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Title searchers now have access to four screens in basis2.  

 Debt Collection Query 

 Reading History 

 Account Inquiry (with Account Transaction History) 

 Bill Inquiry 

These four screens should provide you with all the information you need about water, Agency and Help 
Loan accounts. 

To view the debt collection records for Philadelphia water customers: 

1. Select the Debt Collection Query screen from the Navigator menu.  

 

 

2. The Debt Collection screen displays. Click the flashlight ( ) icon.  
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The Find Debt Collection Record screen displays. 

 

How to Search for a Customer 
You can search for a customer in three ways: address, customer name, or Water1 number. Once 
selected, the customer will remain on each screen until you search again. When you search on the 
Debt Collection Query screen, the results will include debt collection records for current and 
discontinued accounts. 

Address 

1. Enter the house number.  

2. Tab twice and enter the street name. You can enter the street designation (St, Ave, Rd, etc.), 
but you don’t have to. Instead, you can use the % (percent) sign. This tells basis2 to look for any 
street with that name. If there is, for example, a Carter St and a Carter Rd, it’s not likely that 
they will have matching house numbers. If they do, basis2 will return both customers. 

If the street has a very long name, like Susquehanna, you can type Susq% and basis2 will return 
a Susquehanna St address. 

3. Check the Include Discontinued Accounts check box. 

4. Click Find. Basis2 will either display the requested account on the Debt Collection screen or will 
display a list of customers for you to choose from. Select the customer you want from the list. 

Customer Name 

1. Click the arrow next to Installation Address and select Customer Address. The Customer field 
opens up for editing. 
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2. In the Customer field, type the customer’s surname (last name) and given name (first name) 
with no punctuation. Add a % sign to ensure that basis2 looks for all the records. 

 

3. Click Find. Basis2 will either display the requested account on the Debt Collection screen or will 
display a list of customers for you to choose from. Select the customer you want from the list. 

If you don’t have the customer’s full name, you can try a first initial. You also can use the % sign 
if you are uncertain of the spelling. If the surname is Petrocelli, and you don’t know if it needs 
an o or an a, substitute a %. For example: Petr%celli%. 

Water 1 Account Number 

1. The Water1 number is a 16-digit number. If you have a copy of the customer’s water bill, you 
can find the number on it. The Water1 account number is the most precise way to search.  

2. Skip the first three digits of the number, and type the remaining 13 digits (without hyphens) in 
the Water1 Account field.  

3. Click Find. Basis2 will either display the requested account on the Debt Collection screen or will 
display a list of customers for you to choose from. Select the customer you want from the list. 

4. If the customer has accounts in more than one supply type (WATER, AGENCY, HELP LOAN), you 
will select the desired account. 

NOTE: If basis2 cannot find the requested customer, double-check your spelling. Also, make sure that 
you have no extra spaces in the items you entered. 

Debt Collection Select Screen 
1. Basis2 displays the Debt Collection Select screen with all open debt collection records for the 

customer. Scroll to find the record(s) that you need. The Path column identifies the type of 
debt, for example, lien, bankruptcy, or municipal court. 

2. Click on the left side of a record. Additional information from the record, including the Debt 
Period From date, the installation and customer numbers, and the Debt Collection Reference 
number, displays at the bottom of the screen.  



 

Water Debt Inquiry for Title Searchers 
 

Page 4 of 13  March 6, 2017 

3. Click Select. 

 

The selected Debt Collection Record (DCR) displays the account information, the period covered 
by the DCR, the total amount and the amount outstanding. 

 

Active 

record 
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To select a different record for this customer, you must close the Debt Collection screen and 
search again. 

To exit the screen, close it. You will return to the menu. 

Reading History Screen 
Use the Reading History screen to identify reading patterns such as long strings of estimated readings 
or zero usage readings. 

When you select Reading History from the menu, basis2 will keep the most recently selected customer 
displayed. To select a different customer on the Reading History screen, click the ellipsis (…) in the 
Customer field to display the Find Customers search screen. 

 

Search as you did for the Debt Collection screen. 

When the customer’s information displays, you can select a date range of readings to view. 

  

To view all readings, leave the date range blank. Basis2 displays all the readings in the database for this 
customer. You can use the check boxes to include or exclude information. Click Query to display the 
readings. 

ellipsis 
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The Advance/Notnl Cons column shows the usage in hundred cubic feet. The Reading Type column 
indicates how or why the reading was obtained:  

CYCLE A regular monthly reading 

REBILL Reading was recorded in the process of rebilling one or more cycles. 

SPECIAL Reading was obtained to verify meter accuracy or because a change of ownership is 
occurring. 

ERT-REPL Indicates that the equipment that transmits the reading has been replaced. 

 

Close the Reading History screen to return to the menu. 

Account Inquiry Screen 
The Account Inquiry screen shows the Debt Collection balance owed and the age of that debt for each 
supply type associated with the customer. The possible supply types are WATER, AGENCY and HELP 
LOAN. Each of these supply types has its own account number. To search for a different customer on 
the Account Inquiry screen, click the flashlight icon as you did to search on the Debt Collection Query 
screen.  Before you click Find, be sure to check the Include Discontinued Accounts check box. 



 

Water Debt Inquiry for Title Searchers 
 

Page 7 of 13  March 6, 2017 

 

 

Record 

 selector 

Age of debt 

Total balance 

Debt Collection 

balance 
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To see more detail about the account, click on Acct Trans History. It is the only button on the screen that 

is active for your responsibility. 
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Account Transaction History Screen 
The Account Transaction History screen displays extra information, especially for Agency and Help Loan 
accounts. When you click on the transaction, basis2 displays the date of the repair and a description. 

 

 
 

Service date and 

description 

Work that is basis 

for Help Loan 
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Bill Inquiry Screen 
On the Bill Inquiry screen, you can select a bill by date and view a pdf copy of the bill. Select a bill and 
click View Bill. 
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If the customer is delinquent, then a lien notification will appear on the bill twice a year. 

 

The graph on the bill provides a quick view of usage. The bill will indicate if readings are actual or estimated. 

Repair charge 

(AGENCY) 
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If the customer has a HELP Loan, The bill for the HELP Loan payment plan is included with the monthly 
bill. 
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