
Billing – Recurring Charges 

Charges for fixed amounts that occur on a regular (periodic) basis are handled by KIS as  Recurring 
Charges. Once Recurring Charges are setup within KIS those charges can be assigned to a specific 
customer and lease or reservation also assigned to that customer. 

Setup Recurring Charge Codes 
 
From the Recurring Charges 
Administration window you can setup 
as many recurring charges as you 
need, 
 
 

 

Assign Recurring Charges to a Customer 
 
Recurring charges are 
easily assigned to a 
customer via the 
customer window, 
 
 

  



Billing – Entering Customer Transactions 

Customers can be manually charged for items at anytime during the period by using the individual 
transaction window.  Charges are stored against revenue codes which can be setup like the recurring 
codes above. 

Setting Up Revenue Codes  
 
From the Revenue Codes  
Administration window you can 
setup as many revenue codes as 
you need, 
 
 
 

 

Charging a Customer 
 
You can enter transactions for a 
selected customer by clicking 

on the money  button.  
 
 
 
 
 
 

  



Billing– Proration 

Proration is the calculation of a charge for a fraction of the period of time normally charged.  For example 
Rent is charged on the 1

st
 of every month at a rate that encompasses the full month. If someone moves in 

on the 10
th
 of the month, the prorated charge would be for the number of  days between the 10

th
 and the 

last day of the month (inclusive). 
  
The Proration feature, 

 Uses the actual # of days in the month (as opposed to 30 days for every month). 

 Only supports monthly recurring charges 

 Can only be performed for recurring charges assigned to a customer, therefore the monthly 
recurring charges must be added to the customer prior to using this feature. 

 
To charge a prorated charge use the Individual Transaction window, select Monthly Prorate, and the 
Revenue code to charge (note the name of the revenue code should match the recurring charge on the 
customer’s account. The Proration window will display 

 
 
 
 

 
Most of the entry on the Proration window will 
default for you, select the Recurring Code that you are prorating, select whether your customer is arriving 
or departing.  The number of days will display, click the calculate button to calculate the charge.  Click OK 
to apply the 
prorated 
charge to the 
customer’s 
account. 



Billing –Batch Transactions  

Batch transactions are used for assigning transactions of the same type to multiple customers.  Currently 
batch transactions are used for Late Charges, Meter Charges (if using a PDA), and ACH File creation 
(Auto Bank Debits), and Lockbox Import. 
 

Late Charges 
Automatic Late fee calculation is performed based on the parameters entered and the current Late Fee 
configuration values in effect. 
 

 
 
 
The transactions for each customer are loaded into the grid, where they can be reviewed, before posting 

to the customer accounts. 

Will print the transactions currently existing in the batch. 

Delete - click on the transaction to delete then click the delete toolbar button. 

Deletes all the transactions in the batch. 



 Displays the Late fee setup window. Late fees can be charged based on a flat fee or a percentage 
of the amount owed. 
 
Checking the checkbox 
entitled Print Late Notices 
Immediately after posting 
will display a  late notice 
statement filter window 
after the late fees are 
posted to the customers 
accounts.  These late 
notices are really interim 
statements showing the 
late charge. 
 
 
 
The options here are 
similar to the Period Close 
Statements you can enter 
a message to display 
usually something like 
“Late fees have been charged to your account.”  Like the statements the notices can be emailed using the 
same parameters as the emailing of statements, meaning a customer would have to be setup to receive 
emailed statements to receive emailed late notices., 

 
 

 
 
 
 
 
 
 
 
 

 



Billing - Period Close - Statements 

Statements can be printed at any time showing a customer’s current transactions and balance. Producing  
statements to send to your long term customers is normally part of the period close process.  This way all 
charges and payments that have been posted throughout the current period will appear on the statement. 
 
To access the Statements option, from the menu select Transactions – Period Close- Statements 
 
 

  
 

Statements Filter 
 
The Print/Email filter dialog will display, 

 



Statements Filter Defined 
 

The Statement Date will appear on the statement as the date 
of the statement. See Figure 1 below 
 

The Message entered will display in 
bold text at the top of the statement. See 
Figure 1 below. 
 

The Statement Type allows you to print current 
statements with no next period recurring charges as 
Interim Statements or you can print your month-end 
statements which will show the currently posted items 

plus any recurring charges for the next period as Statements. 
 
The Filter allows you to print all statements by 
selecting the All Statements radio button. Just 
those statements you have setup to be emailed by 
selecting the Statements Emailed Only radio 
button. Or just the statements that are setup to be 
printed only (not emailed), by selecting the 
Statements Printed Only radio button. 

 
Note when you select the Statements Emailed Only radio button the 
Email button will become enabled. 
 

 
You also have the standard filters used on all 
reports so you can filter by the customers group or 
type you have defined on their customer record. 
 
 
 
 
 
 

 
 
In addition you can include registration and insurance 
expiration reminders on the statement. These display at 
the bottom of the statement. See figure 2 below. 
 

 
 
 
 
 
 

 

 
 



 
 
 

 
Figure 2 

 
  
 

Emailing Statements 
 
To select Email Statements select the radio button “Statements Emailed Only” and the Email button will 
enable. 
 
Clicking the email button here will send the statement as a pdf attachment to the recipient’s first email 
address setup in the Customer window.   
 
The PDF attachment sent is saved to a temporary folder on the workstation in case it is needed for later 
review.  It is up to the TMP operator to move, delete or maintain the emailed pdf statements. 
 
 
After the emails are processed a Log Viewer will be displayed showing you what was done, where the pdf 
file emailed exists on your workstation (defaults to your windows temporary folder). 

Figure 1 



 
 
At this point depending on what policy you have for handling the emailed statements you could use 
Windows Explorer and locate to the file location specified above in the FileSpec column. Once there you 
will see the PDFs listed, you can move them to an archive folder somewhere on your network or if policy 
permits delete them.  It is recommended that these PDFs get saved onto a CD or other storage device 
labeling the folder with the period Year and Month. 
 
 

Setting up a Customer to receive Statements via Email 
 
Display the customer information window, selecting a customer that wants their statement emailed. Enter 
a valid email address in the Email 1 field (this will be the email address used when emailing their 
statement). Then check the Email Statements checkbox  

 
 
 
 
 
 
 



 
Transaction Reports 

Now you’ve seen how you enter dollars 
into the Total Marina Package to view 
what you entered there a variety of 
canned reports.   Transaction Reports 
are available on the menu select Reports 
– Transactions. 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 



Billing – Reports 

Billing Summary Report 

 
 
Aged Receivables Report 

 


