
Treasurer
Duties
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Billing Members

Meter Reading Worksheet 

Enter all Readings in RVS Mosaics
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METER 
READING
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Select:

Main Menu

Enter Meter Readings 

from the Meter Reading 

Worksheet

Enter all readings 

on the first of each 

month .
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PRINTING BILLS
• Main Menu

• Print Reports and Bills

• Print Labels

• Fold and staple or tape
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Revenue

• Write all checks 

and cash on the 

Payments 

Worksheet (printed 

with reports)

• Enter all into RVS
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Deposit 
Tape

print 2 copies:
1- Bank
1- our records

8



Bank Deposit Slip
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Deposit Receipt
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Balance 
Checkbook

Get Statement from 
Citizens Website: 
Citizenslc.com
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End of the Month Reports

•Run all reports after recording payments on 

the due date (25th of the month)
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Receipts 
this Month

Double check 
for accuracy
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Paying Bills
• All checks written must have 2 signatures

• All checks written must have a receipt

• Sierra Electric Cooperative is set up on auto pay

• New Mexico Taxes are paid online using check routing 

and account numbers:

• Government Gross Receipts

• Gross Receipts 

• Water Conservation Fee 
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Taxpayer Access Point (TAP)
tap.state.nm.us/login

• Water Conservation Fee

• Government Gross Receipts

• Gross Receipts

NOTE:

Each of these need to be filed every month, even if 

there are no fees due.

When they are not filed we are assessed a $5.00 late 

fee.
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TAP Website
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MONTHLY REPORTS

•Billing Register 

•Receipts this Month

•Past Due List

•Late Charge Report
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Billing Register

Shows Capital Improvement total, Late charge total, new membership 
total

• Click on Printer Icon 

• The “Choose Report” menu will be displayed

• Click on “Monthly Reports”

• Click on “Billing Register”

• Qualify by “All Customer Accounts”

• Sort Options “Numerical”

• Print 2 copies. One for Gary’s packet one for Treasurer Binder
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Receipts this Month
Used to double check member’s payments

• Printer, Choose Report, Monthly Reports, Receipts this 

Month

• Qualify by: All customer accounts

• Sort by Numerical

• Print 2 copies. One for Gary’s packet one for Treasurer 

Binder
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Past Due Customers

• Printer, Choose Report, Monthly Reports, Past Due Customers

• Qualify by: All customer accounts

• Sort by Numerical

• Choose “Bal > 0”

• Print 2 copies. One for Gary’s packet one for Treasurer Binder
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Late Charge Report

• Printer, Choose Report, Monthly Reports, Late Charge Report

• Qualify by: All customer accounts

• Sort by Numerical

• Print 2 copies. One for Gary’s packet one for Treasurer Binder
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Totals Reports

• Sales Tax Report

• Director’s Report

• Usage and Loss Report

• Usage Breakdown

• Usage Summary
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Sales Tax Report (Used for NM Gross Receipts Tax)

• Click on Printer Icon 

• The “Choose Report” menu will be displayed

• Click on “Totals Reports”

• Click on “Sales Tax Report”

• Ignore Rate Info

• Options provided: Print to screen yes or no. Choose No so you 

can print to the printer

• Select Rate category: select OK (do not input anything) just click 

OK
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Director’s Report
• Click on Printer Icon 

• The “Choose Report” menu will be displayed

• Click on “Totals Reports”

• Click on “Systems Reports”

• Click on “Director’s Report”

• Click “Enter” 3 times

• Print 2 copies. One for Gary and one for Treasurer’s Binder
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Usage and Loss Report

• Click on Printer Icon 

• The “Choose Report” menu will be displayed

• Click on “Totals Reports”

• Click on “Usage and Loss Report”

• Type of Usage and Loss is S for System, enter two digit month and two digit 

year; for example: 05-22 for May 2022.

• Press enter twice

• Print several copies. One for Gary’s packet one for Treasurer Binder, and 

one for each member of the board. Bring copies to the Board Meetings
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Usage Breakdown

• Click on Printer Icon 

• The “Choose Report” menu will be displayed

• Click on “Totals Reports”

• Click on “Usage Breakdown”

• Print 2 copies. One for Gary’s packet one for Treasurer 

Binder
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Usage Summary

• Click on Printer Icon 

• The “Choose Report” menu will be displayed

• Click on “Totals Reports”

• Click on “Usage Summary”
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