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SUBJLCT: CHECKING INSTRUCTIONS_ FOR
PRELIMINARY METER READING EXCEPTIONS

Ref : Your IOM dated 01-12-1991,

The booklet "checking instructions for Preliminary
Meter Reading Exceptions" revised atter Jjoint consultation with
the representatives from this office, computer staff and Lahore/
Gujranwala Area Electricity Boards, i1eceived with your IOM
referred to above, is hereby approved for implementation in Revenue
Offices/Customer Services Offices, wherever PCs are used for enter-
ing and validating Meter Readings. The booklets may please be got
printed wi:u distributed to the concerned field offices for their
guidance and ofiicial use.
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(MCHAMMAD IKRAM UL HAQ)
GENERAL MANAGER(CUSTOMER SERVICES)

1. General Manager(MS) W.C.C., l.alhore,

2. Director Customer Services of AEB, Lahore,
Gujranwala, lslamabad and Multan.




PRELIMINARY METER READING EXCEPTIONS

Introductiopn

Freviously Meter Reading Lists were sent to computer centre fopr
ey =rtry and billing by the computer. Now a FC has been
provided to each RO/OS0 with a FC Supervisor and 2 PC Operators
for the purpose of hkey entry and errore correction within the
RO/CHO before Billing takes place at the computber centre,

The meter readings lists CE-Form-217 (Oppendiz~1) of all sub-
divisions will he forwarded to the FE Supervisor theough 1D /080
on each working dav. The PO Supervisor will asslgn the P
Opgrators to key esnter all the meter roadings into the PO oand
generate a "Freliminary Fleter Feading Sroeption List".  The PO
Supervisor will check the arception lTist and mark ey entry
errors and omisslons if any by the FC Onerator.  The PO
Operator will correct those and produce an "Input for
Corrections” required as pree o exception List. The "Freliminsry
Mebter Reading Exception Lisht" and "Input for Cnerections' will
then be forwardad to Rill ing Cembral Sopervisor the augh RO/
The Billing Control Buper visor will Areanae correction of
exceptions indiceting action to be ts aben in sach case by the
Meter Feading Contral Clerks in the lioht of these
instructions, Sub-divisions may have o ke contacted i order
to abtaln correct data. The HMeber Reading Control Clerks will
(ill in the "Input for Corrections in sccordance with the
Fillimg instructions Appendix T1). Thiz: 1illing Control
Bupcrvisor will checlk correctione and compare the two lists @l
Put his stamp and dated signature in taben of his check. He
will forward the "Inpub for Correctione” to the PO Supervisor
on the next worlking day at the latest,

The PC Supervisor wil) arrange Lhe bkey sntery of corrections
theough the M Operatar. The final disteties will be prapared
and alter ensuaeing that the same are criror free, will be
despateched to Lhe computer centre throooh bhe Data Control
Clerk, alongwith "Forwarding Memo" signecd hy the FC Supervisore.

I the "Input for Corrsetions” i not copplied to the PO
Supervisor within 24 bours, he will ascme the meter reading o
he correct and despatch Lhe diskebtes combaining meter re

aed img
Lo the compuler centre withoot going throunh the process of
corractions in order to avoid delay in the billing of entire
batch of circle/NER,

An abstract of [=r gliminary Meteor Reading Erxceptions will be
proavided at the rnl;ri af the list, ROCHSO =howeld take naecrssary
actions to avoid repetition of such errors in future,
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PRELIMINARY METER READING EXCEPTIONS

Checking Instructions

Meter Reading Record Missing
Meter reading record is missing. FReasmon might. he:

The entry of acter reading has been omitted by the [
Operator. In this case PG Supervisor will get the
meter reading updated,

The reference number is a e addit ion on master file
are the reading has not beon supplisd by the meter
reading staff on Metor Feading List, In thies case
Billing Conbtrot Superyisor will arrange meter reading
according Lo the instructings of RO/CSO.  If reading
conld not be arcanged, no it will be issued,

The reference No, has been changed bhrough "Master
Data Change", EilYing Cordra) Dupervisor will
investigate the mabiwop throunh posted mas 2r cata
list., L the list confirm= ' Fat it has been changerd
and present reading has beeso asapplied in the wrong
batch, Billing Control Super visor will ensure billinm
in the relevant batch. L veading could not bhs
arranged computer centre wi?) Arrange provisional
hilling as per instructians,

If none of above conditions rists, Billing Control
Supervisar will report to ROCCSD.,  Some unauvthor iz ed
rerson might have changed The reference No,

BRasic Data Missing
There are threes possibilit {eys

If the prenrinted reference number on Metef Reading
lList does not Aappear an PC, it may be due to
operatlonal error while craating batch pre-entry
file. FPC Supervisor will aet it corrected by
recreation of pre-entery s

It the reference number is pre-printed on Meter
Reading List bol deoes not Appear on FC then il may be
due to deletion ar change of reference numbeor Lheough
"Master Data Change”. [illing Control supervisor
will take actions as under:

a) In case of deletion, record the ward "deleteon",
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b)) If reference rumher is chinnged, record "chanaed
reference number" and shsgee itw meter reading
insertion in the copreoct b b ey,

—_.
e
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If the reference number is endersd by hand 1a Melep
Reading List then it i the consumplion of a ricw
addition forwarded on the Me! op Feading List boat Lhe
basic data has not heon recedverd i computer ceontre
vet. Billing Conteol Buperyvicor will report b
RO/CSO far arrvanging despateh of basic data to
computer centre, through FC Suapervisor,

CC.030 Card Type Wrong

Card type in nol equal to 1, X or 4, PO
Supervisor will get the card type updated.

cCC.0a0 Reference Number Invalid

In case of key oatey 2reor, P Supervisor will Lake
corrective acting. In case i s lerical error by
Meler Reading staff, Hilting CUanteol Supervisor will
Arvange correction fhreough "toput for Correctinne"
aftec confirmation from M/F alelition list or thange
of reference namber list .

CC.050 Meter Sequence Wrong

MeLer sequence is nnb within he Timit i.e@. 1 tn 4,
The following artione will be balers

al In case of key entry error, PO Supervisar will
talke necessary action.

b)) In case of clerical error by meler reading
staff, Rilling Control Suprrviasor will take
carrective actinn Lhrough Tnpot for Carrections
after corsultbing M/ List i,

CC. 040 Consumer Class of Meter Reading List & M/F Not
Same

The consumer class of Meter Neading List does raot
Lally with the consoamer Clawse of MO, Consumer class
of Mastier File has bhesp aseumed S5 correct. Thig
message ie for information o Billing Control
Supervisor f{or Lalting correct ive action, through
"Master Data Chanae” it required,

CC.070 Invalid Consumer Clascsg

Consumer class does not matech with the tariff. That
iz, in case where Class '1° has been allotted to the
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CC.o080

CC. 090

CC. 100

€C.110

€C. 120

CC. 130

tariffl other than commercia! or Class '2' has been
allotted to the tariff othe: than industrial.
Billing Contreol Supervisor 1] net the consumer
class updated on M/AC through opdating accarding Lo
the case.

No. of Meters on Meter Reading List is less than
as aon M/F

There are more than one mels o and meter reading data
of some of the meters ig mis=sing tn Metep Reading
Liste, Hilling Control Supervisop will arrange
necessary corrections theoogh, "Toput for
Corrections" or, "Master Dala Change" ar baoth

No. of Meters on Meter Reading Lists is Greater
Than as on M/F

Field of total No. of .eter - bas bheen updated) on 1.
Information of outra meteprs will be dgnored by the
progran. If the reading o remaining meteres ig
correct. Lhen ignore this mensacs, otherwlise Hilling
Control Supervisor will Arrange to feed the
caorrections through, "Mas! e Data Change",

Meter Status Code Invalid

Invalid code appears in column 42 of Meter Rading
List. Blank Code will be AGaiumed ., If status code g
required, the Billing Control Supervisor will arrance
correction through relevant column of "Irnput for
Corrections",

Cutting/Over-Writing Code Invalid

Tf calumn 44 of "Meleor Reading Fxception List ™
contains some invalid code, e program will sassume
it as blanl:., It there is enrewediting or cutting, P
Supervisoe will enbeer 10 g, ol 44,

Check Present Reading

In case of key entry error, 0 Supervisor will talke
corrective action, In casr of clerical errop try
Meter Reading atalf, Billing Control Superviasor will
supply coarrect Meter Reading through relevant coltumn
of “Input for Corrections".

Reconnected but Meter Reading Missing

Reconnection of a Referenm:e Mlo. has been postod on
M/FF but present reading has oot been forwarded
through Meter Reading List. Filling Control
Supervisor will check the validity of reconnection
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data, if reconnection is valid, arrange meter reatlicg
according to insteacbions of ROCHL, and send Lo o
Lhrouan "Input for Correct ica=", If reading rowlel
not he arranged, computer cend e Wwill acranges
provigional billing as per inst roctions. I71 the
recannection is uneauthorizerd, refer the case Lo
RO/CG0.

Disconnected on M/F

The reference No. o e showry o disconnected or M/F,
Rilling Control Suporvisar e 1) conflrm that it wae
proviowsly discornes bed and o reconnection won
reeeived (rom GH), I'mcase metep reading is supplied
o Meter Reading |ial o Bil)ing Conteol Superyvisor
Will refer the case bo [30 75061,

Multiplying Factor = Zero

Mulbiplying tartor of this meler sequence is rero on
master file.  The program will assume it as "' for
billing. Billing Conteal Supervisor will areange
correction of it iplying Foctor through "Master Daba
Change",

Reading Greater Than Range

The Noo of digits nf presenl. reading of the meter jw
greater than iblsg range as oo MJF. e following
actions will be talbmnn:

UE reading is wreongly key cnderad hy FC Operator, 0
Superviasor will take correct oyes action.

If reading is wromngly supp e iy S00, Rilling
Control Suprervicor mill contirm correct MR ond
supply through "Tnpul (or G rections”.

Lf the range recorded an MY e wrong, Rilling
Control Supervigor will ary anne correction through,
"Master Data Change",

Fresent Reading is Less than Previous Reading

Frosent reading is less then ite previous readina,
the following acrtions w11 tie talimry s

L reading is wrongly entered op round compleled bat
not. entertainerd by FC Operater, FC Supervisor will
Lake corrective actinn,

M "round completed" code o onitlied by Meter Reéading
staff, Billing Conteol Supervizor will take
corrective action Lhrough “lTaput for Corrections",
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C. 180

CcC. 190

CC. 200

I meter replacement has not heen fed to FCy Billing
-

Control Supervicor will aeeange feeding of MO
Lhrouvgh "Master Data Change-".

Meter Status Mismatch

There are more Hhao ane metors, whereas the status

codes dn bhe caolumn 42 of Mt o Reading Listys are not
coderd proper ly, In this cave the program will 1ake

the statug of =zt aebep. For evample, if Isl metor
has been coded for loacked then bhe status of 211
matera will be freabted as lerled, If change i«
reaquired Bi)ling Contreol Supervisor will feed L he
correction Lhirongh "Tnput tor Correct ions't,

Defective Code Missing for Freviously
Defective meter without any Replacement

Frevioualy delcctico moter o oot forwarded wilh
defect ive code withont any coplacoement. ., The preoaram
Wwill balie the defert ive colde jntor nally. The mele
status of previously defecl ive motear should be got
changed by Billing Conbeol Stperviene through "Mast er
Data Change".,

Lock Code in case of Freviously Defective Meter

A eal imaled dofect ive oo 1) he tabken by progran.
Mo actiorn i< ermuirerd wibth regacd b thie messoge
which 1= foe informal jon onty,

Defective Code against Frevinusly Locked

The premises was shomn Toclod in last month.
Proasently Lhe moler baos heo, “howrr Lo be defecl ive,
PE Supecrvisar will consult Lhe Mot er Reading f1st e
check the remachs and shatos NSTRIEN If the roemarkeg
arer given as Clockad' o corrort The code. If it s
shonn e defect fve i remart s, omit the code to open
the Toecd i ot D dmet {ve ot abos can he acceplod in
ne b mondt .,

Mote

In came of coding (or defect rve, 1oel: period credit
will nob be given to Lthe coneoamer.

Heavy Consumption

The conputed comnsumplion is more than 1000 units for
domestic tariflf, more than 2000 units for commercial
tarift and more than 4000 units for all other
tariffe. Following sctions wil] he taken:

EXCEPCHE.WPB/nEMDY (-3
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i) Checl the reading entered with actual reading
reparted on Meter Reading List. I'f the reading
entered does nol tally with Meler Reading List, FC
Supervisor will take corcesive action.

i) Iothe reading enbernd tallios with reading on Meter
Reading List, and heavy coneumption is correct.,
Billinag Contreol Supercisor will epter code 2 in
coalumn 47 and code 1 in colunn 48 in the "Input for
Corrections" to irnedicate Hewey OFY purpose. In case
of mulbiple meters thie above entry is ta he made only
for ite first metor,

11 I the reading ooterad tallics with reading on Meter
Feading List, hoal needs carveciion, Billing Contral
Supervisor will supply Lhe coreect reading threough
"Topat for Corerections" and Laloe foallowing actions:
A In case new congsumption ie aol heavy" enter

cade 2 in cnl. 47,
BY I rase new consunption i "hemavy" enter code 9
incal, 47 and 1 oin eol. AA.

CC.220 Heavy Cansumption for Lock Open Case

Make investigation on the hasic of lock period
crnsumption d.e. (present roeading - reading at. Lhe
Lime af (iret lock) and take actions according to
para 20210,

0
0
rJ
g

ol

Commercial Tie-Up Missing

Massage shows {hat light meler for Tie-Up industeial
meter is misging according to M/ information.
Billirmg Control Supervisor will either get. the
sonsumer classe correched or foed informaltion ahout
Light meter threugh "Master Data Change!.

CC.240 Industrial Tie-Up Missing

Message shiows that bhe industrial meter for Tie-Up
Light meter is missing according to M/F infarmation.
Billing Control Supervisor wild mither get Lhe
consumer clase corprected or feed infarmation about
the industrial meter Eheougb "Master Data Change".

CC. 250 Tie-Up Reference Mo. Not Consecut ive

The Lise-up has not heen made acrord ing to its
definition.  The light meter should have consumer
clazss "1 and industrial meler should have consumer
class '2'.  Further more referoence Mos. of both the
meters must be consecutive. In such cases, Rilling
Control Supervisor will arecangs necessary correct ton
through "Master Data Thange".

EXCEPCHE . WPS/NENDY k4
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CC. 280
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€C. 350

i)

Tie-Up Status Mismatch

Either one of the Tie-Up metors has been disconnect ed
on MF or coded for lock statys, RBilling Control
Supervisor will tale action according to instruction
of RO/CS0, and feed the corevcction through relevant
input.,

Replacement (CT4) Missing

In this case the erpecled replacing meter statement
18 missing. Hilling Control Supervisor /FC Supervisor
will checl: the "Replacing Metope Statement" for
carresponding ent ey, e it iy available, arranqge ite
processing on the B0 accordingly, If it is not
available, Ri1Ying Control Supervisor will tal:e
Aaction for provisional billing as per instructions
through "Input for Corrections"  as advised by
RO/CS0),

Extra Replacement

Replacemsnt code in Meter Reoding List is missing.
The following actinneg will he talken:

The replacement code has beon omitted, In this case
Billing Contro) SQupervisor will get. the replacement
code entered in "Input for Prvrections” with code 9
in column a7,

The reference No. of replacemnsnt record has been
wrongly entersd by e Operator, In this case FQ
Suparvisor/ﬁilling Control Sopervisor will get the
consumption cocaord and new replacement. corrected
Lhrough “"Input for Corvectioms",

Rangé of New Meter Invalid

Range of new meter in case of replacement is invalid.
Billing Contral Supervisor /PC Bupervisor will make
investigation through Meter Reading lList and proof
Vist of replacenent and et it rorrected L.hrough
"Tnput fop Corrections”,

Present Reading of New Meter Less than Initial
Reading

Fresent reading of rnew meter is less than its initial
reading as oan replacement.,  The reasons might bes

The present. reading of new meler hag been wrongly
entered by FC Operator.  In this case the PC
Supervisor will take corrective actinn.
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ii)  The initial reading of new meter has been wronegly
supplied thraugh "Replacing Meter Statement". In
this case Billing Conrtrol dupervisor will arrange
carrection through "Master Data Change",

iil) The present reading of new meter has heen wrorgly
recorded by Meter Reader. e bhis cass Billing
Control Supervisor will talke correct ive action
through "Input for Correctionas”,

In above said cases if Lhe new caloulated consumption
would fall beyond the limits as per its tariff, take
corrective action according Lo 0C.210,

CC. 340 Fresent Reading of New Meter Greater Than Range

Fresent reading of new meler ig greater than the
range entered in its replacemnent record.  The reason
might he:

i) The present reading of new meter has been wrongly
aentered hy FC Operator, In this case PC Supervisor
will tale corrective action.

ii)  The preseant reading of new meter has been wrangly
supplied through Metep Reading List. The Billing
Control Supervisor will arrange checking and feeding
caorrection Ltheounh “"Inpud {or Corrections".

1ii) The range of new metbop has bhesan wrongly supplied
through "Replacing Moter Statement . In this case
the Rilling Contral Supervisor will arrange checliing
with MCO ete. and feeding corroect "Replacing Meter
Statement. ",

CC. 4460 Entered Units Not = Calculated Units to be billed

This message indicales followming gsituations:
) ]

i) Fresent reasding/consumption has hoen entered wrong by
FC Operator.,  FC Supervisor will get it corrected,

Fresart reading has been correctly entered but
consumpltion mentioned an Meteor feading List i« wrong.
I such cases no correction is required.  However
discrepancy needs Lo he pointed ot to Meteaere Reading
staff for tabking remedial act ion in futnre.

RS Fresenl reading has bheen wrongly recorded in Meter
Reading list. BEilling Control Supervisor will Lake
up the matter with SDO/Meter Feading Section
Aupervisor Lo obtain correct reading. He will SUpPPp 1y
carrect reading through "Input fore Corrections",
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1. The writing should be legible and there should he no cutting and ovenwiting

on the CP-Form 21 C {Meter ReadingsList),

2. Entm present e whing in column 23 39 hom GP Form 11 (Mot Reading
Record), keeping in view the range of mieter .

3. Enlm conrecl ardvance Units in columi 30 36. Also enter coneet pango l()lnl
andl progressive lotal on each page.

4. Present reading entererd should always be graater than the previons veading
excepl in the loHowing cases.

{(a) Previous teading is undated i.e. the reading recorded in last montl was

more thon actual reading nn meter hence it had to he updated.

(b) Meter Discornected. The present reading column would be hlant: .

{e¢) Metor reading  completes  a round GIVO the remaiks "ROUND
COMPLETED 0 reman s ealumn,

{) Meler replaced: - Give shie remarks "MFT ER REPLACED it remianks
columm and ensore that meter replacing statment CP-143 has an entry of
the samie consunine. Alwo enstue that Tinal reading of remaved meter anel
prosent cading of new ieter are invariably entered in present reeding
column

5. Whare s meter las bren veplaced and an entry is made in CP 143, alsa eisure
that ‘

(a) Relerance o, has been earrectly written on PC-143.

(h) Closing veading af the roplaced mater.is dreater than its previous readina
printed in ;.21 ¢

{e) Presont roading entered in CP-21 C s equal 1o or higher than the intial
reading for new metet givon in CP-MB: '

6. I ameter was declared delective and estimated readings were supplied then
to incorporate actual 1eadings subsequently at any stage ensure tha!-

(a) Either amaier teplacemeni proeedure is follawnd, o1
(b} Actual 1eading af eucl mieter is npdated trongh Change Notiticetion
Cr-138.

Note that actual reading ol a meter previously shown defective will 11 be
aceepted through CP 21 ¢ The compniter W|ll go on recotding it as deleetjun,

1. TForaticup ca=, ensire that il remarks PRFMI 5ES LOCKED is given anainst
one cormection then the saroa reram s iust be' qlven against its tie up nnh-t,

8. For meter disconnectod fram Pole and Moler temoved, RO shanld engine
supply of CIFORM-113 to W.e € and also give its memo No. and date n the
rematles column in G271 C Toretaenee,

9. When a tempoiay disconned ted mnter is° mrnmwrt(-d and readings are onee

wqam recorded, then BLO. shovltensure supply of CP-FORM 117 and als~ give -

its memo. Mo. and date in the 1o marks columns of CP-21 C fur ready 1elaience.

I
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APPENDIX-II

FILLING INSTRUCTIONS FOR M/E CORRECTION
*********Y##*W¥W¥WVY******YYX**YY**YY**

FILL FPRESENT FREADTRG JNCCQOLL NO. 2EL 029 AND S TN COL.NO, a7,
MAEE NEW FECORD . e }‘ TLLo ALl THE COLLIMNG,

FILL COL.a0,41 AFTER COMFARING NO. F METERS AND 9 IN COL..4a7
FILL STATUS CODE 1IN COLL4AT AND 9 I COL..A7 TF REQUIRED.

FTLL PRESEMT READTNG TN COL. MOLRTEL 39 AND 9 IN COL.NO. 47 .

T 0 TR CTOREADING TN COLL2T. .09 AND G IN COL.47 1IF REQUIRED.
FILL PRk NE READBING T COL. 23..99 AND 9 INCOL.a7,7 TN 42
FILL ¢ SINTUS CODE TN COL.4%2 AND 9 TN COL.A7 17 REQUYRED.
RN LR GO 220029, §1TaT lJf. CODIE N COL.42, AND % 1N
.. 4 ,’ AFTER CHIECK TNG M.

FLLL 2 TN COL. a7 aND 1IN COLe 480 T NEW CONSUMETTON HEEAVY ,
FALLO U TN GO 44 AND 9 TN COL. 17.

PO 2 TN Ol a7 oM L INCo. as

FINEES NEW RECORD .0 F1LL ALL THE COLUMNGE .,

PRESENT READING TH COL. NO. WAL Q29 AMD R2OTN COL.A2 AND 9 IN 47.
NEY ENTRY .

FINEE NEW RECORD i.o FTLL ALL THIE COLG,

FILL CORRECT READING TN O SEPCOAND W OIN COL. 47,

FILL CORRECT READING T COLLEZEL29 AND 9 IN COL.47 IF REQUIRED,

ry-
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