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New Account Setup with Create Location Wizard Instructions 

 

To create a new account in EDIFICE you will need to set up information for:  the location, the customer, 

the services and connections.  All of this information is used to bill and manage the account.  These 

instructions explain how to create a new account starting with the Create Location Wizard.  This wizard 

will take you step by step through the process of setting up all the necessary information for a new 

account.  However, it’s important to note that there are other ways to set up a new account in addition 

to using the Create Location wizard. 

 

Note:  For additional information on specific fields in the Create Location wizard, please refer to the 

EDIFICE Web Help by right-clicking in the wizard and selecting Help. 

 

 

To get started, open the Wizard view and click Location under the Create section. 

Or, from the Location view, click Add New Location . 

 

  
 

  

Click Create Location Wizard. 
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Create Location 

After choosing the Create Location wizard, the following window displays.  Enter information about the 

physical location of the account. 

 

 
 

 

Enter location Information 

including the book and 

sequence number. 

Then, click Next. 

Enter the Location ID.   

Refer to your utility’s 

policies for assigning 

location IDs.   

Then, click Next. 
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Enter location information.   

Be sure to specify the house 

number and select the correct 

street index ID. 

Then, click Next. 

A location is required to have an 

owner.   

To assign an owner that already 

exists, enter the owner ID or, click 

Search  to find it. 

Or, to create a new owner ID, 

click the wizard . 
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Create Customer Information for Owners & Tenants 

If the owner information needs to be created, follow these steps.  Otherwise, skip to page 10. 

 

 
 

 

Enter the customer name 

and general information.   

Then, click Next. 

The system can assign 

the next available 

customer ID, or you can 

assign an ID based on 

your utility’s policies. 

Then, click Next. 
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Enter the address where 

bills should be sent, then 

click Next. 

Add messages pertaining to 

the customer, if applicable 

and indicate if the customer 

should receive courtesy 

statements. 

Then, click Next. 
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Adding Service(s) to Customer 

Go through the steps for adding service information to the customer for each service that the customer 

uses.  If the customer has multiple services, you must go through these steps for each service they have. 

 

 
 

 

Click to select the service  

for the customer. 

After selecting the service, 

the wizard automatically 

moves to the next screen. 

Enter the general service 

information including the 

finance period, rate class 

and billing frequency. 

Then, click Next. 
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Continue entering service 

information, including 

taxability and the paperless 

statement setting. 

Then, click Next. 
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Choose the appropriate service process information. 

To complete the setup of this service, click Finish. 

If the customer has multiple services, 

click to select the next service to set up. 

Repeat adding service(s) to the customer. 

When all services have been added, click 

Finish. 
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After finishing entering the 

customer information you are 

returned to the owner ID, 

which should default to the 

customer ID that you set up.   

Click Next. 
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Assign the Tenant and Responsible Party for the Location 

 

 
 

 

If there is no tenant, leave blank. 

If there is a tenant at the location, 

enter the existing tenant ID or click 

Search  to find it. 

Or, to create a new tenant ID, click 

the Wizard  and follow the steps 

for Creating Customer information. 

Then, click Next. 

To assign the billing ID, enter 

the customer ID for the owner 

or tenant to be billed.   

Select the responsible party to 

receive the bills. 

Then, click Next. 
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Add Connections to the Location 

Here you will add connection information describing the services to be billed at the location. 

 

 
 

 

Each device for a service connection 

must be added separately. 

Click New to add a new device for 

the service connection that is not 

currently in inventory. 

Or, click Add to add an existing 

connection. 

Select the reference type for the connection. 

Enter the reference ID (meter no., trailer no., etc.). 

Then, click Fast Access Maintenance  to build the 

device, if needed. 
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Click Next to add the device to inventory. 

Note:  In this example a meter is added.  

Other devices will have different 

maintenance screens, but the process is 

similar. 
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Add the device information if adding a new device. 

 

 
 

  

Confirm that the primary service 

code for the connection is correct. 

Enter the reading, then click Finish. 

Enter the device information such as 

manufacturer name, meter size and 

MIU number. 

Click Save and then, click Close . 
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Click Next. 

Enter the connection 

information for billing 

the device. 

Then, click Next. 
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Enter the billing transaction profile ID 

for the highlighted service. 

If the connection has more than 1 service, for example, a 

water meter that also bills for sewer, then click the next 

service and enter the billing transaction profile ID for the 

selected service. 

Then, click Finish. 
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If there is another meter or device to add 

for this service or another service, click New 

or Add and repeat the steps for adding 

service connections to the location. 

Then, click Finish. 

Click Finish. 
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Use EDIFICE Inquiry to Confirm Account Setup 

 

After completing all of the steps of the Create Location wizard the Inquiry screen displays with the new 

account information loaded.  Use the Inquiry screen to double-check your work and to confirm that you 

have set up all the information needed to begin billing this new account:  the location, the customer, the 

services and connections. 

 

 

 
 

Use the Inquiry screen to confirm 

that you have set up the location, 

customer, services and connections 

correctly for this account. 


