 



Penalties 
Two types of penalties can be applied on a per ticket basis, interest penalties and late penalties. Penalties 
are input as "Debit" adjustments and are reflected on the account statements. Penalty processing is done on 
a monthly basis prior to processing statements. Penalties are posted to the last day of the prior month. 
 
Penalties can be setup with multiple configurations: 
 

·  Applied for a specified number of months 
·  "Grace days" can be assigned for not computing penalties (after the "grace period" is expired 

penalties are then processed for the given grace period. 
·  Penalties can be calculated on the original ticket amount or the remaining ticket balance due. 
·  A "minimum" penalty charge can be assigned. 
·  A "maximum" total penalty charge can be assigned. 
·  A "minimum" and "maximum" monthly penalty charge can be assigned. 
·  Penalties can be computed on either a "daily" or "monthly" basis. 

 

Configuring Penalties 
 
Navigate to the penalty setup screens screen: 

Main Menu->Code Files->Interest Penalties 
Main Menu->Code Files->Late Penalties 

Update the required penalty parameters as required. 
Click the “Update”  button to save the changes. 
 

Processing Penalties 
 
Navigate to the penalty setup screens screen: 

Main Menu->Accounts Receivable->Process Interest Penalties Charges 
Main Menu->Accounts Receivable->Process Late Penalties Charges 

Select either a single account to process or all accounts: 
To select a single account  

·  Enter an account number in the Account No field 
To select all accounts 

·  Clear the Account No field 
Enter the statement date for processing penalty charges (defaults to all prior months) 
If desired a single account can be processed, if so enter the Account No in the account field. 
Click the “OK” button to process penalties. 
A progress bar is displayed showing penalties are being processed. 
When processing is complete a status message is displayed showing: 

·  number of accounts process 
·  number of penalties charges entered 



Posting Revenue 
 
After processing payments and adjustments a collections total must be obtained to enter a Journal Entry 
into a financial system's General Ledger. This collections total of payments and adjustments is called 
"Daily Collections".  
 
This collections period posting should be done a daily basis. However, it can also be done on a weekly, 
monthly basis as required. 
 
To Post Daily Collections: 
 
Navigate to the Post Revenue to General Ledger dialog screen: 

Main Menu->Accounts Receivable->Post Revenue to General Ledger 
Locate the desired ticket to be modified: 

o Type in the Site where the ticket was entered in the Site List 
o Type in the ticket number 

Select the site to post Daily Collections by typing the Site name in the Site List or “ALL” for all sites. 
Select the account(s) 

To select all accounts clear the Account No and Account Name fields   
To select a specific account 

Enter the Account No in the Account No field or 
Type the Account Name in the Account List field 

Select transactions entered by a specific user: 
Enter the login name for the required user 

Enter the posting period in the Date From/Date To fields. The current day is the default posting period. 
Click the “View” button to display the transactions. 
 
Verify that the totals on the report are correct. 
 
After verify the report totals, if the totals are not correct: 

o Close the report. 
o The application queries "Continue Posting to General Ledger" 
o Select "No" 
o Make the any necessary payment and adjustment entries to correct the collection totals. 

 
After verify the report totals, if the totals are correct: 

o Close the report. 
o The application queries "Continue Posting to General Ledger" 
o Select "Yes". 
o A "Daily Collections" report is printed. 

 
If a financial interface is installed the collections totals are output to an export file. This export file is then 
used by financial software to import the collections totals into the General Ledger. 
 
 



Tickets 

Adding A Ticket 
 
A detailed description of processing tickets can be found in the "Municipal Waste System – Scale Operator 
User’s Guide". 



Modifying A Ticket 
To guard against fraudulent activities only fields that do not affect the amount of the ticket are allowed to 
be modified. These fields are the Origination, County/State/Country, and Destinations fields.  
 
To modify a ticket: 
Navigate to the Modify Ticket Screen 

Main Menu->Tickets->Modify Ticket 
Locate the desired ticket to be modified: 

o Type in the Site where the ticket was entered in the Site List 
o Type in the ticket number 

Click <ENTER> to display the ticket 
Verify the ticket displayed is the desired ticket 
Modify the Origination, County/State/Country or Destination fields by typing the correct information. 
Click the “Post”  button to modify the Ticket. 
 



Voiding A Ticket 
 
Tickets may need to be voided if any information was entered incorrectly: the wrong account is selected; an 
incorrect refuse class is entered, etc. All voided tickets produce a new "VOID" ticket which reverses the 
original ticket amount and weights. The "VOID" ticket is time and date stamped with the user and site that 
entered the "VOID". The original ticket is not modified for auditing purposes. When a “paid”  ticket is 
voided the payment is also reversed in the same manner. 
 
To void a ticket: 
 
Navigate to the Void Ticket Screen 

Main Menu->Tickets->Void Ticket 
Locate the desired ticket to be modified: 

o Type in the Site where the ticket was entered in the Site List 
o Type in the ticket number 

Click <ENTER> to display the ticket 
Verify the ticket displayed is the desired ticket 
Click 'Post'. A pop-up box appears requesting input describing why the ticket is being voided. 
Click <ENTER> to void the ticket 
The selected ticket is updated and displayed on the screen with the comment field updated with the void 
information. 



Reprinting A Ticket 
 
Navigate to the Reprint Ticket dialog screen: 

Main Menu->Tickets->Reprint Ticket 
Select the desired ticket to be reprinted: 

o Type in the Site where the ticket was entered in the Site List 
o Type in the ticket number 

Click the “Print”  button to reprint the ticket 



Viewing A Ticket 
 
Navigate to the View Ticket dialog screen: 

Main Menu->Tickets->View Ticket 
Select the desired ticket to be reprinted: 

o Type in the Site where the ticket was entered in the Site List 
o Type in the ticket number 

Click the “View” button to view the ticket 
 
 
 
 
 
 

 
 
 



Reports 
To view reports select the desired report from under the "Reports" menu: 
 

Main Menu->Reports-> Ticket Detail Report 
 

A report dialog box is displayed. For each report the dialog report filter criteria and sorting options vary. 
 
Enter report filter criteria such as the date range, account number, refuse class, etc to narrow the search for 
the required information. 
 
Select any sorting options. 
 
Click the “View” button to view the desired report. 
 
Reports are displayed in a report viewer screen. 
 
Each report viewer has navigation and search controls located at the top of the screen. These controls are 
shown below. 
 

 
 
Below is shown the navigation controls to move between pages of the report  
 

 
o Use the report navigation buttons  

Use the left and right arrows to move forward or backward one page at a time 

Use the left and right bar-arrows to move to the first or last page of the report 

 
o Type in the page number and click <ENTER> 

 
To send the report to the printer click the "Printer" icon button. 

 
To search a within report for information, type a search string in the search field and click the "Search" 
icon. 
 

 



Municipal Waste Reports 
The following reports are available in the Municipal Waste System: 
 

Ticket Detail Report 
Ticket Summary Report 
Adjustment Report 
Payment Report 
Statement Report 
Daily Collections Report 
Receipts Report 
Aged Receivables Report 
Annual Report 
County/Destination Report 
Tickets by Refuse Class, Origin and Account Report 
Tickets Statistics by Account and Refuse Class Report 
Account Summary Report 
Account Detail Report 
Auto Suspended Past Due Accounts Report 
Vehicle Report 
Refuse Class Report 
Origination Report 
Destination Report 
Container Report 
County/State/Country Report 
Vehicle Type Report 



Scale Interface 
The scale interface program is used to supply weight information from a scale to the Municipal Waste 
System during ticket entry. The scale interface supplies both the gross and tare weights for a weight ticket.  
 
The scale interface program is automatically started and stopped by the Municipal Waste System when the 
site is configured with a scale interface. 
 
The scale interface program is displayed in the task bar when the program is running and shows the current 
weight being recorded by the scale. 

Inbound Tickets 
For "Inbound" tickets, where the refuse is bound incoming to the Transfer Station or Landfill, the Gross 
Weight field is populated with the scale weight. The Tare Weight field is populated when the vehicle 
weighs out.  
 

Outbound Tickets 
For "Outbound" tickets, where the refuse is leaving the Transfer Station or Landfill, the Tare Weight field 
is populated with the scale weight. The Gross Weight field is populated when the vehicle weighs out. 
 
 
 



Refreshing Client Account/Vehicle/Code File Data 
 
Account, Vehicle, and Code File data is downloaded to all client machines automatically once a day when 
the application is first opened. Storing this information locally allows ticket entry to continue when 
communication to the server is lost. When the connection to the server is restored any un-posted tickets and 
payments are uploaded to the server. Uploading tickets and payment immediately results in an immediate 
backup of the ticket and payment information in the event a client machine fails. 
 
Account, Vehicle, and Code File data is downloaded once a day from the server to the client machines. The 
process is automatic when the application is started. Subsequent closing of the application and logging on 
and off different users does not cause the data to be re-downloaded. Data can be manually refreshed at the 
client machines using the Refresh menu option. All data can be refreshed at once or specific information 
such as Accounts or Vehicles can be selected to be refreshed. 



Server Availability 

Administrative Users 
For Administrative users the Server must be available for processing all transactions. If the Server becomes 
unavailable while the application is opened the application is closed. A message is displayed stating that the 
connection has been lost and the application is closing.  
 

Scale Operators 
For Scale Operators the application continues working in “off-line” mode if the connection to the Server is 
lost. A message is displayed to stating the connection has been lost and the system is working “off-line” .  
During this time tickets and payments can be entered into the system. While working off-line tickets and 
payments are not uploaded to the Server. 
 
While working in off-line mode, the system tries to re-connect to the Server every 20 minutes. When the 
connection to the Server is restored any tickets or payments entered into the system while it was working 
off-line are uploaded to the Server.  
 
The Server connection status is displayed in the lower left-hand corner of the Municipal Waste System 
screen. 
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