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E-BILLING REQUEST
The Telecom, DataNet, and Miscellaneous Computer Services billing

Overview information will now be available on-line via the internet. The process is
called Electronic Bill Processing (E-Billing), which is accessible according to
the information provided. View the bill with all of the production reports and
files on the GTA E-Billing web site at http://ebill.gagta.com

To Request In orde_r to receive a new R_ec_ipient U_ser I.D and password, send the
an e-billing followmg information to E;llllng Services:

Recipient Contact “Billing Services “at (404) 656-2674.

User ID
e Name
e Street Address / Post Office Box
e City
e Zip Code
e Telephone Number
e E-Mail Address
e Job Title
e Customer Administrator Name and Phone Number
e Bill To Customer Name and Bill To Customer Number
e Email: Billingservices@gta.ga.gov

Additional Other questions, please address all questions as described in the table below:

help...

IF YOU HAVE ... THEN CONTACT ...
General questions on GTA Billing Office
e system function or (404) 656-2674

e navigating the system Toll Free (877) 207-2116

Specific questions about Contact Billing Services at (404) 656-2674

Billing information 47 Trinity Avenue Suite 300

displayed Atlanta, GA 30334-9010

Recipient User-Id and Billing Services at (404-656-2674) OR
Password problem Your Agency Account Manager.
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Instructions for Access to Reports & Files

Introduction

Information Systems is pleased to present a new service for providing electronic storage and presentation of
customer billing for these services: telecommunications, computer services, and data network. This new
service provides secure electronic storage, web search, and the additional capability of downloading of
customer telecommunications bills, called E-Bill’s, directly from a secure web site. Using an INTERNET
web-hosting contract with MOBIUS, this convenient customer service is provided to customers at no
additional charge.

Note: These instructions will give information on how to access reports for the current and past Fiscal
Years. The instructions will also provide information on downloading of files and downloading of reports
for the current Fiscal Year. Immediate access of reports will be available for the last 13 months of data
before the report will be archived. Retrieving the data from an archived file will take longer to access but
the availability of the data is still there. The data will remain available for 4 years via this archive facility
before it is deleted from the system.

Business Purpose

To view the monthly customer reports, the ability to print the reports, and the ability to download reports
and/or files. There is a “User Instruction Manual” that will provide examples and steps to assist customers
in all aspects of managing, searching, downloading and printing the reports electronically.

Viewing E-Billing Web Site Using Microsoft Internet Explorer

View customer E-Bill’s on the Electronic Billing web site using Microsoft Internet Explorer 5.0 or higher.
Version 5.0 for Microsoft Explorer is the minimum for viewing the electronic bills on the web site. This
browser is the recommended browser for the E-Billing web site. Other browsers may be used but these
browsers may not display the same, so please be aware of this.

Downloading of reports or files via E-Billing Web Site

In order to download any of the files or reports from the Web Site, the WinZip software will be necessary
for this download capability. These reports/files will be downloaded in a Zip format. Once the report/file
has been downloaded, unzip the report/file in order to view the data. Please contact the “Agency
Administrator” at your agency about procuring the WinZip software.

Viewing the E-Billing Instruction Document on the Web Site

e Inorder to view the E-Billing instruction document, Adobe Acrobat Reader will be necessary. There
is an ICON on the E-Billing web site to download this free software or find the Adobe web site for
downloading the Reader. Adobe Acrobat Reader is free software.

e Requirements:

Adobe Acrobat Reader (for access to User Instruction document)

WinZip software (for downloading files and reports)

Internet Browser (preferably Internet Explorer 5.0 or higher)

Spreadsheet software (examples in this document will reference Microsoft Excel)
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Accessing the E-Billing Web Site

As one of the E-Billing customers, the following information explains the access levels for this web site.
To read the secured billing data, a valid E-Billing Recipient User ID and Password is necessary. Please
contact the appropriate person depending on security access level necessary.

Access Levels (3 levels of security access):

1)

2)

3)

“Internal” Access

The system allows a user to view all customers reports (all Bill To’s and the related Ship To
information). Also, research information for any Bill To or Ship To customer, review password
information for any customer; download reports/files for any Bill To or Ship To customer.

If “Internal Access” and a Recipient User-1D and password have not been provided,
please contact Billing Services at (404) 656-2674 or 7105 or email
Billingservices@gta.ga.gov.
In order to get “Internal Access”, the following will be necessary:

1) Approval from your supervisor,

2) Approval from Billing Services, and

3) The Request Information on the E-Billing web site must be provided with

Supervisor’s approval (Refer to “New User I1.D.” button on web site).

“Bill To” Customer Access

The system allows a user to view a specific Bill To with the related Ship To customer information.
Also, research passwords at the Bill To level for each of the related Ship To customers and be able
to download the monthly billing reports/files.

If “Bill-To Access” and a Recipient User-1D and password has not been provided, please
contact the following personnel.

Toll Free Number (877) 207-2116 OR

Billing Services at (404) 656-2674 or email Billingservices@gta.ga.gov.

Your Agency Account Manager

“Ship To” Customer Access
The system allows a user to view only Ship To customer information for all reports related to their
specific Ship To customer number. Each Ship To will have a unique Recipient User-ld/password.

If a Recipient User-1D and password has not been provided, contact the “Agency Security
Administrator” personnel for security access. The Agency Security Administrator or
telecom coordinator for each customer site will be able to research the security in order to
give a valid user-id and password.

Agency Security Administrator:

If a new Ship To was recently created and no Recipient User-id and Password has been
provided. Remember that until charges are incurred, the system will not issue a password
or ID. If it has been more than 90 days without a password assigned, please contact
Billing Services at (404) 656-2674 or contact your Agency Account Manager.
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Logging into the E-Billing Web Site

1. Access web site using an Internet Browser

Double-click on
Internet Explorer to
open an Internet

browser.
iRstart| B SessT - | B Groupwis. | &]Geogia D.. | B Mivrosott . | 58 sesion -.| G5creerfii. | [N § MEASEEW 421 P4
Figure 1-Windows desktop — typical State of Georgia screen
2. Access the E-Billing web site directly, enter the following information: http://ebill@gagta.com
See the E-Billing web site screen below (see figure 2).
E-Billing WEB SITE
3 The G4 Elactronic Reporting System - Microsolt Intemet Explo =l= x|
Bl G ew Faorss Dok peb r
I T PR ey | T i - . o
e B
Cocgle G o2 G B - REe e 1 oo Sproay | Foed s yam e > J settrepe
]
Seansin c >
Teshnsiogy »Eontaet iy
Electronic
Reporting System [=Hueii . .
s e ot s o e g < Recipient User-id
| 4—_
nd Passwor
. S and Password
[ Cinge rommo
ISQiInIh\lw[D.
s
L |

10 Troewd

Figure 2- E-Billing web site
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3. At the E-Billing web site, enter an assigned Recipient User-1D and Password in the boxes on the
right side of the screen as shown above in figure 2.

Recipient User-1D.
Enter the Recipient User-Id (one that was assigned)
Use the Tab key to get to the “Password” box.
Password
Enter password (an initial system generated password will be assigned)
Use the Tab key to get to the “Sign In” box
Press the Enter key.
OR
Use the mouse

Click on the “Sign In” box

Once the Recipient User-1D and PASSWORD are confirmed, the Report Selection Page will
display with a list of reports.

4. Change Password

An initial password will be assigned for each Recipient User-id. Please change the initial password
to a unique password that would be easy for the assigned group/person to remember. Passwords
must be changed every 60 days or the password will be automatically changed on the 61* day as a
security issue.

If a new Ship To has recently been assigned, a Recipient User-id and an initial Password will be
automatically generated after the monthly billing process. It will be the responsibility of the
agency to change this initial password. It will also be the responsibility of the agency to give out
this initial recipient user-id and password to the appropriate user. If for some reason no initial
recipient user-id has been assigned, please contact Billing Services.

Passwords are changed in a batch process that runs every evening. On the day that a request is
made to change the password, the old password must be used. On the next business day, the new
password will be effective.

Please see “Changing Password” section for detailed instructions on
changing a password.
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Selecting and Viewing the Reports

Report Selection Page (Initial Screen)

The Report Selection Page is the first screen that is displayed on the E-Billing web site. The system will
display a list of all Billing reports that are available for viewing and files that can be downloaded. This
screen will be different depending on the access level of the Recipient User-1d. In addition, depending on
the access level, specific reports and files will be displayed.

Note:  When logging into the system, if the List of Reports screen is not displayed, please try logging in

again. Press “X” and sign in again.

The “List of Reports” will be displayed in a pop-up window. Each report or file will have a Report Id in
front of the Name of the report/file (Example = DB000400 Telecom Call Detail). Please verify that popup
blocker is enabled.

For maximizing the screen:
Click on the box in upper right corner of the screen — middle box in order to display as full screen
on the PC.

Report Selection Page - List of Billing Reports

Click here to maximize

3 The GTA Electronic Billing Service - Microsoft Intemet Explorer =l=]x|
[le Edit Yiew Fgeorites Tooks Hep F
Qus - © - [ & G Power
Saarch the Web | =| Eco |Lirks ™
T S et © e ) e .
Coogle| G- x|tai e DB - RS+ @« | {F bookmarks= |2 Popups okay | W chadk = 4 - » ) Sattngs= X
Sl screen to full view
Ghosesnco (middle box).
B srsaon01s vEar T pave cHance
B srsaon011 rro Fores TmTCER
BISS00041Z IEM HSH MASS STORAGE LOAD ERROR REPORT
B¥R) 515a000414 CHARGE CODE SUMMARY RECAP
B¥R) 5159000415 TAPE ZIBRARY LOAD ERROR REFORT
B¥f 5152000417 2257 OF PROVECTS
E¥f) n1sa000418 aNISYS DATR USAGE LOAD ERROR REFORT
E¥f\ n1sa000420 SHF INTERFACE RECAP REPORT
B¥f\ 150000421 ZMPLOYEE TIME REFORT
B¥f\ n1sa0004zz PROSECT TIME REPORT
E¥f\n1sa000423 PRE ATLL CHARGE CODE CUSTOMER RECAF
]bone B 1@ Trusted shns

Figure 3 - (List of Billing Reports)

Access to view reports, print reports, download reports, and download files will depend on the Recipient
User-1d’s security.

List of Reports are grouped as follows:
INFOSTAT Report = Recipient Userid & Password report

DB000200 — DB000600 reports
DB000800 — DB001300 files
DB002000 — DB003200 reports
DB100200 — DB101300 reports/files

Updated November 2007

Current Fiscal Year Reports
Current Fiscal Year Download Files
FY2000 Reports

FY2001 Reports and Files
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Additional reports —
In order to display all of the reports
e Scroll to bottom of the screen
e Click on the Blue arrow at the bottom of the screen for the complete list of reports to be
displayed.

Fie Edit Yiew Favorites Tools Help
= : | 2 | B
Back Eorard Stop Refresh  Home Search  Favortes  History b ail Edif Realcom
Addiess [£] hltp.//=bill gagta.com/ddint/bin/ddicgi.exe =] o ||Links 7|
e >:, = E
Gtuesz < ITHSIDBOODZO0  TELECOM SUMMARY =]
© Find al= EEro00s00  rELECOM TNVOTCES
© Findag B peo00e00  rELECOM CArz DETATC
o Find a BRI ppoonso0  coMPUTER SERVICES DIRECT BILLABLES REFPORT
O Previoy EEpeo00510  cOMPUTER SERVICES DATA PROCESSING SERVICES REPORT
© Findag B pso00520  cOMPUTER SERVICES DATA PROCESSING YTD REPORT
Mo EEipeo00s00  paTa NETWORE INVOICES
Find a B veoo0s00  powroap TELECOM CALL DETATE FILE
‘é;i B pso00s00  powemoan TELECOM LINES FILE
containing: EEipso01000  powRTOAD SUMMARY BILIING FIZE
EEipp001100 POWNLOAD RECURRING CHARGES FILE
Brought EEipro01200 pOWTOAD BILIING ADJUSTMENTS FILE
EW“ s EEirso01300  powrmoAr IMVOICE TOTALS FILE
MEN = B vro0z000  FY2000 COMPUTER SERVICES INVOICE
Click on Blue B B vro0z050  FY2000 COMPUTER SERVICES ¥TD
Eiveo03000  FY2000 TELECOM EXPENDITURE SUMMARY
Arrow B veo0s200  FY2000 TELECOM YEAR-TO-DATE
ERve100200  Fyzoor TELECOM sumaRy
A EErs100500  Fyzo0r TELECOM DNVOICES ||
[ [ [ intemet

Figure 4 - (List of Billing Reports)

List of additional reports/files:

saft Internct Expl

SR | - =
Back o Stop Refresh  Home Seach Favortes  History Mail Print i Realcom
Addiess [&] hitp./ebill gagta.com/ddint/bin/ddicgi exe =] @60 ||Liks >
Search x|l5 E
: 33
Q{_‘NEVVV £ ITHSIDEODZOSO  FYZO000 COMPUTER SERVICES ¥TD =
* Findaz BEvro0s0on  Fyz000 TELECOM EXPENDITURE SUMMARY
© Finda BBvroozzon  F¥z000 TELECOM ¥EAR-TO-DATE
C Findat BRivri00200  Fyzoo: TELECOM SumMARY
© Previoy E¥3vri00300  Fyzec: TELECOM TNVOICES
€ Findar B pp100a00  Fyzoo: TELECOM CAIL DETAIL
Hore.. BBvr100500  Fy2001 COMPUTER SERVICES DIRECT BILLABLES REEORT
Find a BEIvr100510  F¥2001 COMPUTER SERVICES DATA PROCESSING SERVICES REPORT
‘;fg‘; ERIvr100520  F¥2001 COMPETER SERVICES DATA PROCESSING YTD REPORT
containing BERvsi00600  Fyzoc: DATA NETWORE INVOICES
B 05100710 FYz001 COURTER INVOICES
Brought BRpp100720  F¥2001 MATL SERVICES INVOICES
Ew“ S BEor100730  Fyz00: MOTOR VERICLE TNVOTCES
MSN BBvr1007a0  F¥z00: RAPID COPY TNVOICES
R BRivri00500  F¥200: DOWNLOAD TELECOM CALT DETATL FILE
B¥2vri00000  Fyzoci DOWMLOAD TELECOM LINES FILE
000 ] ERpp101000  F¥2001 DOWNLOAD SUMMARY BILLING FILE
= BBor101100  Fy2001 DOWNLOAD RECURRING CHARGES FILE
Altghts - BEvr101200  F¥200: DOWNLOAD EILLING ADJUSTMENTS FILE
i I i Lrl ERvr101300  F¥200: DOWNLOAD INVOICE TOTALS FILE -
[&] Done || |4 intemet

Figure 5 - (Addtl List of Billing Reports)
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Instructions for Viewing Reports:

1. Buttons at the top of the screen for viewing list of reports

| Fle Edt View Fa T
e L9 0 D o Q@6 8 B 8 0 D
Back Fanward Stop  Refresh  Home Gearch Favortes  History Mail Pririk Edt  Realcom
| Adress IQ hitp://ehill gagta com/ddiint/bin/ddicgi.exe x| @8 |J Links */
Search x| Py
Open / (ﬁ Hﬁmisinfu =
/ o) Finda | .Heport
Locate /  Findal Bl 1urosTaT RECIPIENT TWFORMATION
€ Prevind BB pson0zon  TELECON SmMMARY
Help € Finda BB pzoo0s00  TELEcoM TVOTCES
Mors.. | MR ppoo0ann  TELECON cArL DETATL
= B3 05000500 coMPUTER SERVICES DIRECT SILLABLES REEORT
C\'j‘:ba B2 pz000510  COMPUTER SERVICES DATA FROCESSING SERVICES REPORT
page MR ps000sz0  COMPUTER SERVICES DATA PROCESSING ¥TD REPORT
conlaining. BB os000s00  pava sEmmoRk TAVOICES
B2 ps0o0s00  powemoAD TELECOM CALL DETATL FILE
tBD'iL;ﬂht B op000s00  pomToAD TELECOM LINES FILE
by 5 BB 5001000 pomemoap svMARY BIZLING FILE
E"esa'fch MR 08001100 DORNLOAD RECURRING CHARGES FILE
BB ps001200  DORNLOAD BILLING ADJUSTMENTS FILE
BB os001500  pommoap mvoIcE ToTALS FIZE
C MR pe00z000  FY2000 COMPUTER SERVICES INVOICE =
Compration BB pso0z0s0  FYzo0o COMPUTER SERVICES YTD
Alnghts Ty BB 05003000 FYzo00 TELECOM EXPENDITURE SUDMARY
A0 T Blsrwrormm__ e ssrzam o o v =
@] Done !_:_ig Intemet

Open (Open areport)

Figure 6 - List of Billing Reports — displaying boxes with their use

Click on Open, then the first report for the first customer will display.

Internal access, the first report for the first customer will display.

Bill To customer access, the first report for specific Bill To Number will
display.

ShipTo customer access, the first report for specific Ship To Number will
display. At the Ship To level, this report may be the only report. Ship To
access will not be able to download files.

Locate (Find specific information)

This item is very helpful to find a report faster than following the “drill down”
selection path. Enter all of the following information, with full or partial
information. Then click on Locate within the Locate box, and the report will be
displayed.

Help  (Online Help)

Updated November 2007

Report id (example = “DB000400”)
Version - month of report  (example = “04/01/2001”, or “04”)
Section — Customer Number (display 5 digit Bill To Number)

Bill To customer (example = 99099)

Ship To customer must enter the Bill To number, and Ship To
number for retrieval.
(Example = 99099 100666) Bill To / Ship To

Provided by software vendor.
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2. Selecting the report for viewing:
Review the list of reports; make a selection of the report for viewing.

Click on the Plus Sign (+) in front of the report for viewing and the months available for
That report will be displayed.

osolt Intemet Explorer
| Fie Edt Yiew Favories Took Hep |
G S E D
Back Fonnard! Stop Refresh  Home Search | Faworites  History tail Frirt Edit Real.com
Adhess [&] hitp:/ebil. gagla, com/ddint/bin/ddicgi.cve =] @oo HLmks @
Seaich X
ChNew > S
& Find a;l sim.lsinfo =
O Report
I ::j:: B 4 1iFOSTAT RECTETENT TNFORMATTON
€ Previod B psoo0z00  rECECONM SmMMARY
€ Findas B ppoo0so0  TECECOM DNMVOTCES
Moe, | BEpsno0400  TECECOM cATZ DETATL
— Bppn00500  COMPUTER SERVICES DIRECT BILLABLES REPORT
Q,";ba _/' BRIpsn00510  cOMPUTER SERVICES DATA PROCESSING SERVICES REPORT
P/ BB ppo00520  cOMPUTER SERVICES DATA PROCESSING ¥TD REPORT
-1 Eaniaining, BB ppoo0s00  DATA NETWORK INVOICES
/ - BEipsno0a00  pomemoan TELECOM GATL DETATL FILE
Click on (+) Sign Furiiﬂh‘ BEfRpeoonson  powzoan TELECOM LINES FILE
by 8§ BB 5001000 pomNZOAD SUMMARY EILLING FILE
g’fgch FEp5001100  DOWNTOAD RECURRING CHARGES FILE
BEps001200  pomLOAD BILLING ADJUSTMENTS FILE
BRippn01300  pomNLOAD THVOTCE TOTALS FILE
moo B2 ppo0z000  FYz000 COMPUTER SERVICES INVOICE [
Corporation B ppoo2050  FYz000 COMPUTER SERVICES YTD
iy _lLl BRpeoosoo0  FYz000 TELECON EXPENDITURE SUMMARY
] > B nrnnsonn  rvennn mereea vrap_mo_name |
&7 Dene [ @ ntemet

Figure 7 - (List of Reports/Files for viewing)

3. Selecting the month for viewing:

Click on the Plus Sign (+) in front of the Month for viewing that monthly report.
e For example: To view the Telecom Call Detail report for the month of April
Click on the plus sign (+) in front of “04/01/2001”
Then a list of customer numbers will be displayed for the selection.

Microsoft Internet Explorer

JElIe Edit  iew Favoites Tools Help ‘

e 2o @ [f @ G & - & 2
Back Fargzrd] Stop  Refresh  Home Search  Favortes  History Mail Print Edit  Realcom
| Agdress [@1 o /ebill szata com/drinin/dicgi eve =] @60 |[uinks >
Search X ﬁ
Gi Mew 7
' Find ﬂﬁ f‘ml131nfo =
© Finda EIEEa
£ g ai BBy rosTaT  RECIPIENT THFORMATTON
€ Previoy BB oeoonzon  rerEcoM summary
€ Frda; BB rsoonson  rELEcoM TRVOICES
Mo | BB reoonaon  TErECOM cATL DETATL
— ®R05/01/2001 12:00:00 AN Available
e |y @E05/01/2001 12:00:00 AN Available
Click on (+) Sign | _—— P @B 07/01/2001 12:00:00 AN Available
before Month lTL'a‘”‘”g MBipsoonson  coMpyTER SERVICES DIRECT ETTTABLES REPORT
BB reooosi0 cOMPUTER SERVICES DATA PROCESSING SERVICES REPORT
Fnr‘;‘;ﬂh‘ BB reo00sz0  cOMPUTER SERVICES DATA PROCESSING ¥TD REFORT
by 8§ BBosoonson  para wEmORY THVOICES
bs"s:#ch BB reoooson  powdT.oAD TELECOM CALL DETATL FILE
BB rso00o00  powNT.OAD TELECOM LINES FILE =
e BB 001000 powNT.OAD SUMMARY BILLING FILE
o B re001100  DOWNL.OAD RECURRING CHARGES FILE
Corporation. BB r001200  pOWNLOAD BILLING ADJUSTMENTS FILE
Ao B BB reoo1300  powNT.OAD INVOICE TOTALS FILE
‘ , F¥R nannznnn evenna rompimee cresrers pwores i
|@ Done | | |Q Internet

Updated November 2007 Page 11



Version

Internet Access to E-Billing

1.0

E-Bill Web Site

Figure 8 — Telecom Call Detail Report displaying current Billing Month’s

4. Selecting the customer number for viewing:

Click on the Plus Sign (+) in front of the Customer Number for viewing.
Display on the screen shows = Bill To customer number, Ship To customer number,
and old COCOA account number is displayed.

icrosoft Internet Explorer

J Eile Edt Wew Favoites Tooks ‘
&L= 0 [0 W H @ B & -2
Back Farard Stop  Refresh  Home Search Favortes  History il Frint Edit  Real.com
| Address [ ] hitp:tebill gagla com/ddink/bin/ ddicgi.exe 7] @G0 “ Links ™
Search x
Qﬂew & e
@ Find o~ BB ¢ INFOSTAT RECTPIENT INFORMATTON Bl
€ Findag BB psonozon  rELECOM SmMARY
€ Findat BBlpponozon  TELECOM INVOICES
' Frevioy BB 0s000400  TELECOM GALL DETAIL
€ Findag B 0s/01/2001 12:00:00 AN Availaple
More.. B 0s/01/2001 12:00:00 AN Available
- Blososs 110217 421 838 1200
Find 2 E
Web 28039 112080 611 959 401220500
page Blosngs 113012 444 965 ROUTER BT .
i cantaining _/' B
Click on Blue box /__PJ’ @95099 113072 892 969 892
28039 115107 833 959 8-3-7-HOM
next to Customer Biought
Numb o you Blosnss 113154 527 963 ROUTER DT
umber ﬁf‘SN B Blosnas 113197 251 963 4n1za030z
Search Blosnas 113198 251 963 4n1za0ioz
Blosngs 113195 251 969 2404105 B
Blosnss 113200 251 963 4n1za03nz
om0 = Blosngs 113202 251 963 401271050
Corporation Blososs 113203 251 989 401240410
Al rights - @
s 28039 113204 251 959 401271040
: ;fJ 2 E
& [ 4 Intemet

Figure 9 — Reports displaying Customer Numbers (Bill To’s/Ship To’s)

5. Report is displayed.

e Report is displayed in a pop-up window.
e  Click on the box in upper right corner to maximize report to full screen.

osoft Internet Explorer

08/03/01 STATE OF GEORGIA -]
GEORGIA TECHNOLOGY AUTHORITY
BILLED TO CUSTOMER 95099 SHIPPED TO NUMEER 113223
OLD COCOA ACCOUNT 251 963 251h
08 2001
TINE TYPE
BILLED accT OF CALL FROM OF TERMINATING  TER]
NUMBER Ho DATE CALL  DURATION NUNBER CALL NUNBER
478-445-0498 07-02-01  13:49 2.0 GIST 404-463-2622  ATL.
478-445-0498 2.0
478-345-0623 07-30-01  07:22 .0 GIST 404-657-8537 ATL.
478-445-0623 1.0 e
478-445-0767 07-09-01  13:22 1.0 GIST 912-751-1171  MACt
478-445-0767 07-10-01  12:00 1.0 GIST 912-751-1171 MACt
478-445-0767 07-10-01  15:15 1.0 GIST 912-751-1171 MACt
473-445-0767 07-17-01 05:37 1.0 GI3T 912-751-1171 Mace
478-445-0767 07-23-01 09:10 1.0 GIST 912-751-1171  MACt
478-445-0767 5.0
478-445-0768 07-03-01  09:07 1.0 GIST 912-751-1171  MACt
478-445-0768 07-20-01  16:30 1.0 GIST 912-751-1171 MACt
473-445-0765 07-23-01 05:59 1.0 GI3T 912-751-1171 Mace
478-445-0768 07-23-01 12153 1.0 GIST 912-751-1171  MACt
478-445-0768 4.0 =
1] | o
[Repont: DBOBOIOD Versiom: DBALA00L 12:00:00 AW [Seatan: 58009 113223 251969 2314 Page 1o 13 |
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Figure 10 — Call Detail Report
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Instructions for Viewing Reports with Bill-To Customer Access:

1. The only difference between Internal Access and Bill To Customer Access is that the List of

Reports will only display the reports for the specific Bill To. If there is no report for that Bill To

customer, then the report will display a message stated that the “Requested List is Empty”.

Click on Plus Sign (+) before Report Id.
Click on Plus Sign (+) before Selected Month.

4. Then only the Bill To Customer Number will be displayed in the drop down list as shown below.

Click on blue
box by Bill To
Customer Nbr

a The GTA Electronic Billing Service - Microsoft Internet Explorer

J File Edit VWiew Favortes Tools Help

J@.@.oﬁw

Q@ & 3| 8 0§ 9

Back Forard Stop  Refresh  Home Search Favortes  Historp Mail Print Edl Real.com
| Adhess [ g /et gagta com/chrtbin/dicg sve x| @8 “Lmks &
Search X |= E
. all2]
(t New 7
5 Iﬁ“mlsinfn 1=
& Find aﬂ
O Findaf .Repnrt
€ Findal MRy rosTAT  RECTPIENT INFORMATION
€ Fievio, BBzoo0z00  rezEcos sumsary
i BR00/01/2001 12:00:00 a Availaple
Mae. [ Blss0os cEoRcIA TECHNGLOGT AUTHO
®306/01/2001 12:00:00 X Avazlable
mia ®307/01/2000 12:00:00 M Availaple
page M3 pp000300  rerEcow mvozess
containing MR ps000e0n  TELECOM eArL pETATL
M3 pso00s0n  coMpyTER SERVICES DIRECT BILLABLES REPORT
Brought
lo’?ﬂ‘ﬂ M3 ps000s10  cOMPUTER SERVICES DATA FROCESSING SERVICES REDORT
EAySN 8 MAvso00sz0  coMpuTER SERVICES DATA PROCESSING YTD REEORT
Soatch M3 proo0s0n  para wETEORE TNVOICES _
MR psoo0s00  pomoAD TELECOM CALL DETAIL FILE
M3 pr000o00  pomvLoAn TELECON LINES FILE
o0 MBps001000  pomoAD SmMNARY EILIING FILE
Microsoft
Eomoration [M3ps001000  DOWNLOAD RECURRING CHARGES FILE
Alghts M3pr001200  DoWNLOAD BILLING ADJUSTMENTS FILE
Ei & MBlnsnniann  nomaan smmres marar s e s B
‘a Done | | |Q Internst

Figurell — Bill To Customer access display of Telecom Summary reports
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Instructions for Viewing Reports with Ship-To Customer Access:

1. The difference between Bill To Customer access and Ship To Customer access is that the List of
Reports will only display the reports for the Ship To access level.

Some reports are at the Bill To level and these reports will not be displayed.

Only specific Ship To report will be displayed.

7 The GTA Electronic Billing Service - Microsoft Internet Explorer

File Edit ¥iew Favoites Tools Help |ﬁ

- =,
.2 0 [0 o a5 a4 B 8 @ 2
Back  fowed  Slop  Refesh  Home || Semch Fawoites Hitow | Mal Pt Edf  Realeom
| Address [@] it /il gagha.com ddint/biny ddic i e =] @6 H Links >
Seach X 5
SN
Chllew
@ Findaa]| Smisinto
O Finday Report
© Findat BBrso00s00  TEzECOM INVOIcES
[} Previoy B@DBDDDQDD TELECOM CALL DETAIL
O Findaf BEDBDDDEDD COMPUTER SERVICES DIRECT BITLLABLES REPORT
Mot BR0s000600  PATA NETWORK INVOICES
B%DBDDSIDD FyYz000 TELECOM TNVOTCES
Find a
Web
page
containing
|
Brought
to pou
by
MSM
Search
E2000 -
Mfcrosoft
Corparation
A rights B
1-“ : »
& [ @ ntemet

Figure 12 - Ship To access List of Reports
2. Click on Plus Sign (+) before Report Id.
Click on Plus Sign (+) before Selected Month.

4. Only the Ship To Customer Number that was used for logging in will be displayed in the drop down
list as shown below.

Click on Ship To
Customer Nbr

|

'l The GTA Electronic Billing Service - Microsoft Internet Explorer

Fle Edt Yiew Favoites Taok Help |
. = =
s .= 00 [3 a @5 @ B &8 o 2
Back  Fuped Stop  FAeflesh Home || Semch Favorles Histoy | Mal  Pint  Cdi  FAealeom
Address [&] hitp:/ebill gagta.com/ddiint/bin/deicgi e =] @5 H Links */
Seach X 5
Bl &2
Ghtew
& Findaa]| Shuisints
O Finda; Report
© Find ot E¥®ppoonso0  rELECOM INvoIcES
& Praviod B 00,01/2001 12:00:00 AM Availavle
| € fe——WPE 55095 114090 aTLANTA REGTOMAL
Mote.. @ 0s,01/2001 12:00:00 A1 Available
07/01/2001 12:00:00 AM Available
BRov/01/ i
finda B ppoonao0  rELECOM CALL DETAIL
page B ppooos00  coMPUTER SERVICES DIRECT BILLABLES REPORT
cohtaining: El%
DEOODGO0  DATA NETWORK INVOICES
B¥Rproosi00  Fyzo00 TELECOM THVOTCES
Brought
o you
by
MSN
Search

2000 =

Mcrosoft
Corporation.

s
T

[&] Dene

[ [ 8 intemet

Figure 13- Ship To C customer Access

5. Click on the above Ship To, the report will be displayed.
Display of Ship To - the Bill To customer number will always be displayed first, followed by the
Ship To customer number as shown above.
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Navigating Within the Report

Report Criteria:

The following report criteria will assist in navigating within the report (Prev Page, Next Page, Print,
Download Rpt, Search, Search again, Help, Exit). These items are buttons on the report screen in order to
navigate within the report.

Previous Page
Next Page

Print

Download Report
Search

Search again

Exit

Prev Page

Next Page

A\

Print

AN

«

Download repof

\

Searc|

Search again

N

Hel
Exit

Displays the previous page of the report.

Displays the next page of the report.

Prints to local printer.

Downloads the report being viewed or file being viewed.

Find specific information within the report.

Retrieve the next entry of the specific information within the report.
Exit the report.

Upper right corner, to exit the system.
This selection will go back to the initial scree

Online Help provided by software vendor.

/3 hitp: 2/ebill.gagta.com/ddrint/bin/ddicgi.exe - Microsoft Internet Explorer

&)

08/03/ STATE ©OF GEORGIA =
GEORGIA TECHNOLOGY AUTHORITY
BILLED TO CUSTOMER 95099 SHIPPED TO NUMEER 113223
OLD COCOAL ACCOUNT 251 989 251A
og / 2001
TIME TYPE
OF CALL FROM OF TERMINATING TER]
DATE CALL DURATICON NUNEEE CALL NUMEEE

478-445-0495 07-0z-01 13:49 2.0 GIST 404-463-2622  LTL.
478-445-0498 2.0
478-445-0623 07-30-01 07:22 1.0 GIST 404-657-8537 ATL.
4758-445-0623 1.0 o
475-445-0767 07-09-01 13:22 1.0 GIST 912-751-1171 MACt
476-445-0767 07-10-01 1Z:00 1.0 GIST 912-751-1171 HMACE
4758-445-0767 07-10-01 15:15 1.0 GIST 912-751-1171 MACt
475-445-0767 07-17-01 08:37 1.0 GIST 912-751-1171 MACE
4756-445-0767 07-23-01 095:;10 1.0 GIST 912-751-1171 MAC:
476-445-0767 5.0
478-445-0768 07-03-01 09:07 1.0 GIST 912-751-1171 MACE
4756-445-0768 07-z0-01 16:30 1.0 GIST 912-751-1171 MACt
478-445-0768 07-23-01 085:59 1.0 GIST 912-751-1171 MACE
478-445-0768 07-23-01 12:53 1.0 GIST 912-751-1171 MACt
478-445-0768 4.0

o

< |

Wersiop: 02/01/2001 12:00:00 ARL

[Repert: EOIDI0O [ secticn: pa099 113223 251 969 2514 Puge 1of 13 |

Updated November 2007

Figure 14 — Buttons within a Report
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Paging Through the Report:

Previous Page Displays the previous page of the report.
e If this is a ONE-page customer report, or
If this is the only report in the list of reports, or
If this report is the 1st report in the list of reports,
Then there is “NO” previous page. When clicking on the “Previous Page”
button, nothing will happen.
e If there are multiple reports displayed and this report is not the 1% report,
Then the previous page will display for this report.
o Refer to bottom right for number of pages on this report.
e If the report is on page 1, and Previous Page is clicked, then the
previous Ship To customer number will display for this report.
e  Watch specific Ship To customer number that is being referenced when
paging through the reports.

Next Page Displays the next page of the report.
e If this is a ONE-page customer report, and this is the only report in the list
of reports, or
If this report is the last report in the list of reports,
Then there is “NO” next page. When clicking on the “Next Page” button,
nothing will happen.
o If there are multiple reports displayed, or
If there is one report with multiple pages,
Then the next page will display of this report.
e Ifthisisthe LAST page of the report with multiple reports,
Then the next page of the next customer of this report will be displayed.
o Refer to bottom right for number of pages on this report.
o If the report is on the last page, and Next Page is clicked, then the next
Ship To customer number will display for this report.
e  Watch specific Ship To customer number that is being referenced when
paging through the reports.

Example of multiple reports: DB000400 Call Detail
1170172001 12:00:00 AM Available
99099 101222 100 990 TELECOM
99099 102545 100 990 PHONE CAR
99099 108654 100 990 ATL ARMOR

gi.exe - Microsoft Internet Explorer

<
os 03701 STATE OF GEORGIA -
GEORGIA TECHNOLOGY AUTHORITY

BILLED TO CUSTOMER 98095 SHIPPED TO NUMBER 113223
P P OLD COCOL ACCOUNT 251 968 2514
rev age 0s / zoo1
TINE TYPE

Next Page BILLED ACCT oF CALL FROM oF TERMINATING  TERI

NUMEER NO DATE caLL DURATION NUMEER CALL NUMBER
475-445-0498 07-02-01 13:48 z.0 GIST 404-463-2622  ATL.
478-445-0498 z.0

476-445-0623 07-30-01 07:22 GIST 404-657-8537 ATL,

476-445-0623

GIST 912-751-1171 MACt
GIST 51z-751-1171 MACc
GIST 912-751-1171 MACt
GIST 912-751-1171 MACt
GIST 912-751-1171 MACC

476-445-0767 07-09-01 13:22
476-445-0767 07-10-01  12:00
478-445-0767 07-10-01  15:15
478-445-0767 07-17-01 08:37
476-445-0767 07-23-01 09:10
476-445-0767

GIST 51z-751-1171 MACc
GIST 51z-751-1171 MACc

476-445-0768 07-03-01 09:07
475-445-0768 07-zo-01  16:30
478-445-0768 07-23-01 08:59 GIST 912-751-1171 MACC
478-445-0768 07-23-01 12:53 GIST 912-751-1171 MACC

478-445-0768 . =
4 | 3

[Fepers DBOOROG Vericn: 050172001 120000 A3 Setim 56099 113225 271 305 2514 [roge 1ot 15 ]

BEERE DR REREE Re
coooo oooooo oo

Figure 15 — Displays Previous Page and Next Page Buttons on a report
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Searching Within the report:

Search Find specific information within the report.

e  Click on the Search box and the following screen will appear:

/J Find - Microsoft Intemet Explorer

Find What [376-566-2207
[ Asls(Case Sensitive) | Diection

I™ Cusrent Section Onty C'p © Down m

] Dore |_|_|0 Internet /

Figure 16 — Search Criteria Screen

e Enter criteria necessary to find within the report.

e Click on the flashlight. Then the system will highlight the criteria; otherwise, the system

will give a message stating “not found”.

Search again Retrieves the next entry of the specific information that is being requested

to find within the report.

e Click on the Search Again box on the top of the screen and the system will retrieve the

next entry of this information that is being retrieved.

o  Clicking repeatedly on “Search again” and the system will find all of the entries.

e When the end of all the specific entries has been determined, then the system displays a

“not found” message.

Printing the Report:

Updated November 2007
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Print Print to local printer (desktop local printer or local LAN printer).

1) Display the report to print, then Click on Print and the following screen appears.

3} Download - Microsoft Internet Explorer

misinfo: DEO00400 (20010901000000 7

QR0 112080 920 205 61140122

Pages 0 oan
= Clurrent Ssction
% Current Page
= From: |1—TD l‘l—
¥ Compress into ZIF archive format -
Download As:ITEJ'd LI
ExportMethod:IND"E 'I

File Extensxon.l b

[&] Dane [ @imene
Figure 17 — Print Screen pop-up window
2) Look at page numbers at the bottom right portion of the screen, in order to determine how many
pages are in that report.
e ALL will print all pages (including all customers) for the selected report.
e  Current Section will print all pages of the report that is displayed on the screen.
e Current Page will only print the page displayed on the screen.
e Fromxofx will print the specific pages that are selected (from and to).
3) Click on All, Current Section, or Current Page depending on your security access level and exactly

what is to be printed.
e Internal Access L evel

“All” = prints all of the reports for all Bill To’s and Ship To’s. — Do NOT USE
unless you have a large enough printer to handle this volume of
printing, otherwise this selection could lock up the PC. This option
should never be used. It will print every invoice in the system for that

month.

“Current Section” = prints the reports for specific Bill To with all related Ship To’s.
“Current Page” = prints just the page being viewed.

e Bill To Access Level
“All” = prints all of the specific Bill To report with all related Ship To’s.
“Current Section” = prints the report for specific Ship To within the specific Bill To.
“Current Page” = prints just the page being viewed.

e Ship To Access Level
“All” = prints all reports displayed for specific Ship To.

o If more than one report, the system will print all reports.

o If one report, the system will only print that one report.
“Current Section” = prints only the one report for specific Ship To being displayed.
“Current Page” = prints just the page being viewed.
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4)

5)

6)

Make any additional changes for the print by clicking on Setup or Font.

e Reports should be printed Landscape in order to print on one page.

e Telecom Summary might have to change the font in order to print on ONE page.
(Letter Gothic — 8pt should print on One page, otherwise overtype font
size to 7pt in order to print on ONE page for this report). Depends on type of printer.

Once the above selections have been made,

Click OK.
Document prints to local desktop printer or LAN printer.

NOTE: Be Careful when printing to select “Current Section” or “All” depending on the report
that is being viewed and depending on the access level. If a large printing job is sent to the printer
and there is not have enough of a buffer on the printer, then the system will lock up the PC.
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Downloading the Report:

Download Report Downloads the report being viewed. Make sure that a report is displayed
for these download instructions. Do NOT use for downloading a file.

1. Select and view the report for downloading.
Example: DB000400 — Telecom Call Detail report

2. Click on “Download Report” and the following screen appears:

/3 Download - Microzoft Internet Explorer

misinfo:TBO00400 (200102010000007)

2000 112020 920 205 61140122

All

»
i Fages ” (0 an
Current Section

» .
P Current Bection

P Cuarrent Fage

Current Page

From/To Pages » From: |1 To |1

¥ Compress into ZIP archive format

Download As:l Text j

&moanﬂahodJNone 'l

File Extension:lTXT

|@ D ownloading from site: http:al_l_lg Internet i
Figure 18 — Download Screen
3. Click on selection in Pages Box - depending on what is necessary to download and depending on

security access level.
e ALL will download all of the reports.
e  Current Section will download all pages of the report that is displayed on the screen.
e Current Page will download the page displayed on the screen.
e Fromxofx will download the specific pages that are selected (from and to).

Internal Access L evel
“All” = downloads all of the selected report for all Bill To’s and Ship To’s.
This is large volume downloading and will take a few minutes. The
report will be displayed waiting for the download to complete.

“Current Section” = downloads the reports for specific Bill To with all related Ship To’s.
“Current Page” = downloads just the page being viewed.

Bill To Access Level
“All” = downloads the specific Bill To report with all related Ship To reports.
“Current Section” = downloads the report for specific Ship To within the specific Bill To.
“Current Page” = downloads just the page being viewed.

Ship To Access Level

Ship To level does not have access to download.
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4, The rest of the selections should not be changed for “Downloading a Report”.
Leave the following information as follows.
e Compress into ZIP archive format = must be checked! All downloads will be in a Zip format
or the download will not work, so leave this box checked.
e Download as = “Text” (it will still download in a zipped format)
e Export Method = “None”
o File Extension will be populated according to the above selection = “TXT” (do not change).

Do NOT use the “CSV” selection for downloading a report. The CSV selection should only
be used for downloading a “comma delimited file”.

a Download - Microsoft Internet E xplorer
misinfo TEOO0400 (20010901 000000 )
2005 112080 980 505 61140122
Pages Al Create
€ Turrent Section
7 Current Page Cancel
L Frnm'|1 Tr_\I'I Help
¥ Compress inta ZIF archive format -
Download As.l Text LI
ExportMethod:l rone 'I
File Extension:ITXT
|@ Diownloading from site: httpe. ’7 ’7 |e Internet L
Figure 19 — Download Report
5. Once the above selections have been made,
Click “Create” and the following screen will appear. The processing time will depend on the size
of the file.
File Download
"o have chosen to download a file from this location.
47a109d6225a08208999. zip from ebill gagta.com
Yw'hat would pau like to do with this file?
€ Open this file from its cument location
¥ Always ask before apening this type of fle
0K I Cancel | Mare Infa |
Figure 20 — Creating the Download file
6. Do not make any changes on this screen, the following items should always be checked as above:

e  Save this file to disk”
e Always ask before opening this type of file”.
e Click OK.
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7. The following screen will appear for saving the data in a specific Drive & Directory.

Save jn: |ﬁ Dowirloaded Program Files j ﬂ

calldetil32a zip
E3) caldetind1 7 zip
ED) calldetz zip
E3) caldeti3 2ip

Save |
Save a3 _I,Ipe)KVmZm FV ﬂ Cancel |

igure 21 — Saving Download data to a File

e Enter the Dlrector Where the data has to be saved (Drive & Directory).

o Enter the File Ndme. Save as a descriptive file name (example = Calldet.zip if downloading
Call Detail data). It is not necessary to use the long File Name as displayed on the screen.
Change it to a descriptive name and select the drive, in order to know where the data is saved.

e Click on Save
Wait for the download to complete, then the Download Complete screen appears as follows:

Download complete A& E

i

VI

= Download Complete

Saved:
17911 7d622fa08078738. zip from ebill gagta.com

AENENERNENEEENER NN NN NENNEEEEEREEEE
Downloaded: 154 KB in 1 sec

Download to; C:hbemph 17311 7dB221a0807 8738, zip

Transter rate: 1.54 KB/Sec

[ Close this dialog box when download completes

Open Cpen Folder | Cloze I

Figure 22 — Download Complete Screen

7. Download Complete screen:

a) To view the data later, Click on “Close”.
b) To continue and view the data now:
e Click on “Open”.
e Must have WinZip loaded on the PC to continue. See instructions on next page for
unzipping the data, and viewing the report.
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Unzip Report using WinZip Software:

Must have WinZip software loaded on PC (for unzipping the data).
1) Click on Open.
The Win Zip software screen is displayed as shown below.

E-Bill Web Site

e  Screen should appear with “Archive.txt” file name displaying. If “Archive.txt” does not appear,

then follow these instructions, otherwise continue to item #2

e Locate where the file was saved (Drive & Directory).
Click and highlight the File Name.
Now this File Name will appear in the File Name field.
Click on Open.

I'winZip - d7c151d621ba08908a9b. zip

il Actions Options Help

o | | (20 | Seca| canc| cand| e |
I e | Open |Fau0r|te§| Audd E=tract 1 CheckOut leard

Hame Date Tirne  Size FRatio Packed Path

Selected 1 file. 15KE | Total 1 file. 15KE i~ 1=
Figure 23 — WinZip Open Screen

2) If “Archive. TXT” is displayed on the screen:
e Highlight Archive.txt and double click.
e  Error message might appear asking to use Wordpad,
o Click “Yes”.
e Then the WinZip software unzips the data and displays the report on the screen in Notepad or
Wordpad.

p 131 - Hotnpad

Semch
[wororron STATE OF GEORGIN =
GEGRGIA TEGHHOLOGY AUTHORTTY
NILLED TO CUSTOMER 98099 SHIPPED T0 WUNDER 112008
OLD COCOA ACCOUNT  OAB BO5  A19ADA2205000 NAUNS
w "
TimE e
BILLED AcCT oF CALL FHOM uF TERHIMATING  TERI
HUHBER HO DATE  GALL  DURATION HUHBER GALL HUMBE |
Pz-26N-TE1 07-13-1 @2 es . LOWG DISTANGE 12-651-2011 S0
Z-2ON-7Z1 07-13-1 07156 1.5 LOHG DISTANGE  912-651-2011 50U
Z-FON-TT1 07-13-1 BRI 1.6 LOME DISTANCE  917-651-7011  SAU
A2-PAR-TIT 071001 115 A LOME DISTANCT  912-651-2811  SAU
122607211 07D ATE05 s LONE DISTAHCT  912-651-2811  SAU
W1Z-2an- T wretnem Azing v LOMGE DISTANCE  912-0%1-2011  SAU
Hrz-zan-7211 0T-10-01 wHize 1.0 LOWG DISTANGL  912-651-2011  SAU
DE-2oN- 7211 07-16-01  mHiEH 1.8 LOWG DISTANGL  912-651-2011 Sl
12-200-7211 0E-16-m 1122 1 LOME DISTANGE  912-651-2011 S0
22607211 07-17-1 116 & LOMG DISTAHGE 912-651-2811 Sl
z-260-7211 07-17-1 16132 2. LOWG DISTAHGE 912-651-2811 S0
z-26n-7211 07-18-1 11531 a.5 LOWG DISTANGE 912-651-2811 50U
Z-2ON-7Z1 07-18-1 17 1.3 LOHG DISTANGE  912-651-2011 50U
AZ-PAR-TIT 0700 1506 1.6 LONG DISTANCE  912-451-2011  SA)
122607211 070 19 ihd a LONE DISTANCT St
W1Z-2an- T wrergem enine iz LOME D15 TANCE
W1Z-2an- T wrergem winz 1 LOME D15 TANCE S
D1Z-2oN- 7211 0190 16558 L LONG 015 TANCLE SR
12-200-7211 0E-19-m 17 A LONG DISTANGE D12-651-2011 Sl
12260~ 7211 ur-rE-m 11 1.8 LOME DISTANCE  912-651-2011 50U
22607211 07-20- A4 1.5 LOMG DISTAHGE 912-651-2811 Sl
z-26n-7211 07-23-1 10100 2.7 LOWG DISTANGE 912-651-2811 50U
Z-2ON-7Z1 07-23-1  11NE s LOHG DISTANGE  912-651-2011 50U
Z-FON-TT11 07-23-1 12351 ] LOME DISTANCE  917-651-7011 SAUiw
| | ;i_l

Figure 24 — WinZip — Report (Save As)

Now “Archive.txt” appears on the screen, so continue to the next part.

3) Click on “File — Save As” in order to save the data as a text file using TXT as the extension now
instead of the ZIP extension. Select the Drive and Directory of where to save the data. Once the data is

renamed using a “TXT” extension, then delete the ZIP extension.

4) Exit this screen. Convert to an Excel spreadsheet, then see next page for instructions.
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Conversion of Report into Excel Spreadsheet:

Conversion of report data into an Excel spreadsheet document. The report must have been downloaded into
a TXT file, and then the data can be converted into Excel.

1. Click on Microsoft Excel.

2. Click on File — Open
e Selection list should display “All files” and not just “xIs” files.
e  Select your text document by highlighting the “TXT” File Name.
e Click Open, and the Text Import Wizard appears.

3. Text Import Wizard — Step 1 screen appears:
o “Fixed width” should be selected. Leave it as Fixed Width.
e No changes on this screen.
e Click on Next to go to Step 2.

Tent Import Wizard - Step 1 of 3 [ 2] %]

The Text Wizard has determined that your data is Fixed width,
IF this is correct, choose Mext, or choose the Data Type that best describes your data,
riginal data kyp
Choose the file type that best describes your data;
" Delimited - Charactsrs such as commas or tabs separate each field,
] width} - Fields are aligned in columns with spaces between each field.

Start import ak row: Il 5‘ File Origing | Windows LANST) hd

Preview of file ) wINDOW S, TEMPcall det] test. TXT.

02-05-01 -
DEPARTHE]

BILLED T CUSTOH|
OLD COCOA ACCOTHT

[l

b
4

I
Cancel | < Back | Mext = I Einish |
Figure 25 — Text Wizard (Step 1)

4. Text Import Wizard — Step 2 screen appears:

o Create columns for the Excel spreadsheet by clicking, then moving lines, adding lines and deleting
lines. This is where the columns can be set up with the data. If the columns are not set up at this
time, the data will be imported incorrectly into the spreadsheet.

o Ignore the headings. This data can be removed later. Depending on the version of Excel, the
headings can be changed or deleted.

e Scroll up and down; scroll back and forth to see the complete spreadsheet, creating and/or moving
lines for the columns. Once the columns are set up, click on Next.

Text Import Wizard - Step 2 of 3 HE

This screen lets vou set field widths {column breaks),

Lines with arraws signify a column break.
To CREATE a break line, click at the desired pasition.
To DELETE & break line, double click on the line.
To MOVE a break line, click and dragit.

ata previ
&0 an 100 110 1z0
1 L o 1 L X . i 1
404-233-3513 | ATLANTA G4 .04 _I
770-754-0141 | ALPHARETTAGA .16
678-624-1431 | ALPHARETTAGA .13
770-442-0000 | ALPHARETTAGA .25
770-421-0345 | MARTETTA 15 07 |
Bl | B

Cancel | < Back |

Einish |

Figure 26 — Text Wizard (Step 2)
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5. Text Import Wizard — Step 3 screen appears:

e Format the columns and set up for General columns, Text columns, Date columns, or set the
column to be skipped and not brought into the spreadsheet.

e Now, review what has been done.

e Select “Back”, and make changes, then “Next” for this screen again.

e Click on Finish.

Text Import Wizard - Step 3 of 3 [ 2] x]
This screen lets vou select each colurmn and set olumn data Format
the Data Format, & Ganeral

‘General converts numeric values to numbers, date  Text

values to dates, and all remaining values ta kext. " Date: MOV -

" Do not import column (Skip)

3ka previ

01-18-000 15:56)
01-18-00f 15:59
0l-18-000 16:33
01-23-000 16:43
01-25-00 1354

oo e
oo oo

Cancel | < Back | MNext =

Figure 27 — Text Wizard (Step 3)

6. After “Finish” is selected, the system will display the spreadsheet in Excel.

e Make any changes necessary in Excel.

e Change Headings, remove headings, create column Headings, highlight bold areas, etc
7. Save spreadsheet as a dot (XLS) format.

e Click on Save As

e  Select XLS document

e Save the report.

8. Now the downloaded Call Detail report is in an Excel spreadsheet report. See below example.

25 Microsolt Excel - call2. sl

[[®16s Eow wow Esert Fomat ooh ata Wioow Heo =101
D SO R@E - - (e 2T e a o - 35
([t sweln sy EENE D%, AR L-5-A-
iz =] -
A = T [ E | F | ] [ [ P [ |
{ CALL DETAIL |
2
3 BILLED DATE OF TIME OF CALL FROM TYPE TERMINATINGTERM  TERM BILLED
4 NUMBER CALL  CALL  DUR NUMBER HUMBER  CITY ST AMOUNT
[
B G7B-5GE-2200 141 14:12 1 LONG DISTANCE  678-4110000 | DA 085
T 670-566- 2200 1At 843 1 G B70-411-0000 DA ons
B (GPA-SAE-2200 1161 143 1 6704110000 DA 0nhs
L] 171 954 1 BTO-411-0000 | DA 0ns
wran 1349 1 ADFABEI0  DRLANDD FL oo
12401 B 1 CIMG [ E7B-2110000 DA OBS — |
Vs (R — | LONG DISTANCE  678-011-0000 D& OBs
172501 1132 1 B7BSEEZ00 LONG DISTANCE 7184760000 | QUEENS | NY 00E
14 EFE-566-2200 1/ w82 11 LONG DISTANCE  678-411-0000 DA 0es
15 | 578- 5652200 a1 611
16
17 EFE-S66-2201 1/ 14:10 1 LONG DISTANCE  £768-411-0000 | DA 085
18 E78-566-2201 11001 13.44 1 LONG DISTANCE  £78.411.0000 | DA 085
18 678-556.2201 13001 1601 | LOMG DISTANCE  678-411-0000 DA 085
20°1678-566-2201 3 285
21
22705662202 1001 1022 || G7BSERZA0Z LONG DISTANCE  S10.2408688  GLENDALECA om
23 (67REEG200 126M1 1G04 || G7BSEEP07 LONG DISTANCE  919.8288506  RALEIGH |NC o
24 |F7-556-2202 2 016 -
4 r b call : 141 |
Randy

AR | |
B ston| o soeerr, | BGmei. | 15 Moo [ 211he 00 [[StMicios... #11epo. [ (TN QS B8 100

Figure 28 — Excel Spreadsheet
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Closing the Report:

Exit

Exit the report.

The user must be viewing a report in order to see the “Exit” selection. The Exit box only
appears when a report is being displayed on the screen.

Click on Exit

Upper left corner; last box is the Exit box.

Click on Exit and the system will go back to the previous screen.

TER]

ATL.

ATL.

HACt
MACt
MACE
MACE
MACt

MACK
MACK
MACK
MACK

® |

03/03/01 STATE OF GEORGIL
GEORGIA TECHNOLOGY AUTHORITY
BILLED TO CUSTOMER 98099 SHIFPED TO NUMBER 113223
OLD COCOL RCCOUNT 251 965 2511
o0s /  zoo1
TIME TYFE
EILLED AcCT oF CiLL FROM oF TERMINATING
NUNEER o DATE  CALL  DURATION HUNBER caLL NUMEER
476-445-0455 07-02-01 13148 z.0 GIST 404-463-2622
476-445-0455 z.0
478-445-0623 07-30-01 07:z2 .0 GIST 204-657-8537
478-445-0623 1.0
478-445-0767 07-09-01 13:22 1.0 GIST 912-751-1171
478-445-0767 07-10-01 12:00 1.0 GIST 912-751-1171
478-445-0767 07-10-01 15:15 1.0 GIST 912-751-1171
478-445-0767 07-17-01 08:37 1.0 GIST 912-751-1171
478-445-0767 07-23-01 09:10 1.0 GIST 912-751-1171
478-445-0767 5.0
478-445-0768 07-03-01 09:07 1.0 GIST 912-751-1171
478-445-0763 07-20-01 16:30 1.0 GIST 912-751-1171
476-445-0765 07-25-01 08:5% 1.0 GIST 512-751-1171
476-445-0765 07-25-01 12:53 1.0 GIST 512-751-1171
476-445-0765 4.0
4| |
= e ce/m12001 120000 A0 TSvein: 95098 L2 271 900 18

e e \

Figure 29 — Displays the Exit Button on the report

Exits the system back to the List of Reports.

Click on the “X” from the report and the system will go back to the List of Reports.

Click on the “X” from List of Reports and the system will go back to the Login

screen of the web site.

Use this for a fast exit out of the web site.

-l The GTA Electronic Billing Service - Miciosoft Internet Explorer

Click Here

Figure 30 — Displays how to exit from system
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by |8 B pro01000  PORNLOAD SUMMARY BILLING FILE
g‘;",‘ch B pE001100  POWNLOAD RECURRING CHARGES FILE
EI@ DBOO1Z00 DOWNLOAD BILLING ADJUSTMENTS FILE
EIE DBOO1300 DOWNLOAD INVOICE TOTALS FILE
o BERproozoon  Fy2000 COMPUTER SERVICES INVOICE =
Corporstion. BB psoozoso  Fyzo00 coMPUTER SERVICES YTD
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Locating Report Information:

Locating Documents using the Locate Dialog Box:

1. Click on the Locate Button (Upper left corner of the screen (middle button) which is a magnifying
glass) and the following screen will appear.
3 Locate - Microsoft Internet Explorer | _ (O] |
B |
Server Sern Imisinfo h i@
RpatD:  [DBO00400 ¥
Report Id kY m: |DBID1QDD1 12:00:00 A [
Version Id swmm: [pE00H] @I
Section Id
|@ Dawnloading from site: http:Neb\ll.gagta.com.r‘ddrint.f’_l_lc Internet 4
Figure 31 — Locate Dialog Box
2. The Server has already been selected, do NOT change it.
Definitions of the above screen:
Field Description
Server The system will default the Server to “misinfo”. The only selection
in the drop down is misinfo. Do NOT change this information.
Report Id Any Report Id for the system to locate. These Report Id’s are listed on
the Report Selection screen (initial screen when entering system).
(Enter Full report Id — for example use Telecom Summary report)
Example of Report Id = DB000200
Version Id Any Version Id for the system to locate. These Version Id’s are the
Billing month of the report. Full or partial information can be entered
for Version Id.
Example of full info = 11/01/2001 02:30:02 (Date/Time)
Example of partial info:
Date only =11/01/2001
Month only = 11
Section Id Any Bill To customer number or Ship To customer number for the
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system to locate. Full or partial information can be used.

Example of partial info for Bill To customer = 509
Example of partial info for Ship To customer = 50900 106
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3. Select the Report Id, Version Id, and Section Id and the system will display according to the
criteria, which was entered.

Report Id - Click on the Report Id, then it will be populated in the Locate box or
enter the Report Id, Version Id, and Section Id and the system will go
directly to that report.

Version Id - Click on the date of the report to display, and it will be populated in the
Version Id box. Otherwise, enter the month of the report and Section
Id, then the system will go directly to the version of the selected report.

Section Id - Enter the Section, and the system will display at that Bill To/Ship To
location.

e Enter a partial number and the system will find the first of that
occurrence.

e  Ship To customer:
Must always enter the Bill To customer number first in order to
find the correct Ship To customer number.

Example of partial info for Ship To customer = 50900 106

4. Click on Locate — right side of screen (1% box). Do not use the “Enter” key because nothing will
happen. Use the mouse and click on the Locate Button.

3 Locate - Microzoft Internet Explorer | _ (O] x|

[[B 1
Serwer: Im\smfn 'I @4 Create
Rpmm:  [DBO00400 E< Cancel
VesimD:  [08/01/2001 12:00.00 AM Y
=il Help
semm:  [59099] -
Page: |1 @ < Open
@] Downloading from site: http:/ebill gagta. com/ddrint/ ’_’_‘Q Interret 4
Figure 32 — Locate Dialog Box
5. The system will do a look-up to find the requested selection, and display the exact location of that

report.
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Security Issues

Access to the E-Billing web page for telephone, data net, and computer services, is controlled by the
Customer Services Billing office.

e If GTA internal access is necessary then provide the Request information with the approved signatures
of your supervisor and contact the Customer Services Billing office for access.

All new “Bill To” customer number and “Ship To” customer numbers that are added to the PRISM system
will be provided a Recipient User-id and password automatically. These Recipient User-id’s and passwords
are system generated on a nightly basis updating the security report.

e For Bill To access, contact the “ Billing Services/Agency IT Help Desk “ for assistance in researching
your Recipient User-id and password.

e For the Ship To access, contact your “Agency Teleom Coordinator “ whom will be able to research
your Recipient User-id and password.

Initial setups will also be provided as listed below:

= Setting up Initial Recipient User-I1d with a password.

= Managing Bill To access level customer passwords.

Many factors were balanced to achieve the best combination for optimal customer service.
= Customer Flexibility

= Customer Support

= Reliability Of The E-Billing System

This E-Billing Web Site is provided for each customer at no additional charge. The following overview of
the State of Georgia Password Policy provides additional background in the underlying security services
we are providing our valued customers.

State of Georgia Password Policy

As a “best business practice,” it is recommended that the procedures of the State of Georgia password
policy be followed by creating an initial password for each user where:

o  The first password character should be a letter.

o The password should contain a minimum of six characters (we recommend eight) containing:
v’ letters
v' numbers

v one or more of the following three special characters (@, #, $)

For the initial Customer Recipient Userid and Password, we have implemented this policy by following
the above naming convention. Each customer will receive a list of Customer Recipient Userid’s and
Passwords for their customer, which allows access to the specific Bill To customer records or Ship To
customer records depending on the access level.
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LOCATING PASSWORDS — RECIPIENT INFORMATION REPORT

The “INFOSTAT” report (Recipient Information), which contains all of the Userids and Passwords, is the
first report in the List of Reports.

1. Click on the Plus Sign (+) before the “INFOSTAT” report id (Recipient Information).

[ 5 The GTA Electioni Microsoft Intemet Explorer MER
Fle Edi View Favoilss Tods Hep ‘

.2 .0 B Mma s 3B 809
Seath Fovaies Hiloy

Billing Servic

Back Forard Stop  Refresh  Home Mail Frint Edt Realcom

| Aatess ] g /el qagtacom/dint/bin ddegicve BN ‘ ks
Seach X a @]@
Gtew
& rmdz]| Smisinco B
Click on 0 Finday ‘lﬂewrt
st T rdal || ™ BBsmrosTar  REcTRIENT THFORMATION
1 report € Previou EEEDEDDDZDD TELECOM SUMMARY
o} Fmda-v EE%DEUUUZ?UU TELECOM INVOICES
More. 1 EE%DEUUU‘IUU TELECOM CALL DETAIL

BB 0p000s00  COMPYTER SERVICES DIRECT BILLABLES REFORT

i BB ornons10  coMpyTER SERVICES DATA FROCESSTNG SERVICES REFORT
page BB rponosz0  coMPyTER SERVICES DATA BROCESSING YID REPORT
cortaining BB0s000600  DATA NETWORK INVOICES
BB 0000800 DOWNELOAD TELECOM CALL DETAIL FILE
E“ﬁm BRornonsn0  nomoAn TELECOM TTNES FTLE
by o8 BB ornoinnn  nommoan SoMMARY BTLLING FTLE
e B 05001100 DORNLOAD RECURRING CHARGES FILE
BB0s001200  DOMNELOAD BILLING ADJUSTMENTS FILE
R orno1300  nomwmoAD THVOTCE TOTATS FITE
- BB ornnznnn  Fyzoo0 cOMPUTER SERVICES TMWOICE P
Coporaion BB rponzns0  Fyzoos coMPUTER SERVICES YID
A ts _lﬂ BBDs00s000  FY2000 TELECOM EXPENDITURE SUMMARY
Gli) & MR nenneonn  wvonnn 7w ew veav_mn-name E|
& [ [ (g intemet

Figure 33 — INFOSTAT Report

2. Always Click on the latest version of the report. The password update process runs every evening
which produces a new report daily. In order to give the user the correct password, always click on the
latest version of the report. Only 3 versions will display.

7 The GTA Electronic Billing Service - Microsoft Internet Explorer [_[8] ]
] Bie Edt VYew Favoiles Jools Help ‘

«.%.0 0B dlam 3B 8 7 9

Back Forward Stop  Refesh  Home || Search Favorites History Mail Pint Edit  Real.com

| Adtess @] o/l gagta.cam/dint i ddg.cve | @ HLmks B
Seach X @]@]@
Q New % - -
& Findas Zhisinto =
o Finda | .Report
Click on latest € ol kEI%%U\IFOSTM RECIPIENT TNFORMATION
version of report oy » i%usfwzum 02:25:10 K Aveilanle
£ Frdar 09/16/2001 01:34:21 AN Available
o B 00/15/2000 01:37:26 A Avaizanie
— BBosooozon  rerzcor swomry
‘E‘;‘Edha BBosoooson  rezecor mvorces
page BBoeoo0son  rezecor carr pETAzL
conlaiing: BB osoo0san  coMPUTER SERVICES DIRECT AILLAELES REPORT
BB0so00s10  coMPUTER SERVICES DATA PROCESSING SERVICES REPORT
FJ;‘;&” BB opoo0sz0  coMPuTER SERVICES DATA FROCESSING YTD REPORT
b S BRopoooson  para wemoRk mvoTCES
e BRosoo0son  DOMLOAD TELECON CALL DETAIL FILE
BRosoooson  powiLoAD TELECOM LINES FILE =
BRoeoot00n  DOWTOAD STMRRY BTLLING FILE
ao ] BRoeo01100  DOWLOAD RECTRRING CHARGES FILE
Caportion BBoeo0iz00  DORTLOAD BILLING ADIUSTNENTS FILE
e _|j BBoeoois00  DOWTLOAD INVOTCE TOTALS FILE
i MRinsnnonnn  wvanan cowewmey ssouress swmes E
[&] Done [ [ ntemet

Figure 34 — Recipient Information Report (INFOSTAT)
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3. Then Click on the Blue Box before the Bill To Number and the “INFOSTAT” report will be displayed.

‘3 The GTA Electronic Billing 5
JE\Ie Edt  View Favorites Tools  Help

icrosoft Internet Explorer

) @ 3 o (]
Back  fowsd Sl  Feflesh  Home | Seach Favorlss Hisoy | Mal  Pit i Realeom

[_[F]x]

| hgetess [ htp. el gagia.com/ddin binvddicgieve

=] @0 || Lins

Figure 35 — Recipient Information Report (INFOSTAT)

Search X @]@M
o 0
& Finda= Zhnisinto =)
e/ Findag .REpnrt
Click on Blue Box * Frdat R ymrosTaT RECTPTENT THFORMATTON
\—'C-EWL i@ﬂgfl'?/?ﬂﬂl 02:25:10 AM Available
€ Findar -\> %95099
Mo W05/ 16/2001 01:34:21 AX Available
— W00/ 15/2001 01:37:26 X Available
ma B so00z00  TELECON SmABARY
page B soo0s00  TEzEcON TAVOTCES
containing BRproonenn  rerzeoM cain pETATL
B ppon0s00  cOMPUTER SERVICES DIRECT BILLABLES REPORT
fo’iﬂguh' BB p000510  COMPUTER SERVICES DATA PROCESSING SERVICES REPORT
by 8 BB 5000520 COMPUTER SERVICES DATA PROCESSING YID REPORT
g‘ja’ﬂch B oso00600  pATA WETWORK INVOICES | |
B@DBDDDEDD DOWNLOALD TELECOM CALL DETATL FILE
B psoooeon  pommoap TECEcoN LINES FIZE
o BB son1000  pOWMTL0AD SUMMRY BILLING FILE
Comarain B3 p001100  DOMTOAD RECURRING CHARGES FILE
Alrigrts _H B3 s001200  DOMNIOAD BIILING ADTUSINENTS FILE
‘ ) MR rannssnn  nomsraan mnmrer momare ey -]
|a Done | ‘ |Q Intemet

4. Remember, this report is in Customer Name (Account Name) sequence. Use the Search button to find

specific ship to accounts.
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Changing Passwords:

1) Click on Change Password on the E-Billing Web Site before logging into the system in order to
change the password that was assigned. Must change your password every 30 days at the Bill To
access level and Ship To access level.

g Service Password Maintenance - Microsoft Internet Explorer

Fle Ect View Favaites Ieos Hep ‘
S ) i || @ 3 B 8 w ., D

Back  Fuwod  Stop  Refiesh  Home || Gemch Faveres Histoy | Mal  Fint  Edt  Fealcom
Adress [@] Hip://www3.state. ga.us/departments /doas/ebp/index jsp -] oo H Links *
Seaich x -
CEtew > Y Georgia

— b Technalogy » Contact Us
Choose a cal 2 | Authority

 Find a

© Finday

€ Findal I

© Previoy R .

O Findag Electronic Billing Service

More.. Password Maintenance

Finda

Web Recipient ID:

page

contalning: Current l—

password:

Brought Mew passward:

to you

b 5 Confirm new

MSN

Search password:

e Submit | Reset
ER000
herosoft —
il Password Hints and Tips =
[&] (1 item remairing) Dowrloading picture hitp.//www state. ga.us/departments/doas/ebp/secureon.git | || |4 UnknownZone

Figure 36 — Change Password Screen

2) Enter Recipient User-1d in “Recipient 1d” field.

3) Enter current password in “Current Password” field.
4) Enter new password in “New Password” field.
5) Enter new password in “Confirm New Password” field.

6) Click on “Submit”.

7 Then the following screen will appear with a notification that your password request has been
submitted.
£ Electronic Billing Service Password Maintenance - Microsoft Internet Explorer
Fie Eck View Favailes Tools Help |
R < BT A B T e N F T
Back Foier Stop Refresh Home Search  Favoites  History Mail Print £dt Real.com
Agcress [] Fiip:/www 3 state. ga.us/depariments/ doas/cbp/inder fsp =] @Ga || Links >
Search x ;‘
CENew > E 3 Georgia
— Technaology » Contact Us
Choose a cals] A Authority
& Find a
© Finday
© Findal
© Previoy - Th .
© Findag Electronic Billing Service
Mote Password Maintenance
frda Yfour password change request has besn
submitted. Your new password will not be effective
containing: until the next business day.
Brought
ho pou
by 5
MSN =
Search
_—
Moot [
gl =l
@] Done [ [ Intemet

Figure 37 — Processed Change Password Screen
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8) Note the following:

The system will execute a batch job that will be processed nightly to change the passwords.
“Your new password will be effective the next day”. Please note that the new password will
not be in effect until the next business day.

9) Now, Click on “Home” to get back to the web site in order to log into the system.
10) Log into the system using the “Old Password” until the next day.
11) Problems:

e Any problems at the Bill To level, contact the IT Help Desk.

e Any problems at the Ship To level contact your Agency Security Administrator.

o  Full access personnel will use their group Recipient Id and Password, and these passwords
should change monthly by the group.
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Downloading Files:

Downloading a file uses the same process as downloading a report. There is only one way to download the
report but multiple ways to download a file. The selection of the download will depend on the end result.
Download files are in a comma delimited format for file use or spreadsheet use. This file could be used as
an input file into another system or can be downloaded into an Excel spreadsheet.

Downloading File As a Text File (TXT file):

1. Select and view the file to downloaded (comma delimited file).

Micrasoft Internet Explorer

"98099", "129767", "I01969GPACS
"ag0agr, "128767", "A01969GPACS
"98099", "12976 901969GPACS
"98099", "12976 I01969GPACS
"98099", "12976 901969GPACS
"98099 ", "12976 901969GPACS
"95099", T12576 S01965GPACS
"98099", "12976 901969GPACS
"95095", T12576 S01965GPACE
"98099", "12976 901969GPACS
"ag099", "12976 S01969GPACS
"98099", "12976 901969GPACS
98099, 129767 S01969GPACS

"95E099", "11547a", "3159654012110600-AUG ", "G1l0", "000Z&3 7465, MTOET211295", " "oMT0673T A
"98099", "129767", "I01969GPACS ", "G10", "000S711621", "4046560365", " ", rI065428
"ag099", "129767", "I01969GPACS ", "G1l0", "0005711621", 40465603657, " ", "4786257
"98099", "129767", "901969GPACS ", "G10", "0005711621", "4046560365", " ", "aTEA2S]
"ag099", "129767", "I01969GPACS ", "G1l0", "0005711621", "40465603657, " ", "478625"

", "G10", "000S711621", "4046560365", "
"oMGL0M, "0005T11621M, 40465603657, "
", "G10", "000ST11621", "4046560365", "
", "G10", "0005711621" 046560365",

G10", "0005711621" 046560365
G10", "0005711621" 046560365",
G10", "0005711621" 046560365
610", "D005711621" 0465603657,
G10", "0005711621" 0465603657
610", "D005711621" 046560365",
G10", "0005711621" 046560365"
", "G10", "0005711621", 40465603657,
"oMGLO0M, "0005Ti1621M, 40465603657,

", "403657"
"706542%
78320:

198099 ", M129TET", "I01969GPACS ", "G10", "O00S711621", "4046560365", S "E78320:
"a509s", "128767", "01868GPACS ", "G10", "0005711621", "40465603657, " " MEeTE3Z0
98099 ", M1297ET", "I01969GPACS ", "G10", "O00S711621", "4046560365", ", " I0E542¢
98085, "129767", "I01869GPACS ", "G10", "O00S711621", "4046560365", ", 678320
98099 ", M1297E7", "I01969GPACS ", "G10", "O00S711621", "4046560365", ", "E783Z0;
98088 ", "129767", "I01869GPACS ", "G10", "O00S711621", "4046560365", ", 1404657
1980857, M1297ET", "O01965GPACS ", G107, "DDDS711621", "4046560365", ", "E78320;
96099, "125767", "901363GFACS ", "G10", "000S711621", "4046560365", " ", 74049821
1980557, M1297ET", "O01565GPACE ", "G10", "ODDS711621", "4046560365", ", 1404657
980857, "129767", "901869GPACS ", 76107, "0005711621", "4046560365", " ", 76783207
e wessnonn o nnn i g S - M”“_'I_I
[Feepere: DBOBRA00 [ersion: 0312001 120000 A2 [ secton: sanse Page 171026 |

Figure 38 — Download File (for Text Format)

2. Click on “Download Report” and the following screen appears:

/3 Download - Microsoft Internet Explorer

trisinfo DBO0OZ00 (2001 0301000000 %

D099

All I

m Al
> -
 Current Section @’

kCun’enLPage ¢
L —P Fiom o —
— ool 0

M Compress into ZIP archive format

Current Section

Current Page

From/To Pages

Dowrnload AS:ITBXt LI

ExportMethod:lNDne 'l
File ExLensiUn.I b

&7 I_ I_ | Internet v

Figure 39 — Download Screen (for Text Format)
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3. Click on selection in Pages Box - depending on your security access level and what specifically

will be downloaded.

ALL

Current Section
Current Page
From x of x

Full Access
“AIIH =
“Current Section” =
“Current Page” =

Bill To Access
“A”H —
“Current Section” =
“Current Page” =

Ship To Access
“NO ACCESS” =

will download all of the files.

will download all pages of the file displayed on the screen.

will only download the page displayed on the screen.

will download the specific pages that are selected (from and to).

downloads the selected file for all Bill To’s.
downloads the selected file for specific Bill To.
downloads just the page being viewed.

downloads the specific Bill To file.
downloads the specific Bill To file.
downloads just the page being viewed.

No Ship To Access for the download files.

4. The rest of the selections should not be changed for downloading a file into a spreadsheet format.

Leave the following information as follows.
e Compress into ZIP archive format = must be checked! All downloads will be in a Zip format

or they will not work, so leave this box checked.
e Download as = “Text” (it will still download as a zip file)
e Export Method = “None”
o File Extension will be populated with “TXT” according to the download selection of “Text”.

(Do not change).

Once the above selections have been made,

Click “Create”.

/3 Download - Microsoft Internet Explorer

D099

rdsinfo DREOOOZ00 (2001 0201000000 %

Pages € Al

Create

 Current Section

% Current Page < Cancel

rFrom:h T0|1

X

1
|

Help

~ Compress into ZIP archive format
Diownload As:l—rex‘t LI

Emonhﬂahoa]NDne 'I

File Extension:l bl

8
A

I_ I_ | Intermet v
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5. Now the following screen will appear:

File Download [ x|

‘You have chosen to download a file from this location.

eb20f49220091823008b.zip from ebill. doas. state.ga.uz

‘what would you like ta do with thiz file?

€ Dpen this file from its current lacation
lq :

¥ &lways ask before opening thiz tupe of file

oK I Cancel | More Info |

Figure 41 — Creating the Download file

6. Do not make any changes on this screen, the following items should always be checked as above:
“Save this file to disk” -
“Always ask before opening this type of file”

Click “OK”.
7. The following screen will appear for saving the data in a specific Drive & Directory.
Save Az [ 7] x]

Cave ji: |a Dawnloaded Program Files j ﬂ

calldetl328 zip
B3 calldetii7.2ip
) caldeti2 2ip
E3) calldet’3 2ip

File: hame: E321708:61577493 Save |
Save az bype: |W|7qﬁ File j Cancel |

Figuye 42 — Sayifig Download data to a File Name

re the data has to be saved (Drive & Directory).

e Enter the Directory w|

e Enter the File Name. Save as a descriptive file name (example = Calldet.zip if downloading
Call Detail data). It is not necessary to use the long File Name as displayed on the screen.
Change it to a descriptive name and select the drive, in order to know where the data is saved.

e Click on Save
Wait for the download to complete, then the Download Complete screen will appear.
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8. Download Complete Screen as follows:

Download complete _ (O] =]

X

v

(=] Download Complete

Saved:
47 707432e1591863557d.zip from ebil doas. state. ga.us

ANERNNNENNNENENENEENNEENNNNENNNENNNNENNNEED
Downloaded: 724 KB in1 zec

Download to; C:hemphd 7707 4a2e1591 863057d.zip

Transfer rate: 724 KB/Sec

I™ Close this dialog box when download completes

Dpen Open Folder | Cloge I

Figure 43 — Download Complete Screen

On the Download Complete screen:

a)

b)

c)
d)

NOTE: Drive, Directory and File Name are shown on this screen.

To view the data later, Click on “Close”. Make sure on the Drive, Directory & File Name

in order to retrieve the data later.

To continue and view the data now:
e Click on “Open”.

e  Must have “WinZip” loaded on your PC to continue.

Follow instructions for unzipping the data “Unzip Report/File using WinZip software”.

Then, follow the instructions for converting this file into an Excel spreadsheet ,

“Conversion of Report/File into an Excel Spreadsheet”.
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Downloading File As A CSV File:

When the file is downloaded as a CSV file the data can be input directly into a spreadsheet (Excel) or the

data can be used as an INPUT FILE to another system. The following instructions will show both methods.

The first 4 steps are the same for either method.

1.

2.

Select and view the file that to be downloaded (comma delimited file).

7 http:-2/ebill doas state. ga.us/dd /ddicgi.exe - Microsoft Intemet Explorer
=y I =l I I

B Bl ]l [l ]

"98059", *113491", "11596924-5-4 " rL14t, "1009423522", "TT06320908", " ", "9126810 4]
"9B099", "113491", "11596924-5-4 "oML14t, "100%9423522", "T706320908", " ", "e128630
"95095", *113491", #11596324-5-4 », "L14*, 10094235227, MTT06320008", ", 312 631(

"og099", "113491", "11596924-5-4 "oML14r, r1009423522", M4046518185", " ",oMT0E568!

"9B099", *113391", "6619694012404102-WAT ,"L14™, "1334837678", "9127297813", " ",me12821!
"96099", "1133591", "6619634012404102-WAT ", "L14","1334837678", "9127287613", " ", "e12827!
"o5099", 113391, "6619604012404102-WAY " ML14M, 13348376787, "O124400879", " ", maizoz7!
"og099", "115450", "3159694012404102 - A0G " ML14t, M1S597T1004", "E43TE53345", "oMTOETIT
"96099", "115450", "3159694012404102 - ATG ", "L14", "1553771904", "5437653345", " ", "T06737
"9B099", "115450", "3159694012404102 - A0G ", ML14", "1553771904", "5437653345", " "o MI0A667T
"og099", "132649", "11598000Telecom " ML14t, "1984056583 ", "IL78603206", " "oME0g651E
"og099", "132649", "11598000Telecom ", ML14T, "1984056583", "I178603206", " ", ME0g463T
"9B099", "113203", "25196594012404102-HTL " ML14T, "2211990254", "2298683016", " ",oMI06E327

5196594012404102-KTL
,M2519694012404102-HIL

Report: DEO00Z00 [ersion: 08172001 12:00:00 AR [ Section: 98099 [Page 1 otser |

Figure 44 — Comma Delimited File for downloading

Click on “Download Report” and the following screen appears with the defaulted values:

Download - Microsoft Internet Explorer

mizinfo:DBO00Z00 (2001 0201000000 7%

GEO99

All

Current Section

Current Page

From/To Pages C Rl Ta[l

—Pa_‘gs i oAl

© Cugrent Section

vy

&
& Current Fage i_x

1= Compress into ZIF archive format

Download As:l Text ;I
ExportMethod:lNDne 'I
File Extension:l bl

[&] ’_ ’_ [ Internet .

Figure 45 — Download Screen
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3. Pages Box: Click on selection in Pages Box - depending on your security access level and what
specifically will be downloaded.
o ALL will download all of the files.
e  Current Section will download all pages of the file displayed on the screen.
e Current Page will only download the page displayed on the screen.
e Fromxofx will download the specific pages that are selected (from and to).

(Note: this selection is the same for Full access and Bill To access)

Full Access Level

“All” = downloads the selected file for all Bill To’s.
“Current Section” = downloads the selected file for specific Bill To.
“Current Page” = downloads just the page being viewed.

Bill To Access Level
“All” = downloads the specific Bill To file.
“Current Section” = downloads the specific Bill To file.
“Current Page” = downloads just the page being viewed.

Ship To Access Level
“NO ACCESS” = No Ship To Access for the download files.

3. Compress into ZIP archive format = must be checked! All downloads will be in a Zip format or they
will not work, so leave this box checked. Do NOT change this box.

4. Next 3 boxes must be changed when downloading and using the “CSV” format.

Change the following information as follows.

e Download As : Select “CSV” (it will still download as a zip file)
e Export Method : Select Report Id of file being downloaded

e DB000800 = Call Detail File

e DB000900 = Lines File

e DB001000 = Summary Billing File

e DB001100 = Recurring Charges File

e DB001200 = Billing Adjustments File

e DB001300 = Invoice Totals File

Note — When selecting one of the above report id’s, then the other 2 selections (Download As
and File Extension) will be automatically populated with “CSV™.

e File Extension: Select “CSV”

See example of screen on next page!
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5. Display of screens for CSV selections

-} Download - Microsoft Internet E xplorer H[=] E3 3 Download - Microsolt Internet Explorer
misinfo:DBOO0Z00 (20010801000000 misinfo:DBEO00200 {20010801000000
98099 9z000
Pages (" an Pages 1 al
& Curent Section @’ % Curent Section @’
© Current Page i_x  Curent Page i_X !
€ From: |1 Tall pr—  From: |1 Y L (R—
@ |
¥ Compress into ZIP archive format W Clompress into ZIP archive format
Download &s I Cormma Delimited [C3V) j Dovwrnload AS:I Comma Delimited (C5Y) LI
Export Method] DEODOZ00 =
. Hone ] .
File Bxtension ':' mr— File Extension ]SV
~ |be0onaog
DEO001000
DEO01100
DBO01200
[3 DE001300 [ [ [ Intemet 4 &7 [ 4 Intemet W
Figure 46a — Export Method selections Figure 46b — CSV Example for downloading

NOTE: Selection of “CSV” download method must be used when a file has to be produced
and used as an input file into another system.

6. Once the above selections have been made,
Click “Create”.
NOTE: Once “Create” has been clicked, the above pop-up window will disappear
and the report will be viewed until the next screen is displayed.

e Depending on the size of the report(s) that are being downloaded will depend on your wait
time. The report will be displayed and it will look like nothing is happening but the download
process is working. Must wait for next screen.

e Small reports will download in seconds but large reports will take a few minutes.
7. The following screen will appear.

File Download [ x|

‘You have chosen to download a file from this location.

eb20f49220091823008b.zip from ebill. doas. state. ga.us

‘what would you like ta do with thiz file?

€ Dpen this file from its current lacation
i

¥ &lwayz ask before opening this tpe of file

Ok I Cancel | More Info |

Figure 47 — Second screen of download process

Do not make any changes on this screen, the following items should always be checked as above:
e  “Save this file to disk”
o “Always ask before opening this type of file”

Click “OK”.
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8. The following screen will appear for saving the data in a specific drive & directory.
Save As HE

Save jn; |Btem% j ﬂ

tst calll719 ) 2040568:807106415605.2p 84l 310650843
B 0070ed672306c180dbe.cip B0 260143050567 e49.2p Bl 4db7habedl
B8 073001 call ip B3 3360557143cd1 030455 4.2p  E3)600abTea0
B 07821051 2774157906 zip B0 34i29mea1 I0d65e47b54 zip 7410530341
B 1060c33c33b40000e 43 2ip ) 30R0497510e108157d5 2ip B 3cida 02
B 705 R3cas1 4360066380 Aip BB 3ef19R3bE3co7idE M0 Zp ) She2eh103

A
Save I

A
Save as type: IWinZip File \ \ j Cancel |

Figure 48 — Stving ownload data to a File Name

File name:

e Saveln: Enter the D

rect@ry where the data has to be saved (Drive & Directory).

e File Name: Enter the File Name. Save as a descriptive file name (example = Calldet.zip if

downloading Call Detail data). It is not necessary to use the long File Name as displayed on

the screen, change it or leave the name as displayed.

e Save As Type: WinZip File (do not change this)

Click on Save - Wait for the download to complete, and the Download Complete screen to appear.

9. Download Complete Screen as follows:
Download complete M= E3

v

= Download Complete

Saved:
47707 4521591863557, 2ip from ebill doaz. state. ga.us

AEEENNNENNNENENNNEENENENNNEENNNERNNNENNNEED
Downloaded: T24 KB in 1 zec

Daownload to: C:htemphd 77074421591 8635574 zip

Transfer rate: 724 KB/Sec

™ Cloze this dialog box when download completes

Open Open Folder | Cloge I

Figure 49 — Download Complete Screen

On the Download Complete screen:
“Download To: provides the Drive, Directory and File Name where the data was saved.

To view the data later:
e Click on “Close”. Ensure on the correct Drive, Directory & File Name
in order to retrieve the data later.
To view the data now or continue with the unzipping of the data :
e Click on “Open”.

10. Viewing the data now or continuing with the unzip processing..
e  Must have “WinZip” loaded on your PC to continue.
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11. Once the “WinZip” software is loaded on your PC, then continue as follows:
o If the file has just been downloaded:
“Archive.CSV” is displayed on the screen.

o Iffile was closed and now the file should be opened, continue with the following instructions
Click on WinZip
Click on Open
“Archive.CSV” is displayed on the screen.

winZip - calltest10_zip
File Actions Options  Help

- > - q/
O~ | D~ | S i) 4
Mew Open Fauorites Add E xtract “iew || CheckOut]| “wfizard

Selected 1 file, SKE I Total 1 file, SKE T
Figure 50 — WinZip (displaying Archive.CSV)

12. Highlight “Archive.CSV”. (Only highlight it!)

NOTE: At this time, the processing will be different according to how the downloaded data
will be used.

13. If the data will be used in a spreadsheet (Excel), then follow these directions on item #13,
otherwise go to item #14.

e Double Click on the highlighted “Archive.CSV” .

e The file will unzip and open in Excel.
Note: Must have “Microsoft Excel” installed on PC to open the document in Excel.

L A TR0 N R ARC -
ot Tooks Data o tiehs
m ooy |EEEOE %, W0

Figure 51: Excel document
e Format the columns, expand ones that should be expaneded.
e Remove first line of numbers that are added to the document during the download process.
e  Save document as Excel spreadsheet for further use.
e Close Excel
e Click on “X” in upper right corner to get out of WinZip.
e Close report.
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14. If the data will be used as an input file to another system, then follow the following instructions:

Make sure that “Archive.CSV” is highlighted.

Do NOT double click on “Archive.CSV”.

Click on “Extract” in order to unzip the data.

e If ascreen does not appear right away, then click on Extract a second time.

NOTE: Depending on the version of WinZip software that is loaded on your PC, the instructions
will be different as noted below:

If using WinZip software version 6.3, then when the “Extract” function is clicked, the following
screen will appear.

Confirm File Overwrite

Replace File: ¢ Awindowsempfarchive, CSY
8,249 bytes 0/02/01 15,33

WithFile:  archive. C5Y
8,249 bytes 0B/02/01 16:30

Yest0£||| Mo | Cancel | Help |

Figure 52 — WinZip (Confirm Overwrite screen)

e The data is unzipped and copied over the existing data using “Archive.CSV” as the name.
The data is usually saved in C:/Windows/Temp/Archive.CSV.
NOTE: There is no way to rename the data into a specific Drive & Directory with this
version of WinZip.

e Click “YES”.
Remember where this specific file of “Archive.CSV” is saved. The system usually saves
the data in C:/windows/temp/Archive.CSV. The system will provide the information
on the above screen.

If using WinZip software version 8.0, then when the “Extract” function is clicked, a screen will
appear in order to save the file in a specific Drive & Directory and renaming it to a unique File
Name.

Now, no matter which version of WinZip is loaded on your PC, the data has been unzipped.
e Close WinZip
e  Click on the “X” in the upper right corner of the screen.
e Minimize the web site screen and continue with the file processing.
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15. Go To “Windows Explorer”
e  Depending on version of WinZip, locate where “Archive.CSV” was saved, go to the Drive &
Directory where the data has been stored.
WinZip 6.3 (hint: C/Windows/Temp/Archive.CSV)
WinZip 8.0 (hint: Drive, Directory, Unique File Name of your selection)

BY Exploving - C-AWINDOWSATEMP [0
fle Edt Viw Do Heh
[Sreme 2] & Ele] s[=lE] o X|5 EoaE
Al Folders Cantents of T:\WINDOWSATEMP"
0 Forls +| [ Name, [ see[Type [ Modfied 4]
(3 foms Ta] AcBTETHP WE THF Fie R
(3 e (o] b0 THP 200KE THP Fie A B2 P
(2] Histoy ok 22 THR L00KE TH Fe 4240 14
- Hpsehp 5 HESP 2o s 8B Mool Excelwin B/3101 1157 A
Qi 3 BESOP 2 radios? s 18E Mirosol Exceliar..  B/22001 1047 AM
8{5“‘ - S AESTP Pagets notin SC24s KB Miorosoh ErcelWor. B2/ 105 PM
g Mf;ia BUG W) Agenda 0703 Hitricaldoc KB Miorosoll WordDac... 7/3/01 1229 P
& W el 1011 i B ool WordDos BATAN 1242 P
775K Morosoh Evcel Com.. 9/14/01 1:64 P
-3 mthowrldimp
22 HetHood o WdEM2pg Open FHE IPEG Inags BAA 4407
S T8 055 Trans. i IHE Miosolt WordDoe... 2/2601 353FM
0 0o EaHDetawmiN Netant TR TetDocument 94 P2PM
"N Hetlats Copy
23 Opliors cal ell 417 WE TewDoeumen 41701 266FM
R cal el e B AddioZp BB TeDocument 2260 231 P
(21 Frofles ?wﬂ el et B Al o archive 2 AHE Mirosol Eveeliar..  2/26/01 327 FM
(1 Recent Eoaldtett— | BB TetDuumet 22501 303
(2 Sendlo 5] calrr i ¢ BE TedDooment /300 T0524H
(0 shellew Bcallslis oy 16KB  Mierosoft Excelwor..  5/3/01 10:55 A
3 spool callZdesv. | Copy EME TewDocumen /2400 B4EAM
{20 Staten S)cal7osy — | 10038KE Miorosoft Evcel wor..  7/24/01 847 AM
-0 Smtekup 5] caltmaay, Creetedhotut BOZKE TewDocument T4/ B3AM
83“:5’"32 E] caltnaren: DAEEE BB TeDocument BT 115 M
aTﬁf” B S2UE Text Docunent /81 1151 AM
eI [ camest . proeries AODRE isosoh Excelwn BB 1151 A
q 4] —— | B
Feniames the selected item. A

Figure 53: Windows Explorer

¢ Highlight “Archive.CSV” or your “selected Name.CSV”.
e  Click on right mouse button and above list will appear.
o RENAME to a unique name and change the file extension to TXT at this time.

Example — CallDetl. TXT (unique name)
e 7|5 lal 268 o x| EooE

APk Cortertz o TIWINDIWITEME
Forks I saf Tipe_

Rename
& If you change a filename extension, the file may become unusable.

Are you sure you want to change it?

Mo

Figure 54a: File Name & Extension changed Figure 54b: Extension changed screen

e When the Extension is changed the pop-up window on the right side will appear.
e  Click *“YES” (this will not damage your data).
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e Highlight the “Unique File Name. TXT”
e  Click on right mouse button
e Select “Open” to open the file

e L& Yew lodi b

[Fre ] o] Gl 0w of x| BiEEE

A fadern Cantesty of T VWIRDOWS1TEMF

Thiz file iz toa large for Motepad to open.
“wiould pou like to uge WordPad to read this fle?

Figure 55a: Open text file Figure 55b: Notepad/Wordpad screen

e Some files will be too large to view in “Notepad”, therefore the above screen will be displayed.
e Click “YES” and view using “Wordpad”.

WardPad

Eie Ed M [roet Fomel Hel

g = e Y S T e

[POME®, TTUOM, TTHREE®, " o TFIVE™, “S1X%, "SEVEN", “EIGHT
nREDAGT, #113491" 4

MEBOSST, ~113481"
D095, 113491
095", # 11349
BE093", *113491"
HSHOSET, ¥119481"
MSEOAGT, ¥ 113401
"BEOSAT, ¥113301"
HSHOSET, ¥113981"
MSEOAGT, ¥ 113381
"BEO9A", ¥113301"
HSHOSET, ¥113981"
L1339

" "Tuw!","mxkr:!nil
", 91268

-4
5-4
T11596924-5-4
T11596924-5-4
T11ESEG2A-Eaq
TE619694012404102-WAY
THE1FEE4012404102-VAY
S TEELSEDA012 404102 ~UAY
TE619694012404102-WAY
THE1FEE4012404102-VAY
TEEISEIG012400 102 - WAY
"31159604012404102-A0G

1159694012 404102 - A6
"31ESE040124040L02 - AUG
"31159604012404102-A0G
159694012 404102-AUG
"31ESE040124040L02 - AUG i
*1159B000Te 1rcess 317BE03206",
T1159B000Te lecom ILTHE0II06",
~11550000Te lecon . 317060206
71155B000Te 1reoss
T1159E000Te lecom
2519684012404102-11L
T2E1SE94012404 102 -HIL
519694012404102-KIL 2119802547,
S19694012404102-11L 2211990254
1 |

[ Help, peass F1
Figure 56: File in Comma Delimited Format (including numeric fields)

10099235227,
10094235227,

“9127297E13", "
SME1EIZITELY, "
SMA122ER3ZIIN, T
“91215304045", "
LIBAEITEIET, MG LZA4T0TIN, "
ABABITETIET, YA1244908790,
59771004, "AA3TASIIA.
B4ITOEII&:
PREEERLEEETS
L MAAITAEIT4S
“043 7053045
PREEERLEEETS

MFO0SST, “115450"
NSEOAGT, ¥11E450"
nOENAGT, ¥ 132649
PEBUSST, ¥ 15164
MSO0SE", “13E 645"
NSENAGT, ¥ 132649 "
PEBOIST, 1
HSHOSET, “113203

e The file is now available to use as an input file to another system!
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File Layouts:

The following file layouts are for the Download Files for the Bill To customer. Here is a list of the
Download Files and the Report-1d’s:

Report Name/File Name Report-1d
1) Telecom Call Detail File (DB000810)
2) Telecom Lines File (DB000900)
3) Summary Billing File (DB001000)

4) Recurring Charges File (DB001100)
5) Billing Adjustments File (DB001200)
6) Invoice Totals File (DB001300)

These files are in a comma- delimited format. These files can be downloaded and then
used as an input to another system or can be downloaded into an excel spreadsheet. The
following file layouts will define the file after the file has been downloaded. The file will
change slightly from the display on the web site.

All fields on the downloaded file will be in double quotes () including the numeric
fields.

Negative fields will have a minus in the first character of the field on numeric fields. All
other numeric fields are assumed to be positive number.
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1) Telecom Call Detail Download File (Comma Delimited Format)

Field Position Length | Characteristics | Comments
Customer Number 02- 09 08 Numeric Financial Customer Number
(Remit-To #)
Customer ID Ref Number 13- 17 05 Numeric Bill To Number
Ship To Number 21- 26 06 Numeric
Project Description 30- 59 30 Alphanumeric Old Acct Number (Cost Center)
Budget Code 63 01 Alpha
Type of Call 64 —65 02 Alpha
Billing Number 69 - 78 10 Numeric
From Telephone Number 82 -91 10 Alphanumeric
Account Number 95 —-99 05 Alphanumeric
Terminating Telephone 103-118 | 16 Numeric
Number
Terminating City and 122 -133 | 12 Alpha
Terminating State
Date of Call 137-142 | 06 Numeric Format (YYMMDD)
Time of Call 146 — 149 | 04 Numeric Format (HHMM)
Duration of Call 152 - 157 | 06 Character Format (9999.9).
Decimal is included in this field
Amount of Call 159 - 166 | 08 Character Format (99999.99).
Decimal is included in this field.
Billing Date 169 - 175 | 07 Character Format (YYYY/MM).

Slash is included in this field.

The following information will provide each field with its characteristics and what each field is actually
used for and/or values for that field.

Field The characteristics are ... Is for ...

Customer Number Numeric (8) Financial Customer Number
(Remit-To Number) — effective
11/2007.

Cust ID Ref Number Numeric (5) Bill To Customer Number, which
is high level customer that is
being billed.

Ship To Number Numeric (6) the Ship To Customer Number,
which is the actual location for
billing.
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Field

The characteristics are ...

Is for ...

Project Description

Alphanumeric (30)

storing the old account number
(Cost Center) used before July 1,
2000. Ship To Numbers replaced
the Acct Nbr. Old format is DTS
(3), Cust Nbr (3), Cost Center
(25). This field will only contain
the first 30 characters of the 33
character Acct number.

Budget Code

Alpha (1)

the budget code is the types of
call detail data that will be
displayed for billing.

Values are:

“L” = Long Distance

“V” = Unified Messaging VM

Type of Call

Alpha (2)

the type of call information which
is needed for the detail of call
data for billing.

Values are:

“08” = Long Distance

“11” = International

“13” = Operator Assisted

“14” = Calling Card

“15” = Person to Person

“16” = Collect

“17” = Third Party

“24” = International Calling Card
“25” = Misc Long Distance

Billing Number

Alphanumeric (10)

the billing number that is used by
the telco for billing the state. This
number could be the same as the
From Telephone Number.

From Telephone Number

Alphanumeric (10)

the from telephone number is
where the call originated,
“Origination Telephone
Number”. All numeric data.

Account Number

Alphanumeric (5)

UGA only. This field contains an
authorization code number used
by UGA only. This field is blank
unless a UGA Bill To record.

Terminating Telephone Number

Numeric (10)

the terminating telephone number
or called telephone number. All
numeric data.

Terminating City and State Alpha (12) the terminating city and state
where the actual telephone
number terminated (called
number). All numeric data.

Date of Call Numeric (6) the date the call started. Format =

(YYMMDD). All numeric data.
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Field

The characteristics are ...

Is for ...

Time of Call

Numeric (4)

the time when the call started.
Format=(HHMM). Numeric data.

Duration of Call

Character (6)

the length of time for the call.
Format = (9999.9). The decimal
is imbedded in this field.

Amount of Call

Character (8)

the amount that is being billed for
the actual call. The decimal is
imbedded in the amount field.
Only 2 positions after the
decimal. Format = (99999.99)
Negative amounts will have a
minus sign as the first character.

Billing Date

Character (7)

the billing date of the call. The
slash is imbedded in this field.
The data is Year and Month only.
Format = (YYYY/MM)
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2) Telecom Lines Download File (Comma Delimited Format)

Field Position Length | Characteristics | Comments

Line Number 02- 11 10 Numeric

Customer Number 15- 22 08 Numeric Financial Customer Number
(Remit-To Number)

Customer ID Ref Number 26— 30 05 Numeric Bill To Number

Ship To Number 34 - 39 06 Numeric

Ship To Description 43 - 82 40 Alphanumeric

Product Id 86— 103 | 18 Alphanumeric

Project Description 107 - 136 30 Alphanumeric Old Acct Number (Cost Center)

Active Date 140 - 147 08 Numeric Format (MMDDYYYY)

Billing Date 151 - 157 07 Character Format (YYYY/MM). Slash is
imbedded in this field.

The following information will provide each field with its characteristics and what each field is actually
used for and/or values for that field.

Field The characteristics are ... Is for ...

Line Number Numeric (10) the Line Number, Credit Card
Number, or Authorization Code
Number that is used for billing.
This 10 digit number is also the
key for researching Line
Numbers, Credit Card Numbers
or Authorization Code Numbers.

Customer Number Numeric (8) Financial Customer Number
(Remit-To Number) — effective
11/2007.

Cust ID Ref Number Numeric (5) Bill To Customer Number, which
is high level customer that is
being billed.

Ship To Number Numeric (6) the Ship To Customer Number,
which is the actual location for
billing.

Ship To Description Alphanumeric (40) the Ship To Description which is
the Ship To Location Name.

Product Id Alphanumeric (18) the Product Identification
Number for each item that is
being billed. Product Id will have
the charges for this line number.
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Field

The characteristics are ...

Is for ...

Project Description

Alphanumeric (30)

storing the old account number
(Cost Center) used before July 1,
2000. Ship To Numbers replaced
the Acct Nbr. Old format is DTS
(3), Cust Nbr (3), Cost Center
(25). This field will only contain
the first 30 characters of the 33
character Acct number.

Active Date

Numeric (8)

the active date of the line number
when this line number actually
went into service.

Format = (MMDDYYYY)

Bill Date

Character (7)

the billing date of the line
number. The slash is imbedded in
this field. The data is Year and
Month only.

Format = (YYYY/MM)
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3. Summary Billing Download File (Comma Delimited Format)

Field Position Length | Characteristics | Comments

Customer Number 02- 09 08 Numeric Financial Customer Number
(Remit-To Number)

Customer ID Ref Number 13-17 05 Numeric Bill To Number

Ship To Number 21-26 06 Numeric

Project Description 30-59 30 Alphanumeric Old Acct Number (Cost Center)

Telecom Local Service Total 62-71 10 Character Format (9999999.99). Decimal is

Amount included in this field.

Telecom Long Distance Total 73-82 10 Character Format (9999999.99). Decimal is

Amount included in this field.

Telecom GIST Total Amount 84-93 10 Character Format (9999999.99). Decimal is
included in this field.

Telecom Cellular Total Amount | 95-104 | 10 Character Format (9999999.99). Decimal is
included in this field.

Telecom Pager Total Amount 106 -115 | 10 Character Format (9999999.99). Decimal is
included in this field.

Telecom Radio Total Amount 117-126 | 10 Character Format (9999999.99). Decimal is
included in this field.

Telecom Video Total Amount 128 -137 | 10 Character Format (9999999.99). Decimal is
included in this field.

Telecom Wire & Cable Total 139-148 | 10 Character Format (9999999.99). Decimal is

Amount included in this field.

Data Network Total Amount 150-159 | 10 Character Format (9999999.99). Decimal is
included in this field.

Computer Services Total 161-170 | 10 Character Format (9999999.99). Decimal is

Amount included in this field.

Computer Usage Total Amount | 172-181 | 10 Character Format (9999999.99). Decimal is
included in this field.

Computer Projects Total 183-192 | 10 Character Format (9999999.99). Decimal is

Amount included in this field.

Computer Services Direct 194 -203 10 Character Format (9999999.99). Decimal is

Billables Total Amount included in this field.

Personnel Total Amount 205 -214 10 Character Format (9999999.99). Decimal is
included in this field.

Mail Services Total Amount 216 -225 | 10 Character Format (9999999.99). Decimal is
included in this field.

Courier Services Total Amount | 227-236 | 10 Character Format (9999999.99). Decimal is
included in this field.

Motor Vehicle Rental Total 238-247 | 10 Character Format (9999999.99). Decimal is

Amount

included in this field.
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Rapid Copy Total Amount 249 -258 10 Character Format (9999999.99). Decimal is
included in this field.

Telcom Data Circuit Total 260-269 | 10 Character Format (9999999.99). Decimal is

Amount included in this field.

Data Personnel Total Amount 271-280 | 10 Character Format (9999999.99). Decimal is
included in this field.

Total of All Services 282-293 | 12 Character Format (999999999.99). Decimal
is included in this field.

For Future Use 294 -350 55 Character Undefined — For future use.

Billing Date 354-360 | 07 Character Format (YYYY/MM). Slash is
imbedded in this field.

The following information will provide each field with its characteristics and what each field is actually
used for and/or values for that field.

Field The characteristics are ... Is for ...

Customer Number Numeric (8) Financial Customer Number
(Remit-To Number) — effective
11/2007.

Cust ID Ref Number Numeric (5) Bill To Customer Number, which
is high level customer that is
being billed.

Ship To Number Numeric (6) the Ship To Customer Number,
which is the actual location for
billing.

Project Description Alphanumeric (30) storing the old account number

(Cost Center) used before July 1,
2000. Ship To Numbers replaced
the Acct Nbr. Old format is DTS
(3), Cust Nbr (3), Cost Center
(25). This field will only contain
the first 30 characters of the 33
character Acct number.

Telecom Local Service Total Character (10) the telecom local service total
Amount charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is included
in this field. Negative amounts
will have a minus sign as the first
character.
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Field

The characteristics are ...

Is for ...

Telecom Long Distance Total
Amount

Character (10)

the telecom long distance total
charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is included
in this field. Negative amounts
will have a minus sign as the first
character.

Telecom GIST Total Amount

Character (10)

the telecom GIST total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is included
in this field. Negative amounts
will have a minus sign as the first
character.

Telecom Cellular Total Amount

Character (10)

the telecom cellular total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Telecom Pager Total Amount

Character (10)

the telecom pager total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Telecom Radio Total Amount

Character (10)

the telecom radio total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Telecom Video Total Amount

Character (10)

the telecom video total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Telecom Wire & Cable Total
Amount

Character (10)

the telecom wire & cable total
charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.
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Field

The characteristics are ...

Is for ...

Data Network Total Amount

Character (10)

the Data Network total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Computer Services Total
Amount

Character (10)

the computer services total
charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Computer Usage Total Amount

Character (10)

the computer usage total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Computer Proj Total Amount

Character (10)

the computer proj total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Computer Services Direct
Billables Total Amount

Character (10)

the direct billables total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Personnel Total Amount

Character (10)

the personnel total charges for the
month for your bill to customer
number. Format (9999999.99)
Decimal is included in this field.
Negative amounts will have a
minus sign as the first character.

Mail Services Total Amount

Character (10)

the mail services total charges for
the month for your bill to
customer number. Format
(9999999.99) Decimal is included
in this field. Negative amounts
will have a minus sign as the first
character.
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Field

The characteristics are ...

Is for ...

Courier Services Total Amount

Character (10)

the courier services total charges
for the month for your bill to
customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Motor Vehicle Rental Total
Amount

Character (10)

the motor vehicle rental total
charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Rapid Copy Services Total
Amount

Character (10)

the rapid copy services total
charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Telecom Data Circuit Total
Amount

Character (10)

the telecom data circuit total
charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

Data Pers Total Amount

Character (10)

the data pers total charges for the
month for your bill to customer
number. Format (9999999.99)
Decimal is included in this field.
Negative amounts will have a
minus sign as the first character.

Total of All Services

Character (12)

the total of all services total
charges for the month for your
bill to customer number. Format
(9999999.99) Decimal is
included in this field. Negative
amounts will have a minus sign
as the first character.

For Future Use

Character (55)

Undefined — For future use.

Billing Date

Character (7)

the billing date of the adjustment.
The slash is imbedded in the
field. The data is Year and Month
only. Format = (YYYY/MM)
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4) Recurring Charges Download File (Comma Delimited Format)

Field Position Length | Characteristics | Comments

Customer Number 02- 09 08 Numeric Financial Customer Number (Remit-
To Number)

Customer ID Ref Number 13- 17 05 Numeric Bill To Number

Ship To Number 21- 26 06 Numeric

Project Description 30- 59 30 Alphanumeric Old Acct Number (Cost Center)

Bill Source 63— 72 10 Alpha

Product Id 76— 93 18 Alphanumeric

Product Description 97- 126 | 30 Alphanumeric

Unit of Measure 130- 132 | 03 Alpha

Quantity 135 - 156 22 Character Format (99999999999999999.9999)
Decimal is included in this field.

Amount 158 - 173 16 Character Format (9999999999999.99).
Decimal is included in this field.
Negative amounts will have a minus
sign as the first character.

Billing Date 176 - 182 07 Character Format (YYYY/MM).
Slash is included in this field.

The following information will provide each field with its characteristics and what each field is actually
used for and/or values for that field.

Field

The characteristics are ...

Is for ...

Customer Number

Numeric (8)

Financial Customer Number
(Remit-To Number)

Cust ID Ref Number

Numeric (5)

Bill To Customer Number, which
is high level customer that is
being billed.

Ship To Number

Numeric (6)

the Ship To Customer Number,
which is the actual location for
billing.

Project Description

Alphanumeric (30)

storing the old account number
(Cost Center) used before July 1,
2000. Ship To Numbers replaced
the Acct Nbr. Old format is DTS
(3), Cust Nbr (3), Cost Center
(25). This field will only contain
the first 30 characters of the 33
character Acct number.
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Field

The characteristics are ...

Is for ...

Bill Source

Alpha (10)

the bill source which is the bill
type of the data being billed.
(ex. Pagers, etc).

Values — see attachment A

Product Id

Alphanumeric (17)

the Product Identification
Number for each item that is
being billed.

Product Description

Alphanumeric (30)

the description of the product.

Unit of Measure (UOM)

Alpha (3)

the UOM which explains how
this product is being billed (ex.
“MON?” for monthly recurring or
“INS” for installation charges)

Values - see attachment B

Quantity

Character (22)

the quantity that is being billed.

The decimal is imbedded in the

quantity field. Format =
(99999999999999999.9999)

Amount

Character (16)

the amount that is being billed.
This field has the decimal
imbedded in the amount field,
only 2 positions after the decimal.
Format = (9999999999999.99)
Negative amounts will have a
minus sign as the first character.

Billing Date

Character (7)

the billing date of the product
being billed. The slash is
imbedded in the field. The data is
Year and Month only. Format =
(YYYY/MM)
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5) Billing Adjustments Download File (Comma Delimited Format)

Field Name Position Length | Characteristics | Comments

Customer Number 02- 09 08 Numeric Financial Customer Number (Remit-
To Number)

Customer ID Ref Number 13- 17 05 Numeric Bill To Number

Ship To Number 21- 26 06 Numeric

Project Description 30- 59 30 Alphanumeric Old Acct Number (Cost Center)

Bill Source 63— 72 10 Alpha

Product Id 76— 93 18 Alphanumeric

Product Description 97 - 126 30 Alphanumeric

Unit of Measure 130 - 132 03 Alpha

Quantity 135- 156 22 Character Format (99999999999999999.9999).
Decimal is included in this field.
Negative amounts will have a minus
sign as the first character.

Amount 158 - 173 16 Character Format (9999999999999.99). Decimal
is included in this field. Negative
amounts will have a minus sign as the
first character.

Billing Date 176 — 182 07 Character Format (YYYY/MM). Slash is
included in this field.

The following information will provide each field with its characteristics and what each field is actually

used for and/or values for that field.

Field Name

The characteristics are ...

Is for ...

Bill To Number

Numeric (8)

the Bill To Customer Number,
which is high level customer that
is being billed.

Cust ID Ref Number

Numeric (5)

Bill To Customer Number, which
is high level customer that is
being billed.

Ship To Number

Numeric (6)

the Ship To Customer Number,
which is the actual location for
billing.

Project Description

Alphanumeric (30)

storing the old account number
(Cost Center) used before July 1,
2000. Ship To Numbers replaced
the Acct Nbr. Old format is DTS
(3), Cust Nbr (3), Cost Center
(25). This field will only contain
the first 30 characters of the 33
character Acct number.
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Field Name

The characteristics are ...

Is for ...

Bill Source

Alpha (10)

the bill source which is the bill

type of the data being billed
(ex. Pagers, etc).

Values — see Attachment “A”.

Product Id

Alphanumeric (17)

the Product Identification
Number for each item that is
being adjusted.

Product Description

Alphanumeric (30)

the description of the product id.

Unit of Measure (UOM)

Alpha (3)

the UOM which explains how
this product is being adjusted
(ex. “MON” for monthly
recurring charges, “INS” for
installation charges).

Values - see Attachment “B”.

Quantity

Character (22)

the quantity that is being billed or
adjusted. The decimal is
imbedded in the quantity field.
The format =
(99999999999999999.9999)

Amount

Character (16)

the amount that is being adjusted.
This field has the decimal
imbedded in the amount field,
only 2 positions after the decimal.
Format = (999999999999.99)
Negative amounts will have a
minus sign as the first character.

Billing Date

Character (7)

the billing date of the adjustment.
The slash is imbedded in the
field. The data is Year and Month
only. Format = (YYYY/MM)
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6) Invoice Totals Download File (Comma Delimited Format)

Field Position Length | Characteristics | Comments

Customer Number 02- 09 08 Numeric Financial Customer Number
(Remit-To Number)

Customer ID Ref Number 13-17 05 Numeric Bill To Number

Bill To Description 21 -60 40 Alphanumeric

Ship To Number 64 - 69 06 Numeric

Ship To Description 73-112 40 Alphanumeric

Project Description 116 - 145 30 Alphanumeric Old Acct Number (Cost Center)

Bill Source 149 - 158 10 Alpha

Invoice Number 162 - 175 14 Character XXX-XXXXXXXXXX
Dash is included in this field.

Amount Billed 179 -188 10 Character Format (Z2Z2727279.99).
Decimal is included in this field.
Negative amounts will have a
minus sign as the first character.

Billing Date 192 - 198 07 Character Format (YYYY/MM).

Slash is included in this field.

The following information will provide each field with its characteristics and what each field is actually
used for and/or values for that field.

Field The characteristics are ... Is for ...

Customer Number Numeric (8) Financial Customer Number
(Remit-To Number).

Cust ID Ref Number Numeric (5) Bill To Customer Number, which

is high level customer that is
being billed.

Bill To Description

Alphanumeric (40)

the Bill To Name of the Bill To
Number (Customer Name or
Agency Name).

Ship To Number

Numeric (6)

the Ship To Customer Number,
which is the actual location for
billing.

Ship To Description

Alphanumeric (40)

the Ship To Name of the Ship To
Number (Location Name).
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Field

The characteristics are ...

Is for ...

Project Description

Alphanumeric (30)

storing the old account number
(Cost Center) used before July 1,
2000. Ship To Numbers replaced
the Acct Nbr. Old format is DTS
(3), Cust Nbr (3), Cost Center
(25). This field will only contain
the first 30 characters of the 33
character Acct number.

Bill Source

Alpha (10)

the bill source which is the bill
type of the data being billed.
(ex. Pagers, etc)

Values — see attachment A

Invoice Number

Character (14)

the invoice number that this
amount was billed on.

Format = XXX-XXXXXXXXXX

Dash is included in this field.

Amount Billed

Character (10)

the amount that is being billed.
This field has the decimal
imbedded in the amount field,
only 2 positions after the decimal.
Format = (9999999.99) Negative
amounts will have a minus sign
as the first character.

Billing Date

Character (7)

the billing date of the invoice.
The slash is imbedded in this
field. The data is Year and Month
only. Format = (YYYY/MM)
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ATTACHMENT “A”:

Bill Source Values:

Bill Srce Code

CENTSUPPLY
COMPPROJ
COMPUSAGE
COMPUTER
COURIER
CSUPPLY
DATACIRC
DATANET
DATAPERS
DIRBILL
GIST

LD
LEGISLATVE
LOCAL SERV
MAIL

MVR

PAGER
PERSONNEL
RADIO
RAPIDCOPY
VIDEO

Updated November 2007

Bill Source Description
CENTRAL SUPPLY

COMPUTER PROJECTS
MAINFRAME COMPUTER USAGE
COMPUTER SERVICES
COURIER SERVICES
CENTRAL SUPPLY

DATA CIRCUIT

DATA NETWORK

PERSONNEL CHARGES FOR DATANET
DIRECT BILLABLE

GIST

LONG DISTANCE
LEGISLATIVE BILL

LOCAL SERVICE

MAIL SERVICES

MOTOR VEHICLE RENTAL
PAGER

PERSONNEL SERVICES
RADIO

RAPID COPY SERVICES
VIDEO
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ATTACHMENT “B”:

Unit of Measure (UOM) Values:

UOM Code
BAG
BDL
BOX
BRL
BSL
BTL
BX
CAN
CCM
CDM
CDR
CFT
CGM
CL
CM
CMM
CN
CON
CR
CRT
CS
CTG
CTN
CuB
CUF
Cul
CUM
Ccuy
DAY
DG
DL
DM
DOL
DOZ
DRM
DRP
DSE
EA
FT
GAL
GM
GRS
HRS
HUN
IN
INS
1SU
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UOM Description
Bags

Bundles

Boxes

Barrels

Bushels

Bottles

BOX

Cans

Cubic Centimeters
Cubic Decimeters
Cylinders

Cubic Feet
Centigrams
CENTILITERS
CENTIMETERS

Cubic Millimeters
CARTON

Containers

CREDIT AMOUNT
Cartridge

CASES

Cartridges
Cartons

Cubes

Cubic Feet

Cubic Inches
Cubic Meters
Cubic Yards

Daily

DECIGRAMS
DECILITERS
DECIMETERS
Dollars to be Billed
Dozen

Drums

Drop Shipment-Special Price
Doses

EACH

FEET

Gallons

GRAMS

Gross

Hours to be Billed
Hundreds

INCHES

Install Products
Issues (of Publications)
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Unit of Measure (UOM) Values (Cont):

UOM Code
JAR
JOB
JUG
KEG
KG
KIT
KL
KM
LBS
LEN
LF
LOT
LTR
MG
MHR
MIL
ML
MM
MON
MTN
MTR
OHR
0z
PAL
PCE
PK
PKG
PL
PLT
PR
PT
QRT
QT
REM
RL
RM
SCM
SDM
SET
SF
SKD
SM
SMM
y0] |
SQK
SQM
SQY
B
THM
THS
TL

Updated November 2007

UOM Description
Jars

Job

Jugs

Kegs
KILOGRAMS
Kits
KILOLITERS
KILOMETERS
Pounds
Lengths
LINEAR FEET
Batch Lot
Liters
MILLIGRAMS
Man Hour
Miles
MILLILITERS
MILLIMETERS
Monthly
Metric Tons
Meters
Overtime Hours
OUNCES
Pails
Pieces
PECKS
Packages
PALLET
Pallets
PAIRS

PINTS
Quarterly
QUARTS

Remove Installed Products

REELS/ROLLS

REAMS

Square Centimeters
Square Decimeters
Set

SQUARE FEET

Skids

SQUARE METERS
Square Millimeters
Square Inches
Square Kilometers
Square Miles
Square Yards

TUBES

Therms

Thousands

TRUCK LOAD
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Unit of Measure (UOM) Values (Cont):

UOM Code
TON
UNT
VL
WDY
WHR
WKY
WMO
WWK
WYR
YD
YR

Updated November 2007

UOM Description
Tons

Units (Generic)
VIALS

Work Days

Work Hours
Weekly

Work Months
Work Weeks
Work Years
YARDS

YEARLY
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