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TELCO/3400 TELEPHONE ACCOUNTING SOFTWARE

BILLING MANUAL

PRIVATE 
MENU: START1 - TELCO/3400 Main Menutc  \l 1 "MENU\: START1 - TELCO/3400 Main Menu"
PRIVATE 
ITEM: 1 - Customer Informationtc  \l 2 "ITEM\: 1 - Customer Information"

Goes to CUSTM1 menu
MENU: START1 - TELCO/3400 Main Menu

PRIVATE 
ITEM: 24 - Sign Offtc  \l 2 "ITEM\: 24 - Sign Off" 


Signs workstation off system.

PRIVATE 
MENU: CUSTM1 - Customer Informationtc  \l 1 "MENU\: CUSTM1 - Customer Information" 

PRIVATE 
ITEM: 1 - Service Order XE "service order"  Entry/Updatetc  \l 2 "ITEM\: 1 - Service Order Entry/Update"

This procedure has several screens for each customer.  To move to the next screen, press F15 or roll up/roll down.  To move to a different screen, enter the screen number you want under Next Screen in the lower right corner of the screen.


Phone - Enter the phone number you want to work on.  The extra digit is for a sequence number.  Enter 0 for the current customer using that number.  Previously disconnected XE "disconnected"  customer will have a sequence number of 1, 2, etc. with the higher numbers being the older customers.


Name to Search For - If you don't know the phone number of the customer you want, you can use these fields to search based on the customers name.  Enter all or part of the last name in the "Last" field to display a window of customers whose last names begin with the letters you enter.  You may enter the first name in the field on the right to further select the desired customer.


Use the CMD 1 key to display available XE "available"  numbers. They are displayed in order by oldest available number.  Phone # and Service Order XE "service order"  that made the number available is displayed. 


Use the CMD 2 key to display used numbers.


Cmd 17 - On any screen will go to Key Inventory Sales           


Cmd 20 - On any screen will go to Internet Billing Customer File


After entering a phone number, if it is a new number, a message will be displayed giving you the option of returning or using it anyway.


After selecting the correct number a screen appears displaying the last service order XE "service order"  number, date and type.


Do the changes/additions you are going to make require a new Service Order #? (Y,N) - If you enter "Y", a new service order XE "service order"  number will be generated automatically.


Desc. of Service Order XE "service order"  - Enter the appropriate description.


What type of service order XE "service order"  is this - Enter "N" for New Install, C for Change or D for Disconnect.


Hit ENTER to go to the next screen.


Last Name, First Name, Address and Zip - Enter the complete name and mailing address.  If the Business XE "business"  name will not fit in the last name field,  continue on with the name in the first name field and then key in Y in the continuation field.


Carrier XE "carrier"  Rt XE "carrier rt"  - In the first field, enter C for carrier, R for rural route or B for a Box.  In the second field, enter the route number.


DPBC - Delivery Point Barcode do not do anything with this field it will be populated when addresses are certified.


Certify - You will usually not enter anything in this field.  When an address is certified the computer will put a “Y” in that field.


Mail - If this customer is not to be mailed put a “N” in this field.


Directory Listing- Enter the information like you want it to look in the directory.

  ST City            Street Name              Dir    House #  Apt 


Location XE "location"  - Enter the state XE "state" , city, street name, directional code, house # and apartment #. Directional codes are  N S NW SE etc. etc.  It is your choice whether or not you use all of these fields.  If you upload to an AT&T or US West E911 XE "e911"  system you usually use all of the location fields.


Include Name in Directory (Y,N) - Enter a ‘Y’ if you want the name to be in the Directory.


Include Address in Directory (Y,N) - Enter a ‘Y’ if you want the address to be in the Directory.   


E911 XE "e911"  Desc. - enter info needed to help emergency personnel locate the address.


E911 XE "e911"  Class of service - Refer to your E911 system manual for options.


E911 XE "e911"  Type if Sv - Refer to your E911 system manual for options.


Employer XE "employer"  - Enter the customer's employer's name & phone number.


Position XE "position"  - Enter the customer's job title.


Security XE "security"  - If you need some kind of security or password that you would like to check before you give out customer information .


Spouse XE "spouse"  - Enter the customer's spouse's name.


Employer XE "employer"  - Enter the spouse XE "spouse" 's employer.


Prev. Serv. XE "prev. serv."  - Enter the name of the telephone company where the customer previously had service.


Estimated Toll - Enter the estimated toll XE "estimated toll"  with no decimal places.


Special Code - Enter in any information that you want.  You can enter in anything you want in this field.  You can use this field to keep track of certain types of customers.


Government ID# XE "government ID#"  - Enter the customer's social security XE "security"  number or, if a business XE "business" , the federal ID number.


Can Be Reached XE "can be reached"  - Enter the phone number and relationship of a person through which the customer can be contacted if necessary.


Member XE "member"  # - If you have memberships, enter the member number for this Phone #.   CMD 23 and a member # of 000000 will retrieve the next available XE "available"  membership XE "membership"  # from the available # file for you.


Main Member XE "member"  # - If you have memberships, enter a "Y" here if this is the member's main phone number.   Otherwise enter "N". "Y" is used to move address to membership XE "membership"  file. 


Charge Late Cg XE "charge late cg" , Charge Fed Tax, Charge Sta Tax - Enter "Y" or "N" to indicate whether the customer should be charged.


State XE "state"  Tax Dist - Enter the state tax XE "state tax"  district code. Determines % of State Tax to Charge.


State XE "state"  - Enter the state code for the customer.


CMD 9 for membership XE "membership"  file inquiry.


CMD 15 roll up  to go to the next screen.


CMD 24 to see all phone #'s assigned to this membership XE "membership"  #


CMD 12 Key Directory Changes - Press Cmd 12 to key directory changes.  You will see a new screen with the customer phone number; the date, I C or D or New Install, Change, or Disconnect, and if the customer is a business or resident.  There are some default codes that you can use.  They are as follows:


/O1 - Phone Number


/O2 - Old Name (Last name, First name   format)


/O3 - Old Location Address (House #, Directional, Street Name, Apt #)


/O4 - Old Location City and Zip


/N1 - Phone Number


/N2 - New Name (Last Name, First Name   format)


/N3 - New Location Address (House #, Directional, Street Name, Apt #)


/N4 - New Location City and Zip

The /O3, /O4, /N3 and /N4 are preceded by a    ,   (comma)

After keying the above codes to get the information you need then the codes will be changed to:

NEW


CHANGES

DISCONNECT

/N1=ITN

/O1=TN


/O1=OTN

/N2=ILN

/O2=OLN

/O2=OLN

/N3=ILA

/O3=LA


/O3=OLA

/N4=ILA

/O4=LA


/O4=OLA


Deposit XE "deposit"  Date and Deposit Amount - Enter the appropriate deposit information.


Report Group - Enter any group code that applies for special reporting. You assign these Report group XE "report group" s.


Toll Group - If several lines are to have toll billed as a group, but not as a main billing # XE "main billing #" , enter the group number you assign here and it will print all  statements for that group together if you choose so when printing statements.  Example - 3 lines that are not billed to a  main billing #,  enter 0100 as toll group XE "toll group"  of all three lines,  and then when you print statements,  you can have all three statements print out back to back.

This is also used for you to specify the order to print statement subtotals  when the number you are entering is billed to a main billing # XE "main billing #" .    example - 3 lines  4710,   5734,    6845   all billed to 5734.   When the subtotals print,  I want them to print in this order,  5734, 6845, 4710.   I would give  5734 toll group XE "toll group"  5001,  6845 toll group 5002, and 4710 toll group 5003.  (see option in system maintenance #14 to make this work.)


Main Billing # - Enter the number to be billed for this line. 


Business XE "business"  - 


Residence XE "residence"  - Enter B for a business XE "business"  or R for a residence.


Toll Sort OPT - Enter “A for Sub Totals by Account”, “B for 800 Sub Totals by State”, “C for a combination of A & B”


Credit Class - Enter credit class XE "credit class"  A, B, C or D.   Credit Class is upgraded/downgraded based on following criteria. 1-no deferred payment XE "deferred payment" 

 XE "payment"  plan in last 12 months. 2-no reconnects for non-payment in last 12 months. 3-no returned checks in last 12 months.  These 3 items have tariff code XE "tariff code" s in Control File.


Letter of Credit (Y,N) - Enter a ‘Y’ if the customer has a Letter of Credit.


Get Bill XE "get bill" ? - Usually enter "Y".  Enter "N" if this number is not to receive a bill and no charges can be applied to this number.


Unrestricted CC XE "unrestricted CC"  - Enter the quantity of unrestricted calling card XE "calling card" s the customer has in the first field.  Enter the PIN number in the second field.


Restricted CC XE "restricted CC"  - Enter the quantity of restricted calling card XE "calling card" s the customer has in the first field.  Enter the PIN number in the second field.


BNS Code - Enter the Billed Number Screening code.  Standard codes are A,B,C or D. A=Block 3rd # and Collect,  B=Block 3rd # only, C=Block Collect Only, D=No Blocking.


Card Owner - Enter a code you assign as to whose calling card XE "calling card"  this customer has.  If they have an AT&T  card I would probably use "A", if they have a card from you company, I would probably use a "O",  if the have both, I would probably enter a "B".


Is # disconnected XE "disconnected"  (Y,N) - A "Y" is entered automatically when you enter and approve XE "approve"  a disconnect service order XE "service order" .  Or a "Y" can be entered manually.


Payment XE "payment"  Hold Date XE "hold date"  - If a customer will consistently be unable to pay prior to a certain day each month, enter that date here for future reference.


Deferred Payment XE "payment"  (Y,N) - If a delinquent customer promises to pay a certain amount per month in addition to his current bill, enter that amount and the date payment is to begin.


Guarantor XE "guarantor"  - Enter the phone number of any guarantor.


RE-SEARCH Code - Enter the appropriate code to be downloaded to a PC to send off to RE-SEARCH.  New Installs are automatically assigned code "A".  Check RE-SEARCH documentation for valid codes.


Company Code - Enter a 1 digit number to specify which company this number is associated with, if you have more than 1 Company.   Usually just use 0 for the regular telephone co.  If you have more than 1 company,  start the second company with company code XE "company code"  2.   Company code 0 & 1 are the same company.


Race - Enter codes that you want to use for different races.  Example W-White B-Black I-Indian M-Mexican. etc. etc.


When entering Direct Payment Information,  use 27 if coming from Checking Account or 37 if coming Savings Account.


Payment XE "payment"  Promises - Under DT TAK, enter the date the promise was taken.  Under Promised, enter the date by which the customer promised to pay and any other description of the situation.  Under amount enter the amount they promised to pay on that date.  


Paid - Is updated from Cash Receipts when payments are made.  If a Promise is met it is deleted automatically.


Hit CMD 1 to enter additional promises.


Press Cmd 10 to select PIN numbers.


CMD 15 to go to the next screen.


Recurring Charges XE "recurring charges"  - Enter all recurring charge XE "recurring charge"  tariff code XE "tariff code" s, the quantity, and the date started.  Descriptions and total charges will be displayed.  Use CMD 2 to display a list of tariff codes.  Repeat CMD 2 to display more tariff codes.  Use CMD 1 if you need room for more tariff code entries.  Use CMD 23 to insert the "new customer" defaults from your control file.  Cmd 23 will load the defaults by exchange.  If the exchange is not found in the default tariff code file then the defaults from the control file will be used.  To give a 50% vacation rate to someone enter a 1 in the field for “Vacation Rate Code”.  You can enter in other Vacation Rate Codes if you have them setup.  This does not prorate XE "prorate"  or effect prorating.

If this phone #  is a non-pub number then the non-pub tariff code XE "tariff code"  has to be one of the 1st 15 tariff codes that you enter for this phone #.  Do not enter the non-pub tariff code after doing CMD 1 if the customer needs more than 15 tariff codes.


PIC XE "pic"  data at the bottom is for equal access data.  You have two types of PIC’s - Inter and Intra.  There is a question that states: 
Inter/Intra Same Y   If you want the Inter and Intra PIC’s to be the same then enter a “Y” here.  When enter is pressed the Inter data is copied to the Intra data.  You enter the PIC, Transaction code, Status Code, Customer Type, Non-pub/publish code, & effective date.  The top line is for the customers current PIC.  The Second line is for a previous PIC,  you need to enter the Old PIC data so that we can notify that carrier XE "carrier"  that they are no longer the PIC and why.  The Third line is the customers INTRA current PIC and the Fourth line is the customers previous INTRA PIC.  You can do a CMD 8 to print an equal access ballot.  You can do a CMD 9 to see the ballot order on your screen.    Name & address change status & transactions codes are taken care of automatically from screen 1 to be sent to the carriers.

The following Status codes are generated with Transaction code 23

Status Code 
01
If main billing # XE "main billing #"  changes



02
If address changes



03
If name changes



04
If main billing # XE "main billing #"  & name changes



05
If name & address changes



06
If name & address & main billing # XE "main billing #"  changes



08
When you do a number change



09
When you do a number change and Main Billing # changes


Customer type and nonpub are the industry standard codes used with CARE for reporting to the carriers.   Refer to those manuals for specific codes.   Here are some basic codes.

Installs/Changes  Transaction & Status Codes

20 01
Selected IC on EC Ballot.  Existing customer comes in a signs a ballot

20 03
Selected IC by direct contact with EC.  Existing customer comes in and requests a change.

20 04
Confirmation to IC.  Customer called IC to request service. IC informs you. You tell IC you


 made change.

20 05
Selected IC when moved.  Customer moves and changes IC when they move.

20 08
Selected IC through EC, new service.  A new customer selects IC.

20 09
Selected IC through EC, change PIC XE "pic" .  Customer comes in changes PIC.

20 10
Selected IC through EC, additional line.  Customer adds another line to existing account.

Disconnects   Transaction & Status Codes

22 01
Service Disconnected XE "disconnected" .  Unspecified reason.

22 02
Customer moving.  Customer moves to another exchange within your company.

22 03
Cancel IC by direct contact with EC.  Customer comes in and drops PIC XE "pic" .

22 04
Confirmation to IC.  Customer called IC to disconnect. IC informs you. You tell IC you made


 change.

22 05
Cancel IC by ballot.  Customer gives you new ballot with different PIC XE "pic" .

22 06
Customer Canceled IC Service through another IC order.

22 12
Previous Responsible Party.  Customer changes billing responsibility. Send final bill to


 previous customer.

22 15
Service Disconnected XE "disconnected"  partial.  

22 16
Service Disconnected XE "disconnected"  Total.  

22 20
Customer canceled IC with number change.

22 21
Service Disconnected XE "disconnected"  new address.  Unspecified reason, but you are giving IC a new billing


 address.

22 22
Service disconnected XE "disconnected" , nonpayment.

22 23
Service disconnected XE "disconnected" , nonpayment, new address.  You are giving IC a new billing address.

Name and Address Changes  Transaction & Status Codes  (Computer takes care of most *)

23 01
Billing Telephone Number only *

23 02
Billing Address only *

23 03
Billing Name only *

23 04
Billing Telephone Number and Billing Name *

23 05
Billing Name and Address *

23 06
Billing Telephone Number, Billing Name, Billing Address* 

23 07
Published status only.  Customers non-published/non-listing status changes.

23 26
Customer type only.  The customer type has changed.

Customer Type

B = Business XE "business"  Account


C = Civilian



I = Institutions

K = Coinless



L = Limited Collect


M = Military

P = PBX



Q = Public Pay Telephone Stations
R = Residence XE "residence"  Account

S = Student/Dormitory Service

W = Wats



X = Centrex

Z = Semipublic Pay Telephone stations
D = Cellular Roamer


H = Cellular Reseller

T = Cellular End User


O = Cellular Casual Calls (10xxx)

Non-Pub/Non-List Indicator

1 = Non-pub - Not to be given out via Directory Assistance XE "directory assistance"  and not in directory

             or

    Non-list - Not in Directory but may be obtained from directory assistance XE "directory assistance" .

2 = Non-list - Not in Directory but may be obtained from directory assistance XE "directory assistance" .

3 = Non-pub  - Not given out via directory assistance XE "directory assistance"  and not in directory.

4 = Listed & Published - In directory and given out via directory assistance XE "directory assistance" .

5 = Listed & Published - In directory and requested to be non-solicited.


CMD 15 to go to the next screen.


Non-recurring charges XE "non-recurring charges"  - Enter any non-recurring charges XE "non-recurring charges"  here.  After entering a tariff code XE "tariff code" , hit ENTER to automatically display default information.  Quantity can be negative if you need to issue a credit.  To use a Unit Cost XE "unit cost"  different from the default, enter the cost you want; then, under Auto, enter "N" for "Not automatic".  The federal and state XE "state"  tax XE "state tax"  will be calculated on the cost you enter.  You can also override the automatic tax calculations by entering your own tax figures and entering "N" in the corresponding Auto column.  The G/L account will be taken from the default file also.  It can be changed manually.  In this case, there is no Auto option.  If you change the G/L account, the account you enter will stay there.  The default is only inserted if no account is present.


If a tariff code XE "tariff code"  is changed on a particular line, be sure to blank all the information on that line first; then enter the entire new line.   


Total To Pay and Mos - If a customer buys merchandise or has some other charge XE "other charge"  that is going to be paid off over a certain number of months, enter the total amount of the charge under Total To Pay and the number of months over which the payment XE "payment"  will be spread under Mos.  The program will calculate the monthly amount.  The monthly sum of these charges will be displayed at the bottom of the Total To Pay column. You have to key the monthly amount in the unit column.  If you key 9999999 in Total Amount, the entry will never be dropped.  If this is a one time charge, don't key the total to pay XE "total to pay"  or months.  When customer has been charged for Total to Pay Amount, it will be dropped.


CMD 15 twice to go to the next screen.


Cable Pair 1 and 2 - Enter the appropriate cable pair XE "cable pair" s. Be consistent with the number of leading 0's or dashes.


Pedestal XE "pedestal"  1 and 2 - Enter the appropriate pedestals.


Line Finder XE "line finder" /Pe Location XE "location" 

 XE "pe location"  - Enter the Appropriate PE Location in the Switch.


Aerial/Buried Drop - Enter A for Aerial or B for buried.


Freq, Carrier XE "carrier" /Repeater, Carrier Channel, LL Equipment, Ohms - Enter any information you need here.


Touch Tone - Enter "Y" or "N".


Mobile Control Head - Enter data if it applies.


Line Current, Circuit Loss, Power Influence, Circuit Noise, Ground Reading, Balance - Enter any information you need here as a reference based on previous test.   These fields have 1 digit to the right of the decimal.


Trouble Report XE "trouble report"  Notes - Enter any notes that you want to print on trouble ticket XE "trouble ticket" s.  These are the same notes that are on screen 6 at the bottom of Repair notes.


CMD 15 to go to the next screen.


Which notes Do you want to see? - Enter the code for the type of notes you want to enter or review.  For instance, Service Order notes and Alternate Listings print on this customer's service order XE "service order" . Trouble report XE "trouble report" ing adds/deletes trouble report notes with the trouble ticket XE "trouble ticket"  # to the right.  If you key notes on the bottom 2 lines of Repair notes, those 2 lines will print on a trouble report.  Use CMD 23 to select different notes.

Use CMD 21 to move all notes to the top of the screen.  If you delete some notes  at the top,  you can press CMD 21 and the remaining notes will move up.   You will want to use CMD 21 with caution on the repair notes since the notes that print on the trouble ticket XE "trouble ticket"  will get moved up if there are blank lines above the 2 lines that print on the trouble ticket.    To move the notes down position XE "position"  the cursor on the line that you want to move down and press CMD 22.  You will be asked for the number of lines to move the notes down.  The number you enter here will insert that many blank lines.  To separate a group of notes you can now put a  /. On a line at positions 1 and 2.  When the service order XE "service order"  is printed all notes before this sign will be printed, all notes following will not.


When you press CMD 5 to enter the customer changes, you are taken to the prorating screen.  

       Do you want to prorate XE "prorate"                                               

       these changes (Y,N)...........  Y                                   

       Are You Approving XE "approving"  Changes (Y,N) N                                   

           Service Order XE "service order"  # ....  19587                                     

           Effective Date .....   1/12/95                                  

           Service Order XE "service order"  Type .  C               # of Days to End   004    

                                                 % From Start        .871  

 Print Physical Equipment .....  Y               % To End            .129  

 Print Recurring Charge XE "recurring charge" s ......  Y               # Of times already        

 Printer ......................  P2              been prorated      9      

 Copies .......................  01                                        

 Only Changes .................  N                                         

 Enter Desc. On Entries .......  Y                                         

 Show Prorated Entries ........  Y                                         


If "Enter Desc. on Entries" is a Y,  then the prorated entries Description. will say:


 PART MONTH # 19587      (in this example 19587 is the service order XE "service order"  #)


Default can be changed using #14 on system maintenance


If "Show Prorated Entries" is a Y, then you will see what prorating entries where generated when you


do a prorate XE "prorate" .
Default can be changed using #14 on system maintenance


Service Order # - Was generated when "Y" was selected when you were asked "DO CHANGES YOU ARE MAKING REQUIRE A NEW SERVICE ORDER".  You need to use computer generated service order XE "service order"  # for prorating to work.


Effective Date - Enter Date changes are effective, this is what determines # of days for prorating.


Service Order XE "service order"  Type C - N=New install C=Change D=Disconnect


# of Days to End - Displays # of days to End of Local service Period. If days are incorrect, Effective Date must be incorrect or Local service dates in Control File are incorrect.


% From Start - % of charge that will be prorated, depending on what type of service order XE "service order" .


% To End - % of charge that will be prorated, depending on what type of service order XE "service order" .


# Of times already been prorated - Displays the number of times this service order XE "service order"  has already been prorated.  If it has already been prorated you probably do not want to prorate XE "prorate"  again unless you go to screen 4 and remove the previous prorating entries.


If this customer is a government customer,  prorating works differently since it is our understanding that government does not pay advance bill XE "advance bill" ings.  Government customers are treated as though they are not advanced billed.   If you advance bill local service, remember that prorating government customers is different and if you still want to advance bill prorate XE "prorate" , do it manually on screen 4.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 2 - Print Service Ordertc  \l 2 "ITEM\: 2 - Print Service Order"

 XE "service order" 

This will print service order XE "service order" s.  You can also get the same thing from MENU item 1 by calling up the phone number and hitting CMD 5 followed by CMD 8 to print.

MENU: CUSTM1 -  Customer Information

PRIVATE 
ITEM: 3 - Delete Customertc  \l 2 "ITEM\: 3 - Delete Customer"

Physically remove customer after disconnect and balance is zero.  You can also use this to correct a customer's commercial payment XE "commercial payment" 

 XE "payment"  amount, if it is incorrect due to a power failure.    This program also allows you to change some items on the customer file that can not be changed with service order XE "service order"  entry, such as install date, and disconnect date and commercial payments.  If just changing  item data, make change and do a CMD 17.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 4 - Cash Receiptstc  \l 2 "ITEM\: 4 - Cash Receipts"

When you run this, you will be asked if you want to pull cash receipts from commercial if there are some entries to pull in from commercial department.  Larger companies with more than one cash receipt drawer will enter "Y" to pull receipts from the various drawers.  

The entry screen looks like this now. 

  Phone #        Amount   Money Type     G/L     Invoice/Desc        

  000 0000 0        .00                    .00                       

                    .00   (" ",C,B)                                  

                                                       Daily         

                                                       Total         

                                                             .00     

  F9‑Toggle Position XE "position"  Cursor @ Exc F10‑Toggle # of Enters 2           

 F11‑Toggle See Updated Entries   F19‑Customer Inquiry               

 F22‑Toggle Key Money Type        F23‑Toggle Key G/L & Desc.         


When you call up cash receipts from the menu you will see the entries that you have already keyed in if there are some.  If there are not any entries already keyed,  you will be taken to the entry screen.   If you are on the screen that shows you what is entered,   you can enter a 9 in the Option column to enter new cash receipts,  or a 2 to change an existing cash receipt.   


If you need to delete an entry, key in a 2 to the side of the entry that you want to delete.  You will see the entry on the screen,  press F16,  and then F16 again to confirm the delete.


F16 on the screen that shows the entries for the day allows you to search for a particular phone # or a dollar amount.   This should aid in fixing errors or finding amounts previously posted.   You can also search the cash receipt posted history by keying a "Y" in the field that says "Search history file" before pressing F16.  You will see on the screen all entries for the amount you specify with the following information -   Phone #, Amount, Date, Description, G/L, A/R, Workstation that entered the receipt. You will be able to roll up and down the list.  


Phone # - Enter the phone number and sequence number.   If a phone # you enter has a main billing # XE "main billing #" ,  you are shown the main billing # on the screen.   This is only a warning.   You can enter cash receipts to any phone # on the system,  just remember, cash receipts are not cross billed to the main billing #.


Amount - Enter Amounts as a Positive Amount.  If you enter 0, and the G/L account # is for Accounts receivable, the computer will put the amount due in the amount field for you.


Money Type - C=Coin,  B=Currency/Bills,  " "=Check.


G/L # XE "g/l #"  - Enter the G/L account number.  This and the following field will not be entered for regular billing receipts.  Your cursor will normally skip these fields.  For other types of cash receipts, hit F23 to unlock these fields.  F23 again will lock them again to facilitate regular receipts entry. For billing entries the G/L # comes from the Exchange file A/R G/L account, based on the Exchange from 1st 3 digits of phone #, or if you are using Company # on screen 2 of the customer info, it comes from the A/R G/L # assigned to that company #.


Invoice/Desc - Enter the invoice number or other description.



F9- Toggle Position XE "position"  Cursor @ EXC - This causes the cursor to be placed at either the start of the exchange field or after the exchange field.  You would toggle this on if the receipts you are keying are all for the same exchange and you do not want  to enter the exchange each time.


F10-Toggle # of Enters - This tells the computer how many time you press enter before the receipt you are entering is entered.  With 2 enters you see  names, etc.  with 1 enter it enters immediately if there are no error.


F11-Toggle See Updated Entries - This tells the computer to show you at the top of the screen each entry that has been entered.   With this turned off, entry will go faster since the computer does not have to update the screen with each entry.


The amount due is shown under the amount paid.  If a customer pays less than the amount due, "**" will appear after their name.    If they pay the full amount  "PD" will appear after their name.


F16 - Deletes an entry.


F22-Toggle Key Money Type-Toggled on allows you to key in the money type,  off skips the money type field.


F23-Toggle  Key G/L & Desc.-Toggled on allows you  to key in the G/L Account and a Description,  off skips those 2 fields.


If you should enter a cash receipt for a number that creates a warning,  such as "has a main billing  #"  or  "customer has warning tariff code XE "tariff code" "  you must press Cmd 5 to enter that cash receipt.   If a customer has an error or and error tariff code because their account has been turned over to the credit bureau,  you can not enter that cash receipt.  System maintenance #14 controls the tariff codes that create the error and warning messages.


For quickest data entry you would want F10 toggled to 1 enter and F11 toggled off and F9 toggled on (if you enter cash receipts by exchange).


If you enter a negative cash receipt to a customers account,  a second screen will come up asking you if you want to net this cash receipt against a customers bill that had a previous cash receipt.    "N" in net means net against any other regular cash receipts received this month, subtract this amount from any other cash receipts before applying against this customers aging.  One rule of thumb might be,  If this is correcting a customer mistake,  "N" to net this.  If this is correcting a company mistake, leave net " " and this charge will show up as a current month charge.     This gets somewhat confusing so let me give you are couple examples.


Netting Example 1-


I would enter "N" in net,  if  the customer had given you a $50 check that bounced and I was keying in a negative cash receipt to put the amount back on the customers bill.


Let's say the balance was 50.00 with 20.00 in 90 days, 10.00 in 60 days, 10.00 in 30 days, 10.00 in Current.  The customer would now have a $50 credit and a $50 charge.   Since all credits go against aging first, the $50 credit would go against all of the past due,  so this customer would not show as past due anymore if you left the Net field blank.   If  you entered an "N" in the Net field,  the computer would net the $50 charge & the $50 credit,  so the customer would then not have a credit or a charge,  so the 30, 60, & 90 day aging would stay in place.


Netting Example 2-


I would leave net blank, if you had given a customer a cash receipt that belonged to someone else.  When you catch the mistake and enter a negative cash receipt to put it back on this customer's bill, you do not want to net this against any cash receipts he might have sent in.   If the customer sent money you want it to go against their aging.


When you end the job with F3, you have the option of returning to the MENU or continuing with the edit and entering your daily control total.  If no errors are found you are given the option to post XE "post"  cash receipts.  G/L entries are made each day when posting is done.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 5 - Give Customer a New Phone #tc  \l 2 "ITEM\: 5 - Give Customer a New Phone #"

Use this to move the data from an existing phone # to a new phone #.   An option in control file maintenance determines whether the old number is deleted or not.   Commercial payment XE "commercial payment" 

 XE "payment" s needs to be 0 before you can do a number change.

If equal access, the following care entries are made with Transaction code 23

Status Code
08

If phone # changes & main billing # XE "main billing #"  does not change


09

If phone # changes & main billing # XE "main billing #"  changes

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 6 - Customer Inquirytc  \l 2 "ITEM\: 6 - Customer Inquiry"

This is used to look into customer information without the ability to change anything.  This first screen has the usual entry fields for search criteria.  Enter the information you have, such as number, name or cable pair XE "cable pair" .  Since this procedure does not allow changing of information, it won't hurt to experiment with the various options so you know how to find something when you need it.

You can inquire by phone #, name, cable pair XE "cable pair" , or PE location XE "location" 

 XE "pe location" .  Service order XE "service order"  inquiry allows you to inquire by service order # or customer name.  Trouble Report XE "trouble report"  inquiry allows you to inquire by Phone # or Cable Pair.  Dedicated Plant XE "dedicated plant"  Inquiry allows you to inquire by PE location, Cable Pair, or Location to see what is dedicated to where.


Search Member XE "member"  File (Y,N) - Enter "Y" or "N".


Quick Search (Y,N) - Enter "Y" for a screen of one line per customer for a quick search.  Enter "N" to get all detail.


Subsequent screens 1 through 6 are the same as in the service order XE "service order"  procedure.  This procedure has an additional seventh screen with balance and aging information and other inquiry options.


Commr Pays - This is the amount received at the various receipt drawers in companies with multiple receipt drawers.  Other companies will show zero here and all receipts will be shown under MTD Pays.


# of Months ago - Key in # of months ago data that you want to see.  00 is the current month.


See Toll Carrier XE "carrier"  - Y allows you to see the carrier # of who carried a particular call.


CMD 5 and CMD 17 can be used to roll to other customer.  If the customer name is flashing, the number has been disconnected XE "disconnected" .   If the customer name is highlighted in reverse XE "reverse"  image, the customer has the non-pub tariff code XE "tariff code"  that you have set up in the control file. 


CMD 20 - Search by Location XE "location" .   When you do a Cmd 20 you will receive a screen that asks you to enter the location where you want to begin your search.  You will be able to enter  the state XE "state" , city, street, directional, house #, apartment #.  Then when you press a Cmd 5 to begin search.  Then you will see a screen that shows the 911 XE "911"  address, phone #, and name.  You will be able to roll up and down to see the
 information in the window.  This does not load all of the customers.  It starts at the location that you enter and then loads 500 into the window.  So if the location that you are looking for is not found.  Do a Cmd 3 and then another Cmd 20 and enter the last 911 location that was on the screen and it will start there and load 500 more.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 7 - Change Non-Recurring Filetc  \l 2 "ITEM\: 7 - Change Non-Recurring File"

Allows you to change an non-recurring file. NO editing is done.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 8 - Calculate Local Servicetc  \l 2 "ITEM\: 8 - Calculate Local Service"

Calculates Local Service Charges.  This is run automatically for you at month end XE "month end" .  You would want to run this during month if you make major changes to local service tariff rates.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 9 - Refund Deposit XE "deposit" /Interesttc  \l 2 "ITEM\: 9 - Refund Deposit/Interest"

Enter Phone # to refund. Enter deposit XE "deposit"  amount. Enter Date of deposit.  Enter Date  of refund.  Enter annual interest rate for each month of each year.  6.25% would be keyed as 0625.  You will see amount of interest that will be refunded.  Cmd 5 to refund.  Credits are added to screen 4 non-recurring charge XE "recurring charge" s.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 10 – Set Workstation Statusxe " Workstation Status"

tc  \l 2 "ITEM\: 10 – Workstation Status"

Enter the workstation status information and then F5 to set.  This way you can set the workstation status without running any other programs.
MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 11 - Cash Receipts - Commercialxe "cash receipts - commercial"

tc  \l 2 "ITEM\: 11 - Cash Receipts - Commercial"

This is used to enter commercial cash receipts.  After the workstation status screen, you will get the following screen where you will enter in the account, amount, description etc. as well as view the detail of the cash receipt, print receipt, etc.  When finished entering a cash receipt press 'Enter' and then enter the next cash receipt.

      Account #        Amount   Money Type Net  Get Customer Balance X     

 XXXXXXXX X   XXXXXXX.XX        X          Desc 

   
      

                     .00  (" ",C,B,D,E)    Print Desc on Statement? X 

                                                      Daily Total     

                                                             .00      

                                              F1-Key Exchanges        

  F2-Detail                        F12-Toggle Scanner                 

  F6-Add Balance Record            F16-Delete    F19-Customer Inquiry 

  F8-Print Receipt                 F21-Toggle Key Description         

  F10-Toggle # of Enters 2         F22-Toggle Key Money Type          

  F11-Toggle See Updated Entries   F23-Toggle Key Net                 


When you've entered all the cash receipts, press 'Enter' again and then F3 twice.  You will then get the following screen and must choose from the options given:

 Y - Continue on to List & Close Out        

 N  - Return to Menu                        

 S - Key in "Special/Other" Cash Receipts   

 What would you like to run (Y,N,S)         


If you select 'Y' to continue on to list and close out, you are asked if you want to close out cash for the day.  Enter 'N' if you do not want to close out cash for the day and you will be returned to the CUSTM1 menu.  Enter 'Y' to close out cash for the day and on the next screen you are given your cash receipt balance and then must enter in how many nickels, dimes, quarter, dollars, checks, etc. you have.  Your drawer balance must match your cash receipt balance and then press F5 to Close Out.  You will then receive the following message:

               A/R Cash G/L Account           

    This G/L Account matches a Master Account 

    This means you can change it if you want  

   Description:  XXXXXXXXXXXXXXXXXXXXXXXXXXX
        Amount:     XXXXX.XX                  

   G/L Account: XXXX.XX XXXXX

Change the G/L account if you need to, otherwise press F5 to continue and then you are returned to the CUSTM1 menu.                                              

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 12 - Goto Month End XE "month end"  Billing Menutc  \l 2 "ITEM\: 12 - Goto Month End Billing Menu"

Goes to menu BMONTH

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 13 - Add Tariff to All Customerstc  \l 2 "ITEM\: 13 - Add Tariff to All Customers"

Use this to do 1 of the following:  Add a tariff code XE "tariff code"  to screen 3 of customers. Add a tariff code to screen 4 of customers based on either a % of local service, or a fixed $ amount that you key in. This adds a tariff code to either all customers or you can select by exchange.  If a customer is disconnected XE "disconnected"  or if Get Bill XE "get bill" ="N", the tariff code is not added.  Make sure you key in a 5 character tariff code with leading spaces if needed.   You can also use this to delete a tariff code from all customers or all customers in a specific exchange.  .

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 14 - Prepare Cellular part month %tc  \l 2 "ITEM\: 14 - Prepare Cellular part month %"

This prepares a file for Cellular installs/disconnects for calling plan purposes for the number of free XE "free"  minutes a customer gets.  You can also manually enter phone numbers and the number of free minutes for customers who change from one calling plan to another during a month.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 15 - Key/List/Send Directory Datatc  \l 2 "ITEM\: 15 - Key/List/Send Directory Data"

Use this to enter data to be sent to US West for directory and directory assistance XE "directory assistance"  purposes.  You enter the data the way US West requests.  You will need to go to their documentation for what the various codes mean.   The way you have the control file set up will determine if you can enter calling card XE "calling card"  data for your company to send to US West.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 16 - Close out XE "close out"  Service Order XE "service order"  CAREtc  \l 2 "ITEM\: 16 - Close out Service Order CARE"

This closes out the CARE records from Service Order XE "service order"  Entry in preparation of sending records to Carriers.    CARE records are sent to carriers using # 17 on this menu.

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 17 - Prepare/Print CARE for Carriertc  \l 2 "ITEM\: 17 - Prepare/Print CARE for Carrier"

 XE "carrier" 

Use this to send CARE data to carriers.    You can enter and/or change CARE records before you send data off. 

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 18 - Pull out E911 XE "e911"  Recordstc  \l 2 "ITEM\: 18 - Pull out E911 Records"

Use this to pull out E911 XE "e911"  changes that have been made.    Records are put out in a file called BE911 for you to download to a PC.  

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 20 - Goto Membership XE "membership"  Menutc  \l 2 "ITEM\: 20 - Goto Membership Menu"

Goes to menu MEMBR1

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 21 - Goto Lists & Reports Menutc  \l 2 "ITEM\: 21 - Goto Lists & Reports Menu"

Goes to menu CUSTL1

MENU: CUSTM1 _ Customer Information

PRIVATE 
ITEM: 22 - Goto Equipment/Trouble Report XE "trouble report" stc  \l 2 "ITEM\: 22 - Goto Equipment/Trouble Reports"

Goes to menu EQUIP1

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 23 - Goto Customer Menu #2tc  \l 2 "ITEM\: 23 - Goto Customer Menu #2"

Goes to menu CUSTM2

MENU: CUSTM1 - Customer Information

PRIVATE 
ITEM: 24 - Goto Year Summary Menutc  \l 2 "ITEM\: 24 - Goto Year Summary Menu"

Goes to menu CUSTMY

PRIVATE 
MENU: CUSTL1 - Customer Lists & Reportstc  \l 1 "MENU\: CUSTL1 - Customer Lists & Reports"
PRIVATE 
ITEM: 1 - Print Aging Reportstc  \l 2 "ITEM\: 1 - Print Aging Reports"

Prints an aging report either as of the last billing period or as of today taking into account any payments that have been posted up till today.  You are asked if you want to print as of today or as of last month's billing. Whether or not you want to recalculate aging, if you respond YES then it takes into account any credits.  You are asked if you want payment XE "payment"  promise XE "payment promise" s to be treated as credits.  If you respond YES then someone who has promised to pay we will make the assumption that they will pay and aging will happen accordingly.  You are asked if you want only the delinquent accounts.  If you respond YES that's all you get, if you respond NO you get everyone.  You are asked for a from number and a to number you key in 00000000 (eight of them) and 99999999 ( eight also) you get the whole file, if you want one exchange you key in whatever eight digit numbers you need to use to get the numbers you want.  Remember that all credits for the customer go against their aging.  The cash receipt program allows you to net entries if you do not want some entries to go against aging.

MENU: CUSTL1 - LIST & REPORTS

PRIVATE 
ITEM: 2 - Print Customer Filestc  \l 2 "ITEM\: 2 - Print Customer Files" 


Prints the detail of what is in your BCUST customer file and asks if you want various data to print.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 3 - List Unapproved Service Order XE "service order" stc  \l 2 "ITEM\: 3 - List Unapproved Service Orders"

Prints out any service order XE "service order" s that are entered and have not been approved.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 4 - List Cross Billed Numberstc  \l 2 "ITEM\: 4 - List Cross Billed Numbers"

Lists all numbers who have a main billing number on screen 2 that is different than phone #.  You can select whether to print in phone #  numeric order, or by main billing # XE "main billing #"  and then the numbers that are billed to it.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 5 - List Guarantorstc  \l 2 "ITEM\: 5 - List Guarantors"

Lists anyone who has a guarantor XE "guarantor"  on screen 2.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 6 - List Recurring File by Tariff Codetc  \l 2 "ITEM\: 6 - List Recurring File by Tariff Code"

Lists recurring files by tariff code XE "tariff code" .  You key in which tariff code you want and it goes through the recurring file and prints out everyone that has that particular tariff code.  If tariff code has leading spaces, make sure you enter those leading spaces.  You can enter up to 50 tariff codes at a time.  After you have entered all the codes you need just hit enter.  If you enter more than 1 code,  you will probably want to sort in order by phone # when prompted,  or the # of customers will be incorrect.  


Can also list recurring file by who does not have a particular tariff code XE "tariff code" .   This could be useful to print out everyone who does not have an end user charge, etc.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 7 - List Non-Recurring File by Tariff Codetc  \l 2 "ITEM\: 7 - List Non-Recurring File by Tariff Code"

List non-recurring file by tariff code XE "tariff code" .  You key in the tariff code and it prints out any customers with that particular non-recurring tariff code on screen 4.  If tariff code has leading spaces, make sure you enter those leading spaces.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 8 - List Service Order XE "service order"  Historytc  \l 2 "ITEM\: 8 - List Service Order History"

Prints out a detail of any changes made to a customer account through service order XE "service order"  entry.  Regardless of what screen you are on it will ask you for the phone number and also the data you want printed depending on what you might be researching.  These records are the ones that are purged out when you do #11 on the Maint1 MENU Remove History Records.  It uses files BHST and BHSTD.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 9 - Print Late Noticestc  \l 2 "ITEM\: 9 - Print Late Notices"

This uses a file that is generated when you did #1 Print Aging Reports. Be sure you print an aging report with delinquent customers and that prepares the file for late notices.  When you run late notices you can either print notices or print a list. You also have the option of going in and excluding someone who normally should get a late notice.  They can be changed so they will not receive a late notice.  

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 10 - Print  Labelstc  \l 2 "ITEM\: 10 - Print  Labels"

Prints labels off of the customer file that you select such as BCUST or Y.BCUST or prints labels with all the same information.   If you select all the same, you can enter in 4 lines of up to 32 positions that will print on each label.    

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 11 - List Deferred Paymentstc  \l 2 "ITEM\: 11 - List Deferred Payments"

Lists the customers who have deferred payment XE "deferred payment" 

 XE "payment" s.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 12 - Toll Rate/TPM XE "tpm"  File Inquirytc  \l 2 "ITEM\: 12 - Toll Rate/TPM File Inquiry"

Allows you to key in a rate class. 03 is AT&T EE. 12 is AA for State XE "state"  1, 22 is AA for State 2. Then you are able to key in a from NPA XE "npa" /NXX XE "nxx"  and a to NPA/NXX which determines the miles XE "miles"  and you will see the rates a call to that particular city should cost.  The other rate classes you can find at the back of this manual.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 13 - Prepare file for RE-SEARCHtc  \l 2 "ITEM\: 13 - Prepare file for RE-SEARCH"

This goes through the customer file and pulls our any records that have data in the RE-SEARCH field on screen 2.  A list is printed, and if you update the customer file is updated so that these customers will not print again.  The records are put into file BRSERCH for you to download to a PC.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 14 - Lists Recurring Filetc  \l 2 "ITEM\: 14 - Lists Recurring File"

Lists out the recurring files in screen 3.  You are able to key in a from customer and a to customer. Remember to use an eight digit phone number.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 15 - List Non-Recurring Filetc  \l 2 "ITEM\: 15 - List Non-Recurring File"

  Lists out screen 4 non-recurring charge XE "recurring charge" s.  You can list out the file in order by Phone #, or date, or G/L account.  If asked for a telephone # remember to use an eight digit number.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 16 - List Payment XE "payment"  Promisestc  \l 2 "ITEM\: 16 - List Payment Promises"

Gives you a list of people who have made payment XE "payment"  promise XE "payment promise" s that have not been met.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 17 - List Customers over Toll $ Maxtc  \l 2 "ITEM\: 17 - List Customers over Toll $ Max"

Gives you a list of any customers in current toll period that is over the amount you specified.  People use this to check certain people or if they think there might be a fraud in progress.  You enter the dollar amount for business XE "business"  customers, the dollar amount for residence XE "residence"  customers, and  if you want to ignore those customers who are over the $ amount you enter,  but still under their estimated toll XE "estimated toll"  that you enter on service order XE "service order"  entry. 

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 18 - List Customers with specified Report Grouptc  \l 2 "ITEM\: 18 - List Customers with specified Report Group"

Gives you a list of any customers with the report group XE "report group"  that you specify.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 19 - Print Billing Stuffertc  \l 2 "ITEM\: 19 - Print Billing Stuffer"

 XE "stuffer" 

Allows you to enter a message to print on a billing stuffer XE "stuffer"  that is the size of the top 1/3 of your statement form.  You specify the numbers of forms to print.  


Allows you to print Name and address sheets that will fit in the window for envelopes for mailings to send out to your customers.  You can use BCUST file or a file that you have generated, like X.BCUST.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 20 - List Customers with depositstc  \l 2 "ITEM\: 20 - List Customers with deposits"

Gives you a list of customers with deposits, you can specify the beginning and ending date..

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 21 - Directory From Alternate Listtc  \l 2 "ITEM\: 21 - Directory From Alternate List"

Uintah Basin uses this to print a Cellular Directory from the Alternate Listing that they key on service order XE "service order"  entry.

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 22 - Create Own Customer Reporttc  \l 2 "ITEM\: 22 - Create Own Customer Report"

This has a couple of steps in it.  The first one talks about which customer file you want to use.  I recommend you always use Y.BCUST.  The other files that are displayed are for doing 2 different reports at one time.  In that case, select one of the other ones instead of Y.BCUST, but normally I would suggest Y.BCUST. You are then taken into a screen where you can include or omit certain customers based upon the criteria you see on the screen. Just key the greater than (GE), less than (LT), or equal to (EQ) in the field of what you might want to omit and it goes through and deletes the customers who do not meet the criteria that you specify.  Cmd 12 will allow you to enter more than just one tariff code XE "tariff code" .  If a customer has just one of the possible 16 tariff codes then that customer will be dropped.  For example, lets say we want a list of all business XE "business"  customers in the 436 exchange.  I would go through and on the exchange put "NE" 436 and go down to BUS/RES and put "NE" B and it will go through and delete any one who is not in exchange 436 and who is not a business.  At that point Y.BCUST will have all your businesses in 436 exchange.  You will then do a CMD 7 and it will ask you if you want to create a list. You respond YES and then you go to the program where you generate your own reports.  From there you can hit your CMD 1 key to see the field numbers.  I recommend you hit your print key to print out the field numbers.  Lets say you want an alphabetical list with Name, Address, Billing Number, and Guarantor XE "guarantor" .  Enter heading for report. Enter field # 001 sort 0

Enter field # 002 sort 1

Enter field # 003 sort 2

Enter field # 072 sort 0

Enter field # 006 sort 0

Enter field # 007 sort 0

Enter field # 053 sort 0

Hit ENTER and it will show you what will be printed. 

You can sort by four different fields if desired.

This creates file Y.BCUST for you to use in other programs where BCUST is used, such as printing labels, etc. 

MENU: CUSTL1 - LISTS & REPORTS

PRIVATE 
ITEM: 23 – Goto Lists/Reports Menu #2tc  \l 2 "ITEM\: 23 - Goto Lists/Reports Menu #2"

This goes to the CUSTL2 Menu.

PRIVATE 
MENU: CUSTL2 - Customer Lists & Reportstc  \l 1 "MENU\: CUSTL2 - Customer Lists & Reports"
PRIVATE 
ITEM: 1 - Print Directory Listingstc  \l 2 "ITEM\: 1 - Print Directory Listings "

This prints the customer file out alphabetically and designates whether a number is  published or non-published.   You can select if you only want to print the non-pub numbers.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 2 - Print Customer Notestc  \l 2 "ITEM\: 2 - Print Customer Notes"

This prints out customer screen 6 notes.   You can select the phone # range XE "range"  and the note type to print.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 3 - Print Customers by Carrier XE "carrier"  PICtc  \l 2 "ITEM\: 3 - Print Customers by Carrier PIC"

 XE "pic" 

This prints out your customers in order by the Carrier XE "carrier"  they are assigned to on screen 3.  You can select one carrier or all carriers.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 4 - Print 911 XE "911"  Listtc  \l 2 "ITEM\: 4 - Print 911 List"

This prints a list in either phone # order , alphabetical order, or address order for a 911 XE "911"  location XE "location"  list to take to the police station for a 911 report.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 5 - Print 911 XE "911"  MSAG Listtc  \l 2 "ITEM\: 5 - Print 911 MSAG List"

This prints a 911 XE "911"  Master Street Address Guide List.   You can use this to print out what street names you have entered in your system.   You can select whether to print each phone # or just a summary.   You would use this to edit of errors and found who has a bad street name.

CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 6 – Validate 911 Against MSAGtc  \l 2 "ITEM\: 6 – Validate 911 Against MSAG"

This will check all Customer's E911 address information against the Master Street Address Guide (MSAG).  If there are any E911 addresses that are not in the MSAG, a report is printed showing the phone number, customer name and E911 information.

There must be MSAG information to validate against.  Also, a question must be answered 'Y' on the Control File, (screen 7) 'E911 Validate MSAG (Y,N)'.

After the workstation status screen, you are asked if you want to ignore if NO street name.  Select 'Y' to ignore if there isn't a street name listed and 'N' to not ignore if there isn't a street name listed and then press F5 to continue.  The E911 addresses will be validated against MSAG and you will receive a list of E911 addresses that are not in the MSAG.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 7 - Print Tariff Mastertc  \l 2 "ITEM\: 7 - Print Tariff Master "

This will print the tariff master.  After the workstation status screen, you are asked if you want a listing and if you want the list in alphabetical order.  Choose your options and then press F5 to continue.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 8 - Print Tot Accounts by Exchangetc  \l 2 "ITEM\: 8 - Print Tot Accounts by Exchange "

This will print total accounts by exchange.  Enter the workstation status and then press F5 to continue.  You will then have a list of exchanges, how many accounts in each, how many disconnected in each, how many #'s are main billed in each, and the net # (# of accounts minus disconnected #'s and minus main billed #'s).

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 9 - Service Order XE "service order"  History Summarytc  \l 2 "ITEM\: 9 - Service Order History Summary"

This prints a Service Order XE "service order"  History Summary List.   You can use this to print out what service orders have been entered in your system.  You can select the from and to range XE "range"  of dates that you want to list and the detail.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 10 – Printer Customer Letter/Overlay XE "service order" 

tc  \l 2 "ITEM\: 10 – Print Customer Letter/Overlay"

 XE "service order" 

 XE "range" This will print Customer Name, Address, Zip,  Postal bar code just like statements.  You can create an overlay that will print along with the name and address or you can print a blank page except for the name & address.   You may want to use this instead of printing labels sometimes.    You are asked what customer file to use, so you can create an X.BCUST type of file.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 11 – Key/Print Billing Name & Address XE "service order" 

tc  \l 2 "ITEM\: 11 – Key/Print Billing Name & Address"

This will print the billing name and address for a given phone number.  After entering workstation status information, you will be prompted to enter the eight-digit phone number that you want to print.  If the system is successful finding the customer, the name, address, publish/non-publish, list/non-list and main billing number will be displayed.  You then have the option of printing or not printing this customer’s name and address.  Use the F8 key to print, or press the ENTER key to request another customer.  To exit this process, press the F3-Key at the phone number prompt.  This is used when you need to send this information to a carrier or anyone else who requests it.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 12 – Print PCS Main Bill Phone #s XE "service order" 

tc  \l 2 "ITEM\: 12 – Print PCS Main Bill Phone #s"

If you are doing PCS and you use F2 from Screen 3 of Customer Information to assign a phone number to a main bill number, you can now print a list of these numbers using this option.  Enter the workstation status and then press F5 to continue.

.  

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 13 - AT&T Fed Lne Chg with & should not tc  \l 2 "ITEM\: 13 – AT&T Fed Lne Chg with & should not"
This program is setup to help with AT&T Purchase Order 12G-13 - Interstate Interlata Federal Carrier Line Charge.  You will run option #13 to see which customers have the AT&T Federal Carrier Line Charge Tariff code that you setup.  Both Interstate and Intrastate will be checked.  You will receive a list showing you the customers who have a line charge but probably should not have it.  The list will show you the Phone # Tariff Code and name of the customer.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 14 - AT&T Fed Lne Chg with out & should tc  \l 2 "ITEM\: 14 – AT&T Fed Lne Chg with out & should "

This program is setup to help with AT&T Purchase Order 12G-13 - Interstate Interlata Federal Carrier Line Charge.  You will run this option to see which customers don’t have the AT&T Federal Carrier Line Charge Tariff code but maybe should have it.  You will be asked if you want to do Interstate or Intrastate.  Then you will receive a list showing you the Main Phone # and the secondary phone #.  You will then get a recurring file list showing you the phone numbers to be added.  Verify the information on the list.  Then you will be asked if you want to add these entries to screen 3.   If you enter "Y" the entries will be added to screen 3.  You can use this program to have the system automatically add the tariff code that you have selected to screen 3.
MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 15 – Print Multi Lines at same locationtc  \l 2 "ITEM\: 15 – Print Multi Lines at same location"

This program will help you decide if someone has more than one line for the "non-primary" lines that the FCC is dealing with.   We are using the location address that you enter on service order entry.  This checks all businesses at the same location and all residences at the same location and gives you a print out.  After the workstation status screen, you will be given the following message:

  This program assumes that you have keyed in location addresses    on Service Order Entry.                                          Business & Residence are grouped separately.                  

  What Customer file do you want to use  (BCUST X.BCUST)


You can use BCUST file for all customers or you can create your own X.BCUST and then use that file if you desire.  Enter the customer file to use and then press F5 to continue.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 16 – Print Customer Referralstc  \l 2 "ITEM\: 16 – Print Customer Referrals"

This prints customer referrals.  After the workstation status screen, enter the from and to date and press F5 to continue.  Then select to sort by 1) Referral Phone Number or 2) Customer Phone Number and then press F5 to continue.  On the next screen, enter the tariff code to add and the amount to be credited as shown below in bold and then press F5 to continue.

                               Key in tariff code to add  . . . XXXXX   

  Key in the Amount to be Credited XXXX.XX   

     A $25 credit would be entered as 25.00   


Then verify the data on your print out and say 'Y' to add these entries to screen 4 or 'N' to add them.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 17 – Print GEO S.O. Data INtc  \l 2 "ITEM\: 17 – Print GEO S.O. Data IN"

After the workstation status screen, enter the service order number to print and press F5 to continue.  Then enter the file to use:  either the GEO Service Order History 'IN' File (BXGEOSH4) or the GEO Service order 'IN' File (BXGEOSL4) and then F5 to continue.  

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 18 – Cash Receipts List by Periodtc  \l 2 "ITEM\: 18 – Cash Receipts List by Period"

The first screen you see looks like the following:

 Which Report Do You Want?                                      

 Cash Receipt History by:        Cash Close-Out History:        

  1 - Date                        A - List Close-Out History    

  2 - Amount                      B - Delete Close-Out History  

  3 - Phone Number                                              

  4 - G/L Number                                                

  5 - Specific Tariff/s                                         

  8 - Summary by Date                                           

  9 - Summary by Date/User


Enter if you want the cash receipt history report or the cash close-out history report and which one and then press F5 to continue.  Enter the workstation status information and then F5 to continue.  Enter the from and to date range you want to process and F5 to continue.  Enter 'N' when asked if you want to select records and then F5 to continue.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 19 – Toll Carriers By Exchangetc  \l 2 "ITEM\: 19 – Toll Carriers By Exchange"

This lists the valid carriers for each exchange.  The first screen you will see is the following reminder:

 This list of carriers by exchange will only be correct          

 if you have set up the valid exchanges when you set             

 up the toll carriers. You use F12 to set up the valid exchanges 

 when you set up the toll carriers.                              

The toll carriers must be set up with each valid exchange for this to be reported correctly.  Use the F12 key (on the 1st screen page) when creating/changing carriers (from main menu #23, then #10). 


Enter the workstation status and F5 to continue and then there are two (2) reports, one for Interstate and one for Intrastate. 

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 20 – Print Salesman Commission Reporttc  \l 2 "ITEM\: 20 – Print Salesman Commission Report"

This is used to print a salesman commission report.  After the workstation status screen,  you will need to enter the following information, shown here in bold and then press F5 to continue:

                Salesman Commission Report                                

  Key in the From & To Dates to include in this report                    

  Enter the From Date (MMDDYY) . . . . . . . . . . . . . . . . . XXXXXX   

  Enter the To Date   (MMDDYY) . . . . . . . . . . . . . . . . . XXXXXX   

  Do you want to run the Install Date Update?  (Y/N) . . . . . . X        

  Run for only this Salesman Code  . . . . . . . . . . . . . . . XXXXXXXXX
MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 21 – Print Recurring Audit Listtc  \l 2 "ITEM\: 21 – Print Recurring Audit List"

This can be used to find out who has certain tariff codes on screen three.  You have 10 columns that you can enter a 10 character name to describe what you want to use the column for.  Under each of the 10 columns you can enter up to 50 tariff codes.  An example might be to enter the heading for one of the ten columns as "Local Service".  Then enter up to 50 tariff codes that are used for local service.  Run the audit report and find out if everyone has the tariff codes and quantities on screen 3 that they need for local service.  You could make another column "Calling Plans" and enter the tariff codes for certain calling plans.  When you run the audit list the customers that have the tariff codes will be listed with their quantity from screen three.  If they do not have the tariff code it will not be listed. 


After the workstation status screen, enter the following information on the next screen, shown here in bold and then press F5 to continue:

 Do you want to run the Recurring Audit List (Y,N). . . . . . . X       

 Enter the Index # that you want to use (01-99). . . . . . . .  XX      

 ENTER THE NAME OF THE CUSTOMER FILE THAT YOU WANT TO USE. . . XXXXXXX 

    (BCUST, X.BCUST, ETC.)                                              

 ENTER THE NAME OF THE RECURRING FILE THAT YOU WANT TO USE . . XXXXXXX       (BRECR, BRECRBL, ETC.)                                                                                                                     

 Do you want to Add/Change/List the Recurring Audit                     

 Tariff Codes (Y,N). . . . . . . . . . . . . . . . . . . . . .  X       

Then on the next screen, select what you want to print, shown here below and then press F5 to continue:

   Print All (Y,N)  X                                                

    If Not Printing All then Enter Print Code                        

              Print Code                                             

         

     X                                                

         

  X
P=Print Only If Have                         

         

      X   B=Print Only If Have and Have The One Before 

         

  X                                                

         

  X        Example: 1st 2nd                        

         

  X                  P   P  Customer has Either    

         

  X                  P   B  Customer has Both      

         

  X                  B   B  Customer has 1st and   

         

  X                           Possibly 2nd         

         

  X                                                


You will receive the following message:

       File X.BCUSA  has been created for you to use.                 

       This file will have each of the customers that printed on the  

       report.                                                        

       File X.BCUSB  has also been created for you to use.            

       This file will have each of the customers that did NOT print.  

       You can use these files for Query's or Labels or whatever       

       else you may need.                                             


Press F5 to continue and you will receive a recurring audit list with totals by exchange, by each column and the quantity of each tariff.

MENU: CUSTL2 - Customer Lists & Reports

PRIVATE 
ITEM: 23 – Goto Lists/Reports Menu #3tc  \l 2 "ITEM\: 23 – Goto Lists/Reports Menu #3"

Not used.
PRIVATE 
MENU: CUSTM2 - Customer Menu #2tc  \l 1 "MENU\: CUSTM2 - Customer Menu #2"
PRIVATE 
ITEM: 1 - US INTELCO-Calling Card Updatetc  \l 2 "ITEM\: 1 - US INTELCO-Calling Card Update" 


Use this to enter in data to be sent to US Intelco for calling card XE "calling card"  data.  The various fields and codes are defined in documentation from US Intelco.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 2 - US INTELCO-Cards-Load All Customerstc  \l 2 "ITEM\: 2 - US INTELCO-Cards-Load All Customers"

This creates a file from the customer file to be used in #1 above.  You are prompted from customer file to use, so you can use create your own report program and make a Y.BCUST file that has just the customers that you want.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 3 - Change Group of Company Codestc  \l 2 "ITEM\: 3 - Change Group of Company Codes"

Use this to automatically put into the customer file a company code XE "company code"  on screen 2.  You enter a from telephone # and a to telephone # and the code entered will be put into each phone # selected. 

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 4 - Change Group of State XE "state"  Tax XE "state tax"  Districtstc  \l 2 "ITEM\: 4 - Change Group of State Tax Districts"

Use this to automatically put into the customer file a company code XE "company code"  on screen 2.  You enter a from telephone # and a to telephone # and the Tax District entered will be put into each phone # selected. 

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 5 - Load Customer Defaults for Exchangestc  \l 2 "ITEM\: 5 - Load Customer Defaults for Exchanges"

Use this to automatically put into the customer file the defaults for each exchange that you have keyed into your exchange file.   This same procedure is run in month end XE "month end"  billing #1 if you select that option when you run #1. 

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 6 – Compare Screen 3 to Switchtc  \l 2 "ITEM\: 6 – Compare Screen 3 to Switch"

This process will compare tariffs or Inter/Intra Lata Carriers from Screen 3 to what the Switch has and report the differences.  

Note:  This process copies a file from the PC (CTITRANS) to the AS/400.  The PC file must be created prior to this process being run.  The file has billed phone numbers in it.  If you are interested in this you need to contact us and let us know what type of switch you are using and we will probably need to do more programming to make it work with your switch. 


After the workstation status screen, enter the name of the file to copy from PC  Enter any  tariffs, if processing tariffs and any carriers, if processing either interlata or intralata and press F5 to continue.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 7 – Statement Stuffer Setuptc  \l 2 "ITEM\: 7 – Statement Stuffer Setup"

This allows you the option of selecting certain customers to print special messages on their bills. After the workstation status screen, enter the following information on the next screen, shown below in bold and then press F5 to continue:

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

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

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

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

 Print list of stuffer overlay names (Y/N)                           X  
Question #1 - Lets you select which customers you want to add a message to.  This is done by Phone prefix and tariff code from screen 3 of customer information.  You can use ALL/*ALL* for the selection criteria.  The screen explains this.  You must key a ‘Y’ in Print CD for the message to show on the bill. You will also have the option of deleting the file and starting over with new selections.  

Question #2 - Lets you add/change individual phone numbers to the file.  An example of a change would be to change the Print CD for just one phone #.  You could also add or delete individual phone numbers.

Question #3 - Lets you print a list of what is in the file.  This will show you the phone # and what stuffer code(s) it has and what the print code is.

Question #4 - Lets you set up the stuffer codes and how many lines the overlay will take on the bill.  This is the stuffer codes you use when adding new selections from question #1.  You have a short description field to help you keep track of what the codes mean.  It does not print on the bill.  Key in the number of lines the overlay will take on the bill.  A zero in this field will produce an error.  You can specify whether the message should print on the first or last page of the statement by putting a 1 for first page and L for last page.

Note: For each stuffer code set up, an overlay will need to be created.  The overlay name should be ‘HOV’ and then the 5 character stuffer code.  Example: ‘HOVXXXXX’.    July 29, 1997 instructions tell you all about how to create overlays.

Question #5 - Lets you print a list of your stuffer codes.

When all requests have been handled and you exit the process, an edit program is run to make sure all phone numbers have a stuffer code that has been set up and that all stuffer codes have values greater than zero for # of lines. If there are errors, you will be returned to the setup options.

To try and prevent the same message from printing 2 months in a row when not wanted, this process will be referenced when you run # 7 Print Statements during Month End Processing.  If there are phone numbers set up with stuffer codes, you will get a screen that asks you if you want to check the phone numbers.  **** If you skip this warning, the message will print again on the bills. ****

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 8 - Postal Codingtc  \l 2 "ITEM\: 8 - Postal Coding"

This will handle the procedures to get addresses certified.  When option 8 is selected you will see a Pull Down Menu screen with the options of “Update” and “Print”.

Update - Option 1. Send Customer File to CTI - This pulls the addresses from the customer file and gets them ready to send to CTI.  You will have the option of either pulling all addresses or only the Uncertified addresses.    If an address has been marked as DO NOT MAIL then that address will not be sent to CTI to get certified.  Blank addresses are not sent to CTI to get certified.  Once you have run this,  call CTI and we will receive the file via modem.

Update - Option 2. Update Customer File from CTI - This will update your customer file with the new certified addresses.  You will get a report that will show you information about addresses that were not updated or a warning about addresses that were updated but needs to be manually checked that the information is correct. (You will get the warning if there are spaces at the beginning of the last or first name or if there are punctuation characters in the first 3 spaces of the last or first name).  You will run this after we have sent the certified file back to you.

Update - Option 3. Send Member XE "member"  File to CTI - This pulls the addresses from the member file and gets them ready to send to CTI.  You will have the option of either pulling all addresses or only the Uncertified addresses.    If an address has been marked as DO NOT MAIL then that address will not be sent to CTI to get certified.  Blank addresses are not sent to CTI to get certified.  Once you have run this,  call CTI and we will receive the file via modem.

Update - Option 4. Update Member XE "member"  File from CTI - This will update your member file with the new certified addresses.  You will get a report that will show you information about addresses that were not updated or a warning about addresses that were updated but needs to be manually checked that the information is correct. (You will get the warning if there are spaces at the beginning of the last or first name or if there are punctuation characters in the first 3 spaces of the last or first name).  You will run this after we have sent the certified file back to you.

Print - Option 1. Uncertified Customer Addresses - This will print a report showing all addresses not certified.  If you want to include on the report the addresses that are marked DO NOT MAIL answer “Y” to the question “Do You Want to Include the Addresses Marked as DO NOT MAIL".

Print - Option 2. Uncertified Member XE "member"  Addresses - This will print a report showing all addresses not certified.  If you want to include on the report the addresses that are marked DO NOT MAIL answer “Y” to the question “Do You Want to Include the Addresses Marked as DO NOT MAIL".

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 9 - Update Deposit XE "deposit"  Chargestc  \l 2 "ITEM\: 9 - Update Deposit"
Use this to update deposit XE "deposit"  charges.
MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 10 - Bulk Change Intra Pic XE "pic"  tc  \l 2 "ITEM\: 10 - Bulk Change Intra Pic"
Use this to make bulk changes to the Intra Pic XE "pic" .  You will need to enter the From and To Intra Pic.  You can select to change only one exchange or all the exchanges.  You can select to change only the residence XE "residence"  or business XE "business" , or you can do all.  You can also select to have some records omitted.  Enter the TER Pic that you want omitted.  If the  TER Pic equals the value you entered in the omit field then the INTRA Pic will not be changed nor will a care record be made.  You must enter leading zeros in the omit field (4 digits is required).  Leave this field blank if you DO NOT want to omit any records.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 11 – Direct Dep/Credit Card-Create Filetc  \l 2 "ITEM\: 11 - Direct Dep/Credit Card-Create File "

This creates a file of direct deposits and credit card payment to send to the bank.  This provides a way to allow a zero-balance to be keyed when there is no amount to be withdrawn.  The way the current program works is that if no amount is keyed, the customer's balance is used as the amount to be withdrawn.  This is useful if only some of the direct deposit customers would not have an amount withdrawn.

The first screen you see will be the following reminder:

 This gets the file ready to send to the bank and creates a  

 Cash Receipt File for your Direct Deposits or Credit Cards. 

 Work Station status is important so the system knows which  

 accounts to post to.  Further in the program you can select 

 which Company Number to pull from the billing if you have   

 multiple billing Companies                                  

Press F5 to continue and then enter the workstation status screen and press F5 to continue.  Then on the next screen (parameters), answer the question, 'Key in amount to withdraw (Y,N) (Y - Only if not Balance)' with a 'Y'.  This is if you do not want to use the customer's balance amount.  You will then be given a screen to enter a phone number (for the account that would not withdraw the balance).  You then get a screen to enter the amount to withdraw and the new question 'Should Amount to Withdraw be Zero?'.  If there is no amount ($.00) to be withdrawn, enter a $.00 amount and answer the new question 'Y'es.  This will tell the program to create a direct deposit for this customer.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 12 – Direct Deposit - PreNotetc  \l 2 "ITEM\: 12 - Direct Deposit - PreNote "

This creates a file of direct deposit customers to send to the bank so they can verify that the accounts given are valid.  In other words, it prenotifies you that the accounts are valid before you do any money transactions.  After the workstation status screen, you will receive the following message:

  XXXXXXXX                                        

  The above file has been copied to CTITRANS to  

  send to the Bank.                              

                             &                   

  A printout of the raw data has been printed.   

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 13 – Key/List Captioned Headings tc  \l 2 "ITEM\: 13 - Key/List Captioned Headings "

This allows you key in and list directory captioned headings.  After selecting #13, enter the heading and press 'Enter'.  Then key in the heading description, the directory description and phone # and then press F5 to save the directory captioned heading.  Then press F3 once you have entered the headings.  You will then be asked if you want to re-number the sequence numbers?   (Y,N).  Answer 'Y' to re-number the sequence numbers.  Then answer the question 'Do you want a listing' and press F5 to continue.  Then enter the beginning and ending directory code that you want in the list and F5 to continue.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 14 – Build Directory Files tc  \l 2 "ITEM\: 14 - Build Directory Files "

This allows you to build directory files, including the captioned headings and alternate listings, if you so choose.  After the workstation status screen, enter a 'Y' when asked if you want to build the customer directory file and then press F5 to continue.  Enter the file to use and press F5 to continue.  Enter whether you want to list the customers who do not have their Name or Address in the directory and press F5 to continue.  Then decide if you want to build the captioned heading directory file and press F5 to continue.  Then decide if you want to build the alternate listing directory file and press F5 to continue.  Then decide if you want to merge the directory files and press F5 to continue.  

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 15 – Change Directory Files tc  \l 2 "ITEM\: 15 - Change Directory Files "

Use this to change directory files.  After the workstation status screen, enter which file you want to use and then press F5 to continue:

  B - Directory from customer file          

  C - Directory from caption heading file   

  L - Directory from alternate listing file 


Then enter the record number and 'Enter'.  Then make the necessary changes and press 'Enter' when finished making changes.  Then press F3 to return to the Customer Menu #2.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 16 – List Directory Files tc  \l 2 "ITEM\: 16 - List Directory Files "

Use this to list the directory files.  After the workstation status screen, enter which file you want to use and then F5 to continue:

  B - Directory from customer file          

  C - Directory from caption heading file   

  L - Directory from alternate listing file 


Enter what exchange to print or enter 'ALL' to print all exchanges and press F5 to continue.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 17 – Special Service Order Entrytc  \l 2 "ITEM\: 17 - Special Service Order Entry "

Use this for special service order entry.  After the workstation status screen, enter the file code you want to use ( TV  TA   ET) and press F5 to continue.  Enter the service order and then F5 to save and then F3 to return to the Customer Menu #2.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 19 – Change State Tax Districttc  \l 2 "ITEM\: 19 – Change State Tax District"
Use this option to change a state tax district.  You will be asked to key in an old and a new state tax district.  What you key in the old will be changed to what is in the new state tax district.  You will not be allowed to key in blanks for either the old or the new state tax district.  Then you will be asked if you want to make the changes to the open Service order file.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 20 – Key/List Toll Account Descriptionstc  \l 2 "ITEM\: 20 – Key/List Toll Account Descriptions"

Use this option to enter and list the Toll Account Descriptions.  After the workstation status screen, enter a 'Y' if you want to read in an Excel File to add to the master file and then F5 to continue.  Then enter the phone # and account # and press 'Enter'.  Then enter the toll account description and press 'Enter' and then F3 to save it.  Then press F3 to return to the Customer Menu #2.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 21 - Pull BNS Changestc  \l 2 "ITEM\: 21 - Pull BNS Changes "
Use this option to automatically generate BNS Code changes to be sent to Illuminet.  You will have the option of sending the file via the AS/400.  Valid replies are “M” or “ “.  Choosing an ‘M’ will immediately try to sent it through the AS/400.  If you choose “ “ as your option, you will need to use some other tool through your PC to send the file. The file is transferred to your PC.  The file name is “BILBNS.Txt”.  A report of the records created will be sent to your output printer for review.

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 22 - Goto Customer Download Menu tc  \l 2 "ITEM\: 22 - Goto Customer Download Menu "

Goes to Customer Download Menu 

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 23 - Goto Customer Menu #3tc  \l 2 "ITEM\: 23 - Goto Customer Menu #3"

Goes to Customer Menu #3

MENU: CUSTM2 - Customer Menu #2

PRIVATE 
ITEM: 24 - Goto Write Off Menutc  \l 2 "ITEM\: 24 - Goto Write Off Menu"

Goes to the Write-Off Menu 
PRIVATE 
MENU: CUSTD1 - Customer Download Menu tc  \l 1 "MENU\: CUSTD1 - Customer Download Menu "
MENU: CUSTD1 - Customer Download Menu 

PRIVATE 
ITEM: 1 - Create SDS Customer Filetc  \l 2 "ITEM\: 1 - Create SDS Customer File"

Use this to create an SDS Customer file.  The first window you will see will be the Workstation Status Screen.  Following this screen you will be asked the question “Do You Want the Non-Published or Non-listed phone numbers included in this file?”.  Enter your response and press Cmd 5 to continue.  The next screen will ask you to “Enter the name of the customer file that you want to use.  (BCUST, X.BCUST, Y.BCUST)”.  Enter the file that you want to use and press Cmd 5 to continue.  After the file has been created you will see a screen that displays the message, “The file that you will now need to download to your PC is:   XSDSCS”.  Press Cmd 5 to continue.  You will return to the menu screen.  From this point you will need to download this file to you PC.

MENU: CUSTD1 - Customer Download Menu 

PRIVATE 
ITEM: 2 - Create GeoEconomics Filetc  \l 2 "ITEM\: 2 - Create GeoEconomics File"

This will create a GeoEconomics File and copy it to the CTITRANS folder.  From the first screen you see enter the file name you want to use and press F5 to continue and then enter if you want 1=File 1 or 2=File 2 and then press F5 to continue.  You will receive the following message and then press F5 to continue:

 File XXXXX is now ready to download to your PC    

 This file was copied to CTITRANS folder.          

MENU: CUSTD1 - Customer Download Menu 

PRIVATE 
ITEM: 3 - Create Calling Name Delivery Filetc  \l 2 "ITEM\: 3 - Create Calling Name Delivery File"
This Creates a Calling Name Delivery File that can be downloaded to the PC.  It is also in a folder called CTITRANS.

MENU: CUSTD1 - Customer Download Menu 

PRIVATE 
ITEM: 4 - Create Directory Assistance XE "directory assistance"  Filetc  \l 2 "ITEM\: 4 - Create Directory Assistance File"
This creates a Directory Assistance XE "directory assistance"  File.  This can be downloaded to PC or the file can also be found in the CTITRANS folder.

MENU: CUSTD1 - Customer Download Menu 

PRIVATE 
ITEM: 5 - Create PIC XE "pic"  Filetc  \l 2 "ITEM\: 5 - Create PIC File"
This creates a PIC XE "pic"  File.  This can be downloaded to PC or the file can also be found in the CTITRANS folder.

MENU: CUSTD1 - Customer Download Menu 

PRIVATE 
ITEM: 6 - Create CARE Universe file/tapetc  \l 2 "ITEM\: 6 - Create CARE Universe file/tape"

After the workstation status screen, enter the following information shown below in bold, on the next screen:

 Enter Customer file to Use...............................      XXXXXXXX
 Enter your Company ID#...................................      XXXXXXXX
 Enter Carrier ACNA Code..................................      XXXXXXXX
 Enter RAO CD.............................................      XXXXXXXX 

 Carrier CIC #1 to show this carrier......................      XXXXXXXX
 Carrier CIC #2 to show this carrier......................      XXXXXXXX
 Carrier CIC #3 to show this carrier......................      XXXXXXXX
 Carrier CIC #4 to show this carrier......................      XXXXXXXX
 Carrier CIC #5 to show this carrier......................      XXXXXXXX
 Transaction & Status code for entries....................      XXXXXXXX
 Tape Device to write file to.............................      XXXXXXXX











    XXXXXXXX












    XXXXXXXX











    XXXXXXXX

You CARE file to send off is then generated and you are reminded to load you tape and then press F5 to continue.  

MENU: CUSTD1 - Customer Download Menu 

PRIVATE 
ITEM: 7 – Create Mailing Name/Addr Filetc  \l 2 "ITEM\: 7 – Create Mailing Name/Addr File"

Use this to create a mailing name and address file.  After the workstation status screen, enter the name of the customer file that you want to use and then press F5 to continue.  Your file is then created and you receive the following message:

 The file that you will now need to download to your PC is:

                       XXXXXXX                            

 This file has already been copied to CTITRANS folder.
PRIVATE 
MENU: CUSTMY - Year Summary Menutc  \l 1 "MENU\: CUSTMY - Year Summary Menu"
PRIVATE 
ITEM: 1 - Select Records by Datetc  \l 2 "ITEM\: 1 - Select Records by Date"

You Must Run This For Reports to Work.  The first screen you will see is the Workstation Status screen.  Following this screen you will be asked to enter a filename that you would like to use,  the “From Date” and the “To Date”, and if you would like to include only certain exchanges.  You will notice at the bottom of this screen 3 file names and a description.  These are the choices you have for the file names.  Enter the date as YYMM or the year then the month.  Example:  If the year is 1996 and the Month is January you will enter 9601.  If you would like to include only certain exchanges enter a ‘Y’.  The next screen you will see will give you the option to be selective as to what records you want to print.  This is usually ‘N’, however if you are familiar with Query you can respond ‘Y’. The final screen will be a message screen informing you what file the information is in and that you can now run any of the Customer Billing Reports.

**If you entered ‘Y’ to include only certain exchanges you will be asked to enter the “Carrier XE "carrier" , Feature Group, Jurisdiction, State XE "state" ”.  You will see a screen that has the “Exchanges For This BOC”.  Enter the only the exchanges that you want for the reports and press Cmd 5 to continue.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 2 - Summary-Exchg,Mnth,Tariff-BNRSY1tc  \l 2 "ITEM\: 2 - Summary-Exchg,Mnth,Tariff-BNRSY1"

You have the option of running this report based on Quantity or Dollar amounts.  This report can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 4 - Tariff Code Summary-BNRCL3tc  \l 2 "ITEM\: 4 - Tariff Code Summary-BNRCL3"

Creates a report sorted by tariff code XE "tariff code" .  If shows tariff code, # of records, unit amount, federal tax XE "federal tax" , state XE "state"  tax XE "state tax" , total, G/L, quantity, # of users, and a description.  This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 5 - Summary Exchg, Tariff, G/L-BNRCL5tc  \l 2 "ITEM\: 5 - Summary Exchg, Tariff, G/L-BNRCL5"

This will create a few reports based upon “Business XE "business"  and Residence XE "residence" ” “Residence Only” and “Business Only”.  This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 6 - Summary by Carr, Jursd-BNRCL7tc  \l 2 "ITEM\: 6 - Summary by Carr, Jursd-BNRCL7"

This creates a report that shows Toll Revenue Amounts..  This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 7 - Summary-Exchg, Carr, Jursd-BNRCL8tc  \l 2 "ITEM\: 7 - Summary-Exchg, Carr, Jursd-BNRCL8"

This creates a report sorted by Exchange Carrier XE "carrier"  and Jurisdiction.  This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 8 - All Detail by G/L Account-BNRCL9tc  \l 2 "ITEM\: 8 - All Detail by G/L Account-BNRCL9"

This creates a report sorted by G/L Account.  This can be rerun

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 9 - Summary by Top 100-BCSTT2tc  \l 2 "ITEM\: 9 - Summary by Top 100-BCSTT2"

This creates a reports listed in order by the top 100 phone numbers that have the highest amounts. This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 10 - Summary of # Users/Exchg-BNUC01tc  \l 2 "ITEM\: 10 - Summary of # Users/Exchg-BNUC01"

This creates a reports that shows total number of users per exchange.  This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 11 - Summary by Xchg, Mnth, Jursd-BNRSY3tc  \l 2 "ITEM\: 11 - Summary by Xchg, Mnth, Jursd-BNRSY3"

This creates a report sorted by Exchanges, Month, then by Jurisdiction.  This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 12 - Summary by Month, Jurisd-BNRSY5tc  \l 2 "ITEM\: 12 - Summary by Month, Jurisd-BNRSY5"

This creates a report sorted by month and then by jurisdiction.  This can be rerun.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 13 - Summary by Year, Tariff-BNRSY6tc  \l 2 "ITEM\: 13 - Summary by Year, Tariff-BNRSY6"

This creates a report sorted by year and then by tariff.  This will print 2 lists: one showing the quantity for each month and one showing the amounts for each month by tariff code. This can be rerun.
MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 17 - List of Months in Filetc  \l 2 "ITEM\: 17 - List of Months in File"

This program determines when the month and year of the records has changed in the file and will print a report that shows the record number, file name, and the Year/Month.  For example: If in the file ABCXYZ, record 3 through 79 has a date of 9601 and record 80 has a date of 9602 you will see on your report:

3  ABCXYZ  96/01

80 ABCXYZ  96/02

You will need this report to run # 18.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 18 - Delete History Records by Rec #tc  \l 2 "ITEM\: 18 - Delete History Records by Rec #"

If you would like to delete records out of file ABCXYZ, you will need the report from option 17.  In our example above,  if you would like to delete the records that have the date of 96/01, first you will be asked to enter the file name (at the bottom of the screen you will see the available XE "available"  file names) that you want to use.  Second enter the FROM RECORD number and the TO RECORD number.  In our example we would enter 3 as the from record number and 79 as the to record number.  This will delete all 96/01 dates in this segment.  ***NOTE:  In our example if you entered a 80 as the “To Record #” you will lose a record that was dated 96/02.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 19 - Delete History Records-BNRCHDtc  \l 2 "ITEM\: 19 - Delete History Records-BNRCHD"

Pay attention to the first window that you see, it explains how this delete program works.  This will delete records out of the history file by the date that is entered in the “Statement/Report Date” on the Workstation Status Screen.  It is important to remember that this will delete all records dated earlier then the date you entered.

MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 39 - Delete History Records-BNRCHDtc  \l 2 "ITEM\: 39 - Delete History Records-BNRCHD"

Goto Sent Pd/Rcv Collect Summary
MENU: CUSTMY - Year Summary Menu

PRIVATE 
ITEM: 40 - Goto CABS XE "cabs"  Billing Summarytc  \l 2 "ITEM\: 40 - Goto CABS billing Summary"

This goes to the CABS XE "cabs"  Billing Summary Menu.

PRIVATE 
MENU: CUSTY2 - CABS XE "cabs"  Billing Summary Menutc  \l 1 "MENU\: CUSTY2 - CABS Billing Summary Menu"
PRIVATE 
ITEM: 1 - Print CABS XE "cabs"  Billing Summaries (Various CBLSM?)tc  \l 2 "ITEM\: 1 - Print CABS Billing Summaries (Various CBLSM?)"

This prints a variety of CABS XE "cabs"  reports.  Following the Workstation Status Screen you see this screen:

The Merged File CBLMRGX has 0000000018 records.                 

R - Start Printing Reports with this file.                      

1 - Delete this file and Create a new file with Current Billing 

2 - Delete this file and Create a new file with history files   

3 - Add Current Billing to this file                            

4 - Add another history file to this file                       

5 - Delete this file and select history by date

Select one of the options and press Cmd 5 to continue.  You will be asked a variety of questions.  Answer them according to the type of reports you want.  You will notice some of the screens a name such as CBLSM3.  These are the name of the reports.  If you know the name of the report then when you see the name of the report you want be sure to respond with a ‘Y’ on that screen.  You will be asked:


Should we delete the merge file CBLMRGX now?

If you want this file deleted respond ‘Y’.  If you respond ‘Y’ the next time you run this option you will need to select a option of  ‘1,2,3,4,or 5’.  If you do not select an option of 1,2,3,4,5 you will get an error.

MENU: CUSTY2 – CABS Billing Summary Menu

PRIVATE 
ITEM: 2 - Add FGB from CTItc  \l 2 "ITEM\: 2 - Add FGB from CTI"

Use this to add FGB from CTI.  You will first see the following screen, where you need to enter the information shown below in bold and then press F5 to continue:

 Are you restoring from Tape or Diskette (T,D) ...............  XXXXXXX
 Enter the device name that you will be restoring from                

  Example (Diskette - I1, Tape - TC, etc.) ...................  XXXXXXX
 On the next screen you will need to write down the                   

 LIBRARY name  at the top of the screen.                              

 And the OBJECT name at the bottom of the screen.                     

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 7 - List Months in Filetc  \l 2 "ITEM\: 7 - List Months in File"

This program determines when the month and year of the records has changed in the file and will print a report that shows the record number, file name, and the Year/Month.  For example: If in the file ABCXYZ, record 3 through 79 has a date of 9601 and record 80 has a date of 9602 you will see on your report:

3  ABCXYZ  96/01

80 ABCXYZ  96/02



You will need this report to run # 8.
MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 8 - Delete History Records by Record #tc  \l 2 "ITEM\: 8 - Delete History Records by Record #

If you would like to delete records out of file ABCXYZ, you will need the report from option 7.  In our example above,  if you would like to delete the records that have the date of 96/01, first you will be asked to enter the file name (at the bottom of the screen you will see the available XE "available"  file names) that you want to use.  Second enter the FROM RECORD number and the TO RECORD number.  In our example we would enter 3 as the from record number and 79 as the to record number.  This will delete all 96/01 dates in this segment.  ***NOTE:  In our example if you entered a 80 as the “To Record #” you will lose a record that was dated 96/02.

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 9 - Delete History Records-CBLHDTtc  \l 2 "ITEM\: 9 - Delete History Records-CBLHDT"

Pay attention to the first window that you see, it explains how this delete program works.  This will delete records out of the history file by the date that is entered in the “Statement/Report Date” on the Workstation Status Screen.  It is important to remember that this will delete all records dated earlier then the date you entered.

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 31 - Select Records by Datetc  \l 2 "ITEM\: 31 - Select Records by Date"

You must run this menu option before you can run menu option #32.  The file name that is used is “HCFAHST” if you change the file name the computer will automatically use the file “HCFAHST”.  Enter the year and the month that you would like included on the reports.  If you would like two months you will need to run this for the first month, then run #32 to get your reports, then run this option again this time using the other month that you want.  You can be selective as to what records you want to print.  This is usually ‘N’.  If you respond with a ‘Y’ you need to be familiar with Query.  The final screen you will see is just a message screen displaying the name of the file that the data is in.

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 32 - Facility Access Billing-CBLSF2tc  \l 2 "ITEM\: 32 - Facility Access Billing-CBLSF2"

This creates a Facility Access report.  This has 3 sections.  The first section is sorted by NPA XE "npa"  NXX XE "nxx" , Jurisdiction, and Type Charge.  The second section will show the Jurisdiction and Type Charge totals.  The final section show the totals for the Jurisdictions.

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 33 – Create Facility Access File to Download – CBLSF5tc  \l 2 "ITEM\: 33 – Create Facility Access File to Download – CBLSF5"

Use this to create a facility access file to download.  The first screen you see, you need to choose if you want to create a file to download to PC and then press F5 to continue.  After you create the file, transfer the file to your PC.

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 37 - List Months in Filetc  \l 2 "ITEM\: 37 - List Months in File"

This program determines when the month and year of the records has changed in the file and will print a report that shows the record number, file name, and the Year/Month.  For example: If in the file ABCXYZ, record 3 through 79 has a date of 9601 and record 80 has a date of 9602 you will see on your report:

3  ABCXYZ  96/01

80 ABCXYZ  96/02

You will need this report to run # 38.

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 38 - Delete History Records by Record #tc  \l 2 "ITEM\: 38 - Delete History Records by Record #

If you would like to delete records out of file ABCXYZ, you will need the report from option 37.  In our example above,  if you would like to delete the records that have the date of 96/01, first you will be asked to enter the file name (at the bottom of the screen you will see the available XE "available"  file names) that you want to use.  Second enter the FROM RECORD number and the TO RECORD number.  In our example we would enter 3 as the from record number and 79 as the to record number.  This will delete all 96/01 dates in this segment.  ***NOTE:  In our example if you entered a 80 as the “To Record #” you will lose a record that was dated 96/02.

MENU: CUSTY2 - CABS Billing Summary Menu

PRIVATE 
ITEM: 39 - Delete History Records-CBLFHDtc  \l 2 "ITEM\: 39 - Delete History Records-CBLFHD"

Pay attention to the first window that you see, it explains how this delete program works.  This will delete records out of the history file by the date that is entered in the “Statement/Report Date” on the Workstation Status Screen.  It is important to remember that this will delete all records dated earlier then the date you entered.

MENU: CUSTY3 – Sent Pd/Rcv Collect Summary tc  \l 1 "MENU\: CUSTY3 - Sent Pd/Rcv Collect Summary "
MENU: CUSTY3 – Sent Pd/Rcv Collect Summary

PRIVATE 
ITEM: 1 – Select Records by Date tc  \l 2 "ITEM\: 1 – Select Records by Date"

Use this to select records by date.  After the workstation status screen, enter the following information on the next screen, shown here in bold:

The name of the file that will be used is:                     XXXXXXXX
Enter the FROM DATE here (MMYY). . . . . . . . . . . . . . . . XXXXXXXX

Enter the TO DATE here (MMYY). . . . . . . . . . . . . . . . . XXXXXXXX 

Then enter 'N' when asked if you want to select records and then press F5 to continue and you will receive the following message:

 The data is now in a file called XXXXXXX.  

MENU: CUSTY3 – Sent Pd/Rcv Collect Summary

PRIVATE 
ITEM: 2 - Sent Paid/Receive Collect Summary – CBLSF4 tc  \l 2 "ITEM\: 2 – Sent Paid/Receive Collect Summary – CBLSF4"

This will give you a summary of sent paid/receive collect.  Enter the workstation status screen and press F5 to continue.  Use this report for # of sent paid & receive collect messages.

MENU: CUSTY3 – Sent Pd/Rcv Collect Summary

PRIVATE 
ITEM: 7 - List of Months in File tc  \l 2 "ITEM\: 7 – List of Months in File"

This will give you a list of months in file.  After the workstation status screen, enter the file that you want to use and press F5 to continue.  

MENU: CUSTY3 – Sent Pd/Rcv Collect Summary

PRIVATE 
ITEM: 8 - Delete History Records by Record #tc  \l 2 "ITEM\: 8 – Delete History Records by Record #"

Use this to delete history records by record #.  After the workstation status screen, enter the following information on the next screen, shown here in bold:

 Enter the FROM RECORD number (press Field + Key)  . . . . . .  XXXXXXXXXX 

 Enter the TO RECORD number   (press Field + Key)  . . . . . .  XXXXXXXXXX 

                                                                XXXXXXXXXX 

                                                                XXXXXXXXXX 

 Enter the file name that you want to use here . . . . . . . .  XXXXXXXXXX 

MENU: CUSTY3 – Sent Pd/Rcv Collect Summary

PRIVATE 
ITEM: 9 - Delete History Records-CBLFHE tc  \l 2 "ITEM\: 9 – Delete History Records-CBLFHE"

This will delete any history records that are before the date given.  The first screen you see gives you the following message and then press F5 to continue:

 You have decided to delete some records from the history file. 

 On the next screen, enter the date that you would like         

 deleted.  Keep in mind that every record dated earlier than    

 the date you enter will be deleted.                            

 For example: If 123195 is the date entered then any record     

 dated earlier than 123195 will be deleted.                     
MENU: MEMBR2 - Membership XE "membership"  Information
MENU\: MEMBR2 - Membership Information"

PRIVATE 
General Membership XE "membership"  & Patronage XE "patronage"  Information.tc  \l 2 "General Membership & Patronage Information."

Each Member XE "member"  is assigned a 6 digit number.    Patronage XE "patronage"  is tied to this 6 digit number.   Membership XE "membership"  # is tied to phone # on customer screen.

Membership XE "membership"  file has the following fields that are not self explanatory:

Amt Paid

Amount this member XE "member"  paid for membership XE "membership" .

Membership XE "membership"  Type
A 1 digit number for various members' types if you have them

Date Fully Paid

The date that this member XE "member"  became a fully paid up member

Date Refunded

The date that this member XE "member"  was refunded his $

Can Be Reached XE "can be reached" 

A phone # where someone lives that will always know this members whereabouts

 Patronage XE "patronage"  has the following fields:

 Member XE "member"  # 

6 Digit number

 Year


4 digit year patronage XE "patronage"  usage & amount is for

 Usage Amount

Amount of Usage for this year under this Type code

 Patronage XE "patronage"  Amount
Amount of Patronage for this year under this Type code

 Phone # 

Phone # that has assigned to this member XE "member"  #

 Type Code

Type of Usage & Patronage XE "patronage"    (not everyone keeps track of all types)




AM=Access Minutes




LS=Local Service
(This is patronage XE "patronage"  as most people know it)




FX=Federal Tax XE "federal tax" 



MS=Misc. Charges




TL=Toll Messages




WO=Write off (if written off more than what patronage XE "patronage"  was)




MG=Merged
(if combination of above)

 Refund Code

Type of refund given




CK=Check




CV=Check Voided




ER=Early Retirement




WO=Write Off


 Refund Amount

Amount refunded/paid

 Refund Date

Date Refunded/Paid




(this is the trigger field for system to tell if an item has been paid or not)

 Check # 

Check # if paid with a check

 Check Cleared (MM/YY) Period that check cleared


 Pay Out Code

Y means in the process of printing a check.

 Authorized    (MM/YY)
The period that this item was authorized to pay back to the member XE "member" .

The Patronage XE "patronage"  System is based on the following logic. 

The detail will be accumulated each month.   At year end the BPY type of files will be added to file BPATR that has all the years merged together.   Usage and patronage XE "patronage"  will be maintained by type code. You can then Calculate patronage based on usage.  You will be able to keep track of notes by member XE "member" .  You will be able to change patronage and usage amounts if needed.  You can keep track of write off’s,  and early retirements.    When the Board makes the decision to refund patronage,  an authorized date will be put in the records that this item is now eligible to be paid.  The system will put a "Y" in pay out code of all those items that you want to pay out.  You may the select various items not to pay out, such as any address, certain type of Patronage, or if under a certain amount.   These items will not be paid but will still have an authorization date so if a member comes in,  you can tell how much has been authorized to pay but has not been paid.   On the detail records,  the date refunded is what the computer looks at to see if an item has been paid or not.   You can manually add change or delete entries or the various items within an entry.

You need to know the following procedures for security XE "security"  to allow users to make changes:

BPATER
Early Retirement

(everyone can print,  only authorize those to update)


BMEMK1
Key Member XE "member"  Name address
(only authorize those who can add/change)

BPATK1
Key Changes to Patr amounts
(only authorize those who can add/change)

BPATN1    
Key Patronage XE "patronage"  Notes 

(only authorize those who can add/change)

BPATW1
Do Patronage XE "patronage"  Writeoffs

(only authorize those who can enter & update)

BPATV1
Do Voids


(only authorize those who can enter & update)

BPATU9
Generate Check for authorized
(only authorize those who can generate check)



and unpaid


The Special refund is for those items authorized and not paid.   You can not do a special file while you are doing a regular refund,  and you can not do a regular refund if there is a special file that has not been updated.  The special refund is designed to print checks XE "print checks"  in a batch mode,  with one person doing it when needed.  The special refund is not designed to have the patronage XE "patronage"  checks on the printer at all times and allow everyone to print checks when they want,  it is a more one user controlled system. 

MENU: MEMBR2 - Membership XE "membership"  Information

PRIVATE 
ITEM: 1 - Add/Change/List Member XE "member"  Names & Addresstc  \l 2 "ITEM\: 1 - Add/Change/List Member Names & Address"

You use this to Add/Change a member XE "member" .  You start out in a window if you take an option 2-Change, you will be able to change the information for that member #.  If you take an option 9 - Add you will add a new member # and  assign each member a six digit number.  Enter name, address, Certificate number, amount paid, and membership XE "membership"  type.  Social security XE "security"  #, can be reached XE "can be reached"  at #, date fully paid, date refunded and notes.  This membership number goes on screen 1 of the billing for each phone number that a member has.  If while you are on screen 1 of billing you put a Yes as the main member number if you were to change a address on the billing this address would automatically be updated from the billing.  Some companies have more than one kind of membership. The membership type is a company assigned number for each of these various types the numbers can be from 0-9.  Any changes you make are printed out and also kept in history files.   You also use this to print out the membership file with various options as to how it prints.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 2 - Print Membership XE "membership"  Historytc  \l 2 "ITEM\: 2 - Print Membership History"

This lists out the history of any changes you make to the membership XE "membership"  file on number 1.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 3 - Patronage XE "patronage"  Inquirytc  \l 2 "ITEM\: 3 - Patronage Inquiry"

You can look up member XE "member"  information.  Billing Customer Inquiry calls this up also.  You can only call up patronage XE "patronage"  for entries with a valid member #.  The first window that appears has a list of member #'s and names.  You will have the option to enter a 1-Select, 2-Change, 9-Add, 5-Inquiry Cmd 12-Alpha Search.  A Cmd 12 will bring up a window with the same information but in alpha order.  You can then search by either a last name or by a last name and first name.  By entering a 2 you will be able to change the member information.  By entering a 9 you will be allowed to add a new member.  By entering a 5 you will go into Patronage Inquiry for that member #.  A 5 will bring up this Patronage Inquiry screen:

7 FIRSTNAME  LASTNAME             99/99/99      Patr Usage     384.00

 ABCDEF  ADDRESS LINE 1               FP 99/99/99        Patr Tot     694.94

      0  ADDRESS LINE 2               RF 99/99/99     Patr To Pay     415.97

 555.00  ADDRESS LINE 3 12345 00                      Auth To Pay        .00

         123456789   999-555-1912    Has Notes      Marked to Pay        .00

         NOTES LINE 1                                 Amount Paid     224.72

         NOTES LINE 2                                  Amount Due     415.97

 2=Chg 5=Inqry 9=Add  E,N,P,U,V,W     <----Cmd 1 for what these codes do    

    Year      Usage  Patrnage  TY RF   Refund  Rfund Dt  Ck #  CkClr    Auth

    1969     254.00     65.97  AG                    00         0/00    0/00

    1971      30.00    150.00  LS ER   150.00   1/11 96  6548   0/00    1/96

    1972               350.00  AS                    00         0/00    0/00

    1973                10.00  LS ER    10.00   1/11 96 99998-  0/00    1/96

    1974     100.00     13.97  LS ER    13.97   1/11 96 99998-  0/00    1/96

    1980               100.00  LS ER    50.02   1/11 96  6548   0/00    1/96

    1996                 5.00  WO ER      .73   1/10 96 99998-  0/00    1/96

This screen shows the patronage XE "patronage"  information for the member XE "member"  number you have selected.

Notice you have some options:   2-Chg, 5-Inqry, 9=Add,  E, N, P, U, V, W,  Cmd-1.  A Cmd 1 will show the explanation for E, N, P, U, V, W.   

E - Calculate, Print and Update Early Retirements.

N - Enter or Change Patronage XE "patronage"  Notes.

P - Print Patronage XE "patronage"  For This Member XE "member" .

U - Generate a check file for authorized unpaid patronage XE "patronage" 
V - Void a check and update file.

W - Enter Write offs and have computer update file.


When you enter a 2, you will be allowed to change that patronage XE "patronage"  record.  


When you enter a 5, you will be able to look at that patronage XE "patronage"  record -- cannot make changes. 


When you enter a 9, you will be allowed to enter a new patronage XE "patronage"  record. 

E -Early Retirements


This is designed to be able to call up a member XE "member"  and print out the early retirement amount based on the interest rate you enter and present value of a future sum.   Security XE "security"  is set up so anyone should be able to print out the report but only those users with security clearance can do the update.   When you update, you enter the check # that you paid the early retirement with.   (For now you enter check # since only 1 client uses this and it comes out of the general fund  not patronage XE "patronage"  fund,  so we did not design this to use the patronage check printing options).    When you enter an E you will get a Workstation Status screen.  Following the Workstation Status screen you will see this screen:

Early Patronage XE "patronage"  Retirement for        7            

           LASTNAME  FIRSTNAME                              

     The Last Year that Patronage XE "patronage"  was refunded was.... 1970  

     What Annual Interest Rate do you want to use.....  8.00 

     Authorization date will be ......................  1/96 

     Check # Used .................................... 99998-

     Make Refund Amount = Patronage XE "patronage"  Amount (Y/N) ..... N     

        Amount of Patronage XE "patronage"  to pay out        415.97         

 Amount received from Early Retirement        390.04         

   Cmd 3 - Return to menu without updating entries           

   Cmd 5 - Update File to show entries were retired early    

   Cmd 8 - Print Detail

This screen shows the name of the member XE "member"  and the member number.  Verify that the defaults for  “Last Year that Patronage XE "patronage"  was refunded” and “What Annual Interest Rate do you want to use”  are the values that you want to use. If they are not, you may make changes here.  If you change the year or the interest rate, you can press enter and the new Patronage, and Refund values will be updated.  Enter the date that this Early Retirement will be authorized.  Enter the check number used to pay this early retirement.  The question “Make Refund Amount = Patronage Amount (Y/N)”,  if an ‘N’ is entered it will show the different figures for Patronage amount and Refund amount.  If a ‘Y’ if entered it will make the Refund amount equal to the Patronage amount.  If you enter a ‘Y’ and update the file (Cmd - 5) you will notice on the Patronage Inquiry screen,  (Patronage Inquiry screen is the next screen you will see after pressing Cmd - 5) that the Patronage Amount and Refund Amount for the early retirement updated will be the same.  (If you select an ‘N’ for “NOTES”  from the Patronage Inquiry screen you can see the actual patronage amount and the actual refund amount.)

N- Patronage XE "patronage"  Notes

When you enter a N you will then be able to Add/Change the patronage XE "patronage"  notes for this member XE "member" . To add more notes press Cmd 9.  Cmd 3 to exit out.    Any lines that are completely blank will be deleted automatically by the system.  The system adds some notes automatically when you Void, do an Early Retirement or Write off some amounts.  If you would like to remove some notes, go to the line of the notes you want to delete and press the field + key.  The line will be blank.  You can then press enter and the blank line will be removed.

P- Print Members Patronage XE "patronage" 
When you enter a P you will get a Print out of all patronage and member XE "member"  info for this member.

U- Generate a check file for authorized unpaid patronage XE "patronage" .

When you enter a U, you will first get a Workstation Status screen.  Next you will see a screen displaying the member XE "member"  number, member name and the amount that the check will be.  The check amount is calculated on the amount of patronage XE "patronage"  that is authorized to pay,  but not yet paid.  Cmd 5 will setup a check for this amount, and a Cmd 3 will return you to the menu without setting up a check.  When you enter a Cmd 5, you will see a screen that displays this message:

You can now print checks XE "print checks"  by going to the refund menu  

and starting with option 8.                           

Remember to use special refund file when asked.

 XE "print checks" 
This puts out an entry  to the special refund file and a "Y" in the Pay out Code.  

V- Void Check



When you enter a V, you will first get a Workstation Status screen.  The next screen will show you the member number and member name and will also ask you what check #  you want to void.  A Cmd 5 will void the check and a Cmd 3 will return you to the Patronage Inquiry screen.   If you void a check the refund type is changed from CK to CV and another entry is generated with a patronage XE "patronage"  type of CV.  Example - member XE "member"  123 has check # 456 for 7.89.   You decide to void check #456 because it never cleared the bank,  you will still see the entries that made up the 7.89,  the refund code would now be CV,  but there would be an entry for 7.89 with patronage code of CV,   patronage amount of 7.89  and an authorization date.  When member 123 comes in 3 years later and requests a check,  you will see you still owe him 7.89 and can use option "U" to have system generate the check to pay him. You will be asked if you want to update the reconciliation XE "reconciliation"  file and if you want to post XE "post"  G/L entries.


From the Void Check screen you can press F10 to have the system create a file to void all checks that have not cleared.   Once the system has determined which checks have not cleared you can manually select which checks you do not want to Void by removing the "V" from the check number that was marked to void.   You will be asked if you want to update the reconciliation XE "reconciliation"  file and if you want to post XE "post"  G/L entries.    This option to void all uncleared check would be used if you close out XE "close out"  the patronage XE "patronage"  bank account after a given number of days.  This saves you from entering each check to void manually.    Before using the void all option, make sure you have reconciled your patronage bank statement and have had the reconciliation system update the cleared patronage checks.

W-Write Off

When you enter a W, you will first get a Workstation Status screen.  The next screen you will see will ask for the amount you want to write off.  A Cmd 5 will mark entries as written off, and a Cmd 3 will return you to the screen without writing off entries.   For regular write offs enter the amount as a + or positive number.   If you want to reverse XE "reverse"  a write off (such as they paid part of the write off)  enter the amount as a - or negative number.   The reverse write off's only reverse the entries with check # 99999- and WO in the refund type or if the patronage XE "patronage"  type is WO and the patronage amount is a credit.  The Write Off system starts with the oldest year that has not been refunded and puts code WO in the refund code of entries that accumulate to the amount written off.   If you write off more than what they have in patronage,  the system will create a entry with a credit amount in the patronage field and WO in Patronage type.  Example - Member XE "member"  123 has 10.00 of unpaid  patronage in 1971, 18.00 in 1972,  16.00 in 1973.   You want to write off $30.00.  The system will put refund code of WO in all of 1971 10.00,  all of 18.00 in 1972,  it will then change the 16.00 1973 entry into a 2.00 1972 entry with WO in the refund code and a 14.00 entry with refund code blank.  When you refund 1972, only the 14.00 will get refunded. 

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 5 - Change Patronage XE "patronage"  File (by Member XE "member" &Yr)tc  \l 2 "ITEM\: 5 - Change Patronage File (by Member&Yr)"

You will use this to make any changes to the detail patronage XE "patronage"  that a particular member XE "member"  has.  When you call this up you will start in a window that will show the patronage information and you will be able to enter a 1-Sel,2-Chg,9-Add.  If you enter a 2 you will be able to change the information for that record.  If you enter a 9 you will be able to add an entry .     You need to use this menu item to call up patronage records that may have an invalid member #

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 6 - List Patronage XE "patronage"  File    Detailtc  \l 2 "ITEM\: 6 - List Patronage File    Detail"

You will use this to list the patronage XE "patronage"  file detail.  You will have the option to print only those with invalid member XE "member"  numbers, print customer name associated with phone number and you will have an option to print the list alphabetically.  You will also be asked for the from year and to year to print so you can get 1 year or multiple years.    You are given the option to select data.   You would select data if you want to print out only a group of members or only a certain patronage type or refund type.  Possibilities are endless.   If you want to select special data  respond "Y".  The selection criteria is entered just like you do for IBM Query program.  Instructions can be found by pressing for HELP key when you get into the selection program. 

You can also select the following list:

Print Authorized Unpaid Credits (Y,N) . . . .  . . . . . .          

If you select Y you will receive a list of members who have credit balances that have been authorized because of write offs or other credit items.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 7 - List Patronage XE "patronage"  File    Summarytc  \l 2 "ITEM\: 7 - List Patronage File    Summary"

You will use this to list the patronage XE "patronage"  file summary.    The summary has what is paid,  unpaid, marked to pay, etc.   You get totals by year,  by code,  by year & code,  and by refund code. 

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 8 - Delete Patronage XE "patronage"  Recordstc  \l 2 "ITEM\: 8 - Delete Patronage Records"

You will use this to delete records from the patronage XE "patronage"  file.  You will then be asked what year, member, and type code you want to delete.  If you enter only the year and leave member XE "member"  # and type code blank.  The entire year that you entered will be deleted.  If you enter the year and a member # that member # in that year will be deleted.  If you enter the year, member #, and the type code that member #  with that type code and in that year will be deleted. Etc.   If you leave a field blank or 0,  this means  I don't care about this field,  delete all records that match the criteria that is entered.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 9 - Calculate Patronage XE "patronage"  from Usagetc  \l 2 "ITEM\: 9 - Calculate Patronage from Usage"

This is used to calculate patronage XE "patronage"  from usage.  You will be asked what Year you want to calculate.  What type code do you want to calculate.  If combination, what is 2nd type code.  How much patronage do you want to spread.    You may key in some exchanges that you do not want to include in the calculations,  usually you will not enter any exchanges.  Exchange 000 will always be included.  This figures the percent that is needed and spreads accordingly.   If you have two different patronage type codes that you want factored together and then divide by 2 to calculate patronage on,  enter the 2 codes and the system will calculate the patronage.   If you have only 1 type code to spread for this amount,   leave the second type code blank.    There will probably be rounding differences,  use menu item #3 or #5 to made adjustments if you need to.   This can be rerun and it will recalculate the amounts if you need.   Make sure you enter the correct year and type code to calculate.   

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 10 - Print Patronage XE "patronage"  Statementtc  \l 2 "ITEM\: 10 - Print Patronage Statement"

This is  used after you have calculated patronage XE "patronage"  and want to send a statement out to your members as to what their patronage was for a given year. You will be asked how do you want to sort the member XE "member"  file.  Enter the year that you want to print.  It will then ask you for a Total Patronage Amount and how many cents of every dollar.    Some of you have spaces on the statement to print various amounts,  if your form does not use these fields,  enter 0.  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 only those that meet the criteria that you enter.  You will usually enter an “N”.  The next question is “Print on Regular Continuous or Laser”.  Select either “R” for regular continuous or “L” for laser statements.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 11 - Merge Like Kind of Patronage Recordstc  \l 2 "ITEM\: 11 - Merge Like Kind of Patronage Records "

This is used to combine like kinds of patronage records.  Example - if you have patronage that has 2 or more records with the same year, patronage type, phone #,  etc. etc. this menu item will combine the like kind of records into 1 record. 

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 12 – Unpaid Inactive Patronage Reporttc  \l 2 "ITEM\: 12 – Unpaid Inactive Patronage Report "

This will give you a report of unpaid patronage amounts for inactive members..  Enter the workstations status information and press F5 to enter.  Then enter the codes you do not want to include and press F5 to continue.  Enter the amount you want to check for on the next screen and if you want to omit credit balances, shown below and then press F5 to print the report:  

   What Amount do you want to Check for.. XXXXXXXXXX.XX     

  Note: Members will be selected for amounts Less than or   

        Equal to the above-entered Amount                   

    Do you want to Omit Credit Balances Y/N? X                   
MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 23 - Patronage XE "patronage"  Refund Menutc  \l 2 "ITEM\: 23 - Patronage Refund Menu"

Goes to menu MEMBR3.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 31 -  Make G/L Entries for Member XE "member"  Chgtc  \l 2 "ITEM\: 31 -  Make G/L Entries for Member Chg"

This menu option is for Filer Mutual.  You will use this when you want to generate G/L Entries for membership XE "membership"  type changes.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 32 - Compare Customer&Member XE "member"  Nametc  \l 2 "ITEM\: 32 - Compare Customer&Member Name"

Use this to print out a list of customer names & their corresponding name in the member XE "member"  file.  You can select all, or just those that are different.   You can select 10 member numbers to omit.  (this is used if you have some generic nonmember type of numbers)  If you do not want to omit any member numbers key in 999999 (if  999999 is a good member #, use something else)  as member # when you are prompted.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 33 - Update Membership XE "membership"  from Billingtc  \l 2 "ITEM\: 33 - Update Membership from Billing"

Project Mutual & Farmers Mutual are the only companies that uses this at this point.


Project Mutual have monthly membership XE "membership"  charges.  This goes through and pulls out any refunds or any charges and updates the membership file accordingly with each months billing.


Farmers Mutual - this pulls out the entries when someone purchases a share of stock and makes their membership XE "membership"  type be a 1.   When they sell a share of stock the membership type is changed to 3.   When all lines for a member XE "member"  are disconnected XE "disconnected"  the membership type is changed to a 2.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 34 - Print Members to Change Reporttc  \l 2 "ITEM\: 34 - Print Members to Change Report"

This is also used by Project Mutual. It prints out the members who have reached fully paid status and needs to be given a certificate number and their status changed.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 35 - Move Address to Membership XE "membership"  Filetc  \l 2 "ITEM\: 35 - Move Address to Membership File"

This goes through the billing customer file and pulls all records with the main number of Yes and puts that address into the membership XE "membership"  file.  When you do month end XE "month end"  update for billing you are prompted if you want the computer to do this. If you update address when you do month end billing update you do not need to call it up off the menu.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 36 - Print Customers with bad Mem #tc  \l 2 "ITEM\: 36 - Print Customers with bad Mem #"

This goes through the billing customer file and prints out any phone numbers that have an invalid membership XE "membership"  number on screen 1.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 37 - Add Year to Patronage XE "patronage"  Filetc  \l 2 "ITEM\: 37 - Add Year to Patronage File"

This takes an existing patronage XE "patronage"  file (BPY format) and adds it to BPATR file (BPATR is file with all years Patronage.)  You will be asked , to key in the file you want to use, like BPTumm, BPYyy, Hymm.PT.  Key in the 2 character type code that you want to use for type code in BPATR.  Key in the Year to assign to in BPATR.   Only add the files and codes that your Company uses to allocate and keep track of patronage.
BP2yy

AM=Access Minutes






BP1

BPYyy

LS=Local Service
(This is patronage XE "patronage"  as most people know it)

BPT

BPFyy

FX=Federal Tax







BPU XE "federal tax" 
BP4yy

MS=Misc. Charges






BP3

BP6yy

TL=Toll Messages






BP5

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 38 - Change Patronage XE "patronage"  File (BPYxx)tc  \l 2 "ITEM\: 38 - Change Patronage File (BPYxx)"

You will use this to make any changes to the detail patronage XE "patronage"  that a particular member XE "member"  has.  When you call this up you are asked which file you want to use. File BPYyy with yy being 2 digit year is the master patronage for a given year.  Usually you will just change records, but if you need to add some entries you may do so by keying "ADD" when prompted.   You are then asked for the record number, the membership XE "membership"  number, or the phone number.  If you know the record number use it since it is the fastest way the computer can find it.  If you don't know what the record number is, key in the membership number and the computer will search through the entire file looking for the record that you desire.  You can also use the phone number to find a record.  You are then given the screen that has the membership number, the billing number, usage amount and patronage amount.  Key in the proper fields or make any changes as you need that are necessary.  To delete a record, change the membership number to 0 and the amounts to 0.  If you are finding records by membership # or record # you can use CMD 1 to get the next record that matches.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 39 - List Patronage XE "patronage"  File (BPYxx)tc  \l 2 "ITEM\: 39 - List Patronage File (BPYxx)"

When you run this you are asked for the file name.  You are asked if you want to resort.  If you say "Y" to resort, the file is sorted by membership XE "membership"  number.   You are then asked if you want an alphabetical listing, if you say Yes only those records that have a good membership number will print.  Do not get an alphabetical listing if want those records with invalid membership numbers.  Another option you have is to print out only those that have an invalid membership number.   

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 40 - List All 5 BPYxx Year Filestc  \l 2 "ITEM\: 40 - List All 5 BPYxx Year Files"

When you run this you get a yearly report that is the same format as the monthly report.  This prints all 5 of the patronage XE "patronage"  year files together.  You get local service, miscellaneous, federal tax XE "federal tax" , access minutes, and toll messages on the report.  The statement report date on workstation status determines which year will print.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 41 – Delete Records from BPYxx tc  \l 2 "ITEM\: 41 - Delete Records from BPYxx "

This will delete records from BPYxx.  Enter the file you want to use and press F5 to continue and you will be shown the following screen, from which you need to make your selection and then press F5 to continue:

  1 - Delete records by member #                               

  2 - Delete records with PATRONAGE less than the amount you   

      key in.  These records will be put in a different file.  

  3 - Delete records by Exchange                               


Then on the next screen enter the member number to delete and press F5 to continue.

MENU: MEMBR2 - Membership XE "membership"  Information 

PRIVATE 
ITEM: 42 – Go To Write Off Menutc  \l 2 "ITEM\: 42 – Go To Write Off Menu"

This goes to the Write Off Menu (MEMBRW).

PRIVATE 
MENU: MEMBR3 - Patronage XE "patronage"  Refundtc  \l 1 "MENU\: MEMBR3 - Patronage Refund"
PRIVATE 
ITEM: 1 - Blank out Pay out Code on all entriestc  \l 2 "ITEM\: 1 - Blank out Pay out Code on all entries"

You will use this to blank out all pay out codes in preparation to refund some patronage XE "patronage" .  This gets file ready to refund.    Make sure that you want to run this it will blank out any pay out codes you already have in.

MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 2 - Move Y to all entries previously authorizedtc  \l 2 "ITEM\: 2 - Move Y to all entries previously authorized"



You will use this to put a 'Y' in pay out code if Payout code is blank and if date refunded is 0 and if date authorized is not 0.  This is used to prepare those entries, which were previously authorized to pay but were not paid for some reason such as no address, under minimum to pay, void, etc.    It is not mandatory that you run this.   Only run this if you want to put a "Y" in the pay out code of those entries that were previously authorized to pay,  but has not been paid. 
MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 3 - Select Years to refund (either entire year or %)tc  \l 2 "ITEM\: 3 - Select Years to refund (either entire year or %)"

You will use this to enter a year to refund.  If you want to refund an entire year enter the year and 100%.  If you want to refund part of a year, key in the year and then the percentage of that year that you want to refund.  If you refund a % of a year,   the system will split the years and you will see two entries for each year.  This can be run as many times as you need to get the years you want to refund with a "Y" in pay out code. 

You can also use this to spread a $ amount over all years using the unpaid amounts for each year.  To use this option enter nothing in the top part of the screen and then enter the amount to spread on the line that asks:

Or Enter Amount To Be Spread Over All Unallocated

 It is not mandatory that you run this.  You can manually select some patronage XE "patronage"  to pay by using #3 of #5 on Menu MEMBR2 if for some reason you want to select just a few patronage entries to refund
Do you want to undo a previous refund .. N (Usually N)

If you respond “Y” to this question the system goes through and unmarks a previous refund that you had told the system to do.  The system will then ask if you want to “Merge Like Kind of Patronage Records” and if you respond “Y” to that question,  the menu item #11 described above will be run.

This would probably only be used,  if you have split a year by % so that you now have multiple records per year and then it is decided to not use that % split so you want to undo what had been done previously.

This option can be used if you spread by year,  or if you spread by unallocated.

This option only undoes the entries that match the authorization date that is on the line:

Authorization date will be . . .

MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 4 - Blank out Pay out Code if no addresstc  \l 2 "ITEM\: 4 - Blank out Pay out Code if no address"

This will blank out the pay out code if the member XE "member"  address 2 & 3 are blank, and the pay out code is 'Y'.  This is used to not print checks XE "print checks"  for people with no address.  It is not mandatory that you run this.  
If you run this the pay out code is blanked out,  and those entries will still show as authorized to pay,  so you can tell which entries you can pay if the member XE "member"  comes in and requests their check.

MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 5 - Blank out Pay out Code for selected types of patronagetc  \l 2 "ITEM\: 5 - Blank out Pay out Code for selected types of patronage"

 XE "patronage" 

You will use this when you do not want to pay a certain Patronage XE "patronage"  Type Code.  You only need to run this if you have some type codes you do not want to pay out at this time.  You will be asked for a patronage type code not to pay.  The pay out code will be cleared out on all records that have the patronage type code that you enter.   It is not mandatory that you run this.
MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 6 - Create Patronage XE "patronage"  Refund filetc  \l 2 "ITEM\: 6 - Create Patronage Refund file"

You will use this to build the refund file.  This will go through the patronage XE "patronage"  file and determine the refund each member XE "member"  will get based on the entries that have a 'Y' in pay out code.   You can use menu item #3 or #5 on menu MEMBR2  to manually change the "Y"  or blank in the pay out code.

MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 7 - Blank out Pay out code for Refunds less than Minimum you specifytc  \l 2 "ITEM\: 7 - Blank out Pay out code for Refunds less than Minimum you specify"

You will use this to specify the minimum amount that you want to pay out.  Anything less than the amount that you enter will not be refunded.  You may need to run this with a minimum amount of 0 to drop any checks for a minus amount.  This will ask you for the minimum amount to pay.   Anything under this amount will not be paid and the payout code in the patronage XE "patronage"  file will be cleared if a member's amount is under the minimum.    It is not mandatory that you run this.
From here on down  you will be asked for Regular File  or Special File.     Regular refund is used when refunding a whole year and did items 1 thru 7 above.  Special refund is used when reprinting lost checks or unissued checks that were authorized.

MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 8 - Select Order to Print Checks XE "print checks"  & Assign Check Numberstc  \l 2 "ITEM\: 8 - Select Order to Print Checks & Assign Check Numbers"

You will use this to select the order that the checks will print in and to assign the check # that each member XE "member"  will receive.  You will be asked what order do you want to print checks XE "print checks"  in (1-Member #,2-Alphabetical by member ,3-Carrier XE "carrier"  route order).   

 Enter the first check # that you will print on

 Before running this you probably will want to run #12 on your G/L  menu and make sure that  Patronage XE "patronage"  Control data is correct.   The patronage control data is: 

 Patronage XE "patronage"  Reconcile File         

 Patronage XE "patronage"  G/L Journal            

 Patronage XE "patronage"  Cash G/L Acct.    



 Patronage XE "patronage"  Offset G/L Acct.  

Account to Debit when print cks

 Patronage XE "patronage"  Void Debit G/L 

Account to Credit when void cks

 Patronage XE "patronage"  Check Format            

MENU:  MEMBR3 - Patronage XE "patronage"  Refund

PRIVATE 
ITEM: 9 - Print Patronage XE "patronage"  Check Registertc  \l 2 "ITEM\: 9 - Print Patronage Check Register"

You will use this to print a check register.  You can run this as many times as you need to until you are satisfied with the numbers there and then goto step #10 and print the checks.  You will be asked what order do you want to print check register in (1-Member XE "member"  #,2-Alphabetical by member ,3-Carrier XE "carrier"  route order ,C=Check # order). You can print the check register in whatever order you desire,   If you chose a different order to print here,  the checks will still print in what order you selected in #8.

MENU: MEMBR3 - Patronage XE "patronage"  Refund 

PRIVATE 
ITEM: 10 - Print Patronage XE "patronage"  Checkstc  \l 2 "ITEM\: 10 - Print Patronage Checks"

You will use this to print the patronage XE "patronage"  checks.   

If you print a description on your check you will have a place to enter in the description.  If you do not print a description on your checks leave the field blank when you are prompted.

MENU: MEMBR3 - Patronage XE "patronage"  Refund 

PRIVATE 
ITEM: 11 - Update & Post XE "post"  Patronage XE "patronage"  Checks that were printedtc  \l 2 "ITEM\: 11 - Update & Post Patronage Checks that were printed"

You will use this to update and post XE "post"  the checks.  Make sure you have all the checks and reports before you update the files.    You are asked if you want to Post the $ amounts paid to the G/L.  You are asked if you want to update the Bank reconciliation XE "reconciliation"  file.      You are asked if you want to update the written off accounts with the check # that you wrote to yourself (not all companies do this).   

MENU: MEMBR3 - Patronage XE "patronage"  Refund 

PRIVATE 
ITEM: 19 - Adjust Check Numberstc  \l 2 "ITEM\: 19 - Adjust Check Numbers”

You will use this to adjust check numbers if you have some missing checks because the check printer skipped some.   You will use this if you have problems while printing checks and you need to assign a different check number to a group of checks because of printer jams or something similar.   You are asked for a starting and ending check number and then how many you have to increment those check numbers by.

MENU: MEMBR3 - Patronage XE "patronage"  Refund 

PRIVATE 
ITEM: 20 – Apply Bulk Write Offs after Registertc  \l 2 "ITEM\: 20 – Apply Bulk Write Offs after Register”

This will apply bulk write offs after register.  Our recommendation when you do refunds is to do the normal steps that you do clear up to step 9 which gives you a check register with the amounts everyone would get if there were no write offs.  Once you have that check register and it has the correct amounts you are ready to run this step: #20 Apply Bulk Write Offs.  After #20 is run,  rerun steps 8 & 9 and you will have a new check register with the write offs subtracted from the original check amounts and the histories updated properly.


You are first shown the following message.  If you want to continue, enter 'Y' and then press F5 to continue.

  You are about to apply write offs to the patronage check     

  file.  You only want to do this if you have a check register 

  in hand that you have balanced with.                         

  This will apply the write off amounts to the patronage       

  check file.                                                  

  Do you want to continue (Y,N)                                

MENU: MEMBR3 - Patronage XE "patronage"  Refund 

PRIVATE 
ITEM: 21 – Update Check # from Write Off net 0tc  \l 2 "ITEM\: 21 – Update Check # from Write Off net 0”

This will mark as paid those regular patronage amounts authorized to pay and that have a write-off that nets to zero.  Patronage amounts must be ‘Authorized’ (have an authorized date) to pay and the entered write-off amount/s must net to zero with the authorized amounts.  After the workstation status screen, make a selection from the options given as shown below and press F5 to continue.

    1 - Go Through amounts that are authorized to pay that have  

        a write off in the write off file and show as paid.          2 - Go Through amounts that are authorized to pay that have          a write off in the regular patronage file that nets to 0          and show as paid.

You are then given the following reminder':

 This is used as part of the process to apply write offs to       patronage amounts that are authorized but not paid yet.          For this to work properly run #3 with option of                  "Or Select Authorized with Write-Off  "                          Then menu item 6, then 8, then 9, then 20.                       At that point everything should net to 0 and you then run this   option which allows you to key in a Refund Type, Check #, & Date 

 that will be applied to each entry that should be netted to 0.   You will receive a summary that gives you amounts applied to     each year & patronage type.                                      

 Do you want to continue (Y,N) 

When you are ready to continue enter 'Y' and press F5.

PRIVATE 
MENU: MEMBRW- WRITE OFFtc  \l 1 "MENU\: MEMBRW- WRITE OFF"
PRIVATE 
ITEM: 3 – Patronage Inquirytc  \l 2 "ITEM\: 3 – Patronage Inquiry"

Use this for patronage inquiries.

MENU: MEMBRW- WRITE OFF

PRIVATE 
ITEM: 5 – Change Patronage File (by Member&YR)tc  \l 2 "ITEM\: 5 – Change Patronage File (by Member&YR)"

You will use this to make any changes to the detail write off  that a particular member XE "member"  has.  When you call this up you will start in a window that will show the patronage information and you will be able to enter a 1-Sel,2-Chg,9-Add.  If you enter a 2 you will be able to change the information for that record.  If you enter a 9 you will be able to add an entry .     You need to use this menu item to call up patronage records that may have an invalid member #

MENU: MEMBRW- WRITE OFF

PRIVATE 
ITEM: 6 – List Patronage File Detailtc  \l 2 "ITEM\: 6 – List Patronage File Detail"

This will list the detail of the patronage file.  After the workstation status screen, you need to enter information on the next screen, shown below in bold:
  Print only those with invalid member numbers     . . . . .          X    

  Print customer name associated with phone number . . . . .          X  

                       Print List alphabetically   . . . . .          X  

                       Print List by Phone Number  . . . . .          X  

  Print Authorized Unpaid Credits (Y,N) . . . .  . . . . . .          X 


On the next screen, enter the from and to year you want to print and press F5 to continue.  When asked if you want to select records, enter 'N' and press F5 to continue.  

MENU: MEMBRW- WRITE OFF                                 

PRIVATE 
ITEM: 7 – List Patronage File Summary tc  \l 2 "ITEM\: 7 – List Patronage File Summary"

This will list a summary of the patronage file.  Enter the workstation status screen and press F5 to continue.  Enter 'N' when asked if you want to select records and then press F5 to continue.

MENU: MEMBRW- WRITE OFF

PRIVATE 
ITEM: 11 – Merge Like Kind of Write Off Recordstc  \l 2 "ITEM\: 11 – Merge Like Kind of Write Off Records"

This will merge like kind of write off records in the patronage detail.  The first screen you see is the following reminder and then you need to enter 'Y' and press F5 to continue:

 You are about to combine records in the patronage detail  

 that have exact data, such as year, type, phone #,       

 check #, etc., etc.                                        

 This is used to clean up the file.                        

 Do you want to continue (Y,N)                             

Enter the workstation status and press F5 to continue.  


MENU: MEMBRW- WRITE OFF

PRIVATE 
ITEM: 20 – Move Write-Offs From Oldtc  \l 2 "ITEM\: 20 – Move Write-Offs From Old"

After the workstation status screen, you will see the following reminder and then you need to enter 'Y' and press F5 to continue:

 You are about to combine records in the patronage detail  

 that have exact data,  such as year, type, phone #,       

 check #,  etc.                                        

 This is used to clean up the file.                        

 Do you want to continue (Y,N)

You are then asked if you want to move "WO" entries to the Write Off files.  If you enter 'Y' and press F5 to continue, you are given the following reminder and then you need to press F5 to continue:

 Make sure you run #12 on the G/L menu to tell the system  

 that you are doing BULK Write Offs                        

PRIVATE 
MENU: EQUIP1 - CUSTOMER EQUIPMENT tc  \l 1 "MENU\: EQUIP1 - CUSTOMER EQUIPMENT "
PRIVATE 
ITEM: 1 - List Used/Unused Phone #tc  \l 2 "ITEM\: 1 - List Used/Unused Phone #"

This program brings on the screen phone number ranges that you have keyed in to #7 below. You select the ranges to print. When you run it a Y for YES will come up for each of the ranges.  If you want them all do a CMD 5 to select them and it will roll the screen forward to the next group.  CMD 7 when you have selected all the ranges. If you want a certain selection of ranges then key in NO to the ones you don't want and Yes to the ones that you do. If you want a special range XE "range"  that is not in the range file, you can enter 1 time selections on the last line. When you do 1 time selections make the other ranges be a "N" unless you want them to print also.  Do a CMD 5 and then a CMD 7.  You are then asked if you want numbers outside of ranges only. You will answer this YES only if you selected all of the ranges.  If you changed any of the YES's to NO then you will not want to print the numbers outside the ranges or you will probably get a long report.  What the numbers outside of ranges does for you is gives you a list of any phone number that is not in the number range you have specified in your system.  You are then asked if you want to add unused numbers to the available XE "available"  number file. If you respond YES then any number that is printed in the range you have specified and if not on the available number file it will add that number to the available number file for you.  The available number file is used in service order XE "service order"  entries to know which numbers are available to assign to a new customer.  You are then asked Do you want to print notes from the bottom of screen 5 (Y,N).  If you respond YES then the notes from screen 5 of service order entry will print.    

MENU: EQUIP1 - CUSTOMER EQUIPMENT 

PRIVATE 
ITEM: 2 - List Used PE Location XE "pe location" 

 XE "location" stc  \l 2 "ITEM\: 2 - List Used PE Locations"

 This goes through and asks you for a from and a to PE location XE "location" 

 XE "pe location"  by exchange and any PE location within that range XE "range"  will print and you will see which ones are used. You are then asked Do you want to print notes from the bottom of screen 5 (Y,N).  If you respond YES then the notes from screen 5 of service order XE "service order"  entry will print.  This does not show you the unused because of the many different ways that PE locations are assigned in various switches.  If you desire a used/unused PE location list, contact Computer Technology, Inc. and we will discuss your numbering scheme & proceed from there.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 3 - List Used/Unused Cable Pairstc  \l 2 "ITEM\: 3 - List Used/Unused Cable Pairs"

The instructions for this are basically the same as #1. It uses the cable pair XE "cable pair"  ranges that you key into #8. If you want a special range XE "range"  that is not in the range file, you can enter 1 time selections on the last line. When you do 1 time selections make the other ranges be a "N" unless you want them to print also.  You are then asked Do you want to print notes from the bottom of screen 5 (Y,N).  If you respond YES then the notes from screen 5 of service order entry will print.  This does not ask you if you want to add to an available XE "available"  number file because we do not keep an available cable pair file.  The key thing you need to remember about cable pair both here and on #6 and #8 and on screen 5 of Service Order XE "service order"  Entries is to be consistent with the number of leading zero's, dashes, spaces or whatever you are using in cable pair, consistency is the key to make everything work properly.  

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 4 - Key/List Special Phone #tc  \l 2 "ITEM\: 4 - Key/List Special Phone #"

You are allowed to key in an exchange, phone number and description.  You will use this if there are certain numbers that are not assigned that you are saving for some reason.  You key the number into the special number file and then when you run #1 it will come up as being used. It will not be in the available XE "available"  number file after you run #1.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 5 - Key/List Special PE Locationtc  \l 2 "ITEM\: 5 - Key/List Special PE Location"

 XE "location" 

 XE "pe location" 

You are allowed to key in an exchange, PE Location XE "location" 

 XE "pe location" , and description.  You will use this if there are certain locations that are not assigned that you are saving for some reason.  You key the location into the special PE location file and then when you run #2 it will come up as being used.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 6 - Key in Special Cable Pairstc  \l 2 "ITEM\: 6 - Key in Special Cable Pairs"

You are allowed to key in an exchange, phone number and Cable Pair.  You will use this if there are certain pairs that are not assigned that you are saving or are bad. You key the pair into the special cable pair XE "cable pair"  file and then when you run #3 it will come up as being used.    

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 7 - Key/List Phone # Rangestc  \l 2 "ITEM\: 7 - Key/List Phone # Ranges"

Key what range XE "range"  of phone numbers you have opened up in each exchange.  This file is used up in #1.  This file is also used to delete available XE "available"  phone that are outside the phone # range.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 8 - Key/List Cable pair XE "cable pair"  Rangestc  \l 2 "ITEM\: 8 - Key/List Cable pair Ranges"

Key in what cable pair XE "cable pair"  ranges by exchange you have assigned.  This is used up in #3.  Once again consistency is the key. Use the same number of digits in each number by exchange.  You can use dashes, blanks or anything special.  Always put the dash or blank in the same position XE "position"  of the field.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 9 - Inquiry Special Cable Pairstc  \l 2 "ITEM\: 9 - Inquiry Special Cable Pairs"

This allows you to look at the cable pair XE "cable pair" s that you have entered into #6 above.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 10 - Key/List Dedicated Planttc  \l 2 "ITEM\: 10 - Key/List Dedicated Plant"

 XE "dedicated plant" 

Key in the Exchange, PE Location XE "location" 

 XE "pe location" , Cable Pair, & Physical location that you have that is dedicated.  Consistency is the key for you to be able to search for any of the items. Some companies assign a cable pair XE "cable pair"  & PE Location to a specific location and it is dedicated there.  You can inquire into dedicated plant XE "dedicated plant"  from the customer inquiry screen.  Consistency once again is the key!  For example, if you have Fir Street you would want to key in the description as Fir Street 0813 or Fir Street 1023.  If you have North, South, East and West coordinates I recommend consistence there also.  For example, I would put North 0100 West 0125 then on the next might be South 0150 East 0010.  That way your North and South are always the same with same number of digits.   This uses the same fields and criteria as E911 XE "e911"  location addresses.


You can list out dedicated by range XE "range"  that you specify.  When keying in PE location XE "pe location" 

 XE "location" s, make sure you enter leading blanks if needed so that you always enter 10 characters.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 11 - Directory From Alternate List tc  \l 2 "ITEM\: 11 – Directory From Alternate List"

This creates a directory from the alternate list.  After the workstation status screen, you are given the following reminder:

 If you want just certain exchanges, or any other option,   

 use the IBM QUERY program to make the customer file        

 that you want.                                             


Press F5 to continue and then enter the file you want to use and press F5 to continue.  Then decide if you want to list the alternate listing file and press F5 to continue.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 12 – Create own Customer Report tc  \l 2 "ITEM\: 12 – Create own Customer Report "

Use this to create your own customer report.  After the workstation status screen, you will get the following reminder:

  X.BCUST Y.BCUST Z.BCUST is so if you have more than 1  

  department running this at the same time, otherwise    

  use Y.BCUST.                                           

  Which file (BCUST X.BCUST Y.BCUST Z.BCUST)


Press F5 to continue and then enter 'Y' if you want to design your own report and press F5 to continue.  You will usually enter 'N' when asked if you want to design your own report.  To create a new report, enter 'N' if asked if you want to use the same report that was run last time.  Enter 'Y' if you want to use the same report that was run last time.  Then enter the report heading, the field number and the sort order.  The description and end position will be automatically entered for you.  Press F1 to see a list of field numbers and their descriptions.  Press F5 to the generate the program, F7 to end the program or F18 to clear the screen.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 13 - Trouble Report XE "trouble report"  Entry/Cleartc  \l 2 "ITEM\: 13 - Trouble Report Entry/Clear"

This comes up with phone number you are reporting, if you do not know the phone you can key in the persons name and their phone numbers will come up on the screen for you to select.  If you know the phone number key in that phone number.  If you desire to change an existing trouble report XE "trouble report"  or to clear an existing trouble report enter the phone number as 0, leave the name blank and key in the trouble report number.  When you hit ENTER the Trouble Report screen will come up which allows you to key in the four trouble codes.  The four trouble codes are the items that you have set up in #14.  Each of the trouble code needs to be a valid trouble code.  You are allowed to key in the date taken and any notes or remarks you would like to print on the trouble report.  You will notice that it brings up the screen 5 information for this customer, any pending trouble reports are highlighted and any trouble history is displayed at the bottom. After you have entered the trouble report you do a CMD 8 to print or if you do not want to print do a CMD 5.  Press CMD 9 to key in more trouble ticket notes.  This is an addition to the 3 lines of notes already on the screen.  To clear a trouble report you key in the trouble ticket XE "trouble ticket"  number, this will bring up the Trouble Report for you.  Then do a CMD 12, which allows you to go to the clear mode, then key in the clear codes by keying in the date, and time it was cleared and the initials of the person who cleared or took care of the trouble.  You enter the Date & Time that you responded to the trouble  and any notes that you may want to enter.   For more extensive notes you can press CMD 9.  This will bring you to a new screen where you and enter as many notes as you would like.  Press Cmd 3 to get back to the trouble ticket.  A CMD 8 - from the Trouble ticket clearing mode will print the trouble ticket with all the clearing information as well as any notes that were keyed in.  A CMD 8 will also enter the information.  The computer calculates the number of hours and minutes it took to respond and to clear the trouble.  If incorrect times or dates are entered,  the number of hours and minutes will be 999.  If the times are excessive you may want to key in the reason in the notes so if the Commission or Management needs to know,  you will have it for future reference.  Do a CMD 5 to ENTER the clearing XE "clearing"  and the trouble report is taken out of the pending file and added to the history file.  

If someone enters some incorrect clearing XE "clearing"  data,  you can fix it by keying in CALL JTRRPE2,  you can then make the changes you need to.    Use Caution when making these changes because no editing is done to the data you enter..

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 14 - Key List Trouble Codestc  \l 2 "ITEM\: 14 - Key List Trouble Codes"

This is set up on a structured basis where you have four selections by trouble code.  You can use a 2 digit number for each one, you have 10 selections in each group.

  Example---

01 Can't call out 
01 No dial tone  
01 Can receive calls 
01 All time


    
              02 Can't break D 
02 Can't receive cal 
02 Some time

                  

03 Gets Busy Sig 
03 Blank             
03 Blank

04 Wrong #        
01 Reach wrong # 
01 Blank             
01 All time

                  

02 Recv wrong #
02 Some time

                          
03 Blank

If you do not need 4 levels,  you can use as many levels as you need and then leave the remaining levels with code 00 and the description blank.

Computer Technology, Inc. can send you a sample file that has some trouble report XE "trouble report"  codes all ready set up that you can use and modify as you need.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 15 - Key/List Clearing XE "clearing"  Codestc  \l 2 "ITEM\: 15 - Key/List Clearing Codes"

This has three depths, one, two and three, they are not structured like the trouble codes.  Each depth is more refined as to what it took to clear up trouble.

Example -----

1 01 Central Office

1 02 Subscriber Carrier XE "carrier" 
1 05 Miscellaneous

2 01 Line card

2 02 Common Control Hardware

2 03 Software

2 18 Aerial Wire

2 31 Came Clear

3 01 Manmade

3 02 Weather

3 06 Fire

3 25 Loose connection

You do not need to use all three levels, you can set up 2 00  and 3 00  with a blank description if you do not want to use those levels.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 16 - Trouble History by Trouble Codestc  \l 2 "ITEM\: 16 - Trouble History by Trouble Codes"

This gives you a history of trouble that has been cleared and is sorted by trouble codes.  You are asked if you want total company totals if you say YES that is what you get if you say NO you get the report in exchange order.  You are then asked for a from date and a to date, if you want to look at a month, a quarter, a year, or whatever.  You are also asked if you want to print details if you say YES you get each trouble report XE "trouble report" . If you say NO you don't get detail troubles only totals by trouble code.  

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 17 - Trouble History by Clearing XE "clearing"  Codetc  \l 2 "ITEM\: 17 - Trouble History by Clearing Code"

Same basic report as #16 only it is sorted by clearing XE "clearing"  code as opposed to trouble code.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 18 - Trouble History by Cable pairtc  \l 2 "ITEM\: 18 - Trouble History by Cable pair"

 XE "cable pair" 

Gives you the same report as #17 only sorted by cable pair XE "cable pair"  that had the trouble.  This will be used to help you find if you are having a particular problem with a particular stretch of cable, so you can determine if you have a cable going bad or what the problem might be.  When you run this you are asked for a from date and a to date, a from exchange and a to exchange and from cable pair and to cable pair.  Keep in mind as you key in the cable pairs you use the same consistency that you used on #5 Service Order XE "service order"  Entry and on #8 where you keyed in Cable pair Ranges.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 19 - Change Cleared Troubletc  \l 2 "ITEM\: 19 - Change Cleared Trouble"

This allows you to change the trouble history.  No editing is done,  so use caution.  Enter the trouble ticket XE "trouble ticket"  # to change.  A Cmd 5 will enter the record you change and go to the next.  A Cmd 18 will clear the screen.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 20 - Trouble Hist by Multiple Troublestc  \l 2 "ITEM\: 20 - Trouble Hist by Multiple Troubles"

This allows you to print out who has more than one trouble report XE "trouble report"  for a given time period.
MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 21 – Key Special Trouble Tariff Codestc  \l 2 "ITEM\: 21 - Key Special Trouble Tariff Codes "

Use this to key special trouble tariff codes.  After the workstation status screen, you are given the following reminder:

 There will be headings for Month End Line Count.                 Ignore these headings you will be keying Special Trouble Tariff  Codes.


Press F5 to continue.  You will then be shown a list of special trouble tariff codes already entered which you can add to or change or you will need to enter your first tariff code.  If entering a new special trouble tariff code or changing an existing one, you will see the following screen in which you need to enter the information shown below in bold:

                 Month End Line Count                 

              Tariff  XXXXX                           

   Division Code   XX                                 

   Line Code       XXXXX                                   

   Program Code    XXX   RCO=Recurring Charge Only    


       Once you're finished entering in the above information, press enter to save it and then F3.  Decide whether you want a list or not and how you want it to print, either in 1=tariff code order or 2=line code order and then press F5 to continue.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 22 – Inquire Inventory Mastertc  \l 2 "ITEM\: 22 – Inquire Inventory Master"

Use this to inquire the inventory master.  After the workstation status screen, you will be given the inventory master.  To view an item put a 1 to the side of it and all the information for that inventory item is shown and you can view the UPC codes (F11) as well as the detail (F12).  Then F3 twice to return to the customer equipment menu.

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 23 – Numbers Not To Be In Available Filetc  \l 2 "ITEM\: 23 – Numbers Not To Be In Available File"

You will use this option to key in the range of numbers not to be in the available number file.  This is so you can reserve numbers or blocks of numbers.  After selecting #23, enter the exchange and the from and to range of numbers not to be in the available file.  Enter in a description and then press 'Enter' to save the range and then F3.  Enter whether you want a listing of the numbers not to be in the available file and then press F5 to continue.  

MENU: EQUIP1 - CUSTOMER EQUIPMENT

PRIVATE 
ITEM: 24 – Go to Equipment Menu #2tc  \l 2 "ITEM\: 24 – Go to Equipment Menu #2"

Takes you to Equipment Menu #2.

PRIVATE 
MENU: EQUIP2 – EQUIPMENT MENU #2tc  \l 1 "MENU\: EQUIP2 – EQUIPMENT MENU #2"
PRIVATE 
ITEM: 1 – Create Own Trouble History Filetc  \l 2 "ITEM\: 1 – Create Own Trouble History File"

This could then be used to print a subset of the trouble history information.  This will be created based on a customer file.  So you could even have a subset of the main customer file to use as input.


After the workstation status screen, you will be given the following reminder:

 This allows you to go through the trouble history and create     a temporary Trouble History File of only selected                customers.    First you need to create an X.BCUST type of file   that has just the customers that you want, (such as just CATV).  You then run this to pull out the trouble history for just those 

 customers that are in your X.BCUST file.                         This then creates a X.???   trouble history file that            you can use to list out the trouble detail.                      


Press F5 to continue and then enter what customer file to use as input and press F5 to continue.  Then enter the Trouble History file that you want to create (there will be a list of suggestions to pick from) and press F5 to continue.

PRIVATE 
MENU: BMONTH - MONTH END XE "month end"  BILLINGtc  \l 1 "MENU\: BMONTH - MONTH END BILLING"
PRIVATE 
ITEM: 1 - Start New Toll Filestc  \l 2 "ITEM\: 1 - Start New Toll Files"

When you have converted all toll, mobile, and cellular data for the month you are ready to start your billing. Notice when you run this you are referred to #11 Remove History Records on the Maint1 Menu and also to #22 on that same Menu concerning Save/Delete File XE "delete file"  Groups.  It is very important to remember to delete the files off your disk so you will have sufficient disk space to get through month end XE "month end"  billing.  Please refer to those items in the manual for the specifics on them.  You are asked if this is the first time this has been run this month. You will be shown two files the Our Records and the Operator Handled Records with the amount of records in each file.  The Our Records file would have all the Calls that do not have a TPM XE "tpm"  or customer set up.  If you have set up your missing TPM'S then you are ready to go to the Operator Records. Don't be alarmed when you see a large number, most of the records will be a category 08 XE "category 08"  records.  When asked if you have already done one time this month respond NO (see note 1a below). You will be returned to the menu  for you and you run "process calls that we record" and "process calls we do not record". After you are done and happy with the calls, then run this #1 item again. You will be asked if you have done this and your response is YES.

You are prompted if you want to load exchange defaults.  If you respond "Y" then the defaults that you have assigned to each exchange are put into each customers record.  See Key/List exchanges on system maintenance menu for info about entering the default data.

It will then do renames and build files for you to continue on.    Duplicate calls & access is checked at this time.

NOTE 1a--If  for "Process calls we record" & "Process calls we don't record", You converted all of the invalids that are possible to convert, You can respond "Y" to the question "Have you already done this 1 time this month (Y,N)" and not go through convert procedures again. If you are not sure if you had responded "Y", I would recommend a response of "N" the first time through.

This can not be rerun if you respond "Y" to question about having run this one time already this month.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 2 - Prepare Toll for Billingtc  \l 2 "ITEM\: 2 - Prepare Toll for Billing"

This does the majority of work to prepare Toll for billing.  Be sure you have ran an unapproved service order XE "service order"  list from the Customer List/Report Menu. Any unapproved service orders will print, you need to approve XE "approve"  those that should be approved. The next item is to have all your recurring screen 3 charges keyed in before running #2, because for Toll options it needs to know whether to give volume discounts, Reach Out XE "reach out"  America, Rate Savers, etc.  When running this option it will do various things. This gets the recurring file ready.  When it asks for a service order cut off date,  your response will be the date of the last service order that was entered. For example, if it is May 20th when you are doing service orders and you want all service orders through May 19th.  Then you would key in 0519 and then the 2 digit year of the service order cut off date.  For companies who do service orders once a month or all service orders use today's date.  When using the approval system be sure you understand which date to key in.  From there it does all the Toll preparation for Reach Out America, volume discounts, free XE "free"  directory assistance XE "directory assistance" , pro wats XE "pro wats" , outwats XE "outwats" , inwats XE "inwats" , the five percent sample and all that is necessary to get toll ready.

During this process you will be asked to changed the local service from date and local service to date for prorating purposes. 

You will be asked about "Toll Audit Report", if you respond "Y" it will take longer to run, but you will receive report of any changes made to call billing file & the message quantity change & the message dollar change.

Consider this if you are asked if you want to delete certain files:   If you are asked if you want to delete certain files, it means that something must not of gotten closed out properly from the previous month or something has gone awry.    99.9% of the time you will want to delete the file that it may ask about,  but you need to be aware that it is not normal for it to ask you about deleting certain files.

This can not be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 3 - Calculate Toll/Mobile Totalstc  \l 2 "ITEM\: 3 - Calculate Toll/Mobile Totals"

This edits the Toll file for valid billing numbers.  If you get some invalids there are a couple of options.  One is to go to another terminal and set up a phone number that has been neglected to be set up, or you can call up, by record number, the invalid calls and change the billing number to bill someone else, if you know who that someone else is.  Or you can just ignore it and those calls will be put out in an invalid file and will not be billed to anybody.  This is also the procedure that goes through and calculates the total toll charge, how much each person will be billed for toll for the month.  It does the edit and calculates the total for toll calls, the mobile air time, and the cellular air time.  

This can not be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 4 - Get Payments Ready to Billtc  \l 2 "ITEM\: 4 - Get Payments Ready to Bill"

Any payments that have been keyed in and posted by the accounting department will be pulled out for posting to billing.  This needs to be run whenever you want payments cutoff for billing.  You do not necessarily have to run #4 in this order, but #4 does have to be done before you go on with #6 which, is Final Billing Preparation.  

This can not be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 5 - Get Remainder of Non-Recurring Charge XE "recurring charge" s Readytc  \l 2 "ITEM\: 5 - Get Remainder of Non-Recurring Charges Ready"

You are asked which items you want to get ready. 

Pay station commissions: your response is YES if your company offers them, otherwise NO.

Get local service ready?  You will say YES to get that prepared.     Can be rerun.

Special access XE "special access"  that is billed to the customer.  YES will run Cabs XE "cabs"  billing special access for customers and add those charges to screen 4, Non-Recurring Charges XE "non-recurring charges" .  See Cabs menu for more details.     Can be rerun if you have not gotten the Non-Recurring charge XE "recurring charge" s ready yet,  but charges would be on screen 4 twice, so take care of that problem manually.

Get InWats XE "inwats"  ready.  If you are a company that rates and records your own InWats then the InWats will already be ready so respond "N".

If you are a company that U.S. WEST records and rates your InWats XE "inwats"  and gives you a print out, you will respond "Y" and manually key those charges here.     Can be rerun.

Get Non-Recurring Charge XE "recurring charge" s Ready . If you respond "Y" then screen 4 charges/credits are prepared for billing.  Entries are also pulled out of screen 4 to A/P if you are using the option to change the tariff code XE "tariff code"  for final refunds.  (See A/P menu for more discussion on pulling entries to A/P) You will get a print out to see if everything is okay, with the option to continue on.     Once you have said charges are ok to bill,  can not rerun.

Do You Have Miscellaneous Internet Recurring?  Respond ‘Y’ if you do Miscellaneous Internet Billing and if you have not already prepared Recurring charges.

Do You Have Miscellaneous Internet Usage?  Respond ‘Y’ if you do Miscellaneous Internet Billing and if you have not already prepared Usage Minutes.

If you do not use Internet Billing (menu item 24 on Misc. Billing)  respond ‘N’.

If you do use Internet Billing (menu item 24 on Misc. Billing), but you do not bill any of the Internet customers on their telephone bill,   respond ‘N’.

If you do have Miscellaneous Internet Billing you can get the recurring charges and the usage minutes ready from this menu option.  You can still get your recurring charges and usage minutes ready from the Internet Menu.  This way you have two places to get Miscellaneous Internet Billing ready.  If you do not do anything with Internet billing then just answer ‘N’ to the above questions.

This was added here as a reminder to do the Internet Billing before you print bills.  If you do the Internet billing from the Internet menu,  you do not have to do it here. 

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 6 - Final Billing Preparationtc  \l 2 "ITEM\: 6 - Final Billing Preparation"

Pulls all the files together for billing and gets them ready to bill.  Be sure before you run this that Items 1 - 5 have been successfully completed.  This goes through each of the individual files and tolls the Out-Wats, the local service, the non-recurring charge XE "recurring charge" s, etc., and verifies for valid billing numbers, valid G/L numbers, valid Tariff code XE "tariff code" s, and prints out any errors.  You have a couple of options here if you should get errors.  One option is on a bad billing number, go to another terminal and set up the customer that has the bad billing number.  Another option is call up a particular record and change the incorrect data.  If you should get a whole bunch of errors for the same tariff code with an invalid tariff code or an invalid G/L account, go to a different terminal and set up the appropriate tariff code or valid G/L numbers.  When back to the menu, from the same other terminal key in BTRFS2 ,,FILENAME the FILENAME will be shown you on the screen.  This will go in and correct those mistakes if it is an invalid G/L number that came out of the Tariff file.  The other error you might get is Get Bill Equals NO.  If you get this it means that out of the customer file Screen 2 a particular customer is getting charged for something, but you have get bill XE "get bill"  equals NO.  You can change the billing number to some other number or go into Screen 2 and take the NO out of get bill.  Once all files are correct it does the aging and then calculates the finance charges if needed. You are given an edit list and asked if they are okay.    This can be rerun if for some reason you need to.  See caution below before rerunning.

Can be rerun.  CAUTION ON RERUNNING.   If when printing statements you print subtotals you need to be aware that rerunning this will cause the other charge XE "other charge" s  to print under the main billing number instead of under the number that actually may have had the charge.  The toll will still print under the correct line and give correct sub totals.  The total bill will still be correct,  only the subtotals between lines will be changed.  This only affects those lines that have a main billing # XE "main billing #" .   If there is not a main billing #, rerunning will be ok.

You are asked if you want to restore the files from a previous run so that this can be rerun without worrying about main billing number issue.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 7 - Print Billstc  \l 2 "ITEM\: 7 - Print Bills"

 When you run this, be sure on your workstation status screen that the statement/report date is the correct date to print on the statements. 

If the sort file for printing statements has not been previously created you will first see “Statement Info” screen.  Be sure to verify that the statement information is correct. Following the statement info screen you will see this screen:

1 - Sort by toll group XE "toll group"  and phone #                    

2 - Sort by toll group XE "toll group"  and zip/cr rt                  

3 - Sort by phone #                                   

4 - Sort by company #, toll group XE "toll group" , and phone #        

5 - Sort by company #, toll group XE "toll group" , and zip/cr rt      

6 - Sort by company #, phone #                        

7 - Sort by company #, disconnect, toll group XE "toll group" , phone #

8 - Sort by company #, disconnect, toll grp, zip/cr rt

9 - Sort by company #, disconnect, phone #             

Select the sort sequence you would like to print your statements. 

If you already have a sort file you will see this screen immediately following your workstation status screen.

The sort file for printing statements is there, do you want   

 to use it?   (Y,N)

If you select N you will first see the “Statement Info” screen.  After verifying that the Statement information is correct, you will then see the screen which gives you 9 options with which you can have your statements sorted.  Select the sort option for the order that you want to print your statements. 

If in the Statement Info (see information below for “Statement Info”) on screen 2 “Stuffing Machine Max Pgs” has a number other than 0 then this will effect the way statements are sorted.  If you have a Zero or Blanks in this question then the sorts will sort like you expect them to, however is you have a number in this question then any statement that has more pages then this number will be sorted at the end of the statements.  For example, if your stuffing machine can stuff a maximum of 5 pages then enter a 5 in this question.  All statements that have 6 pages or more will print last.   

You will then see this screen:  

Are You Going to Print Local Service Detail when you


Print the Statements  (Y,N) 

Enter a “Y” or “N” according to whether or not you want Local Service Detail to print on the statements.  This is so the program can determine the number of pages that a statement will have.  You will still need to answer this same question on the following screen.  

You will then see this screen:

 Print Local Service Detail (Y,N) . . . . . . . . . . .              Y  1a

 1 = Print Statements           or                                      

 2 = Prepare Microfiche or LaserVault File  . . . . . .              1  2a

 Print all Statements   . . . . . . . . . . . . . . . .              Y  3a

 Split Print Job Between 2 Printers (Y,N) . . . . . . .              N  4a

 Enter Company Code If you want only 1 Company  . . . .                 5a

                       Cmd 5 to continue on

1a - Y will print screen 3 recurring charges on the bill,  N does not.

2a - 1 will print the statements on the printer you have selected.     2 will cause the statements to be held on the out queue so that you can download the report to either LaserVault or to a microfiche file.

3a -  Y will print all statements,  N will allow you to select which statements to print.

See instructions below about selecting which statements to print.

4a -  N will cause all statements to print on the printer that you assigned on workstation status.  Y will give you another screen where you can select a 2nd printer.   The computer will print the 1st half of the statements on your workstation status printer and the 2nd half on your selected 2nd printer.  When the computer splits the statements, it is split by number of customers,  not number of pages.

5a - If you use company code XE "company code" s and want only one company code to print this time through,  enter the company code here.   If you select a company code and are printing laser statements you need to read the instructions below about entering the name and address under index #  82, 83,  etc.

You will then see the following screen.  You can enter a message to print on all residence XE "residence"  customers or all business XE "business"  customers.

 You can key in a long message to print on your customer bills. 

 The way that you enter the message is the way it will print.   

 You have 4 different messages that you can enter if you want.  

 1 - Prints on all AT&T Residence XE "residence"  Customers                     

 2 - Prints on all AT&T Business XE "business"  Customers                      

 8 - Prints on all Residence XE "residence"  Customers                          

 9 - Prints on all Business XE "business"  Customers                           

 If you do not want a message to print,  blank out the message  

 that is there.                                                 

 It would be wise for you to call up 1 & 2 & 8 & 9 on the next  

 screen to make sure that the messages are entered correctly.   

 If you want to clear all 4 messages,  enter "C" below          

You will then come to this screen:

Statement Info         Index #  01   Key in a 1 and hit Field +     

                                      To key in Statement Message    

                                      & Laser Statement Information. 

You will use this to key in your statement message and information used for printing statements.

Usually you will call up index # 01 to verify information and to make any changes.  If you are a multi-company company and need different headings/addresses for different companies you will also need to call up index #82 for company 2,  83 for company 3,  84 for company 4,  etc.etc. and key in the information that you need for that company.

You will see the following screen.  The information that you can enter is displayed in bold text.  *NOTE: If you are using a Logo and your logo is over 1 inch wide,  you may need to indent your company name and address to prevent overprinting.

You can enter a message to print on the statement.  If you enter a statement message,  make sure you always start with line 1.   Only the lines with information on them will print.  Blank lines will not print.   Enter your message & appropriate local service and toll dates.  If you are printing laser statements,  enter your company heading and address info along with terms that you want to print on the statement.

Enter Message to print on Statements.  If Printing Message,  always  

         Start on the 1st line.  Blank Lines will not Print                   

         Message line 1                                                       

         Message line 2                                                       

         Message line 3                                                       

         Message line 4 

  Due Date                  99/99/99

  Local Service From Date   99/99/99  To   99/99/99                           

  Toll From Date            99/99/99  To   99/99/99        ----Inches----










     Down      Over

 Company Name                  Company name goes here      .250     1.000

 Address & Phone#              Address Line 1              .380     1.000
                               Address Line 2              .510     1.000
                               Address Line 3              .640     1.000

  Is Company Name in Logo  X  Address Font Code X
 Terms  Terms Line 1                                       .850     1.200

        Terms Line 2                                                          

        Terms Line 3                                                          

        Terms Line 4

Use Large Font (Y,N) X
Screen Boxes   (Y,N) X
Due Date -- Enter the date that you want the payment XE "payment"  to be due.  If you enter a date here then the date will print on the statements right below ‘Amount Paid’ and right above the bar codes.  If you do not want the “Due Date” to print then leave the field blank.

Down & Over -- These are the defaults to print the company name and terms.  To move the Company name and terms change the positioning of the address.  The measurements are in inches.

Use Large Font -- “Y” means the Terms will print in a larger font.

Screen Boxes -- “Y” means that the boxes will have shading.

Is Company Name in Logo -- If you have a logo which has the company name already in it enter a “Y” here and the computer will use the company name in the logo.

Address Font Code -- Leave this question blank if you want to use the standard default font. The possible codes are:


A - Changes the company address (not the company name) to a smaller font, Pointsize 8

If you make any changes on the previous screen, you will need to press enter 2 times to get to the next screen, otherwise you will only need to press enter once.  The next screen looks like this:
 Statement Line #         20 (17,20)          Company Logo File Name MID1ABCD

 Billing Stuffer XE "stuffer"  Cd       P  (P,Q)                      Print Duplex   (Y,N)

 Stuffing Machine Max Pgs  5              Print Subtotals by phone # Y (Y,S,N)

 Ignore Perforations      C  (Y,C,N)               Statement Program BSTAL2 

 Print orig $ if Plan     Y  (Y,N)   Toll Group for main # order (N)   (Y,N)

 Report Groups to Print Msg  X1       X2

 Print Company Name on Return Stub (Y,N) N

 Print Phone # Bar Code (Y,N)            Y

 Print Amount Bar Code (Y,N)             Y

 Print Postal Bar Code (Y,N)             N

 Print Phone # and Amount on Left Stub   Y

 Phone #s for Billing Inquiry and Trouble Report XE "trouble report" ing are keyed on #5 of System 

 Maintenance                                                                  

 Print Tax Amount on Screen 4 Description Entries (Y,N) 
N 
             

 Flier Overlay Name HOVPMT01  1 1=1/3 Page  2=2/3 Page  3=Full Page

Statement line # - Enter 17 if you are using a special window envelope,  enter 20 if using standard window envelope.

Billing Stuffer XE "stuffer"  Cd - Enter P if Pitney Bowes and print first page last,  enter Q if Pitney Bowes and print first page first.

Stuffing Machine Max Pgs - Enter the maximum number of pages that your stuffing machine will stuff.  

Ignore Perforations - N is usually used if you are bursting the statements into thirds.  The program skips where the statement will be burst and prints a heading on each 1/3 section of the bill.  A new carriers toll will always start at the top of a 1/3 section of the statement.

Y is usually used if you are folding the statements.  The program prints the heading at the top and then keeps printing until a new carriers toll is ready to print.  A new carriers toll will always start at the top of a 1/3 section of the statement.

C is the same as Y except a new carriers toll does not always start at the top of a 1/3 section of the statement.  A new carriers toll will start approximately an inch below where the previous carriers toll ended.  This should conserve some paper.

Print Orig $ if plan - Enter Y if you want to print the original cost of a call before it is given a calling plan discount. enter N to just print discounted cost.

Company logo File Name - Call Computer Technology for your file name.

Print Duplex - Not used at this time

Print Subtotals by phone # - Y will print subtotals for numbers that are billed to a main billing # XE "main billing #" .  N does not print subtotals. S is the same as Y and it will also print a subtotal summary with taxes for each number.

Statement Program - BSTAT1 for continuous forms statements,  BSTAL2 for Laser Statements.

Toll Group for main # order (N) - Usually N.  Enter Y if you want to control the order that phone #s print under a main billing # XE "main billing #"   by using a sequence # in the toll group XE "toll group"  on screen 2 of customer information.

Report Groups to print message - Enter the report group XE "report group" s that you want to print special messages for.  The report group is entered on screen 2 of customer information.  The report group message is entered on system maintenance menu # 16. 

The next five question only apply if you are using the laser statement billing program (BSTAL2)

If you leave any of the following four questions blank the computer assumes you answered ‘Y’.

Print Company Name on Return Stub - If you do not want your company name to print in the upper right section of the laser statement (above the bill date, phone #, and total amount due box), then enter an ‘N’.

Print Phone # Bar Code - If you do not want the phone number bar code to print on the statements the answer ‘N’.

Print Amount Bar Code - If you do not want the amount bar code to print on the statements then answer ‘N’.

Print Postal Bar Code - If you do not want the postal bar code to print on the statements then answer ‘N’.

Print Phone # and Amount on Left Stub - If you do not want the phone number and the total amount due to print on the left half of the billing statement to the left of the terms and under the company name and address then you must enter a ‘N’ here.

Flier overlay name - If you would like to print a personal company flier with the statements then you need to enter the name of the flier here.  You will also need to enter if the flier fills up 1/3 of a page, 2/3’s or a full page.  The program will try to fit the flier on a page if there is room otherwise it will print on a new page. (This only works for the Laser Statements - pgm name BSTAL2)

If you made any changes to this screen then you will need to press enter 2 times, otherwise you only need to press enter once.  You will be returned to the “Statement Info” screen, press Cmd 3 to continue.

If you have selected N to the previous question of 

Print all Statements   . . . . . . . . . . . . . . . .              N
You will see this screen. 

              Phone #    Print  Toll      Zip   Carrier XE "carrier"                        

                         (Y,N)  Group      Cd     Rt       Record #  Select   

     Start   555-5101-0    Y    0000    83204      00      000001   Customer  

Exc Record   555-5107-0    Y    0000    83212      00      000002  Statements 

222 000001   555-5108-0    Y    0000    83212      00      000003      To   555 000102   555-5109-0    Y    0000    84332      00      000004     Print

999 000428   555-5111-0    Y    0000    83212      00      000005 F12-Special

000 000000   555-5112-0    Y    0000    83212      00      000006     Select 000 000000   555-5116-0    Y    0000    83212      00      000007 F24-Tariff 000 000000   555-5117-0    Y    0000    83271      00      000008     Select  000 000000   555-5118-0    Y    0000    83212      00      000009            000 000000   555-5120-0    Y    0000    83212      00      000010  Roll UP or 

000 000000   555-5122-0    Y    0000    83271      00      000011   CMD 1    000 000000   555-5123-0    Y    0000    83212      00      000012   Forward  000 000000   555-5124-0    Y    0000    83212      00      000013            000 000000   555-5125-0    Y    0000    83212      00      000014 Roll DOWN or 
000 000000   555-5127-0    Y    0000    83212      00      000015    CMD 13  000 000000   555-5130-0    Y    0000    83271      00      000016   Backward 000 000000   555-5131-0    Y    0000    83212      00      000017            000 000000   555-5132-0    Y    0000    83204      00      000018    CMD 5      000439     555-5133-0    Y    0000    83212      00      000019    Change   

  Records    555-5536-0    Y    0000    83204      00      000020             Goto Record #/Phone # (8 Digits)   ========================================  R=Rec P=Phone   00000000  Change Records from 000000 to 000000 to a Y (Y,N)

This screen of 20 numbers displays the phone #s in the order that bills print with a “Y” in the PRINT column.  You can then change to a "N" any number that you do not want to print a bill for.  You can change entries individually or by record # range XE "range"  by using fields at the bottom of the screen.  You can roll through the file using CMD keys, or you can go to a specific record by using GOTO RECORD field with a "R" and entering the record # to go to, or you can go to a specific phone # by using GOTO RECORD field with a "P" and entering the 8 digit phone #.  If you selected phone # order for your printing order, on the left of the screen you see the starting record # for each exchange.  Cmd 24 will display a screen asking you for a tariff code XE "tariff code"  and either a ‘Y’ or ‘N’.  The ‘Y’ means to print ‘N’ means not to print.  Press Cmd 3 to exit without making any changes.  Cmd 5 to enter the changes.  For example if you have tariff code ‘ABC’ and you want to print all customer statements with tariff code ‘ABC’ then you need to change records from 1 to 999999 to a ‘N’.  Then press Cmd 24 and enter the tariff code ‘ABC’ and select ‘Y’.   If you press F12 you will see this screen.

Use this to select which customer statements to print based on

the values entered below.

                 Change ALL records to a (Y,N)                  

                 and then check to see if value is met            

                          test value              (Y,N)           

                 Company #            Change to                   

                Toll Group            Change to                   

              Disconnected XE "disconnected"             Change to                   

                 Certified            Change to                   

                  Mail Out            Change to                   

                  Zip Code            Change to                   

   Stuffing Mchn Tot Pages            Change to                   

                         (test=EQ NE GT LT GE LE)                 

You may want to change all records to a N and then change those that are certified to a Y.  This would print out all statements for addresses that are certified.  When those are done printing you would then change all records to a Y and then change those that are certified to a N.  You would then have 2 different groups of statements.  One group would be all certified and the other group would have all of the uncertified addresses. 

As you can see you have a lot of options to select which statements print.

 Press Cmd 5 to enter the information then press a CMD 3 to begin printing statements.

You will then see this screen.

 Do you want to print a different group of statements?   (Y,N)

                             usually "N"                      

 If you need to print more statements for a different company 

 You will need to answer "N", then re-run #7 - Print Bills    

 When asked to "Enter Company Code If you want only 1 Company"

 Enter the company number for the different company.

If you do not need a different company code XE "company code"  but still have a different group of statements to print enter a Y.  By entering a Y you will be returned to the screen where you can enter a message to print on all residence XE "residence"  customers or all business XE "business"  customers.  If you enter a N you will be returned to the menu unless this is for microfiche or LaserVault then you will get the following message screen:

 Since this is the run for microfiche, you now need to go            

 to system maintenance and run "Get Microfiche File Ready".          

 Or, from a menu key in "CALL JBMICFICH".                            

 Either of these options will prepare the microfiche file.           

 If this is for LaserVault,  you do not need to do                   

 the "Get Microfiche File Ready".
Press Cmd 5, this will return you to the menu.

You can print bills until you have run #15 Close Out XE "close out"  Files for Month.

Can be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 8 - Month End XE "month end"  Updatetc  \l 2 "ITEM\: 8 - Month End Update"

Goes through and updates the aging and updates the history files for the customer inquiry.  Enter the correct Statement/Report date.  It is best if you can run this when people are out of customer inquiry.  This procedure updates customers Credit Class XE "credit class" .   If a customer has one of the following within 12 months, they are downgraded:  Returned Ck within 12 month, Reconnect for non-payment XE "payment" ,  deferred payment XE "deferred payment"  plan.  If a customer does not have any of the 3 mentioned items,  they are upgraded.    You can see who has these 3 items by using Customer Inquiry screen #7 and keying in option "D".   The 3 tariff code XE "tariff code" s used for upgrading/downgrading are entered on system maintenance #14.  At the end of this procedure you key in the new local service dates for next month prorating, but keep the toll dates as the dates that we are still working on for the rest of the reports.

Can not be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 9 - Month End XE "month end"  Billing Reportstc  \l 2 "ITEM\: 9 - Month End Billing Reports"

This prints out all the reports that have to do with billing and the various reports you might need.  Be sure when you run this the workstation status screen has the same statement date as what the statements have.  You will be asked if you want various reports.  Respond YES or NO accordingly.  Some reports take a wide condensed printer.  I recommend the terminal you are running from is set up to run a wide condensed printer.  If you run on a printer that will not do wide condensed, you will get an error message stating the fact that the printer is not able to print the report.  All you have to do is hold it and move it to a printer that will do a wide condensed.  The only report that I would caution you against running unless you are sure you need it, is print toll records. Most companies print the statements twice.  You shouldn't have to print the toll records again, so say NO to that report. You can get this running and it will run until all of the reports are done.  This does not have to be done before #10 Month End XE "month end"  Cabs XE "cabs"  Reports.  Number 9 and # 10 can be run vice versa.  If you are up against a deadline in Cabs Billing Reports, go ahead and run Cabs Billing before Month End Billing Reports. 


 This item will print the following reports, 

Revenue Journal

Revenue Spread All Entries

Calling Option Summary

Keyed Non-Recurring Charge XE "recurring charge" s

Paystation Entries

Local Service Detailed

Revenue Spread Local Service

Local Service Exchange Detail

Originating Operator Handled Category 08 XE "category 08"  Messages

Total Mts Toll Calls

Total Air Time Calls

Total Outwats XE "outwats"  Calls

Billing Register

Billing G/L Entries

G/L Entries List

Patronage XE "patronage"  Usage

State XE "state"  Tax XE "state tax"  Report

911 XE "911"  Tariff List

Month End XE "month end"  Line Count XE "line count" 
Toll Audit Report

Can be rerun.
MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 10 - Month End XE "month end"  Cabs XE "cabs"  Reportstc  \l 2 "ITEM\: 10 - Month End Cabs Reports"

You will use this to get the files ready for Cabs XE "cabs"  billing and Pars XE "pars" .  Once again, be sure the workstation status screen has the correct report date you used for printing statements.  This report is important, because this file creates our TCAC file, which is used for access summary records that generate Cabs bills.  Those who have more than one State XE "state"  will have to run this two different times, if 3 states, three times, etc.  It tells which reports you run for each state and which ones you run one time.  Your Pars, Special Toll Revenue XE "special toll revenue" , regular Toll revenue, MTS, outwats XE "outwats" , inwats XE "inwats" , and USF XE "usf"  reports come out with this MENU option.  


When asked for which state XE "state"  enter the state #.  You then enter the exchanges that are for that state based upon the BOC.  Enter the tariff code XE "tariff code" s for end user access charges & the SLC waiver tariff code.  You can enter 2 tariff codes for Single line if your company separates residence XE "residence"  & business XE "business"  single line.  You also enter other tariff codes for NECA XE "neca"  month end XE "month end"  line count XE "line count"  (such as employee concession lines).  Enter whether you include directory assistance XE "directory assistance"  for tra state tra lata XE "lata"  on the pars XE "pars"  for this state.  Enter whether you give the carrier XE "carrier"  a discount on night time intra state access for this state.  
This item will print the following reports:


Toll Adjustment XE "toll adjustment" s


USF XE "usf"  Report


Pars XE "pars"  Amounts


Mins


Special Toll Revenue XE "special toll revenue" 

Operator Service Charges Statement


The Following Carriers Have Data To Be Billed


Operator Service Charges Category 08 XE "category 08"  Records State XE "state"  1


Utah Universal Service Fund Surcharge Remittal Statement


Conversation Minutes Summary
Operator Recorded Messages


Conversation Minutes Summary
Our Own Recorded Messages


Billed Minutes Summary

Our Own Recorded-Billed Mins


Conversation Minutes Summary
Total Merged Recorded Messages


PRE-CCL Access Summary
Messages We Record-Billed


Access Summary

All messages-Conversation 


Billed Total Company

Toll Revenue Amounts


MTS Billed By Exchange
Toll Revenue Amounts


Bills Rendered Report

MTS Bills Rendered


Wats Billed Total Company
Toll Revenue Amounts


Wats Billing By Exchange
Toll Revenue Amounts


Bills Rendered Report

Wats Bills Rendered


Inwats XE "inwats"  Billed Total Company
Toll Revenue Amounts


Inwats XE "inwats"  Billing By Exchange
Toll Revenue Amounts


Bills Rendered Report

Inwats XE "inwats"  Bills Rendered


Billed Toll Message Revenue Summary
MTS Billed Messages


Billed Toll Message Revenue Summary
Out Wats Billed Messages


Cellular Billed Tot Company
Toll Revenue Amounts


Cellular Billed By Exchange
Toll Revenue Amounts


*** Resold Cellular ***

Toll Revenue Amounts


Cellular Air Time Billed


Bills Rendered Report

Combined Bills Rendered


Minutes/Msgs For USF XE "usf" 

Toll Revenue Amounts


Idaho Universal Service Fund
Monthly Surcharge Revenues


Intralata Toll Idaho

Universal Service Fund



8-2 Report

Can be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 11 - Get Files Ready to Send/Send Files to BOCtc  \l 2 "ITEM\: 11 - Get Files Ready to Send/Send Files to BOC" & AT&T


This gets the outwats XE "outwats"  tape ready for AT&T. The Roamer Mobile air time and the Mobile Roamer Toll is prepared to send to BOC and is sent to BOC.  The STARS/CMDS is sent to BOC.  The unrated 900 XE "900"  messages are prepared and sent to AT&T. 


You can run this at any time after #3 on BMONTH menu is completed, this allows you get meet necessary deadlines for AT&T outwats XE "outwats"  & 900 XE "900" .


If you prefer, you do not have to run #11 right now.  You may do the Cabs XE "cabs"  billing first (keep in mind roamer air time needs done before cabs billing if you have roamer air time), but be sure to run #11 before you run #15.


Sending STARS & OASIS

You can send more than 1 state XE "state"  at a time to COMET.  This merges states together and US West says this is ok to do.    OutCollects (NETCOM, Roamer air,  Roamer Toll,  etc.)  are not by state.    The option screen looks like this:

 Merge All States together to Send (Y.N) . . . . . . . . . .    Y      

     If Above is "N",  What state XE "state"  # do you want to send  . .    1      

 How do you want to Send Data (C,B,R)    . . . . . . . . . .    C      

     C=Comet  B=BSC Tape Drive   R=Rack Mounted Tape Drive             

 Send Samples (Y,N)   . . . . . . . . . . . . . . . . . . . .   Y      

 Send Oasis   (Y,N)   . . . . . . . . . . . . . . . . . . . .   Y      

 (If going to tape and select either Samples or Oasis,                 

   both will be sent.)                                                 

                         Cmd 5 to continue on                          

If you want to send states separate,  respond "N" to the first question  and then key in your state XE "state"  # on the second question.    

If you want to send all states together,  respond "Y" to the first question.

If you send one state XE "state"  to Comet and another state to PacBell or some other BOC,  you will need to continue sending states separately by responding "N" to the first prompt.

Just a reminder that when sending to COMET  you have different mail boxes for different types of files, such as OASIS, OUTCOLLECTS, SAMPLES,  DIRECTORY.    Only send 1 file to each of the different mail boxes each day.  If you should make 2 calls of OASIS or 2 calls of Samples,  etc. etc.  they only keep what you sent on the last phone call for that day to that mail box.    Sending OASIS,  OUTCOLLECTS,  SAMPLES,  and DIRECTORY  all on the same day is ok.  Sending 2 of the same thing on the same day is not ok.

Can be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 12 - GOTO Cabs XE "cabs"  Billing Menutc  \l 2 "ITEM\: 12 - GOTO Cabs Billing Menu"

At this point, I refer you to the instructions for Cabs XE "cabs"  Billing and go through it step by step just as the Cabs billing explains.

Can be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 15 - Close Out XE "close out"  Files for Monthtc  \l 2 "ITEM\: 15 - Close Out Files for Month"

Before this is done, be sure all steps above are completed.  Be sure you have sent all records to AT&T and BOC, all reports are done and everything that needs to be done for the month is completed before run #15.  Also, be sure you have closed out Month End XE "month end"  Cabs XE "cabs"  Report for your Cabs files for each Carrier XE "carrier"  and each State XE "state"  before you do #15.  What #15 does is rename all the billing files to the history files and delete all the files that we do not have to keep.  Once again the workstation status report date is very crucial.  It is important that you have the correct report date before you run #15.  Once #15 is done, you have completed the entire billing for the month.  

Can not be rerun.

MENU: BMONTH - MONTH END XE "month end"  BILLING

PRIVATE 
ITEM: 20 - What has Been Run?tc  \l 2 "ITEM\: 20 - What has Been Run?"

This shows you the date and the time that the various menu options were run.  If there is no date and time shown,  that means it has not been run this month.

PRIVATE 
ITEM: 21 - Goto Billing Menu #2tc  \l 2 "ITEM\: 21 – Goto Billing Menu #2"
tc  \l 2 " Special considerations for month end Billing: "

PRIVATE 
Special considerations for month end XE "month end"  Billing:

If you run a menu item a second time, you may get message 

"DO YOU WANT TO DELETE FILE XE "delete file"  xxxxxxxx (Y,N)  normally respond "Y".


Let me go through Menu Item by Menu Item on this BMONTH Menu and tell you when you can begin processing for the month.


Once #1 is done, you can begin to process Toll, Mobile Air Time and Cellular Air Time in a new billing period. 


Once #2 is done, you can go in and begin making changes in screen 3 Recurring Charge XE "recurring charge" s for the new billing period.


Once #3 is done, you can run #11 if you have deadlines to meet.


Once #4 is done you can begin new cash receipts for the new billing period.


Once #5 is done and you have done the non-recurring charge XE "recurring charge" s, you can begin doing screen 4 or non-recurring charges XE "non-recurring charges"  at that point.


So once you have gotten through with #6, there is no reason you can not begin processing any information for the new billing period.  You should be able to begin doing toll, cash receipts, pro-rating, non-recurring and recurring charge XE "recurring charge" s for the new billing period after you have done the items I have just mentioned.PRIVATE 

PRIVATE 
MENU: BMONT2 – BILLING MENU #2tc  \l 1 "MENU\: BMONT2 – BILLING MENU #2" 

PRIVATE 
ITEM: 1 – Edit Customer Datatc  \l 2 "ITEM\: 1 – Edit Customer Data"

This is an edit for errors.

MENU: BMONT2 – BILLING MENU #2

PRIVATE 
ITEM: 2 – Edit Toll Datatc  \l 2 "ITEM\: 2 – Edit Toll Data"

This is an edit for errors.
MENU: BMONT2 – BILLING MENU #2

PRIVATE 
ITEM: 3 – Create Statement Text Filetc  \l 2 "ITEM\: 3 – Create Statement Text File"

This will create a statement text file.  The first screen gives you the following message:

  This will create the statement text file (XBSTXT).  

  Do you want to continue (Y,N)                        


To continue enter 'Y' and then press F5.  On the next screen you see, enter the phone number you want to add to the statement text file and then F5 to add, as shown below:

                Statement Text File                

   Enter the Phone number that you want to add     

   to the statement text file. (XBSTXT)            

            Phone #  0000000 0                     

         F3 - End          F5 - Add                


When you've finished entering phone #'s, press F3 to end and then you will see the following reminder on the next screen:

 On the next screen enter the name of the file to be  

 created in CTITRANS                                  

 Replace YOURFILE.TXT with the name you want to use.  


Press F5 to continue.  Enter the name of the file to be created in CTITRANS and press 'Enter'.

PRIVATE 
MENU: B8MENU – WRITE OFFtc  \l 1 "MENU\: B8MENU – WRITE OFF 

To get to the Write-Off menu do the following:  from the main menu (START1) go to the ‘Customer Information’ menu (#1), from the ‘Customer Information’ menu go to ‘Customer Menu #2’ (#23), from ‘Customer Menu #2’, enter ‘24’ to go to the ‘Write Off Menu’.
MENU: B8MENU – WRITE OFF
PRIVATE 
ITEM: 1 – Customer Maintenancetc  \l 2 "ITEM\: 1 – Customer Maintenance"
Enter additional charges or enter or change customer information after the system has copied the history information over.  Once the ‘Customer Information’ screen is displayed, use F11 to ‘Enter Charges’.  Use the F12-key to display current charges, use the F10-key to enter notes.  When everything has been entered (for this customer), use the F5-key to accept the data.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 2 – Cash Receiptstc  \l 2 "ITEM\: 2 – Cash Receipts"
Allows you to enter Cash received from a customer.  Enter the 15-character Account # and amount and press enter, the system will automatically distribute the amount equally to all charge types.  Use the F8 or F9 keys to distribute the amounts accordingly, or overtype with your own amounts, but note that any amount entered will be accounted for and all amounts will be accumulated and must equal the total amount paid (which had been previously entered).  When you are finished distributing the check amount, press ‘enter’ twice to get back to the screen where you entered the account number and check amount, then, from this screen press the F3-key to exit.  This screen is used the same as the cash receipts screen in the billing system.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 3 – Calculate Agingtc  \l 2 "ITEM\: 3 – Calculate Aging"
This item is not applicable at this time, but does get done when requesting a ‘Billing List’ or ‘Aged Account List’.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 4 – Billing Listtc  \l 2 "ITEM\: 4 – Billing List"
This report shows charge type details by account number.  Note here that if you want to see descriptions of charge types and codes, then these must have been previously setup using #13 and #16.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 5 – Aged Account Listtc  \l 2 "ITEM\: 5 – Aged Account List"
This report shows charge type summary by account number.  Note here that if you want to see descriptions of charge types and codes, then these must have been previously setup using #13 and #16.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 6 – Print Statementstc  \l 2 "ITEM\: 6 – Print Statements"
This item is not used at this time.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 7 – Post Finance Charge (Once a Month)tc  \l 2 "ITEM\: 7 – Post Finance Charge (Once a Month)"

Use this to post finance charges.  Enter the workstation status screen and press F5 to continue.  Then check the print-out and make sure you want to post the finance charges listed.  If you want to post these finance charges, enter 'Y' on the screen shown and press F5 to continue.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 9 – Print Cash Receipts by Typetc  \l 2 "ITEM\: 9 – Print Cash Receipts by Type"
This report shows cash receipt subtotals by charge type and for a given period of time.  This report would be used to show how much has been received for a certain carrier within a specified time period.  Enter the From and To dates when prompted.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 10 – Print Amounts by Typetc  \l 2 "ITEM\: 10 – Print Amounts by Type"
This report shows subtotals by charge type for specified period of time with or without cash receipts.  When prompted, enter the From and To dates and respond to the questions of what to include in the report.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 13 – Key/List Charge Typestc  \l 2 "ITEM\: 13 – Key/List Charge Types"
This is used to add, change, delete or list charge types.  A charge type is similar to the tariff code in the billing system.  If the charge type is less than 5 characters, it must have spaces as the first characters.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 14 – Key Control Filetc  \l 2 "ITEM\: 14 – Key Control File"
This is used to identify accounting information.  One usage would be to tell the system which Cash Account to use when entering cash.  Code value ‘01’ is used.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 16 – Key/List Codestc  \l 2 "ITEM\: 16 – Key/List Codes"
This is used to add, change, delete or list codes.  A code is used (at this point in time) for reporting purposes and is also used on the control file to identify ‘cash’ and ‘late charge’ entries.  If the code is less than 5 characters, it must have spaces as the first characters.  Note, that this item uses the same screen as the tariff master maintenance screen, but goes to a different file than the one used in the billing system.  At this time, only a few fields are required for entry, so enter the description and press ‘enter’ and the program will show what the required fields are, fill-in as necessary.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 18 – Key/List Write-Off Tariffstc  \l 2 "ITEM\: 18 – Key/List Write-Off Tariffs"
This is used (when doing #20) to tell the system that a specific charge type be used in place of a tariff code.  Note, that these must be setup prior to doing #20 and that the tariff code must match what is in the billing system.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 19 – Key/List Write-Off Sourcetc  \l 2 "ITEM\: 19 – Key/List Write-Off Source"
This is used (when doing #20) to tell the system that a specific charge type be used in place of a source code.  Note, that these must be setup prior to doing #20 and that the source code must match what is in the billing system.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 20 – Select Customer to Write-Offtc  \l 2 "ITEM\: 20 – Select Customer to Write-Off"
This is used to ‘bring Customer write-off information over to this area’.  You will be asked to enter the Phone # of the Customer to write-off, use the 8-digit phone number.  You will then be asked to enter a   ‘Billing Account Number’.  This is 15-characters and can be anything you want to use (numbers and/or letters) and must be right-justified, so use the ‘field +’ key when entry is completed.  The system will then go searching the history files to find the necessary records for the entered phone #.  You will then be asked if you want to split any fixed monthly amounts from the Local Service Charges that have been combined during previous history processing.  Up to 5 charge types can be split from the Local Service.  This is not a required entry, so if the Local Service charges are already correct, then nothing needs to be done with this screen.  If you wish to see what the previous bill/s was/were, use Customer Inquiry (#6 from Customer Menu #1) and go to screen 7 and use option ‘Q’.  Press the F5-key to continue processing and then you will be asked to look at the reports that have been generated.  The report labeled ‘BWR006’ has what the amounts and their respective Charge Types  will be when moved over to the Write-Off files.  When you press the F5-key, the last question is displayed.  You will be asked if you want to ‘Add Customer Name & Address’ and ‘to Add Charges’ to the Write-Off files.  If the report information does not look correct, then respond with ‘N’ to the ‘add Charges’ question and nothing will be moved to the Write-Off files.

A couple of things to note during this process.  The Charge Types (#13) and Codes (#16) do not need to be setup prior to doing this process, but Write-Off Tariffs and Source (#18 & 19) do need to be setup so that you can get the breakdown that you want.

MENU: B8MENU – WRITE OFF

PRIVATE 
ITEM: 24 – Start Filestc  \l 2 "ITEM\: 24 – Start Files"
The first thing that will need to be done is to set up the Write-Off files. To do this do #24 ‘Start Files’.  This should take just a minute or two to complete.
PRIVATE 
MENU: CUSTM3 – CUSTOMER MENU #3tc  \l 1 "MENU\: CUSTM3 – CUSTOMER MENU #3 

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 1 – Auto Move of Disconnected Numbertc  \l 2 "ITEM\: 1 – Auto Move of Disconnected Number"

This will automatically pull the disconnected numbers and then delete them .  After the workstation status screen, you are given the following message:

               You just received a print out of numbers that will be   

 moved and deleted.                                      

 When "Give Customer a new #" comes up press F5          

 When "Delete Customer" comes up press F16               

 Do you want to continue on (Y,N)                        

Check the print out and if you want to continue, enter 'Y' and press F5 to continue.  Then on the next screen, enter if you want to send the changes to the 911 file and if you want to send the changes to the customer change file and press F5 to continue.  Then on the 'Give Customer a new #' screen, press F5 to change the number to what is entered.  Then on the 'Delete Customer' screen press F16 to delete the customer.  You will need to do this for each number listed on the print out.

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 2 – Create Dir. Advertising Chargestc  \l 2 "ITEM\: 2 – Create Dir. Advertising Charges"

This automatically adds directory advertising charges to screen 4 of Customer Information.  You must have a file to process.  This can be on the A/S400, in CTITRANS, or on a tape.  If you have not done this before,  contact us so we can verify that your format is correct.


As this runs, you will be asked several questions. You will be asked where the file to be processed is coming from.  There are 3 options.  They are ‘On A/S400’, in ‘In CTITRANS’, or ‘On Tape’.  The next question asks for the file name.  The next screen will ask you for the Tariff Code you want to use and the Number of Months you want to charge.  You will receive a printout.  You will be asked to check the report and then if you want to add the entries to Screen 4 of Customer Information (Non-Recurring Charges).  Notice on the report the Number of Months and the Total to Pay columns.  The total to pay should be the unit amount times the months.  This will also show on screen 4.  If you select ‘Y’, the entries will be added.  A reply of ‘N’ will end the job.  You can rerun this as long as you have not replied ‘Y’ to add to screen 4.


You will receive an error report if the phone number is not in the customer file.  You will be notified if there were any errors.  You could go ahead and add to screen 4 and then do these entries manually or don’t add and rerun the job after you have corrected the errors.  
MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 3 – Add Toll Group for Range of Nmbrstc  \l 2 "ITEM\: 3 – Add Toll Group for Range of Nmbrs"

After the workstation status screen, you need to enter the following information on the next screen, shown here in bold and then press F5 to continue:

        Enter beginning phone number . . . XXX-XXXX X                          Enter ending phone number  . . . . XXX-XXXX X                                                                                     

 Enter the Toll Group To Add . . . . . . . . . . . . . . . .    XXXX     (The Toll Group must be a 4 digit numeric number)                  

Only Change if Current Toll Group is . . . . . . . . . . . .    XXXX     (The Toll Group must be a 4 digit numeric number if used)          

 Enter the range of phone numbers to add the toll group to.            
MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 4 – Mass Change - Salesman Codetc  \l 2 "ITEM\: 4 – Mass Change - Salesman Code"

This allows a mass change of the salesman code.  On the first screen you see, you are prompted to ‘Enter the 'Old' Salesman Code’ and to ‘Enter the 'New' Salesman Code’.  Press F5 and the program will scan the Customer file and replace all customer records that match the ‘Old’ Salesman code with the ‘New’ Salesman code.  

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 5 – Create Signal Insurance Filetc  \l 2 "ITEM\: 5 – Create Signal Insurance File"

After the workstation status screen, select the option to run and then press F5 to continue:

                1= Mid-Month (Screen 4 Pro-rated entries)    

  2= Monthly (Screen 3)                        

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 6 – Create Promise Letter Filetc  \l 2 "ITEM\: 6 – Create Promise Letter File"

This will create a promise letter file that can be used to mail merge with a word processor, such as Microsoft Word.  This takes the info you key on a payment promise from Customer Inquiry outputs a file in CTITRANS.   If you are interested we can send you a sample letter that we used to test the mail merge from Microsoft Word.


From the Customer menu, enter #6 ‘Customer Inquiry’.  On Screen 2 do a cmd 11 to get to the Payment Promises.  If some payment promises have already been entered you will need to select one that you want to send the letter with an option 2.  Then you can enter a cmd 12 ‘Key Send Letter’.  You will then be able to enter the Salutation Name, Salutation Title, and Who are you.  If you do a cmd 5 the information will be output to send the letter, if you enter a cmd 3 you will return to the payment promise screen without making any changes.  Once the information is entered for the promise letters.  Then run this #6 option and it will get the file ready for the promise letters.  You will have the ability to select from 1 to 20 exchanges to send the letters for.  After you have selected the exchanges to get the promise letter ready for, the file BPROMW will be copied to CTITRANS that you can use to mail merge.
MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 7 – Mass Change - Charge Late Feetc  \l 2 "ITEM\: 7 – Mass Change - Charge Late Fee"

This give you the capability of doing a mass change of the field ‘Charge Late Cg’.  This field is located on screen 1 of customer information.  This is done by company number.  You will get a screen asking for some information.  These are the questions: 

Enter the Company Code you want to Include  . . . . . X      

Enter the 'Old' Charge Late Code  . . . . . . . . . . . . . .    Y Enter the 'New' Charge Late Code  . . . . . . . . . . . . . .   N

NOTE:  If you run this during the day, it is possible that you might be trying to update a customer record that is in use by someone else.  You will get an error message that says ‘Unable to allocate a record in BCUST’.  You can find out who has the record locked by moving the cursor to the error message and doing an F1.  Then do an F10 and then F18.  Ask that person to get out of the customer record for just enough time for you to continue on with your job.  Respond to the error message with an ‘R’ for Retry.  You could get this error message several times.  
MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 8 - Create National Payphone Filestc  \l 2 "ITEM\: 8 - Create National Payphone Files"

This will pull customers that would be listed on the LEC Report.  The LEC report is a quarterly listing (as of the end of each calendar quarter) of all installed and working paystation numbers and also disconnected paystation numbers.  See FCC Docket No. 96-388 for more information.


The first screen you will see is the following reminder:

The First Step is to Create a Special Customer file that has   

only Paystation Tariffs.  This Step is the same as #6 on the   

'Lists & Reports menu' and will Automatically be Started from  

here.                                                          

The Workstation Status Report Date should be the End of the    

Calendar Quarter Date for which you want to report.

Enter the end of the calendar quarter date on the workstation status screen and press F5 to continue.  You will then need to select from the following options given and then press F5 to continue:

 1 - List who has a tariff code                       

 2 - List who does not have a tariff code             

 3 - List Entire file in tariff code order            

 4 - Who Has Tariff code more than once               

 5 - List who has a tariff code by Main Bill Number   

 Select the report you want                           


Then enter the tariff codes, including leading zeros that you want to check for and press F5 to continue.  

Then decide whether you want to add more tariffs or not and then you will be given the following message:

 If a Phone # is Selected and it is a Main Billing #  

 Do You also want to include those numbers that are   

 Billed to the Main Billing # (Y,N)                   


If you want to include those numbers that are billed to the main billing #, enter a 'Y' and press F5 to continue.  Then enter whether you want to omit the entry if the number is disconnected and press F5 to continue.  On the next screen, enter the 1-character company # if you want to only print 1 company or leave blank for all companies and then press F5 to continue.  Then choose to 1=Sort by phone number or 2=Sort by date and make note of the file to use to print labels for customers selected.  If you want the addresses to print, enter a 'Y' on the next screen and press F5 to continue.  You can then do another list in a different sort order or enter 'N' and press F5 to continue.  You will then get the following message:

 The Files for Sending to the National Payphone Clearinghouse     are in the CTITRANS Folder.  The Filenames are 'BPAYPH.TXT' for  Non-Disconnected Paystation Numbers and 'BPAYPHD.TXT' for        Disconnected Paystation Numbers.

Press F5 to continue.  Two (2) data files are created in the CTITRANS folder, one for non-disconnected (file BPAYPH.TXT) and one for disconnected (file BPAYBPD.TXT) paystation numbers.

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 9 – Mass Change - City Codetc  \l 2 "ITEM\: 9 – Mass Change - City Code"

This will give you the capability of doing a mass change of the field 'City Code'.  This field is located on screen 1 of customer information.  You will be asked for a City Code to change and a new City Code to change to.

You will need to enter the City Code to change and the new City Code to change to.  Also enter the exchange you want to change or enter 'ALL' for all exchanges.


If you run this during the day, it is possible that you might be trying to update a customer record that is in use by someone else.  You will get an error message that says 'Unable to allocate a record in BCUST'.  You can find out who has the record locked by moving the cursor to the error message and doing an F1.  Then do an F10 and then F18 .  Ask that person to get out of the customer record for just enough time for you to continue on with your job.  Respond to the error message with an 'R' for Retry.  You could get this error message several times.

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 10 – Reverse NonRecur by Selected Trf tc  \l 2 "ITEM\: 10 – Reverse NonRecur by Selected Trf "

This will reverse nonrecurring charges by selected tariffs.  After the workstation status screen, enter the nonrecurring file name and press F5 to continue.  Then on the next screen, enter the nonrecurring tariffs you want to reverse charges for.  Verify the data on the printout and then say 'Y' and press F5 if you want to add these reversed entries to screen 4.

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 11 – Unposted Cash Receipt Files
"


This will create a file of unposted cash receipts.  The first screen you see is the following message:

 This Process Will Scan Your System and Find Any Unposted       

 Cash Receipt Files.  You Will Then Have the Option To Copy     

 the File to Your Work Station Cash Receipt File, Which You Can 

 Then Use to See What Has Not Been Posted.                      

 If You Do Not Copy the File, Then You Will Need to Have the    

 Person Who is Responsible for the File, Close It Out.          

Enter a 'Y' and press F5 to continue.

MENU: CUSTM3 – CUSTOMER MENU #3

PRIVATE 
ITEM: 12 – LaserVaulttc  \l 2 "ITEM\: 12 – LaserVault"
PRIVATE 

tc  \l 1 " File names used by TELCO/3400 billing "File names used by TELCO/3400 billing

---------------------

HISTORY FILE NAME IS DETERMINED BY MONTH BILLING IS FOR.

y = Last Digit of Year

mm= Month

  If billing is dated 09/01/89  ymm=989

  If billing is dated 07/31/90  ymm=007

---------------------

When you restore a file from tape or diskette and the program you 

want to run needs an indexed file to build an alternate index,

enter the following:  

 JHCRTLF HLF(filename2) HPF(filename) HDDSPF(TCALLQ) HDDSSRC(TCALLQ2)   


or key in JHCRTLF     CMD 4   and fill in the blanks then press enter.

FILE
 DESC.






HISTORY









FILE

BCUST
MAIN CUSTOMER FILE




Hymm.BC

BRECR
RECURRING CHARGES XE "recurring charges"  SCREEN 3

BNREC
NON-RECURRING CHARGES XE "non-recurring charges"  SCREEN 4

BAVL#
AVAILABLE XE "available"  NUMBER

BNOTE
CUSTOMER NOTES SCREEN 6

BTRFM
TARIFF MASTER

BSVOR
CUSTOMER MASTER FOR SERV ORD PRORATING

BRECRH
RECURRING CHARGES XE "recurring charges"  FOR SERV ORD PRORATING

BSTTX
STATE TAX XE "state tax"  DISTRICTS

BHST
CUSTOMER FILE HISTORY CHANGES

BHSTD
SCREEN 3, SCREEN 4 HISTORY CHANGES

BPROM
PAYMENT PROMISES

BSVOH
SERVICE ORDER HISTORY

BNRSPAAA
SPECIAL ACCESS XE "special access"  BILLED FOR AA




ADDED TO SCREEN 4

BNRSPAAE
SPECIAL ACCESS XE "special access"  BILLED FOR AE




ADDED TO SCREEN 4

BNRSPAEA
SPECIAL ACCESS XE "special access"  BILLED FOR EA




ADDED TO SCREEN 4

BNRSPAEE
SPECIAL ACCESS XE "special access"  BILLED FOR EE




ADDED TO SCREEN 4

BNRCIWT
INWATS XE "inwats"  TOTALS




Hymm.NL

BNRECREF
A/P REFUNDS






ADDED TO SCREEN 4

BNRCLOC
LOCAL SERVICE TOTAL



Hymm.NE

BNRCREC
LOCAL SERVICE DETAIL



Hymm.NH
ADDED TO BNRCLOC

BNRCPYS
PAYSTATION COMMISSIONS



AND TOLL CREDITS



Hymm.NG

BNRCTOP
TOTAL TOLL CALLING OPTIONS XE "calling options" 


Hymm.NK

BNRCTPW 
PRO WATS TOTALS





ADDED TO BNRCTOP

BNRCTPS
PRO WATS TOTALS STATE





ADDED TO BNRCTOP

BNRCUBT
UBOTS TOTALS






ADDED TO BNRCTOP


BNRCTOM
CALL OPTS REACH OUT/VOL DSCNT



RATE SAVERS






ADDED TO BNRCTOP

BNRCTNP
SELECT SAVER/AREA CODE PLAN




ADDED TO BNRCTOP

BNRCOWT
OUTWATS XE "outwats"  TOTALS



Hymm.NF

BNRCTOL
TOTAL MTS TOLL




Hymm.NJ

BNRCAMB
MOBILE AIR TIME TOTAL
Hymm.NB

BNRCCE1
CELLULAR AIR TIME WE RECORD




ADDED TO BNRCCEL

BNRCCIB
CELLULAR AIR TIME FROM CIBER




ADDED TO BNRCCEL

BNRCCEL
CELLULAR AIR TIME TOTAL


Hymm.ND

BNRCSHR
CASH RECEIPTS




Hymm.NI

BNRECBL
NON-RECURRING CHARGES XE "non-recurring charges"  



SCREEN 4




Hymm.NN

BNRECHL
NON-RECURRING CHARGES XE "non-recurring charges"  SCREEN 4 



BILLED NEXT MONTH

BNRCFNC
FINANCE CHARGES



Hymm.NC

BNRCALL
ALL ENTRIES MERGED TOGETHER


BNRCAL

ALL ENTRIES MERGED TOGETHER


Hymm.NA



SORTED IN PRINT PRIORITY ORDER

BNRCAL2
BNRCAL FILE WITH INDEX 1-11

BNRCAL3
BNRCAL FILE WITH INDEX 1-8



USED FOR PRINTING STATEMENTS

BNRCMEM
MEMBERSHIP CHARGES





PULLED FROM BNRCAL

BNRMMRF
MEMBERSHIP REFUNDS





PULLED FROM BNRCAL

BNRCBLF
BALANCE FORWARD FOR INQUIRY

BNRCSTX
FILE FOR STATE TAX XE "state tax"  REPORT




PULLED FROM BNRCAL

BNRCSTXR
FILE FOR STATE TAX XE "state tax"  REPORT




PULLED FROM BNRCAL

BNRCUBT
UBOTS CHARGES


BNRCCRD
TOLL ADJUSTMENTS





ADDED TO SCREEN 4

BNRCINT
INTEREST/DEPOSIT XE "deposit"  REFUNDS




ADDED TO SCREEN 4

BNRCPAT
PATRONAGE AMOUNTS BNREC FORMAT

BNRCUSFX
USF XE "usf"  SPECIAL AMOUNTS NEEDED

BNRCINCX
INTRA COMPANY SPECIAL AMOUNTS 

BNRCCBR
CIBER MESSAGES SEND OFF




ADDED TO SCREEN 4

BNRCINS
INVENTORY ITEMS SOLD





ADDED TO SCREEN 4

BNRECXBL
NON-RECURRING ITEMS TO CROSS BILL

BNRCLXB
NON-RECURRING FILE FOR PRINTING STATEMENTS  


BNRCAL WITH CROSS BILL

BPTymm
PATRONAGE HISTORY BY MONTH 


TO SAVE
Hymm.PT

BPYyy
PATRONAGE HISTORY FOR YEAR

Toll record message types for sorting purposes

9= 900 message

8=Dir Assistance Call that is exempt from Charge


tc  \l 1 "INDEX"INDEX

9

900
63

911
17, 24, 61

A

advance bill
13

approve
9, 51

approving
13

available
6, 7, 30, 32, 33, 46, 47, 66

B

business
6, 7, 8, 11, 22, 23, 27, 29, 55, 60, 62

C

cable pair
12, 17, 46, 47, 49

cabs
30, 31, 52, 61, 62, 63, 64

calling card
8, 18, 25

calling options
67

can be reached
7, 34, 35

carrier
6, 10, 12, 17, 18, 24, 29, 44, 49, 59, 62, 64

carrier rt
6

category 08
51, 61, 62

charge late cg
7

clearing
48, 49

close out
18, 38, 60, 64

commercial payment
14, 16

company code
9, 25, 55, 60

credit class
8, 61

D

dedicated plant
17, 47

deferred payment
8, 21, 61

delete file
51, 65

deposit
8, 18, 26, 67

directory assistance
11, 18, 28, 51, 62

disconnected
6, 9, 11, 17, 18, 40, 60

E

e911
7, 19, 47

employer
7

estimated toll
7, 22

F

federal tax
29, 34, 41, 42

free
18, 51

G

g/l #
15

get bill
8, 18, 53

government ID#
7

guarantor
9, 20, 23

H

hold date
9

I

inwats
51, 52, 62, 66

L

lata
62

line count
61, 62

line finder
12

location
7, 12, 17, 24, 46, 47

M

main billing #
8, 10, 15, 16, 20, 53, 58

member
7, 17, 26, 34, 35, 36, 37, 38, 39, 40, 41, 43, 44

membership
7, 8, 19, 34, 35, 36, 39, 40, 41, 42

miles
21

month end
17, 18, 25, 41, 51, 52, 53, 54, 61, 62, 63, 64, 65

N

neca
62

non-recurring charges
12, 52, 65, 66, 67

npa
21, 32

nxx
21, 32

O

other charge
12, 53

outwats
51, 61, 62, 63, 67

P

pars
62

patronage
34, 35, 36, 37, 38, 39, 40, 41, 42, 43, 44, 45, 61

payment
8, 9, 12, 14, 16, 20, 21, 22, 56, 61

payment promise
20, 22

pe location
12, 17, 46, 47

pedestal
12

pic
10, 11, 24, 27, 28

position
7, 13, 14, 15, 47

post
16, 38, 44

prev. serv.
7

print checks
35, 38, 43, 44

pro wats
51

prorate
9, 13

R

range
24, 46, 47, 59

reach out
51

reconciliation
38, 44

recurring charge
9, 13, 18, 22, 52, 53, 61, 65

recurring charges
9, 66

report group
8, 22, 58

residence
8, 11, 22, 27, 29, 55, 60, 62

restricted CC
8

reverse
17, 38

S

security
7, 35, 37

service order
6, 9, 12, 13, 14, 17, 18, 20, 21, 22, 24, 46, 49, 51

special access
52, 66

special toll revenue
62

spouse
7

state
7, 8, 12, 17, 21, 25, 29, 61, 62, 63, 64

state tax
8, 12, 25, 29, 61, 66, 67

stuffer
22, 57

T

tariff code
8, 9, 12, 15, 17, 18, 20, 21, 23, 29, 52, 53, 59, 61, 62

toll adjustment
62

toll group
8, 54, 58

total to pay
12

tpm
21, 51

trouble report
12, 17, 19, 48, 49, 50, 57

trouble ticket
12, 13, 48, 50

U

unit cost
12

unrestricted CC
8

usf
62, 67








