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CMS Rebuild

Enhanced Customer Support
Framework - V1.8 Must Reads
(MUR)

Document Purpose
To enable the transition of the MUR process to the new CMS, it has been identified that
there will be an element of Customer Support required whilst customers are making

system changes to accommodate the new file formats.

This Framework will be in place until 04 September 2024 or the customer has made the

necessary system changes.

This support document provides guidance for Meter Read Agencies (MRASs), Independent
Gas Transporters (IGTs), and Distribution Networks (DNs) for managing the downloaded
Must Read files and subsequent upload of files with procured reads/responses following

the completion of visits to attempt to procure a must read.

As Must Reads are processed differently across customer organisations multiple routes
have been identified that will assist this enhanced customer support framework.

- Customer amends the format of MJO / RJO and then CDSP uploads the MJ/ RJI on
their behalf

- Customer amends the format of the MJO/ RJO and then uses the MUR Processing
tool to create the MJI / RJl and uploads into the new CMS

- Customer makes no amendments to the MJO/ RJO and then uses the MUR
Processing tool to create the MJI and RJI and uploads into the new CMS

Commencing prior to launch on 04 March 2024 there will be a weekly MUR walk through
virtual session in which customers will be able to join via Eventbrite and be walked through
the possible options and will be given the opportunity to ask questions. To register for an
Eventbrite session please use this link.


https://www.eventbrite.co.uk/e/cms-rebuild-mur-must-reads-walk-throughs-tickets-825513903307?aff=oddtdtcreator
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Option 1 — Customer and CDSP activities

Scenario — Customer Systems not updated but produce MJI/RJI or LTI files
This Scenario is for organisations that upload the downloaded files (MJO, RJO, or LTO) into
their own systems, and their systems produce the subsequent files for upload with

procured reads/response (MJI, RJI, or LTI files).

Step 1: Download the MJI, RJI, or LTI file

- From the homepage, click the ‘MUR queues' tile

Hi, RTY!
What would you like to do today?

Select from one of the options below

_ Work queues —, MUR queues o File tracking

View contacts in both organisation and personal work queues View MUR contacts in MRAg#rganisation or personal work queues Track contact uploading files for validation status and upload results

Advanced search Help and support

Search for contacts with advanced filter criteria View various guidance documents and links to helpful information

- From the ‘Actions’ area of the page, click the ‘Download’ drop-down

Home = Here

MUR queues

MRA queue My gueue

Actions

Reset filter options

Filter queue list

D e
o
Download LTO &
Download RIO &

Queue list

- Select the file that you wish to download — MJO, RJO, or LTO

- The file will now be available in your ‘downloads’ file on your dey

Downloads
Organisation: ‘ (

RTY (RTY) N FTYoeNomeszie
@ opentie

XOServe It CRN and press “Enter to searc

Openfie

Home > Here o RTY01.PN012345-errors.csv
a Removed
MRA queue My queue § SEOTRNRRRGIHO
Removed
Actio a w

Filter queue list Reset filter options.

- The file can be left here or moved to a file area of your choosing as you would any
other file
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- ~ 4 ¥ > ThisPC » Downloads v U Search Downloads
~ [0 nName Date modified Type Size
v st Quick access
~ Today (3
[ Desktop - y (3)
RTY01.PNO000DGE3 07/02/2024 17:36 MJO Fils 5KB
¥ Downloads » -jﬂ 1021 e

Step 2: Remove the fields from the file in order to successfully load to your systems

- Open Excel
- Click ‘File’, and then ‘Open’
- Select the folder where the downloaded file is stored

New
Ao
i Gorstrec i Jo—
; Take a tour Formulas PivotTable
Blank workbook Welcome to Excel Formula tutorial PivotTable tutorial
‘ R Search
Recommended for You

- Inthe pop-up, click the drop-down so that ‘All files’ is now displayed, this will allow
Excel to find the file

- Click on the downloaded file and click ‘Open’

« ~ 4 & > ThisPC > Downloads ~ L Search Downloads »
Organize = New folder - @
= [0 Name Date modified 8
o Quick aceess
WDesktop + 1oday(3)
&) RTY01.PNOO00G3
& Downloads - ]
4 Documents # RTY01.PNO12346-errors
- @ RTYO1.PNO12345-errors
= Picures
e formats ~ Yesterday (1)
e 4 GT201.PN000003 06/02/2024 1509
Walkthroughs ~ Last week (22)
Workarounds 18 Report-MUR-resolved-up-to-02Feb2024 (1) 02/02/2024 16:00
B Report-MUR-resolved-up-to-02Feb2024 02/02/2024 16:00 -
WMicrosoft Excel  « ¢ >
Fila name: © AllFiles v
Tools ~ Open v Cancel

- The ‘Text import wizard’ will appear
- Ensure that the ‘Delimited’ radio button is selected and click ‘Next’

Text Import Vizard - Step | of 3 7 %

T Test Wizard has determined at your dat s Fied Width

1M this i comect. choase Nestcr choose the data ype that best describes your dota

gl dota tpe
Thowe the e tpe ot oo anx
@Deimaed - Charactens wch o taby separate each fekd
O Fand it Tt we sk s it spaces et nch et
St mport w1 3 Hewon w005 pCH
0 iy ot s s

- Tick the ‘Comma’ delimiter box, and click ‘Next’, then click ‘Finish’
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Text Import Wizard - Step 2 of 3 ? x
This screen lets you set the delimiters that your data contains. You can see how your text is affected in the preview
below.

Delimiters
(b
[ Treat consecutive delimiters as one
Eomma
< Tt gualifier: v
[] space
[ gther.
Data preview
Contact Reference Number MPAN  Meter Serial Number Pddress ~
0124267 04017 [FL123 8, ab, 12, 12, abc, CONIS
0124268 04007 FL123 8, ab, 12, 12, abc, CONIS
0124269 51035 [FL123 &, ab, 12, 12, abc, CONIS
0124270 51036 FL123 8, ab, 12, 12, abc, CONIS
0124271 51040 FL123 B, ab, 12, 12, abc, CONIS
0124272 51039 FL123 8, ab, 12, 12, abc, CONIS
0124273 04020 [FL123 8, ab, 12, 12, abc, CONIS{w
< >
Cancel < Back Einish

- The file will now be visible in exce
The new fields can now be deleted in order to put the file in the format that your
systems can accept i.e. the same format as the legacy files

File Home  Insert  Draw  Pagelayout  Formulas Data  Review View  Automate Help | & come
il s av = - = A m o e
fo;' Caiti Jn HK A== 2 | wepmen Genenal S B e Bad Good =2 [ E SETC AT (@) S
- Copy = - EFin~
P === Condtionsl Format 55 T — Sorts Frd & | A
U-|E- |9 A |SE=Z|E = |Ewgencone - | o8- r Neutral mE e
T Frommramer | 2 1 Y- H EMIEEEIERNL E-% Y WA g e~ ~ =« | ©0Er"  fee Sdect | Data
Cipboard 5 ront 5 e B Nomber 5 syles cais ating Anatsis | senstivty
o4 - S
4 i F | G ] H ] 1 J | K | L [ M | N o | P R 1 s | T u
1 ‘ode Access Instructions Meter Location Corrector Serial Numbh Meter Model Known Meter Issue Update/Information Meter Reading Corrected f R\ Meter Read Make  Model  Dials Comments Grodp
2 36 1306017201 UNK 1234 cyercode ModelName
336 1306017201 UNK 1234 ManufacturerCode T

Select, by clicking the column letter above the field name, and delete the following
columns:

M| RJI LTI

- Meter make - Meter make - Date returned
- Meter model - Meter model - Access instructions
- Known meter issue - Known meter issue - Meter location
- Update/information - Update/information - Meter make
- Meter serial number - Meter serial number read | - Meter model
read - Reader comments - Known meter issue

- Comments - Comments - Update/information
- Comments
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IMPORTANT: Before saving the file, determine if the system you are going to load the
file into can accept the file in CSV format, or it can only accept the file extension defined
as .MJO, .RJO, or .LTO as it would be when downloaded from legacy CMS and loaded
into your system
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System can accept file in CSV format:
- When deletions are made, click ‘Save’ and the downloaded file will be in the same
format as the legacy CMS files.

System can only accept files with .MJO, .RJO, or .LTO extension:
- When deletions are made, click ‘File’, then ‘Save as’
- Name the file something different to the originally downloaded, for example if the
downloaded MJO file was named RTY01.PNOOOO63, rename as ‘PN22 CSV
version’, so that it can be easily differentiated from the original.

Save As
@ Recent ’[\ [ C: > Users = richard.cresswell > OneDrive - Correla Limited = CMS Re platforming > Must Reads MUR > Workarounds
[ Prez Csv version |
Correla Limited |csv (Camma delimited) (*.csv) - ‘ ‘ [ save |
More options.
- OneDrive - Correla Limited
ichard. cresswell@30hg.io
# Sites - Correla Limited el D ——
ichard.cresswell@80hg.io
save Other locations
M ’
- Click ‘Save
¢ b
- Open the ‘Notepad’ App
M b
- Click ‘Open
‘ . b
- Select ‘All files
v @B uUnevrive - Lorreli ¢ >

File name: All Files

Encoding: Auto-Detect w Open Cancel

Select the CSV file saved
Highlight and copy all the data in the file including field headings:

| PN63 CSV version - Notepad - O X

File Edit Format View Help

- Click ‘File’

- Click ‘Open’

- Select ‘All files’

- Select the originally downloaded .MJO, .RJO, or .LTO file
- Click ‘Open’

- Highlight all the data in the file

- Paste the copied data over

- Click ‘File’

- Click ‘Save’
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The .MJO, .RJO, or .LTO file will now be in the correct format to be uploaded into your
system.

Step 4: Completing the MUR activities and submitting it to CDSP

Continue with Must Read activities until ready submit a response file (MJI, RJI, or LTI).

When your system has produced the response file, the file can be emailed to
CMS_Rebuild@correla.com, where the CDSP will upload the file on your behalf within the
agreed SLA.

If the CDSP uploads the file on your behalf, they will email a response to confirm if the file
was successfully uploaded, and if not, the rejection reason, and if all records were
successfully accepted by the system. For any records not successfully accepted, the
rejection reasons for each record will be provided in the email for you to review and provide
an amended file where necessary.



mailto:CMS_Rebuild@correla.com
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Option 2 — Customer Amendments to file format

Scenario — Customer Systems not updated that produce MJI/RJI or LTI files

and Customer wishes to make excel amendments themselves.

This Scenario is for organisations that wish to carry out the necessary amendments
themselves upload the downloaded files (MJO, RJO, or LTO) into their own systems and
their systems produce the subsequent files for upload with procured reads/response (MJ,

RJI, or LTI files).

Step 1: Download the MJI, RII, or LTI file

- From the homepage, click the ‘MUR queues' tile

Hi, RTY!
What would you like to do today?

Select from one of the options below

. File tracking

Track contact uploading files for validation status and upload results

—  Work queues —, MUR queues

View con tacts in both organisation and personal work queues View MUR contacts in MR4gfbrganisation or personal work queues

Help and support

View various guidance documents and links to helpful information

Advanced search

Search for contacts with advanced filter criteria

Q

- From the ‘Actions’ area of the page, click the ‘Download’ drop-down

Home > Here

MUR queues

MRA queue My queue

Actions

Download LTO

Filter queue list Reset filter options

Status

Meter peint/status change date ﬂl l Fault flag

e
e
&

Download RIO

Queue list

- Select the file that you wish to download — MJO, RJO, or LTO

- The file will now be available in your ‘downloads’ file on your dewi

Downloads

xoserve Input CRN and press "Enter” to searc gﬁa"“‘f‘(““" ‘ (
e (RTY) a

RTYO1.PNOO0O63 MIO
opentie

Home > Here
vvvvvvvvv

MUR queues : [

MRA queue My queue

Actio] g SReHPNosesiee
Filter queue list Reset filter options femasd

- Thefile can be left here or moved to a file area of your choosing as you would any
other file
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- ~ 4 ¥ > ThisPC » Downloads v U Search Downloads
~ [0 nName Date modified Type Size
v st Quick access
~ Today (3
[ Desktop - y (3)
RTY01.PNO000DGE3 07/02/2024 17:36 MJO Fils 5KB
¥ Downloads » -jﬂ 1021 e

Step 2: Remove the fields from the file in order to successfully load to your systems

- Open Excel
- Click ‘File’, and then ‘Open’
- Select the folder where the downloaded file is stored

New
Ao
i Gorstrec i Jo—
; Take a tour Formulas PivotTable
Blank workbook Welcome to Excel Formula tutorial PivotTable tutorial
‘ R Search
Recommended for You

- Inthe pop-up, click the drop-down so that ‘All files’ is now displayed, this will allow
Excel to find the file

- Click on the downloaded file and click ‘Open’

« ~ 4 & > ThisPC > Downloads ~ U Search Downloads »p
Organize = New folder - @
= [0 Name Date modified 8
2 Quick access
Woesiop  + " T0day ()
& Downloads  # ) RTY01.PNO0OOS3 b
8 Documenss # @ RTYO1PNO12346-errors
. B RTY01.PNO12345-errors
Epictures  #
File formats  Yestarday (1)
osr 4 GT201.PN000003 06/02/2024 1509
Walkthroughs ~ Last week (22)
Workarounds @7 Report-MUR-resolved-up-to-02Feb2024 (1) 02/02/2024 1600
B Report-MUR-resolved-up-to-02Feb2024 02/02/2024 16:00 -
WMicrosoft Excel  « ¢ >
File name: . AllFiles -
Tools ~ Open v Cancel
B . . 0
- The Text import wizard” will appéa
‘ .S o . . ‘ ,
- Ensure that the ‘Delimited Tadio button is selected and click ‘Next
TerImport Vizard -Step 1 o3 7 x

T Test Wizard has determined at your dat s Fied Width

1M this i comect. choase Nestcr choose the data ype that best describes your dota

gl dota tpe
Thowe the e tpe ot oo anx
@Deimaed - Charactens wch o taby separate each fekd
O Fand it Tt we sk s it spaces et nch et
St mport w1 3 Hewon w005 pCH
0 iy ot s s

- Tick the ‘Comma’ delimiter box, and click ‘Next’, then click ‘Finish’
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Text Import Wizard - Step 2 of 3 ? x
This screen lets you set the delimiters that your data contains. You can see how your text is affected in the preview
below.

Delimiters
(b
[ Treat consecutive delimiters as one
Eomma
< Tt gualifier: v
[] space
[ gther.
Data preview
Contact Reference Number MPAN  Meter Serial Number Pddress ~
0124267 04017 [FL123 8, ab, 12, 12, abc, CONIS
0124268 04007 FL123 8, ab, 12, 12, abc, CONIS
0124269 51035 [FL123 &, ab, 12, 12, abc, CONIS
0124270 51036 FL123 8, ab, 12, 12, abc, CONIS
0124271 51040 FL123 B, ab, 12, 12, abc, CONIS
0124272 51039 FL123 8, ab, 12, 12, abc, CONIS
0124273 04020 [FL123 8, ab, 12, 12, abc, CONIS{w
< >
Cancel < Back Einish

- The file will now be visible in exce
The new fields can now be deleted in order to put the file in the format that your
systems can accept i.e. the same format as the legacy files

File Home  Insert  Draw  Pagelayout  Formulas Data  Review View  Automate Help | & come
il s av = - = A m o e
fo;' Caiti Jn HK A== 2 | wepmen Genenal S B e Bad Good =2 [ E SETC AT (@) S
- Copy = - EFin~
P === Condtionsl Format 55 T — Sorts Frd & | A
U-|E- |9 A |SE=Z|E = |Ewgencone - | o8- r Neutral mE e
T Frommramer | 2 1 Y- H EMIEEEIERNL E-% Y WA g e~ ~ =« | ©0Er"  fee Sdect | Data
Cipboard 5 ront 5 e B Nomber 5 syles cais ating Anatsis | senstivty
o4 - S
4 i F | G ] H ] 1 J | K | L [ M | N o | P R 1 s | T u
1 ‘ode Access Instructions Meter Location Corrector Serial Numbh Meter Model Known Meter Issue Update/Information Meter Reading Corrected f R\ Meter Read Make  Model  Dials Comments Grodp
2 36 1306017201 UNK 1234 cyercode ModelName
336 1306017201 UNK 1234 ManufacturerCode T

Select, by clicking the column letter above the field name, and delete the following
columns:

M| RJI LTI

- Meter make - Meter make - Date returned
- Meter model - Meter model - Access instructions
- Known meter issue - Known meter issue - Meter location
- Update/information - Update/information - Meter make
- Meter serial number - Meter serial number read | - Meter model
read - Reader comments - Known meter issue

- Comments - Comments - Update/information
- Comments
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IMPORTANT: Before saving the file, determine if the system you are going to load the
file into can accept the file in CSV format, or it can only accept the file extension defined
as .MJO, .RJO, or .LTO as it would be when downloaded from legacy CMS and loaded
into your system
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System can accept file in CSV format:
- When deletions are made, click ‘Save’ and the downloaded file will be in the same
format as the legacy CMS files.

System can only accept files with .MJO, .RJO, or .LTO extension:
- When deletions are made, click ‘File’, then ‘Save as’
- Name the file something different to the originally downloaded, for example if the
downloaded MJO file was named RTY01.PNOO0063, rename as ‘PN22 CSV
version’, so that it can be easily differentiated from the original.

@ n 2 /F [ C: = Users > richard.cresswell > OneDrive - Correla Limited > CMS Re platforming > Must Reads MUR > Workarounds
ecen
[ P63 Csv version |
Correla Limited [ csv (Comma delimited) ¢.cov) -] ‘ [ save |

Mare options...

OneDrive - Correla Limited
-

ichard.cresswell@80hg.io [ New Folder
* Sites - Correla Limited Mame | Date modified
tichard. cresswell@80hg.io

- Click ‘Save’
- Open the ‘Notepad’ App
- Click ‘Open’
- Select ‘All files’

v o unevrive - Lorrel ¢ >

File name: All Files

Encoding: Auto-Detect w Open Cancel

Select the CSV file saved
Highlight and copy all the data in the file including field headings:

1 PN63 CSV version - Notepad - a X

File Edit Format View Help

- Click ‘File’

- Click ‘Open’

- Select ‘All files’

- Select the originally downloaded .MJO, .RJO, or .LTO file
- Click ‘Open’

- Highlight all the data in the file

- Paste the copied data over

- Click ‘File’
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- Click ‘Save’

The .MJO, .RJO, or .LTO file will now be in the correct format to be uploaded into your
system.

Step 4: Completing the MUR activities and using the new MUR Processing tool

When ready to submit the outcomes of Must Read visit, the file can be produced using the
Must Read processing tool.

- To first get a copy of the tool, from the homepage, click the ‘MUR queues’ tile

Hi, RTY!
What would you like to do today?

Select from one of the options below

._ Work queues - MUR queues . File tracking

View contacts in both organisation and personal work queues View MUR eontacts in MR/gfbrganisation or personal work queues Track contaet uploading files for validation status and upload results

Q Advanced search Help and support

Search for contacts with advanced filter criteria View various guidance documents and links to helpful information

- From the ‘Actions’ area of the page, click the ‘Upload’ drop-down
- From the ‘Actions’ area of the page, click the ‘Upload’ drop-down

Organisation: . - —
Input CRN snd press “Erter”to search Q0 @ RTYMRA - Menu —
RTY (RTY) ‘ = =

Home > Here

MUR queues

MRA queue My queue

Actions
Filter queue list Reset filter options.

- e I e
)ate upd ovided 'poad ¥

Upload MIl

Queue list

Upload LTI

@ suprER oATELOGEED 5 s orc U@ FAUTFLAG DATE LPDATE PROVIDED

- Click any of the options in the list and the ‘Upload file’ pop-up will appear. Click the
‘MUR file processing tool v4. hyperlink
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Upload file X

Please upload a MJl file of maximum 15 MB exported from MU
Processing Tool v4.

Drag your file or click here to upload

Maximum file size: 15 MB

Back

- The tool will now be available in your downloads file on your device

- Thetool can be left here or moved to a file area of your choosing as you would any
other file

- To ensure that the use of the tool is not blocked by your organisation’s security
levels, go to where the tool is stored

- Right click on the tool, and on the pop-up click ‘Properties’

- Another pop-up will open, now tick the ‘Unblock’ tick box at the bottom of the pop-
up

- Click ‘Apply’

U

1) MUR File Processing Tool v4 (5) 08/02/2024 09:52 Microsoft Excel 97-2... 167 KB

] MUR File Processing Tool v4 (4] | - MUR File Processing Tool v (5) Properties 'Y 167 KB

¥ Yesterday (4) General  Security Custom Details Previous Versions
E1' RTY01.PNS000D1-errors N 1KB
/) RTY01.PNO000G3 = MUR File Processing Tool vd (5) 5KB
£ RTY01.PNO12346-errors 1KB
) RTY01.PNO12345-errors Typeoffile:  Microsoft Excel 97.2003 Worksheet (.xis) 1KB

~ Earlier this week (1) Opens with: g Excel Change...
) GT201.PNO00003 6KB

Location: C:\Userstrichard cresswell\Dovnloads
~ Last week (22)
N Size: 166 KB (170,496 bytes)
B Report-MUR-resolved-up-to-02Fel 4KB
@7 Report-MUR-resolved-up-to-02Fe| 579 0N diski 168 KB (172,032 bytes) Ske
&) Report-SUT-resolved-up-to-01Feb 15KB
N Created 08 February 2024, 09:52:31

B Report-SUT-And-TOG-resolved-ug 22 KB
& G201 PNO0002 Modified 08 February 2024, 09:52:31 ovs
& MUR File Processing Toel vé4 (3) Accessed: 08 February 2024, 09:52:31 167 KB
) GT201.PNODDOO1 (1) 6KB
) XOS.PNO0000OT01 Atrioutes:  [JRead-only  []Hidden Advanced... .

) XOS.PNO00000100 Security: This file came from ancther 2KB
computer and might be blocked {a

) XOS.PNDOODD00DS help protect this computer. 4KB
) MRT01.PN0C0318 4KB
<) RTYO1.PNODO104 1KB
) XOS.PN100000036 OK Cancel ( Apply > 1KB

T mian meiassass AL AR 2w A —— - e

NOTE: if the ‘Unblock’ tick box is not visible, you will need to contact the team within
your organisation that manages system security so that they may change settings to
allow the tool to work on your device.

- Open the tool and you may see a security warning bar — click ‘Enable editing’.

AutoSave @) R - s MUR File Processing Tool vd (5) - Protected View » Saved to this PC v I

File Home Insert Draw Page Layout Formulas Data Review View Automate Help

D PROTECTED VIEW Be careful — files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected V\Elf‘ Enable Editing )

- The toolis now ready for use.
- Click the ‘Choose and import file’ button on the first tab
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4 A BT c | b | E |
1 Import MJO / LTO / RJO File
2
3 '
N Choose and Import File
[ You have imported the file
o] [
!
9
10
- A warning pop-up will be displayed to inform that any data currently held in the
tool will be replaced. Click ‘ok’ if ready to continue
- The file selector will now be visible, search and identify the MJO, RJO, or LTO file
that you wish to update with any reads or site visit information procured. Click
‘ ,
Open
The data f he file will be visible in the ‘| d file’ tab and
- e data from the file will now be visible in the ‘Imported file’ tab and a message
will be displayed stating the importis complete. Click ‘OK’.
"File RTY01.PN000063.MJO was imported.
(Contact Reference Number  MPRN  Meter Serial Number Address Post Code Access Instructions  Meter Location Corrector Serlol Number Met
T i o R TR ST — e S e
oo e A AN SN O o ki
oo omas L L
o= seRs SSEEScEImRLm Dma e e e
ey zuxin L
eaar e e
130124273 204020 FL12) 38, ab, 12. 12 abc, CONISCUFFE ROAD, bab, 123 aba, DARUNGTON, DU DLITRG 1306017201 UNK 1224
30124274 24011 FLI23 38, 3b, 12, 12, abc, CONISCUFFE ROAD, bab, 123, aba. DARUNGTON, DU DLITRG 1306017201 UNK 1234
30124275 251034 FLI23 38, 8b, 12, 12, sbc, CONISCLFFE ROAD, bab, 123, aba, DARLINGTON, DU DL3ITRG 1306017201 UNK 123
o Ty S T e
zan By R AR M 12 it T —_
e o A 8.8 ot RO, o e —
30124279 204015 FL123 38, ab 12, 12 abc, CONISCLFFE ROAD, bab, 123, aba, DARLINGTON, NK 1234
o T e e  —
puioe awnn 5 o o 1 s  —
30124282 251045 FL123 38, ab. 12. 12, abc, COMISCUFFE ROAD, bab, 123, aba. DARUNGTON,| Please input your updates and then cick the K 1234
e suion 3.0 3 e COREIETEROD 04 3 e DALMY [ M (o
30124284 251043 FLI23 38, ab, 12, 12, abc, CONISCUFFE ROAD, bab, 123, aba. DARLINGTON, 1234
g Loy ANT Ko TG s o] =
o s 3.5 Z e comnn ol s L R
oo zuans 22 s st s e D
ooy s 38 Eacomrn s in o TN
30124290 251050 FL123 38, ab, 12, 12. abc, CONISCUFFE ROAD, bab, 123, aba. DARLINGTON, DU TRG aL220 ONK 1234
20124374 123003 FL123 38, ab, 12. 12. abc, COMISCUFFE ROAD, bab, 123, aba. DARLINGTON, DU DL3I7RG 1306017201 UNK 1234

stan | imported File | e Crestor | @

- Identify the contacts for which there is information that can be updated, highlight
and select to copy each of these rows

- Inthe ‘File creator’ tab click the ‘Clear existing data’, and from the ‘Select a file type

to create’ drop-down in cell B3, select the type of file being created.

c
JMRA Short coda:

s )

. 0
I T
[ T
[Metox serinl number [Addross. [Fost code

T R.«;

- Paste in the data copied from the ‘Imported file’ tab
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- The data pasted in should not be altered in any way and is greyed out

[CM Upload file creator MRA Short code: RTY
1. Selecta file type to create: (Ml Standard MRA Return file Clear |

|
3. Paste correctly formatted data starting in Row 14
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, ! —— e ype boi
1. Click Export bution ExportFile [ e — u :

RJ 1

MJI File Format

Contact reference number [MPRN [Meter serial number Iross. [Post code. |Access instructions. |Meter location serial number [Meter make

- The information procured from the visit can now be populated

[Time of read. |Meter serial number read |Make [Model

v — - - - vz [visies
O e G [Metes setiat mumbes cemd | [Moset T [Comments guowp [ Comments e
i

- When completed, click the ‘Export file’ button
- A pop-up will open and from here you can select where the file will be stored.

CMS Upload file creator MRA Short code: RTY

Clear existing data I

1. Selectafile type to create: MJI Standard MRA Return file:

2. Paste correctly formatted data starting in Row 14

¢ File type Next Sequence number
: i Ml 1
3. Click Export button SEEilE LTI Browse for Folder X
Rl

MJI File Format » | File Formats for publishing ~

> FOM

» Generic workflow

> GSR

> X

> 1 KMI

> Legacy

> | MUs

v Must Reads MUR

> | BAT .
ORPI—
< >

- Click ‘Ok’. A pop-up will appear stating ‘Export complete’ with the area stored and
filename created.
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Meter serial number Export Complete

Your Data has b ported to €L OneDrive - Correla
Limited\CMS Re platforming\Must Reads
1 MUR\Workarounds\RTY01.PNOOOOOT.MII

Step 5: Uploading the File

- Inthe CMS homepage, click ‘MUR queues’

Hi, RTY!
What would you like to do today?

Select from one of the options below

.—  Work queues

MUR queues File tracking

View contacts in both organisation and personal work queues Track contact uploading files for validation status and upload results

View MUR contacts in MRA, organisation or personal work queueg

Q Advanced search Help and support

Search for contacts with advanced filter criteria View various guidance documents and links to helpful information

- From the ‘Actions’ area of the page, click the ‘Upload’ drop-down

xoserve [ Organisation:

RTY (RTY)

Home > Here

MUR queues
MRA queue My queue

Actions
Filter queue list

St [
Oateupdte provided

Queue list

Reset filter options.

T

1"a0ad

Upload Ml
Upload LTI

@@ SHPPER 0ATELOGGED o smms ors quEE @ FAUTFLAG DATE LPDATE PROVIDED

- The ‘Upload file’ pop-up will appear
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Upload file X

Please upload a Ml file of maximum 15 MB exported from MUR File
Processing Tool v4.

Drag your file or click here to upload

Maximum file size: 15 MB

Drag and drop the file or click the grey box which will open the file selector, and the
file can be chosen — when chosen, click ‘Open’

- Click ‘Upload’

Upload file X

Please upload a Ml file of maximum 15 MEB exported from MUR File
Processing Tool v4.

[ RTYOLPN123456.MJ

Bac Upload

- The ‘File tracking’ page will now be opened

In the file list, the uploaded file will be visible at the top, and the ‘Validation status’
column will show as ‘In progress’

e = b

File tracking

& hak) aro b vl lsase o the page o check s st validaiom eogescs

Filter file list e o tien:
\ o] | -]
File li

- ==

- ==
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- Click the refresh button and when the upload has completed the ‘Validation status’
will show as ‘Completed’

Filter file list

o | B
File list
tnve w@) o
s o f
™ v v, ' 0 .
e .
e =

o The ‘Total records’ column will display the number of records contained in
the file

o The ‘Accepted records’ column will display the number of records accepted
The ‘Rejected records’ column will display the number of any records that
were rejected.

o If any have been rejected, a ‘Download error log’ button will appear in the
‘Actions’ column.

- If you move off this page before the validations have completed a notification will
be received when the uploading is complete

xoserve

Organisation:
Input CRN a h

KTV MRA -
RTY (RTY) 2

. Notifications
Hi, RTY!
N " All Unread
What would you like to do today? saams 1209 A
The validation of RTYO1.PN123456 MII
.
5 has completed. Result: O record(s)
Select from one of the options below gecepted, 8 record(s) rEJeny
07/02/24 19:15
. Work queues . MUR queues File tracking The validation of RTYOL.PN900002.MJI
= [ B2 ® s Result 0 record(s)
View contacts in both organisation and personal work queues View MUR contacts in MRA, organisation o personal work queues Track contact upload|  accepted, & record(s) rejected,

- Back in the File tracking view you can click on the ‘Download error log’ button and a
file with the detail as to why any records were rejected will be available
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View Automate Help

File Home Insert Draw Page Layout Formulas Data Review

Eﬁ E‘H’c“ Calibri ~ 1 - AT A == IEI '5'7" gEJWrapTﬂ(t General - ﬁ
[5 Copy ~ o .

Poste B I v Dy AV | E == = 3= EMergelCentre ~ | BB % 9 G0 0 Fi‘::“;:t':

~ <X Format Painter
Number ]

Clipboard ] Font ] Alignment =
F4 - | Fa
A A | B | C | D | E F G
1 |Rejected records for RTY0L.PNO12346.MJI
2 |Total records in MJI file: 7
3 |Rejected records in MJI file: 1
4] I
5 |Row Rejection reason CRN MPRN
6 | 5 Duplicate CRM with row & 30124267 204017
7 6 Duplicate CRN with row 3 30124267 204017
8 | 7 Duplicate CRN with row 5 30124267 204017
9 | 8 Contact reference number cannot be blank.
10

Using this information, a new file can be created with the necessary amendments to

ensure successful record updating using the same methods as above
Any records which are successfully uploaded will then move to the next stage in the

process.
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Option 3 — Customer Manages the MUR without internal systems

Scenario — Customer Systems are not integrated with the MUR Process
This Scenario is for organisations manually progress the MUR process without any system

integration.

Step 1: Download the MJI, RJI, or LTI file

- From the homepage, click the ‘MUR queues' tile

Hi, RTY!
What would you like to do today?

Select from one of the options below

. Work queues — MUR queues . File tracking

View contacts in both organisation and personal work queues View MUR contacts in MR/gfbrganisation or personal work queues Track contaet uploading files for validation status and upload results

Q Advanced search Help and support

Search for contacts with advanced filter criteria View various guidance documents and links to helpful information

- From the ‘Actions’ area of the page, click the ‘Download’ drop-down

Home > Here

MUR queues

MRA queue My queue

Actions

Qownload MIO

Filter queue list Reset filter options

ot flag

Meter point/status change date ﬂl

Status

Download LTO &

R Download RIO &
Queue list

- Select the file that you wish to download — MJO, RJO, or LTO

- The file will now be available in your ‘downloads’ file on your de

Downloads

Organisation: ‘ (

xoserve Inpt CRI and press
Contaet Mansgerment Servce Ry

RTYO1.PNO00063.MIO
Gpentie

Home > Here

MUR queues

MRAqueue My queue

Actio ERETPHAsTIHS
2
Reset filter options D o

Filter queue list

- Thefile can be left here or moved to a file area of your choosing as you would any

other file
« v 4 ¥ » ThisPC > Downloads v O Search Downloads
~ [ Name Date modified Type Size
~ 5 Quick access
~ Today (3
I Desktop Y 3)
RTY01.PNO00063 07/02/2024 17:36 MJO Fils 5 KB
¥ Downloads * ';] 102/ ile
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Step 2: Completing the MUR activities and using the new MUR Processing tool

When ready to submit the outcomes of Must Read visit, the file can be produced using the
Must Read processing tool.

- Tofirst get a copy of the tool, from the homepage, click the ‘MUR queues’ tile

Hi, RTY!
What would you like to do today?

Select from one of the options below

. Work queues —, MUR queues » File tracking

View contacts in both organisation and personal work queues View MUR contacts in MRgrganisation or personal work queues Track contact uploading files for validation status and upload results

Q Advanced search Help and support

Search for contacts with advanced filter ariteria View various guidance documents and links to helpful information

- From the ‘Actions’ area of the page, click the ‘Upload’ drop-down
- From the ‘Actions’ area of the page, click the ‘Upload’ drop-down

xoserve Input CRN ond press “Enter” o seard Organisation: ‘ (@) vima- ‘ I ‘ Menu —

RTY (RTY)

Home > Here

MUR queues
MRA queue My queue

Actions
Filter queue list Reset filter options

Stotus e e

Upload Mil

Queue list Upload LTI

o) e oaTELoceE s s ors queiE @ FaTRAG oA UroATEFROVIDED

- Click any of the options in the list and the ‘Upload file’ pop-up will appear. Click the
‘MUR file processing tool v4. hyperlink

Upload file X

Please upload a Ml file of maximum 15 MB exported from MU
Processing Tool v4.

Drag your file or click here to upload

Maximum file size: 15 MB

Back

- The tool will now be available in your downloads file on your device

- Thetool can be left here or moved to a file area of your choosing as you would any
other file

- To ensure that the use of the tool is not blocked by your organisation’s security
levels, go to where the tool is stored



X

- Right click on the tool, and on the pop-up click ‘Properties’

- Another pop-up will open, now tick the ‘Unblock’ tick box at the bottom of the pop-
up

- Click ‘Apply’

delivered by ) correla

Jy
[=18:) MUR File Processing Tool v4 (5) 08/02/2024 09:52 Microsoft Excel 97-2.. 167 KB
&: MUR File Processing Tool v4 (4] | = MUR File Processing Tool v4 (5) Properties X 167 KB

 Vesterday (4
esterday (4) General  Security Custom Details Previous Versions

E1' RTY01.PN900001-errors 1KB
&) RTYO1.PND00DG3 535 MUR File Pracessing Tool w4 (5) 5 KB
B RTY01.PNO12346-errors 1KB
B RTY01.PND12345-errors Type of file:  Micrasoft Excel 97-2003 Worksheet (.xls) 1KB
~ Earlier this week (1) Opens with: g Excel Change
&) GT201.PNODDO03 6 KB
Location: C:\Usersirichard.cresswell\Downloads
Last week (22)
Size: 166 KB (170,496 bytes)
£ Report-MUR-resolved-up-to-02Fel 4KB

&) Report-MUR-resolved-up-to-02Fel Size ondisk: 168 KB (172,032 bytes)

£ Report-SUT-resolved-up-to-01Feb

Created: 08 February 2024, 09:52:31
B Report-5UT-And-TOG-resclved-ug
J) GT201.PNOO0002 Modified: 08 February 2024, 09:52:31
B MUR File Processing Tool v4 (3) Accessed: 08 February 2024, 08:52:31 167 KB
<) GT201.PNODD0O1 (1) 6KB
) %05 PNOO00001T01 Aaroutes: [ JReed-only [ ]Hidden Advanced. .
9 o= ococonion S s wotee D e
) XOS.PNO000D000S help protect this computer 4K8
&) MRTO1.PNOOD318 4KB

<) RTYO1.PNO0O104

) XOS PN100000036 oK Cancel C‘““" D KB

- WY T

NOTE: if the ‘Unblock’ tick box is not visible, you will need to contact the team within
your organisation that manages system security so that they may change settings to
allow the tool to work on your device.

- Open the tool and you may see a security warning bar — click ‘Enable editing’.

AutoSave (@ ) )~ = MUR File Processing Tool v4 (5) - Pratected View = Saved to this PC ~ £ search I

File Home Insert Draw Page Layout Formulas Data Review View Automate Help

1) PROTECTED VIEW Be careful —files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected V\E@able Edit\h

- Thetoolis now ready for use.
- Click the ‘Choose and import file’ button on the first tab

A B C D E

1 Import MJO / LTO / RJO File
2

3 .

4 Choose and Import File

6 You have |m
o] [

9

10

- A warning pop-up will be displayed to inform that any data currently held in the
tool will be replaced. Click ‘ok’ if ready to continue

- The file selector will now be visible, search and identify the MJO, RJO, or LTO file
that you wish to update with any reads or site visit information procured. Click
‘Open’

- The data from the file will now be visible in the ‘Imported file’ tab and a message
will be displayed stating the importis complete. Click ‘OK’.
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File RTY01.PN000063.MJO was imported.
Contact Reference Number MPRN Meter Serial Number Address Post Code Access Instructions  Meter Location Corrector Serlol Number  Met
30124267 200017 FLIZY 3, ab, 12, 12. abe, CONISCLFFE ROAD, bab, 123, abs, DARLINGTON. OU  DL3TRG 1306017201 UK 1234
30124268 204007 FLIZ3 3, 8b. 12, 12. abe, CONISCLFFE ROAD, bab, 123, abs, DARLINGTON, DU DL37RG 1306017201 K 1234
30124269 2103 A1 3, ab. 12. 12. abe, CONISCLFFE ROAD, bab, 123, aba DARLINGTON. DU DL37RG 1306317201 K 1234
30124270 251036 FL123 35, ab. 12, 12 abc. CONISCLFFE ROAD, bab, 123, aba DARUNGTON. DU DL37RG 1306017201 K 1234
30124271 251000 FL123 38, 3b, 12. 12. abe, CONISCUFFE ROAD, bab, 123, aba DARUINGTON.OU  DI3RG 1306017201 Nk 1234
20124272 251039 FLIZ) 30,3, 12, 12. abc, CONISCUFFE ROAD, bab, 123, aba, DARLINGTON DU DLI7RG 1306017201 UK 124
130124273 204020 FLI2) 30, ab, 12, 12 abc, CONISCUFFE ROAD, bab, 123, aba, DARUNGTON. U DL37RG 1306017201 UK 123
30126274 204011 FLIZY 3, ab, 12, 12. sbe, CONISCUFFE ROAD, bab, 123, aba, DARUNGTON. DU DL37RG 1306017201 UNK 1234
20124275 251034 FLI2Y 38, 3b, 12, 12, sbc, COMISCLFFE ROAD, bab, 123, aba, 0U D3RG 1306017201 UK 124
20126276 251038 FLIZ 38, ab, 12, 12, abc. COMISCUFFE ROAD, bab, 123, aba, DARUNGTON, U L3 7RG 1306017201 Uik 124
30124277 204005 FL12) 38, 8b, 12, 12, abe, CONISCLFFE ROAD, bab, 123, abs, DARLINGTON, r 1234
0124278 2004 FLI2Y 30, ab, 12, 12, abe, E ROAD, bab, 123, aba, DARUNGTON, ik 1234
0124279 204015 FL12) 30,3, 12, 12 abe, CONISCLFFE ROAD, bab, 123, aba, | 1234
130124280 251042 L1 30, ab, 12. 12 abc, CONISCUFFE ROAD, bab, 123, aba, DARUNGTON.| impcrt compiete K 124
0124281 251044 FLI2Y 30, ab, 12, 12, abe. COMISCUFFE ROAD, bab, 123, aba, DARUINGTON,| K 124
0124282 251045 FLI23 30,3, 12. 12 abe, COMISCUFFE ROAD, bab, 123, aba, DARUNGTON,| Please input your upcates and then cick the  INK 1234
20120283 251046 FLIZ 30_8b_12. 12, abe, CONISCLFFE ROAD, bab, 123, aba, DARUNGTON,| Export s button on the Sattab K 124
30124284 251043 FLIZ 3, ab, 12, 12. abe, CONISCUFFE ROAD, bab, 123, aba. DARLINGTON,| 1234
30124285 21047 FLIZ 38, b 12. 12, abe, CONISCUFFE ROAD, bab, 123, aba, DARLINGTON,| 1234
30124286 25108 FLIZ3 36, ab. 12, 12, abe. CONISCLFFE ROAD, bab, 123. aba, DARUNGTON | 1234
30124267 251041 FL123 38,3, 12. 12, abc. CONISCLFFE ROAD, bab, 123. aba. DARLINGTON,| 124
30124288 251049 FLI23 30, ab, 12, 12. abe, CONISCLFFE ROAD, bab, 123, aba, DARLINGTON ‘sns—-rumarn 1234
30124250 251050 FL123 30_ab, 12, 12 abc, CONISCUFFE ROAD, bab, 123, aba, DARLINGTON, U DLI 7RG Y8062l ik 1234
130124374 123003 FL123 38, ab, 12, 12, 3bc, COMISCUFFE ROAD, bab, 121, aba, DARUNGTON.0U  DLI7RG 1306017201 UK 124
st | imported File | File Crestor @® T ————

- ldentify the contacts for which there is information that can be updated, highlight
and select to copy each of these rows

- Inthe ‘File creator’ tab click the ‘Clear existing data’, and from the ‘Select a file type
to create’ drop-down in cell B3, select the type of file being created.

[CHLE Watond e LRS! L

- .:_n.‘.wi.,.“;”ﬁ.. B —

Click Expost bution Expon File I

ML File Fomal,

- Paste in the data copied from the ‘Imported file’ tab
- The data pasted in should not be altered in any way and is greyed out

RTY.

[CMS Upload file creator, !

- Theinformation procured from the site visit can now be populated
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|Meter reading [Gormetted reading [Time of read |Meter serial number read |Make Model

- Ensure that all mandatory fields have been populated (see file format information)

{Frtas reading Cunrected 1vading [ne. 1 Time of vead [Metes s otial number read Mudel Cumments group € cmments ¥isin 2 Visit 3
T £} £

fher s

et -

: [y i i
) iz

T

- When completed, click the ‘Export file’ button
- A pop-up will open and from here you can select where the file will be stored.

CMS Upload file creator MRA Short code: RTY
"
1. Selectafile type to create: Ml Standard MRA Return file Clear existing data |
|
2. Paste correctly formatted data starting in Row 14
File type Next Sequence number
3. Click Export button Exp LTI Browse for Folder x|
Rl
MJI File Format File Formats for publishing P S—
FOM
Contact reference number Meter serial number Generic workflow
W P s
TRERT - X
i KMI
Legacy
Mus
v Must Reads MUR
BAT .

= Cancel

- Click ‘Ok’. A pop-up will appear stating ‘Export complete’ with the area stored and
filename created.

Export Complete

‘Your Data has been exported to C:\Users\richard.cresswell\OneDrive - Correla
Limited\CMS Re platforming\Must Reads
MUR\Workarounds\RTY01.PNOOOOOT.MII
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Step 3: Uploading the File

’

- Inthe CMS homepage, click ‘MUR gueues

Hi, RTY!
What would you like to do today?

Select from one of the options below

‘Work queues MUR queues File tracking

View contacts in both organisation and personal work queues View MUR contacts in MRA, organisation or personal work queucy Track contact uploading files for validation status and upload results

Q Advanced search Help and support

Search for contacts with advanced filter criteria View various guidance documents and links to helpful information

- From the ‘Actions’ area of the page, click the ‘Upload’ drop-down

xoserve Input CRN ond press “Enter” o seard Organisation: ‘ (@) rvma- ‘ I ‘ Menu —

RTY (RTY)

Home > Here

MUR queues

MRA queue My queue

Actions
Filter queue list Reset filter options.

[gmg lMewmmmmm& gl [paumu,g

1'n0ad ~

Upload Ml

Queue list Upload LTI

@ swpeER oaTEL06eED 5 s orc quenE @ FauTFLAG OATE UPDATE PROVIDED

- The ‘Upload file’ pop-up will appear

Upload file X

Please upload a Mll file of maximum 15 MB exported from MUR File
Processing Tool v4.

Drag your file or click here to upload
Maximum file size: 15 MB

- Drag and drop the file or click the grey box which will open the file selector, and the
file can be chosen — when chosen, click ‘Open’
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- Click ‘Upload’

Upload file X

Please upload a Ml file of maximum 15 MEB exported from MUR File
Processing Tool v4.

[ RTYOLPN123456.MJI b4

Bacl Upload

- The ‘File tracking’ page will now be opened
- Inthe file list, the uploaded file will be visible at the top, and the ‘Validation status’
column will show as ‘In progress’

File tracking

& hak) aro b vl lsase o the page o check s st validaiom eogescs

Filter file list ez ey

LT

oLz

LT

=
o
L A

LR

- Click the refresh button and when the upload has completed the ‘Validation status’
will show as ‘Completed’

Homg  Here

File tracking

5 filats) are bang validated Ploass reload the page to check the atest validation pragress.

Filter file list Beaes iy
o) | Bl
File list
| =
" a : -

o The ‘Total records’ column will display the number of records contained in
the file
o The ‘Accepted records’ column will display the number of records accepted
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o The ‘Rejected records’ column will display the number of any records that

were rejected.
o If any have been rejected, a ‘Download error log’ button will appear in the

‘Actions’ column.

If you move off this page before the validations have completed a notification will
be received when the uploading is complete

xoserve Input CRN andl press "Enter o search Organisation (@) vma-
e e RTY (RTY) =%
Notifications
Hi, RTY!
. 2 All Unread
What would you like to do today? st 1202 A
The validation of RTYO1 PN123456 MJI
.
. has completed. Result: O record(s)
Select from one of the options below e y
07/02/24 13:15
Work queues [ MUR queues File tracking The validation of RTYOL PN200002.MII
= B (2 ® as completed. Result: O record(s)
View contacts in both organisation and personal work queues View MUR contacts in MRA, organisation or personal work quaues Track contact upload|  accepted. & record(s) rejected. s

Back in the File tracking view you can click on the ‘Download error log’ button and a
file with the detail as to why any records were rejected will be available

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
Elrj E?{“ i Calibri ~ N AN == IEI '5‘7 = EP_} Wrap Text General ~ ﬁ
[A Copy ~ -
Paste : = = = | = = | = - Conditio
B I U~ e A | === = 3= | FH . = 0 .00
- 5 Format Painter - — - - — = MRt L ’6 > i o Formattir
Clipboard ] Font ] Alignment ] Mumber ]
F4 - | F A
A | B C | D | E | [F | G
1 |Rejected records for RTY0L.PNO12346.MJI
2 |Total records in MJI file: 7
3 |Rejected records in MJI file: 1
a :I
3 |Row Rejection reason CRM MPRN
6 | 5 Duplicate CRN with row 6 30124267 204017
7 6 Duplicate CRN with row 5 30124267 204017
8 | 7 Duplicate CRN with row 5 30124267 204017
9 | 8 Contact reference number cannot be blank.
10

Using this information, a new file can be created with the necessary amendments to
ensure successful record updating using the same methods as above
Any records which are successfully uploaded will then move to the next stage in the

process.
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