
CERTIFICATION MODULE FOR WINUB 
 
 
*****This module allows you to easily certify UB balances to taxes.  Avoids hours spent on 
doing adjustments to accounts. 
 
 
 
 

 
 
 
To use the Certification module you must first click on the Use Certification box found in the 
features tab of the Setup Options Menu located in the Setup Menu on Account Screens. 
 
Then, on the same Setup Menu click on the Certify Tab and enter your entity’s specific criteria 
for using the Certification Module. 
 
 
Next, on the Account Screen, right click on the mouse and highlight the Transfer menu option 
and left click on Certification option. 
 
 

 
 
 



 
 
 
 
 
Then, select the Create Certification list. 
 

 
 
 
A BACKUP SHOULD BE MADE BEFORE DOING THIS NEXT STEP. 
 
Pick your billing group or groups, and click on Begin Certification button. A click on Begin 
Generating the Certification List. 
 
System will verify integrity of data and make sure no one else is using the Utility Billing 
program. 
 
 

 
 
 
 
Click the OK button to close the list. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
Next, right the click on the Account Screen and click on Certification. Then, click on the View 
or Edit button to examine or change the Certification list by account. 
 

 
 
 
 
You can also run a report by clicking the Reports drop down arrow at the top of the window. 
 
Next, generate your file to transferred. 
 
 

 
 
This file can be generated to a floppy, CD ROM, or to the hard drive where it can be emailed. 
 

 
 
File is created and the total certified amount will be shown. 
 
 
 
 
 



 
 
 
 
 
Finally, certify the accounts and make a backup before certifying. 
 

 
 

 
 

 
 
 
System will verify integrity and will show accounts as they are certified.  When finished, click 
on OK button. 
 

 
 
 
 
 
 
 
 



 
 
 
 
 
Once certified, a transaction list of certification amounts by service will appear in history of 
transactions.   
 
The customer will also note these on the bill statement. 
 

 


