
 

Reports and Report Writer 

We will be going over: 

• Caselle Masters 
• New Reports Style Features 

o Preview and Formats 
o Drill Down Options 

• Setting Up Reports 
o Report Options 
o Additional Options (New Reports) 
o Columns 
o Sections (Old Reports) 
o Prints Settings 
o Saving 
o Setting Default Reports 

• Review Individual Reports 
• Report Writer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

New Report Preview Window 

 
There are several new features in the ‘new” report preview window including: 

• Continuous scrolling/Navigation 
• Changes to zoom and scaling 
•  

 

 

 

 

• Watermarks 
•  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

New Report Export Formats 

 
Reports can be exported directly from the preview window and either saved to a file or sent 
directly to your email client: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

New Report Drill Down Capability 
The new style reports have drill down capability if the reports are previewed. If the report lists 
customers, click on the customer number or name to go to Customer Inquiry. If the report is made 
up of different totals, clicking on a total will bring up a second report to show what customers 
made up that total. 

 

 

 

 

 

 

 

 

 

 

 

 



 

Caselle Master Reports 

All of the standard reports in Caselle come with at least one Master report definition. These 
report definitions are used as a template. Customize them to get the needed report. The Caselle 
Masters cannot be overwritten. if changes are made, it will require it to be saved as a new 
report. 

 

 

 

 

 

 

In this example, the aging report has (5) Caselle Master report definitions. Select the one that 
matches the closest to what is needed on the report, for example, with the report that is being 
created should be in customer number order select Aging Report - by customer number {Caselle 
Master} and make the modifications needed. 

 

 

 

 

 

 

 

 

 

  

 

 



 

Report Setup 

Having selected a report to use as a template, it can be customized. The first tab to customize is 
the report options. This will have different options depending on which report is being used. 

 

 

Cassell is in the process of rewriting all of the reports. The new reports will have a white 
background as shown above. The old style reports have a gray background. For this tab, both 
are the same except the report section is on a separate tab in the old style reports. 

 

 

 

 

 

 

 

 

 

 



 

Dates: under the dates field is advanced options this will allow the default date type to be 
selected. The options are all, calendar day, calendar month, calendar year, custom, cycle, period 
or a prompt. 

 

 

 

 

  

Options: Check the box or radio dial of the options to include on the report. These are unique to 
each report. A few examples are: 

 

 

 

 

 

 

 

 

 

 

 



 

Section Criteria: Each report will have some standard selection criteria field set up. If you will be 
using one or more of these to narrow the criteria, double click on the word “All” or highlight the 

field and click if it's a new style report. The enter values pop up will open. 

 

To add additional criteria, click on the or double click in the white/grey area of the selection 
criteria box. This will bring up a list of any available fields that can be used as selection criteria 
for this report. Find the field needed and select it to move it to the right side. Then click OK. 

 

 

 

 

 

 

 

 

 

 



 

Report Order: Each Report will have fields set up to sort by. To add or change the sort fields, 
click on the  or double click on the White / Gray area of the report order box. This will bring 
up a list of any available fields that can be used as sort criteria for this report. Find the field 
needed and select it to move it to the right side. Sort order is important; the field can be moved 
into the correct order by using move up and move down buttons. Once the fields are in correct 
order, click OK. 

 

 

 

 

 

 

 

The report order is used to determine ascending or descending order, if the report will print a 
title, total, line or page break based on that field. Report order can be used on different sections 
of the report as well. 

 

 

 

 

 

 

Report Section: Reports can have one or more separate sections, which can be controlled using 
report section. This determines if the section will print, have headings, print detail, print totals, 
lines or page break between sections. 

 

 

 

 

 



 

The old dash style reports have a separate sections tab for the report section. It also includes 
some options for printing page headers/ Footers or selection criteria. 

 

 

 

 

 

 

 

 

Additional Options: Some report definition will have a tab for additional options (Services on 
some reports). These will usually give the option to select specific services, rates or meter 
information.  

 

 

 

 

 

 



 

Columns: Each report will have some columns setup, Columns can be added or deleted by 

clicking on the  or double clicking in the white area to open the selection box. 

 

 

Columns: Each column has  setup options on the right side or on the bottom on the old-style 
reports.  

 



 

Columns: Some Reports will have more than one line of information for each record. These lines 
can be added or removed in the column tab. 

 

Print Settings: Reports can be printed, saved, exported or sent to a document management 
system. Print will give options for paper size, orientation, margins, font and size along with 
standard print functions. 

 

 

 

 



 

Print Settings: Save as gives options for type of file, file name and emailing. Reports are normally 
saved as a PDF. Export gives options for file type, file name, e-mail options and how the file is 
exported. This is usually used to create a CSV file to open in excel. 

 

Once all the settings for the report have been completed, click save to save the report. If the 
original report was a Cassel master, the only option when saving is save as a new report. If the 
original report that's not a cell master, the options are save current report, rename or save as a 
new report. 

 

 

 

 

 

 

 

 



 

The report that is used most often can be set as a default report. In the new style reports click 
the options icon  and select the report from the default report drop down list click OK and 
click save for the entire organization. 

 

For the old style reports, have the report displayed in the title box and check the boxed default 
report: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Accounts Receivable by Service Report 

The accounts receivable by service report will list the balance of each service for each account. It can 
give detail by service or be summarized by service category. It will also give a contract Murray and lone 
summary if needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Aging Report 

The aging report will list the balances for each account aged either by the number of days or by 
billing period. It can give totals only, detail by service, be summarized by service category or 
summarized by customer like. 

 

 

 

 

  

 

 

 

 

 

 

 

 



 

Billing and Usage Summary 

The billing and usage summary lists the usage build and the amount billed for all services by 
customer type. It will print monthly totals and year-to-date totals on the report. It can be 
summarized by service category. 

 

 

 

 

 

 

 

 

 

 

 



 

Billing Exception Report 

The billing exception report has 2 masters: one is for unbilled active services and the other is for 
billed inactive services. The unbilled active services is more popular. It will list each account that 
has services that have not been billed. For this report, miscellaneous and penalty services are 
normally deselected on the additional options tab so it doesn't list every account. 

 

 

 

 

 

 

 

 

 

 



 

Billing Rate List 

The billing rate list is relatively new report that list each account and the services that were 
billed for that service or each rate that the customers billed that rate. It will note if the amount 
billed matches the billing rate, if it has been prorated, if it’s consolidated billing or if the multi 
month option was used in calculating the amount.  

 

 

 

 

 

 

 

 

 

 

 

 



 

Billing Register 

The billing register is used to make sure billing is correct. This is one of the reports that normally 
is exported to excel so it can be sorted by the total bill and the billing clerk can quickly find 
accounts that are billing high and may need to be reviewed. It can list service detail or 
summarize by service category. Specific services can be selected to print on the report, for 
example just penalties are selected for the penalty register.  

 

 

 

 

 

 

 

 

 

 



 

Consumption Analysis Report 

The consumption analysis report gives consumption history based on existing rate levels. It 
allows for forecasting based on historical consumption with hypothetical rates. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Contract List 

The contract list gives a list of contracts based on the status of the contract with or without detail.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 



 

Customer History 

The customer history report will give all the financial transactions for the selected customer for 
the time period requested. The section needed on the report can be selected by checking the 
box for that section. If all sections are selected the report can be long. The most popular version 
of the report is 1 year of history.  

 

 

 

 

 

 

 

 

 

  

 



 

Customer List 

The customer list has four master reports, the customer list dash active customers and customer account 
summaries for collection codes, customer type and group codes. The default columns are customer 
number, name, service address and account balance, but any columns from the customer, location, 
customer type and collection codes are available. 

 

 

 

 

 

 

 

 



 

Customer Services Report  

The customer services report will list each customer in the services they have. 

 

 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

Deposit Exception Report 

The deposit exceptions report will list customers that do not have deposits for the deposit 
services. It can also be run for only customers that have had a delinquency in the last 12 
months. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 



 

Deposit Register 

The deposit register will list any or all deposits or interest transactions for the time frame 
selected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

GL Reconciliation Report 

The GL reconciliation report will show all of the GL entries by date based on financial 
transactions and utility billing period a detailed report can also be run listing each individual 
transaction. 

 

 

 

  

 

 

 

 

 

 



 

High Consumption Report 

The high consumption report will give a list of customers that match the criteria entered for 
total usage. The second master report is the top user report. This will give the top customers by 
usage for the service in time period selected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

Loan List 

The loan list gives a list of loans based on the status of the loan with or without detail. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Location Report 

The location report will print a list of all locations. The second Caselle master is a list of locations without 
an active customer. This report is good to use to make sure all locations are being billed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Meter Activity Report 

The meter activity report lists the meter activity selected for the services selected. The report 
can also be determined by action codes, meter size or information codes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Meter Consumption Report 

The Meter Consumption report lists consumption for each account for the time period selected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Meter Evaluation Report 

The meter evaluation report can be printed by meter ID, age or straight order. It will list the 
meter status, current install date, original install date and the number of years since the original 
install date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 



 

Meter History Report 

The meter history report can print a summary or detailed history for the meter. The services slash action 
codes tab can be used to customize what is displayed on this report. Summary shows meter status, 
current install date, original install date, age of the meter, number of years at the current location and 
the install and or removal information. The detail will show all meter activity. 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

  

 



 

Meter Reading Exception Report 

The meter reading exception report is the main report used for verifying meter readings. It can 
be run as one report or separated into reports for each exception. This report has recently been 
rewritten and has new exceptions available. 

There is now an option to check for multiple consecutive periods on any of the exceptions. For 
example, this paired with active with no usage can give a list of possible stopped meters. Note 
the date range must include the number of periods selected. Active with no reading will give 
skipped reads. Active with no usage will give meters with 0 consumption. Inactive with usage 
are meters that are not active in Caselle but have usage. Exact same usage are meters that have 
the same usage from period to period. This used in conjunction with check consecutive periods 
can check meters that have exactly the same usage for many billing periods. Meter with a 
register that rolled over will list all rollovers. Meteor activity with information codes is usually 
used to check estimates. Meter usage outside the high low range will now give the option to 
change the high low check on the report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 



 

Meter Reading List 

The meter reading list is used to read meters manually. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Meter Reading Proof Report  

The meter reading proof report is used to check meter readings. This is one of the reports that 
normally is exported to excel so it can be sorted by the usage or amount and the billing clerk 
can quickly find accounts that have high usage and may need to be reread. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Meter Summary Report 

 The meter summary report gives a count of meter activity by meter size and count of meters by 
customer type and size. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 



 

Open Deposit Report 

The open deposit report lists any customers that currently have a deposit that has not been 
refunded. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Rate Summary Report 

The rate summary report will give metrics for billing by rate it will display the number of 
customer billed, each rate, the base amount, the usage amount (excess amount), adjustments, 
total amount and quantity billed. This is usually set up to total by service to make it easier to 
use. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Rates List 

The rates list will list rates by rate number with one line per rate. Rate level in base amounts or GL 
accounts can be added to this list to take the place of the rate lists in table lists or report writer. It can 
also be printed to include all details per rate. 

 

 

 

 

 

 

 

 

 

  

 



 

Sales Tax Report 

The sales tax report has two master reports. The reports differ based on the way the sales tax is 
set up in Caselle for your utility. 

 

 

 

 

 

 



 

Service Exception Report 

The service exception report is used to find accounts that may be missing services. For example, 
it can find accounts that have water but not sewer or electric but not PCAC. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

Services List 

The services list will list services by service number with one line per service. Additional service 
fields or GL accounts can be added to this list to take the place of the services lists in the table 
list or report writer. It can also be printed to include all of the details per service. 

 

 

 

 

 

 

 

 

 

 

 



 

Transaction Allocation by Service Report 

The transaction allocation by service report will display any transactions with the detail by 
service or service category. This is a very versatile report that can be for payments, adjustments, 
billing, ect. Basically, any type of financial transactions can be chosen to print on this report.  

 

 

 

 

 

 

 

 

 

 

 



 

Transaction Register 

The transaction register is similar to transaction allocation by service report and that it will 
display any transactions however it does not break them down by service allocation. This is also 
a very versatile report that can be payments, adjustments, billing etcetera. Basically, any type of 
financial transactions can be chosen to print on this report. 

 

 

 

 

 

  

 

 

 

 



 

Transaction Summary 

And the transaction summary is all of the financial transactions in utility management for the 
month or period at a glance. It gives a starting balance and then a daily running balance of the 
utility system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Report Writer 

What are the options for reporting in Caselle? 

Pro Tip- if a predefined report exists, use it as a starting point 

Option #1: Pre-defined (canned) reports  

o These are the most common reports that almost any utility would need for its        
operations  

o Advantages  
o Configurable –add fields, change formats, etc.  
o Provide summarized data that is otherwise hard to get it  
o It already exists – you don’t have to recreate the wheel  

o Disadvantages  

o Might not provide the exact data you want  
 
Pro Tip- You must use table lists for forms and mailing label reports  

Option #2: Table Lists  

o Caselle’s legacy custom report writer  
o Advantages  

o Provides direct reporting access to (almost) all tables and fields in the system  
o Multiple report format options (list, labels, forms, export)  

o Disadvantages  
o It can be complicated to use 
o It is based on table records, sometimes hard to provide summary information. 

Pro Tip- If you use table lists, start migrating to report writer.  

Option #3: Custom Report Writer 

o Caselle’s replacement for table lists 
o Advantages  

o Provides direct reporting access to almost all tables and fields in the system. 
o Wizard Makes it easier to use 

o Disadvantages 
o No forms or mailing labels – at least, not yet. 
o Summary information is sometimes still complicated 

 



 

 

How is Caselle Structured? 
 
 
 
 
 
 

   
 

 

 

 

 

 

 

 

 

 

 

 

Caselle stores all of its data in… 

Tables that contain  

Rows for each record and  

Columns for each field.  

Tables are related to each other so that 
data is not duplicated in multiple records. 

 

Pro Tip- See Appendix A for screenshots 
with the source tables for common fields.  

 



 

Database joins are the power of reporting in Caselle 

 

When we build a report, we often need to pull data from more than one of the tables or objects 
in Caselle. 

o Tables are related based on predefined relationships and common key values, 
o In both clarity and connect, these keys are hidden ID fields that you never see in the 

program, they are only in the database 
o This is the part that made table lists hard 
o Report writer simplifies pulling the tables together 

 

How do joins work? 

A common field in 2 tables is matched and the results are presented as a single data set. 

                     Customer Table 

 

 

 



 

The Report Wizard 

Allows you to just type in a field name, and Caselle will pull the related tables into the report for 
you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Modify Joins 

Caselle now gives you specific control over how tables are joined together in reports.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Report Options  

 All of the standard report options for selection criteria comma report order and sections are 
still available in report options. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Columns 

For each column, we have detailed options for formatting, placement, lines and export options. 

 

Real World Examples 

Example #1 

Is there a way for me to pull a report together that lists all of the new customer setups I did for 
a month? 

Example #2 

I'm wondering if there is a way to create a report with all the active accounts in the system 
showing the address, meter size, meter location, user defined field lateral size and cross 
connect? 

Example #3 

I'm trying to make a report that will give me the customer name, name address, and credit 
calculation average on sewer. 

I'm trying to find any customer that has a zero credit calculation average on sewer before I 
process my next bills so that I can get them fixed prior to the calculation of the bill. 

Example #4 

Report with latitude and longitude, there are a bunch of meters with no service address can 
they be deleted? 

Example #5 

I need a report I can download into excel and manipulate the data as well as add columns and 
data the information I need out of the customer account is account number, name, service 
address, mailing address, Social Security number and active date. 

 

 

  

 

 

 

 



 

Database Table Structure  

 

The following slides from customer inquiry show where the data is stored in Caselle. Fields are 
circled in different colors to indicate their source table and labeled in the screenshots to give 
you a start on understanding where the data is coming from. 

 

Inquiry Customer- 1 

 

Inquiry Customer – 2 

 

 



 

Inquiry Alternate Mailing  

 

 

Inquiry – Deposits 

 

 

 

 

 



 

Inquiry – Location 

 

 

Inquiry – Transactions 

 

 



 

Inquiry – Services 

 

 

Inquiry – Meter Activity 

 

 

 



 

Inquiry – Meter Master 

 

Inquiry – Display Tab 

 

 

 



 

 

 

 


