Statement Overlay/Stuffer Procedures

Step#1 

Create Overlay
Create your Overlay; make sure you know the name and size of it (Have a ruler handy to measure the Overlay). It would be best to print out the Overlay and have it available to view before proceeding on.  

Step#2 

Statement Stuffer Setup
From START1 Menu: Select 1 (Customer Information), 23 (Goto Customer Menu #2), 7 (Statement Stuffer Setup).

Verify Workstation Status – Press F5

Billing Cycle Warning Message – Press F5

The following Screen will be Displayed – Select the Billing Cycle you want to work on – Press F5
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The following Screen will be Displayed – 

On the 4th Line ‘Set up stuffer overlay name and # of lines it will use’ – Enter a Y (Yes) – Press F5
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The following Screen will be Displayed – 

Press 9 – To Add a Statement Stuffer or 2 to Select Statement Stuffer.
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 SHAPE  \* MERGEFORMAT 
The following Screen will be Displayed – Enter or Verify the 5 Character Stuffer Code, Description and Number of Lines.

**Note- Measure the Overlay to Verify the correct number of lines needed.  This screen will do the calculation of 8 lines per Inch for you. ** This is where you will need your ruler to verify the spacing is correct. Enter where you would like your Stuffer/Overlay to Print. (L=Last Page, 1=First Page, Etc.) Press Enter to review.  
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When satisfied, press F5 to Update 

Press F3 to Exist 

The following Message will be Displayed – Enter Y (Yes) - Press F5 to Continue to the Next Step.  


[image: image5]                                                                          

Step#3 

Adding records to the file
This will give you the ability to select the Records (Accounts/Phone Numbers) you want your newly added Stuffer/Overlay to Print On.   

The following Screen will be Displayed – 

On the 1st Line ‘Do you want to Add Multiple records to the file’ – Enter a Y (Yes) – Press F5
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The following Screen will be Displayed – 

This screen will display the number of Records currently in the File.  Select Option 1 to Add More records to the File or Option 2 to Delete the records currently in the file and Add new records to it.  

In this Example we have selected Option 1.
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Press F5 to Continue

The following Screen will be Displayed – Enter Option 1 – Press F5 
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The following are the Steps when you Select Option 1.  (See Steps for Option 2 or 3 below).
The following Screen will be Displayed – 

Enter the NPA & EXC and Tariff Codes that you wish to have the Stuffer/Overlay you Created and Setup previously print on.  Press F5
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The following Screen will be Displayed – 

Select Y (Yes) if you wish to Add another Stuffer/Overlay and repeat the previous two Steps above. 

Or Select N (No) and Press F5 to Continue
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** Now go to the top of Page 5 to Continue with the Steps that are the same for all Options. 

The following are the Steps when you Select Option 2 or 3.  Use QB or Query to Create the File you want to Use.

The following Screen will be Displayed – 

The following Message will be Displayed – Enter the Name you want to Use (Example; Y.BAPHN)

- Press F5 to Continue to the Next Step.  


The following Message will be Displayed – Enter Stuffer Cd and ‘Y’ to Print Cd

- Press F5 to Continue to the Next Step.  



The following Message will be Displayed – Enter Y, if you want to Do Another Stuffer or N to Continue on. 
- Press F5 to Continue to the Next Step.  

                                                                        

**The following are the Final Steps For All Options. 

The following Message will be Displayed – Enter Y, if you want to Select Another Statement Stuffer or 

N to Continue on. 

- Press F5 to Continue to the Next Step.  

                                                                         

The following Screen will be Displayed – 

On the 2nd Line ‘Do you want to Add/Change STATEMENT STUFFER/PRINT Codes’ – Enter a Y (Yes) – Press F5



** ‘Y’ (Yes) - Allows you to View Who will get this Overlay 

The following Screen will be Displayed –

- Select the Order you would like this File Sorted in.  We have selected 2 ‘Account’ in this Example
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The following Screen will be Displayed – 

Enter N (No) – Press F5 to Continue
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The following Screen will be Displayed – 

This screen displays a list of all the Account/Phone Numbers that will Print the Stuffer/Overlay you requested.  
From this screen you can Add additional Accounts or Phone Numbers by using the ‘9=Add’ Option.

You also have the Option to Exclude an Account by Changing the Y (Yes) to a N (No).
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Once you are Satisfied with the List above – Press F3 to Exit.

· Press F3 Again

The following Screen will be Displayed – Enter ‘N’ (No) and Press F5
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You will be returned to ‘CUSTM2” Menu.  

** This Completes Stuffer/Overlay Setup.

 01 06 05        Riata Training Company        5/19/06       


  5/18/06                                    16:51:51       


                                                                      


                    You are now in Library RIATAD                     


  0 - Regular Library RIATAD     | A - All             RIATCA         


  1 - Billing Cycle 1 RIATC1     | 2 - Billing Cycle 2 RIATC2         


  3 - Billing Cycle 3 RIATC3     | 4 - Billing Cycle 4 RIATC4         


                                                                      


          Which Cycle do you want to work on                          


                                                                      


                             A                                       


                                                                      


                     Cmd 5 to continue on          Cmd 3=N





  01 06 05             Riata Training Company                  5/19/06   


   5/18/06                                                    17:02:49   


                                                                         


 Do you want to Add Multiple records to the file (Y,N)              N       


                                                                         


 Do you want to Add/Change STATEMENT STUFFER/PRINT Codes (Y,N)      N      


                                                                         


 Print list of phone numbers and what stuffers they have (Y/N)      N     


                                                                         


 Set up stuffer overlay name and # of lines it will use (Y/N)       Y     


                                                                         


 Print list of stuffer overlay names (Y/N)                          N     


                                                                         


                                                                         


                       Cmd 5 to continue on                              





                   Statement Stuffer Setup                    


     AAAAA  TEST STUFFER           09   L    1.12             


     ATT01  ATT PON 12M62          10   L    1.25             


     ATT02  AT&T RATINGS           37   1    4.62             


     JO     JO NOTICE              09        1.12             


     RAMON  RAMON GREETING         25   L    3.12             


                                                     More...  


 2-Change  9-Add      Cmd3-End     Position to:               





      Stuff Code: MCI1                                      


                                                      


     Description: MCI NOTICE #1                


                                                      


      # of Lines:  12 (8 Lines per Inch)              


       (Use for Last Page & Collation Marks)          


                                                      


                   1.500  # of Inches from TOP of     


                          PAGE to BOTTOM of OVERLAY.  


                          Verify with a Ruler.        


                                                      


  Where to Print:L   1=First Page, L=Last Page       


                      B=Back of Page 1                


                      C=Collation Marks               


                                                      


   Cmd3-End   Cmd5-Update   Cmd16-Delete              





  01 06 05        Riata Training Company            5/22/06          


   5/22/06                                         08:46:42          


 


   Do you want to select another Statement Stuffer Option?                


                                                                          


                             (Y/N)                                         


                                                                          


                              Y                                           


                                                                          


                      Cmd 5 to continue on             Cmd 3=N    





  01 06 05             Riata Training Company          5/22/06  


   5/22/06                                            08:46:54  


                                                                       


Do you want to Add Multiple records to the file (Y,N)               Y  


                                                                        


Do you want to Add/Change STATEMENT STUFFER/PRINT Codes (Y,N)       N  


                                                                        


Print list of phone numbers and what stuffers they have (Y/N)       N  


                                                                        


Set up stuffer overlay name and # of lines it will use (Y/N)        N  


                                                                        


Print list of stuffer overlay names (Y/N)                           N  


                                                                        


                                                                        


                       Cmd 5 to continue on                             





  01 06 05        Riata Training Company                 5/22/06        


   5/22/06                                              08:55:30        


                                                                        


   There are 0000000000 record/s in the File. . .                       


                                                                        


   1 - Add More records to the file                                     


   2 - Delete the file and then add records to it                       


                                                                        


   What would you like to do (1,2)                                      


                                                                        


                              1                                         


                                                                        


                      Cmd 5 to continue on                     Cmd 3=N  





01 08 04        Riata Training Company                 4/10/08          


  4/10/08                                              16:59:16          


                                                                         


  1 - Select by Exchange & Tariff Code                                   


  2 - Use all from a special BAPHN File like Y.BAPHN                     


  3 - Use all from a special BAACCT File like Y.BACCT                    


  4 - Create File of New AT&T Business Customers                         


  


                       1                                              


                     Cmd 5 to continue on                     Cmd 3=N    





                 Add Statement Stuffer and/or Print Codes               


                   for the Entered Exchange and Tariff                  


     File                                                               


     Type  NPA    EXC          TARIFF      Stuff Cd       Print Cd           


      A    ALL    ALL    And   	MCI01	   MCIRT   		Y               


                                                                        


                         And   	   	     		                


                                                                        


      _                  And   	 	     		                


                                                                        


                         And   	 	     		                


                                                                         


                         And   	 	     		                


                                                                        


           For ALL File Types, Enter A                                  


           For ALL NPAs,       Enter ALL                                


           For ALL Exchanges,  Enter ALL                                


           For ALL Tariffs,    Enter *ALL*                              


                                                                        


               F3-End        F5-Enter                              





  01 06 05        Riata Training Company                 5/22/06           


   5/22/06                                              10:18:55           


                                                                           


   Do you want to do Another Stuff/Print Code (Y,N)                        


                                                                           


                              N                                            


                                                                           


                      Cmd 5 to continue on                     Cmd 3=N     





               Add Statement Stuffer and/or Print Codes                  


                                                                         


                                                                         


                       Stuff Cd    Print Cd                              


                       		    Y


			      		    	                                                  


                                                                         


             F3-End        F5-Enter                                      





  01 06 05             Riata Training Company          5/22/06  


   5/22/06                                            08:46:54  


                                                                       


Do you want to Add Multiple records to the file (Y,N)               N 


                                                                        


Do you want to Add/Change STATEMENT STUFFER/PRINT Codes (Y,N)       Y  


                                                                        


Print list of phone numbers and what stuffers they have (Y/N)       N  


                                                                        


Set up stuffer overlay name and # of lines it will use (Y/N)        N  


                                                                        


Print list of stuffer overlay names (Y/N)                           N  


                                                                        


                                                                        


                       Cmd 5 to continue on                             





   01 06 05             Riata Training Company                  5/22/06  


    5/22/06                                                    10:22:36  


                                                                         


        Select the order you want the file sorted                        


                                                                         


        1 - Record #                                                     


        2 - Account                                                      


        3 - File type/NPA/NXX/Line                                       





        N - Done                                                         


                                       2                                 


                               Cmd 5 - Continue on         Cmd3=N   





  01 06 05        Riata Training Company                 5/22/06          


   5/22/06                                              09:33:41          


                                                                          


   You can be selective as to what records you want to print.             


   You will need to understand Query to key in record selections.         


   By selecting records you can print out only those that                 


   meet the criteria that you enter.                                      


                                                                          


   Do you want to select records (Y,N) Usually "N"                       


                                                                          


                              N                                           


                                                                          


                      Cmd 5 to continue on                     Cmd 3=N    





     ACCOUNT                    PHONE       CODE          REC              


     0001114                 208  25732160  MCI1   Y  00000002             


     00057        0001       208  25732140  MCI    Y  00000013             


     00057        0001       208  25732140  MCI1   Y  00000017             


     00239                   208  67833330  MCI1   Y  00000027             


     00652                   435  52874680  MCI1   Y  00000010             


     00820                   435  52853250  MCI1   Y  00000008             


     00911                   435  52879740  MCI1   Y  00000036             


     00953                   435  52874840  MCI1   Y  00000011             


     00960                   435  52853800  MCI1   Y  00000033             


     01198                   435  52852450  MCI1   Y  00000032             


     02283                   435  52874030  MCI1   Y  00000034             


     02780               S   208  43619890  MCI1   Y  00000023             


     03088        0003       208  43800100  MCI1   Y  00000026             


     03543                   435  52879220  MCI1   Y  00000035             


     03641                   435  52879790  MCI1   Y  00000037             


     08009                   435  52852530  MCI1   Y  00000007             


     09570                   435  52839840  MCI1   Y  00000031             


     10228                   435  52833800  MCI1   Y  00000029             


     11593                   435  52854790  MCI1   Y  00000009             


                                                                   More... 


 1=SELECT 2=CHANGE 9=ADD          Goto Rec        0  Control(+-)        0  


                                                                           





  01 06 05        Riata Training Company            5/22/06          


   5/22/06                                         08:46:42          


 


   Do you want to select another Statement Stuffer Option?                


                                                                          


                             (Y/N)                                         


                                                                          


                              N                                           


                                                                          


                      Cmd 5 to continue on             Cmd 3=N    



































01 08 04        Riata Training Company                 4/10/08          


  4/10/08                                              16:59:16          


                                                                         


  1 - Select by Exchange & Tariff Code                                   


  2 - Use all from a special BAPHN File like Y.BAPHN                     


  3 - Use all from a special BAACCT File like Y.BACCT                    


  4 - Create File of New AT&T Business Customers                         


  


                       2                                              


                     Cmd 5 to continue on                     Cmd 3=N    





  01 08 04             Riata Training Company                  4/10/08  


   4/10/08                                                    17:02:45  


                                                                 


                                                                        


       What Phone #  file do you want to use?  (Y.BAPHN)                


                                                                        


                                Y.BAPHN                                 


                           Cmd 5 to continue on                         





  01 08 04        Riata Training Company                 4/10/08        


   4/10/08                                              17:06:34        


                                                                        


   Do you want to do Another Stuff/Print Code (Y,N)                     


                                                                        


                              N                                         


                                                                        


                      Cmd 5 to continue on                     Cmd 3=N  





  01 08 04        Riata Training Company                 4/10/08         


   4/10/08                                              17:08:39         


                                                                         


   Do you want to select another Statement Stuffer Option?               


                                                                         


                            (Y/N)                                        


                                                                         


                              N                                          


                                                                         


                      Cmd 5 to continue on                     Cmd 3=N   
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