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Profile Center
This document describes the components of SHE6TEM PROFILES module found in the
Profile Center.

The PROFILE CENTER is divided into five modules. These six modules ased to create
profile codes used throughout your database:

TheSYSTEM PROFILES module is used to create:

1. Discounts and Non-Usage Charges

2. Additional Profile Codes, such as Equipment, FestuMonthly Recurring Changes, and
other Profiles that are used throughout the system

3. Carrier Information codes
4. Track Financial Activity

TheRATES module is used to create rate tables used to asécul

1. Terminating rates
2. Recurring and Non-Recurring Fees

The SALES PROFILES module is used to create:

1. Codes representing your Sales Agents
2. Commission Plans used during production to caleutatnmissions for your agents

3. Reports that will assist in paying your agents cessians

TheSECURITY PROFILES module is used to create user ids and passworgsto users to
access various areas of the system.

The MARKET PROFILES module is used to setup default information usedughout your
database. These items include:

1. System wide messages

State messages

Market Defaults

Cycle End Dates

. Market Settlements

TheGENERAL PROFILES module is used to perform various tasks withingy&tem.

SRR
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Common Profile Buttons

The following buttons are used throughout the Rrafénter.

ﬁ The binoculars are used as $ffARCH button.

L8

The eraser is used as tBEEAR SEARCH CRITERIA button.

The green circular plus is used asAzD button.

The red circular white X is used as BeEEAR ERROR MESSAGE button that appears only
when an error is encountered and trapped.

The small blue arrow right is used as 8L ECT button in grids throughout System Profiles.
Clicking this button only selects a row; clickirtgetblue underlined link-description to the right
of the arrow does both a select and a go thataiispletail for the selected summary record.

The small circular red circular white X is the dses theDELETE button in grids throughout
System Profiles.

The large green check is used as@ie button on pages throughout the Profile Center.

The large red X is used as tBANCEL button on pages throughout the Profile Center.

EXG

)

The ‘sign forbidden’ is used as the ‘No’ buttonpopup message boxes where the question ‘One
or more data fields has changed. Do you wish te sia@se changes now?’ is displayed.

The floppy disk is used as tBAVE button. This is the enabled image.

I@ ¢

The grayed out floppy disk is used as $8/E button to create a disabled appearance.

The two cylinders are used as DEPLICATE selected Row button to create an exact duplicate
of the item selected.

The add button is used where it's permisstolADD A NEW ROW to a grid.

Icons used throughout the Profile Center includeddtip or a short description specific to the batas
you mouse over the item.

Sales Channel Profiles: Channel Information Detail

/3, One or more data fields have changed. Do you
L] wish to save these changes now?

v 0 X
==

o
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Common Profile Center Features

Many areas of the Profile Center include tooltipssbort descriptions specific to the Profile
Center as you mouse over items.
e

‘Profile Center
System Profile Management

System Profiles Rate Profiles Sales Profiles Security Market Profiles General Profiles Market: | SAMPL -

1. MOUSING over/ CLICKING the wordsPROFILE CENTER in the Profile Center banner
displays information about the Profile Center. Butrsion as well as Build Date display.

About PROFILE CENTER

Profile Center Version

For IE & Browser Native Mode Only

Build Version:

Build Date: 08/16/2010
Copyright 2010 Profitec Inc.

Profile Center
51 yste&]?mﬁfe Management

v

| Tlick For abaut Profile Center |7
. . . q Current User: SANDRA
SYStEm perIlES Rate perllES Warning: This computer program is protected by

copyright law and international treaties.
Unauthorized reproduction or distribution of this
program, or any portion of it, may result in severa
civil and criminal penalties, and will be prosecuted
to the maximum extent possible under law.

Close About

2. MOUSING over/ CLICKING yourLOGIN NAME is use to logon as a different user or change
databases as shown below.

Profile Center Login

------------------------------ Market PROGL -
— Login ID SANDRA

|Click to Logon as different userfdatabase Password

3. MOUSING over/ CLICKING HELP displays the Profile Center Help menu. Each module
the Profile center includes a help document as belmw.

PROFILE CENTER HELP

System Profiles

Rate Profiles
Market: |PRO : Sales Profiles
Click. For Help System Security

Market Profiles

Close Help

4. The down arrow next to the current Market is usedwitch to another market within your

database. ST

Market:  PROGL T}S
MARYS
PROGL
SAMPL 3
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Charges

Charges for non-traffic-based products and/or sesvare identified by codes that are applied to
an account or line for billing. These charges canchstomized to bill out one time or on a
recurring basis. Charge can be established to anoaiate the following billing scenarios:

Service Level One Time Charge
A charge billed to a line (service level) once.

Service Level Features/Recurring Charge

A charge billed for features applied to a line ys= level). This type of charge can bill
one-time, monthly, quarterly, semi-annually, or @atlty.

Account Level Recurring Charge

A charge billed at the account level. This typelwdirge can bill one-time, monthly,
guarterly, semi-annually, or annually.

Class of Service Codes
A charge used to bill for:

Service restrictions or privileges (i.e. network ity code or personal access
code) in an internal (PBX) environment

or

A sub grouping of users for the purpose of ratéiraigon in a public (switch)
environment. (e.g. business, residence, or coinatge).

This type of charge can bill one-time, monthly, dedy, semi-annually, or annually.
Equipment/AccessoryCodes
A charge used to bill for the purchase and/or ledgguipment and/or accessories.

Invoice Reports

A charge used to bill up to 9 optional reports, ahhare printed on the customer invoice.
These reports are only available for Outbound, imolp and Wireless services.
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Duplicating System Profiles Codes

Certain profile codes in System Profiles have didage option, which allows users to duplicate
information found in an existing code.

The following steps apply to each profile code dssed in this document. The Discount Code is
used as an example.

Action Description
1. Select DISCOUNT CODE from the The DISCOUNT CODE SUMMARY grid
System Profile list. displays with existing codes.
Search | | “ @) @
~ [code [Descrigtim | ]
= DISCNT1 Discount Plan 1 ]
=F DISCNTZ Discount Plan 2 (%]
= DISCNT3 Discount Plan 2 (%]
=% FREEDOMI Freedom Discount Plan ﬁ'
2. Click theGREEN PLUS button. The ADD/DUPLICATE screen displays.
Discount Code Profiles - Add/Duplicate
Profile to duplicate | IL'
Profile to :reate| |
v R

3. Existing codes are found in tHRROFILE TO DUPLICATE drop down list. Select the
code you want to duplicate. Enter the new Code @Rescription in thePROFILE TO
CREATE fields. The code can be a maximum of five alphamongharacters and the
description can be a max of thirty alphanumeriaatizrs.

Discount Code Profiles - Add/Duplicate

New Discount Code
and Description

Profile to duplicate | DISC2 - [pissount 2 |

Profile to craste [DISCS | [piscoun t el <t |

4, Click the GREEN CHECKMARK to The DISCOUNT CODE DETAIL screen
continue. displays with the properties from the
duplicated discount code profile.
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Action Description

System Profiles: Discount Code Detail Add

Code (BT Assign Start 3/7/2011

Description ‘Diswu”t s | Assign End

Contribution Tier Breaks Contribution Tier Type Eligible Table Type Contribution Tier Structure
EEEEEE]

@ Incremental Retroactive @ General Category @ Dallars Minutes Calls

[ AddTier

Tier Discount

Line Type Rate Type - AC

Code Discount Areas Contrib Eligibd

Tier Breaks O Discount

= AC = Localot Local RLRN 01 Mo No = 295333 20.00
= AL = Localoz Local RLRN 02 Mo No

=¥ BR =P Localo3 Local RLRN 03 Mo No

= ca = Localod Local RLRN 04 Mo No

=P cB =P Localos Local RLRN 05 Mo No

=* CF = Localos Local RLRN 06 Mo No

= cp = Localo? Local RLRN 07 Mo No

=P Cx = Local0g Local RLRN 08 Mo No

= DS = Localog Local RLRN 09 Mo No

= Ea =P Localio Local RLRN 10 Mo No

=P e =¥ Localil Local RLRN 11 Mo No |5
= G1 = T 3

Update Contrib Eligible Update [

v @3 X

5. Make changes as needed.

6. Click theGREEN CHECKMARK or DISC to save the new code.

NOTE:

Three codes EQUIPMENT, ACCOUNT RECURRING and FEATURES have anOTHER
DATA option. If you duplicate a code that includesHER DATA information, the
responses are not duplicated.

System Profiles: Account Level Recurring Charge Codes Detail

Coda [PUPLL ¥ Giscount Contributery Assign Start 8/17/2010 [
Description |5entw Alarm Sarvice | ¥ Discount Eligibls Assign End =]
Default Commission DEFAULTCOMM  ~ Target Interval Days D Jurisdiction | Non-Local A

Fees | Other Data | Exemptions

Other Data Response(s)

2z

=P Fals= Alarm

Other Datz Name Type Fesponse

Note: Items and Responses are saved when added or updated.
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Account Type Codes

ACCOUNT TYPE CODES can be used to simplify account order entry byignag accounts with
similar account characteristics. These codes cem la¢ used to send messages and designate
default invoice templates for accounts assignedséhected Account Type Code. ACCOUNT

TYPE CODE is required when creating a new account. At leastAccount Type Code must be
created before accounts can be added to your databa

CREATING AN ACCOUNT TYPE CODE

Action Description
1. SelectACCOUNT TYPE CODE from the The ACCOUNT TYPE SUMMARY screen
SYSTEM PROFILES drop down list. displays.
el Y 5)
Code Description
= ESP Espancl Residential '@'
= OTH Other Account Type @'
=¥ PRG Progs Database '@'
=¥ RES Residence Account Type @'
=¥ 5sPC Special Account Type .@-
= 5TD Standard Account Type l@'

2. Click the GREEN PLUS button to add a TheACCOUNT TYPE DETAIL screen
new code. displays

Account Type Code Profiles - Add/Duplicate

Profile to duplicate | -

Profile to create | |

v K

NOTE: Once the first code is saved, if additional Codes created the system displays the
PROFILE — ADD/DUP screen. Th&DD/DUP screen gives the user the option to createw
code oDUPLICATE an existing Code.

Refer to the sectiotDuplicating System Profile$ for details on duplicating existing codes.

3. Enter aCODE and aDESCRIPTION. The CODE is an alphanumeric identifier that
can be a maximum of three characters. Once
saved the code cannot be changed.

The DESCRIPTION is an explanation of the
code that can be a maximum of 30 characters.
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Action

Description

4.

Outlined Items are
retrieved from
Market Defaults.

5.

Information that fills in is retrieved from the Mat Profiles — Market Defaults screen. Market

Click theGREEN CHECKMARK to

continue.

dis

plays.

System Profiles: Account Type Detail

Code |FFF

FiF

Description

Credit Limit 5599999359

Discount Code -
Treatment Code -
Activate Reason -

Suppr Bill Image if = §2.00
Minimum Charge $20.00
Min Chrg Exempt Days

(OE/LD) Class Of Svc.
Credit Class
Cycle St

Languag

-

-

-

The ACCOUNT TYPE DETAIL screen

Add

Assign Start [06/10/2010 |

Assign End =]

Account DI’iEﬂt-
Affilistion Code -

Resp. CSR -

Late Fe
Tax Bla
Add'l Service Fa

If Bill Less Tha

1.50 %

BILSFT M

§10.00
5100.00

Master Channel -

Susp. CR Period 0| Days

Early Payment Days 30

Discount Rate 1.00 %

First Month Welcome Message | Global Group Massage | Final Message | Invoice Defaults

TheASSIGN START date defaults with

the current date.

The ASSIGN START date is the first date the

ACCOUNT TYPE
assignment.

CODE

Defaults are one of the first items completed wéetting up your database.

SAMPLE: MARKET PROFILES — DEFAULT SCREEN

General

Product Paths

is available for

Market Profiles: Market Defaults

Minimum Chargle [$20.00

Suppress Bill Image If < Amourt [$2.00

$0.00
Account Orientatioh | Business -
Tax Orientation | UnRegulated ~

Commission Pymt Cycle Threshold
Print Bill Format |3 hd
Custom Bill Processing #
Line Area Code/Exchange

Tax PIaE BILSFT vI

Record Costing Decimal Places |2 hd

Suspend Credit Exempt Period |0

Add'l Service Feg
If Bill Less Thar]

10.00
100.00

Early Payment Days|

Discount Rate)

30
1.00 %

Scan Line ID 100

Type

Format

OCR-A -
STD -

Card(s) Issued |3

Use Customer Add Wizard
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Action Description

ASSIGN END DATE

TheASSIGN END date is the date the Account Type Codedsonger available for assignment.
TheASSIGN END date does not affect any account currently assigmedccount Type code.

The only required fields for the Account Type Desgireen are theODE andDESCRIPTION.
OmniBiIll allows you to save an Account Type codeéhwanly these two fields filled in. Any
default values filled in on the Account Type Detadreen will be applied to any account
assigned the Account Type code.

ACCOUNT ORIENT. Account Orient, |E-L|5i|‘|ESS |V

The ACCOUNT ORIENTATION identifies a customer as a Business or Residestizdunt. The
orientation impacts the calculation of PICC and EStharges. This field may default with a
selection based on your Market Defaults or the Aotdype code selected. The default selection
can be changed here as well as within individuebanot profiles.

CREDIT LIMIT

The credit limit is an informational field. It oniynpacts an account when it is tied to@GRDER
EVENT in theDUNNING/COLLECTIONS MODULE .

MINIMUM CHARGE & MIN CHRG Minirnum Charge | z0.00]
EXEMPT DAYS Min Chrg Exernpt Dal,lsl |

The MINIMUM CHARGE allows you to set a minimum billed amount for cusép invoices.
This field may default with a value based on yowarkét Defaults. The default amount can be
changed here as well as within individual accounfiles.

When the billed amount is below the minimum chasageount, OmniBill creates a system-
generated debit transactighNCH (Minimum Charge — Account Level). The transactwnount

is the difference between the total bill (befonees discounts and PICC/FSLC fees) amount and
the minimum charge amount.

EXAMPLE : If the minimum charge amount is set at $20.00 #Hred total bill (before taxes,
discounts, and PICC/FSLC fees) amount is $10.09 ststem generates a debit transaction of
$10.00.

TheMIN CHRG EXEMPT DAYS value is used to define a default number of dagsstomer will
be exempt from being charged Me&NIMUM amount.

This value is added to the Account Activation dael is used to calculate the defeEMEMPT
DATE set on customer accounts. If tkkN CHRG EXEMPT DAYS field is left blank in the
Account Type Detail screen, the Account Activatidate defaults as the exempt date on the
Account Information screen.
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Action Description

This example below displays the Minimum Charge Brdmpt date fields as they appear in the
Customer Care Account Informati@ereen. This example shows the customer wouldxeenft
from the minimum charge of $25.00 until 8/12/2005.

[Minimum Chg | $25.00] Exernpt| 08/12/2005 ||
ADD'L SERVICE FEE & IF BILL LESS THAN Add'| Service Fee | 10.00]
If Bill Less Than | 100.00|

The ADDITIONAL SERVICE FEE amount is applied to accounts with a balance daedo

not meet the amount set in tleBILL LESS THAN field. These fields may default with
values based on your Market Defaults. The defallias can be changed here as well as
within individual account profiles.

The example below illustrates:

The Service Charge, Bill is Less Than, and Exengté dields as they appear in the
Customer Care Account Information screen.

The customer would be Exempt from the Service Fe&l6.00 as long as their bill is
less than $10,000. The date can be manually enteredistomer profiles. This $10.00
charge is exempt until 11/20/2001 even if the BilLess than $10,000.

[Service Fee ] $10.00[Bill = | $10,000.00]Exempt| 11,/20/2001 ||

NOTE: ThelF BILL LESS THAN criterion is based on the total amount of the lbgfore taxes,
discounts, and PICC/FSLC fees. If account currdmrges do not meet minimum
amount set, the system creates the debit transa8RYCH (Service Charge) for the
amount set in thaDDITIONAL SERVICE FEE .

EARLY PAYMENT DAYS & DISCOUNT |[early pagmentnagsl 3':'|
RATE

Ciscount Rate | 1-DUD|

If a payment is posted for an account within thenbar of days set iEARLY PAYMENT DAYS
field prior to the payment due date, the percentgein theDISCOUNT RATE percentage is
applied against the current charge amount for doewnt. These fields may default with values
based on your Market Defaults. The default valuas be changed here as well as within
individual account profiles.

The following codes are created in System ProfiBSCOUNT CODES, ACTIVATE REASON
CODES, CLASS OF SERVICE CODES, CREDIT CLASS CODES, andAFFILIATION CODES. If
there is no choice in the drop down list, codesshant been created for that profile.

10
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Action Description

TREATMENT CODE

Treatrnent Code | |V

TREATMENT CODES are created in thBUNNING PROFILE module. Assigning a Treatment
code is required when creating a new account. Efieutt value STANDARD TREATMENT ,
ships with the database and satisfies this reqeinem

LANGUAGE

Language | |V

LANGUAGE identifies the language that the customer’s invoigll print. The choices in the
drop down list are system generated.

At the time of this writing, six additional langusgyare supported: French, Spanish, German,
Yiddish, Italian, and Other.

If one of the six languages is selected, produdboks to see if a language table is completed for
the selected language, if not, the invoice print&mnglish. Contact your assigned billing analyst
or the OmniBill Help Desk for details on printingvidices in languages other than English.

RESP. CSR Resp. CSR | |v/|

The RESP. CSR drop down list contains the names of system usetis the CUSTOMER
SERVICE REP indicator set torES on theirSECURITY profile. Selecting a Resp. CSR from the
drop down indicates the customer service rep isldiault Resp CSR for all accounts assigned
the Account Type Code.

SUSP CR PERIOD Susp, CR Period O Days

The SUSP. CR PERIODdictates the minimum number of days an account risn a suspended
status before any billable charges will be prorated credited to the account. OmniBill generates
credits for a suspended account only if the acc@isuspended before the end of the billing
cycle. If line service(s), line feature(s), or agobrecurring item(s) have a suspend date but no
reinstate date, the system determines the differendays between the suspend date and the end
of the billing cycle date. If the difference is gter than the days set in the SUSPEND CREDIT
EXEMPT PERIOD, the normal prorate routine is used. If the ddfeze is less than tf8USPEND
CREDIT EXEMPT PERIOD , no proration occurs. If an account is reinstatgtiin the current
billing cycle, the system calculates the differebheéveen the suspend date and the reinstate date.

MASTER CHANNEL Mastar Channel | v |

Assigning a Master Channel is required when crgaéimew customer account. The default
value, HOUSE CHANNEL , ships with the database and satisfies this req&nt. MASTER
CHANNEL codes are created in tBALES Profile module. The Master Channel selected in the
Account Type Detail screen defaults as the Saleendl on accounts assigned the Account
Type Code and on all lines/services added to thadumnt.

11
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Action Description

MESSAGE OPTIONS

Each message in the Account Type Detail screenfdwaslines and 70 characters, including
spaces, per line. There is no spell check or waapveatures when creating a message.

First Month Welcome Message || Global Group Massage || Final Message | Invoice Defaults

v d ¥

FIRST MONTH WELCOME MESSAGE

The FIRST MONTH WELCOME message prints on the first invoice for a newamstr account
assigned the selected Account Type Code.

GLOBAL GROUP MESSAGE

The GLOBAL GROUP message is a recurring message that prints moffohlall customer
accounts assigned the selected Account Type Code.

FINAL MESSAGE

The FINAL message prints on the invoice when an account astidated and assigned the
selected Account Type Code.

INVOICE DEFAULTS

TheINVOICE DEFAULTS area is used to define aMVOICE template forall customer accounts
assigned the selected Account Type Code.

There are three available options:

Produce Complete Invoice
Suspend Invoice Image
Suspend Invoice Usage

12
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Action Description

PRODUCE COMPLETE INVOICE

The Invoice Preferences default PFRODUCE COMPLETE INVOICE , which means every
available page can be printed for the customexsige including usage. The choices in the grid
are used to select which pages you want to prithemnvoice. All pages are selected by default.

First Month Welcome Message | Global Group Massage || Final Message || Invoice Defaults

=P [Message Page

@ Produce Complete Invoice = Credit/Adjustment Detail Page CIICk the blue arrow to unseleCt i
Pr;:;::cee O Suspend Invoice Image : :ons-olidsated SEN:E Summary Page page Pa‘ges nOt hlgh“ghtedl are
O suspend Tnvor STLS Summany “eess NOT printed when the invoice is
uspend Invoice Usage = |Service Detail Pages
=¥ |Local Area Usage Summary Grid generated
=¥ [Geographic Usage Summary
=¥ [Plan Usage Summary
= |C t Ch 5 P i
senvice [N . _ = HTEM =harges Semmaly ase Available only when
Datail Detail By Line = THE SUSPEND INVOICE
Preferance @ - I Li .
Roll-Up All Lines IMAGE IS Selected.

NOTE: Residential customers only receive the Creditlatihent Detail, Service Detail and
Usage pages if highlighted. Other highlighted pagésot print.

The SERVICE DETAIL PREFERENCE default iSDETAIL BY LINE, which means the call detall
is itemized by line on the invoice. The other optfor the Service Detail Preference isROLL
UPALL LINES .

SUSPEND INVOICE IMAGE

SelectingSUSPEND INVOICE IMAGE suppresses the invoice from beiR@INTED for all
customer accounts assigned the selected Accouet Tgde. These accounts can still receive an
electronic image of the invoice using tMESIBILL pdf files. If this is your selection, highlight
the pages to displaif. you wish to suspend usage from PDF files, higlght the last option in

the LIST: SUPPRESS PDF USAGE DETAIL

NOTE: Refer to Section 19 — VisiBill for more informati on VisiBill files.

SUSPEND INVOICE USAGE

SelectingSUSPENDINVOICE USAGE suppresses all call usage detail from beirigted on the
invoices forall customer accounts assigned the selected AccourtTgpe.

Invoice defaults selected in the Account Type Desareen can be changed on individual
customer accounts in tI®°ECIAL FEATURES/DISCOUNT button found in Customer Care

5. Click theGREEN CHECKMARK or DISC to save th&CCOUNT TYPE CODE.

13
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Affiliation Codes

The AFFILIATION CODE is an optional code that can be used to identifyaasociation a
customer account has to an organization or markgment. In addition to identifying an
association, theAFFILIATION CODE can be used to assign a speclBitSCOUNT plan to
customer accounts affiliated with a group and it eéso be used to print specific messages on
customer invoices.

CREATING AN AFFILIATION CODE

Action Description

1. Select AFFILIATION CODES from the TheAFFILIATION CODE SUMMARY screen
System Profile list. displays.

System Profiles: Affiliation Code Summary

el 5)
=¥ HCSOC La Sociedad Cultural Hizpana '@
=F NATES MNational Business Association '@
=F NATDE Mational Debate Club (<]
=¥ USCPA Us Cpa Association .8.
2. Click theGREEN PLUS button. TheAFFILIATION CODE PROFILES screen

displays.

Affiliation Code Profiles - Add/Duplicate

Profile to duplicate

K

Profile to create

v X

NOTE: Once the first Affiliation code is saved, if atddhal Affiliation Codes are created the
system displays theROFILE — ADD/DUP screen, not the Affiliation Code Summary screen.
The ADD/DUP screen gives the user the option to creat¢E®w/ code orDUPLICATE an
existing Code. Refer to the sectitiDuplicating System Profile$ for details on duplicating
existing codes.

3. Enter aCODE and aDESCRIPTION. The CODE is an alphanumeric identifier that

4. Click the GREEN PLUS screen to display SZCezihz g{:lj)grzgm]&fbfévghggagcters. Once
the Affiliation Code Detail screen. ged.

The DESCRIPTION is an explanation of the
code that can be a maximum of 30 characters.
The description prints on the customer
invoice.
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Action Description
System Profiles: Affiliation Code Detail Add
Code [APD Assign Start [06/10/2010 =
Description |Police Assodation | Assign End : i)

Discount Code | Mone v

Not available at
— oy At| |

the time of this ]
writing.

v @ X

ASSIGN DATES

TheASSIGN START date is the first date the code is available feiggsnent. It defaults with the
current date, but can be changed.

The ASSIGN END date is the date the code is no longer availabl@$signment. ThASSIGN
END date does not affect on any profile currently ushig code.

DISCOUNT CODE

The DISCOUNT CODE drop down list can be used to associate a discplant for accounts

assigned the selected Affiliation Code. TDESCOUNT CODE is optional. Only discounts

created in Discount Codes in System Profiles apjetire drop down list. If the Discount Code
is removed from the Affiliation Code, all accourtssigned the Affiliation code will no longer
receive the associated Discount.

MESSAGE

The MESSAGE text field is limited to 70 characters per linedaa maximum of four lines. The
message prints on any customer account invoice evtiex Affiliation Code is assigned. The
message field is optional.

5. Click theGREEN CHECKMARK or DISC to save thé\FFILIATION Code.
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Credit Class Codes

CREDIT CLASS codes can be used to define the credit statuscas@mmer account. The credit
class codes are optional and haneimpact on billing. These codes are used on trediCr
Information screen at the customer account level.

CREATING A CREDIT CLASS CODE

Action Description

1. SelectCREDIT CLASS CODES from the TheCREDIT CLASS SUMMARY screen
System Profiles list. displays.

System Profiles: Credit Class Code Summary

s | B &

o+

=% RsK Risl Credit Class (<]

= spC Special Credit Class '8'

= STD Standard Credit Classes '8'

2. Click theGREEN PLUS button. TheCREDIT CLASS DETAIL screen displays.
System Profiles: Credit Class Code Detail Add
Type Assign Start T
Description | | assignend [ |[E
v H X

TYPE

The TYPE field is used to create the credit class codés &n alphanumeric field that can be a
maximum of three characters.

DESCRIPTION
TheDESCRIPTION is an alphanumeric field that can be a maximunhiofyt (30) characters.

ASSIGN DATES

The ASSIGN START dateis the first date the code is available for agssignt. The current date
fills in the ASSIGN START date field, but it can be changed.

The ASSIGN END date is the date the code is no longer availablead$signment. ThASSIGN
END date does not affect accounts where the code veasopsly applied.

3. Click theGREEN CHECKMARK or disc
to save the Credit Class Code.
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Activation/Deactivation Codes

ACTIVATION andDEACTIVATION codes are used to provide a reason as to why aceoe
activating service and deactivating service withirygompany.

An ACTIVATION code is required on the Account Information scredren creating a new
customer account. THREACTIVATION code is a required field when deactivating a austo
account. The Activation/Deactivation codes can bo¢hused to create management reports
tracking the reasons why accounts and lines anea#iog service and terminating service.
ACTIVATION andDEACTIVATION codes can also be used at the line/service leeth can
then be used to create line management reportdrigathe reasons why accounts are activating
service(s) and why they are terminating service(s).

A default list of ACTIVATION/DEACTIVATION codes comes with the database. Please do not
remove the following default codes from the liSRA, URD, URR, andURS.

CREATING ACTIVATION/DEACTIVATION CODES

Action Description
1. SelectACTIVATION/ DEACTIVATION TheREASON CODE SUMMARY screen
Code from System Profiles. displays with the default system codes.

System Profiles: Reason Code Summary
o B & O

= AGE Aging Parameter Exceeded 'Q'
= CRD Credit Adjustment Applied [ ]
= DIS Dissatisfiad With Servica &l
= GLA Global Utility (Aged Status) [ ]
=P GLL Global Utility (Credit Limit 5 (%]
2. Click theGREEN PLUS button. TheREASON CODE DETAIL screen displays.
System Profiles: Reason Code Detail Add
code | | Assign Start §/17/2010 | [
Diescription | Assign End E
ol Activate o Deactivate LEC Offload TCSI l:l




PROFITEC
W System Profiles

Action Description

3. Create &ODE andDESCRIPTION. The CODE is an alphanumeric identifier that
can be a maximum of three characters. Once
saved the code cannot be changed.

The DESCRIPTION is an explanation of the
code that can be a maximum of 30 characters.
The description prints on the customer invoice.

ASSIGN DATES

The ASSIGN START date is the first date the code is available fsiggsnent. It defaults with the
current date, but can be changed.

The ASSIGN END date is the date the code is no longer availabl@g$signment. ThASSIGN
END date does not affect on any profile currently ughig code.

4. Select theACTIVATE or DEACTIVATE radio button to indicate what type of reason code
you are creating.

LEC OFFLOAD TCSI

LEC Offload TCSI 04724

The LEC OFFLOAD TCSI (TransactionCode Status| ndicator) field is used to associateé2C
TCSI code with a specifiaCTIVATE/DEACTIVATE REASON code. A maximum of 4 digits is
allowed.

TCSI codes entered here are looked at first by &#@ PROVISIONING module when generating
a LEC offload file. The associatadcC OFFLOAD TCSI code is included in the offload file
based on the activation/deactivation reason cddetse on a line. This is an optional field.

5. Click theGREEN CHECKMARK or DISC to save th&CTIVATION/DEACTIVATION
CODE.
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Invoice Reports Profile

TheINVOICE REPORTS PROFILE area contains nine optional reports, which cagdieerated
for each account and print as part of the customesice. Each of the nine reports can be
generated for three services, Outbound, Inbound,Vdineless. Parameters set in tR&/OICE
REPORTS PROFILE act as defaults and affect every account in yatatthse.

The invoice report parameters can also be set atemunt-by-account basis in tAECOUNT
REPORTS button in Customer Care.

DEFINING THE INVOICE REPORTS DEFAULTS

Action Description

1. SelectINVOICE REPORTS PROFILE from TheREPORT PROFILE screen displays.
the System Profiles list.

RPT#
The Rpt# is system-generated and identifies thert@p the grid.
REPORT NAME

The Report Name is a system-generated descriptioadch report. ThREPORT NAMES
cannot be edited in any way.

AUTO COLUMN

The AUTO column defaults ta\, indicating the reports anmeot automatically generated for
any accounts in the database.

If the AUTO column is set tey, as a default the report is automatically gendréteevery
account in the database. This field can be chaag#ge: account level.

FEE COLUMN

Each of the thre€EE columns, Outbound, Inbound, and Wireless, reptesanmonthly
recurring cost that can be charged for each sethizeeport is generated for.

2. Click theBLUE ARROW to select a report. The selected report displayedit boxes below
the list of reports.
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Action Description

Each report can be generated for up to three secategories, Outbound, Inbound, or Wireless.

3. Select the service type(s) the report will printliy changing the selection froNO to YES.

An optional monthly recurring charge can be entdéoeeach report, along with a default
commission plan.

5. Click UPDATE to commit the report The information appears in the list.
defaults to the grid.

6. Click the GREEN CHECKMARK to save Clicking theDISC saves the information but
the report parameters. remains on the screen. TBREEN
CHECKMARK saves the information and exits the
screen.

The below example displays thiNE USAGE SUMMARY report. The report will print on every
customer account with Outbound and Inbound servithe accounts will be charged a $2.00
monthly recurring charge for each report.
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ADDITIONAL INVOICE REPORT PARAMETERS

Three of the nine reports have additional paramedteat need to be defined when the report is
selected.

FREQUENT NUMBER SUMMARY

The Frequent Number Summary report details phongbeus called often by an account during
a billing cycle. When the report is selected, Tl NUMBERS called has to be defined. The
report shows thenost frequently called numbers

EXPENSIVE CALLS SUMMARY

The Expensive Calls Summary report details the mxgénsive calls made by an account during
a billing cycle. When the report is selected, WER DOLLARS value has to be defined. The
report shows altalls over the dollar value entered

LENGTHY CALL SUMMARY

The Lengthy Call Summary report details the caithwhe longest duration made by an account
during a billing cycle. When the report is selecéatDVER MINUTES value has to be defined.
The report shows all caltsser the duration entered
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Transaction Codes

TRANSACTION CODES define the type of monetary adjustment made tasioener account.
All money applied to an account must be applietgisi transaction code. The transaction code
must be associated withGENERAL LEDGER CODE definition. If the General Ledger function
is not being used, the defa@ENERAL LEDGER CODES satisfy the system requirement so the
transaction code can be saved.

TRANSACTION TYPE

A TRANSACTION CODE must have two indicators defined to specify howniBiil should
handle the transaction once it is applied to anoat The first indicator defines the
TRANSACTION TYPE and the secon@&(GN) defines whether the transaction amount should be
a debit ¢) or credit ¢) to the account.

The TRANSACTION TYPE tells OmniBill how to handle the transaction.TRANSACTION
TYPE is categorized as one of the following:

CASH TRANSFER (T): All negative (-)T transactions are applied against ¢th#estaged
amount. Cash transfers have an immediate impacaging and usually indicate a
payment or transfer of money has occurred.

INVOICED AMOUNT ADJUSTMENT () : I transactions are used to post adjustments or
credits to an account. All negative (-fransactions are applied against theéestaged
amount and have an immediate impact on aging

UNINVOICED AMOUNT ADJUSTMENT (U) : U transactions are used to post a pending
adjustment or credit to an accouudtiransactions haveo immediate impact on aging
These types of transactions are not applied tocaoumt balance until the production
process is completed.

SIGN

The selecte®IGN specifies whether the transaction amount shoulddisted €) or credited
( ) to the account.

Once a transaction code is saved, $ieN cannot be changed if the code has been applied to
account transactions.

OmniBiIll includes 38 default Transaction Codes. THEESCRIPTION cannot be changed on this
screen. Thénvoice Language Tableitility can be used to change any description phiaits on a
customer’s invoice.

Refer to Section 21 for information on using thedice Language Table utility.
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nder

CODE DESCRIPTION

ACHDB ACH Debit Payment

BALFD ***Balance Forward***

CALLC Usage credit

COMPY Commission Payment (stored in Sales Profiles u
Transaction Types)

COMRV Commission Reversal (stored in Sales Profiles u
Transaction Types)

CRDPY Credit Card Payment

CRDRV Credit Card Reversal

EPDSC Early Payment Discount

IACCR Intrastate Charge Credit

IACDB Intrastate Charge Debit

IAUCR Intrastate Usage Credit

IAUDB Intrastate Usage Debit

IRCCR Interstate Charge Credit

IRCDB Interstate Charge Debit

IRUCR Interstate Usage Credit

IRUDB Interstate Usage Debit

LECPY LEC Payment

LINRE Line Reactivation

LOCCR Local Charge Credit

LOCDB Local Charge Debit

LOCKP Lock Box Payment

LOUCR Local Usage Credit

LOUDB Local Usage Debit

MINCH Minimum Charge-Account Level

MINCT Minimum Charge-Contract

MINPL Minimum Charge-Plan

MOVEI Account Moved Invoiced Amount

MOVEU Account Moved Uninvoiced Amount

10
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CODE DESCRIPTION
NEWCH ***New Charges***
OLPMT Online Payment
PACRE Code Reactivation
PROCR Promotion Credit
REFCR Referral Discount
REFCR Referral Credit
RETCR Retention Credit
SRVCH Service Charge
TRMPL Early line termination fee
WRITE Write-Off

To have a different description print on customemices for anyone of these codes, you will
need to use the System UtilityNvOICE LANGUAGE TABLE . The DEBITS/CREDIT PAGE

Invoice section includes the items that need taguated.

/ Text that needs to be updated

Refer toSECTION 21 — SYSTEM
UTILITIES for instructions on how to
use the Invoice Language Table utility.

When creating your own Transaction code, the detsen will print on the customer’s invoice.

11
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CREATING ANEW TRANSACTION CODE

Action Description
1. SelectTRANSACTION CODE from the The TRANSACTION CODE SUMMARY
System Profile list. screen displays the default Transaction
Codes.

NOTE: TheRED X next to a code
indicates that it can be deleted as
long as it has not been assigned.

Codes without &ED X indicator
are System Transaction codes and
cannot be deleted from the grid.

2. Click the GREEN PLUS button to The TRANSACTION TYPE DETAIL screen
create a new code.

12
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Action

Description

3. Enter aCODE andDESCRIPTION.

4. Click theGREEN CHECKMARK to
continue.

CODE

The CODE is an alphanumeric field that can
be a maximum of five (5) characters. Once
the code is saved, it cannot be changed. The
code is used when applying a transaction to a
customer’s account; therefore it is best to
make it as descriptive as possible. The code
does not appear on the customer invoice.

DESCRIPTION

The DESCRIPTION is an alphanumeric field

that can be a maximum of thirty (30)
characters. The description prints on the
customer invoice on the Debits and Credits

page.

NOTE: Once the Transaction Code is saved, if additidmahsaction Codes are created the
system displays theROFILE — ADD/DUP screen, not the Summary screen. RBDdD/DUP
screen gives the user the option to creat€w code orDUPLICATE an existing Code. Refer
to Part 1 — System Profiles Charge Codes for mdogmation on duplicating an existing code.

START DATE

The START DATE is the first date the code is available for assignt The current date fills in

the START DATE field, but it can be changed.

END DATE

The END DATE is the date the code is no longer available faigasnent. Accounts with
transactions assigned this code are not affected.

13
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GENERAL LEDGER CODE FIELDS (required)

The ACCOUNT, DEPARTMENT, and OBJECT represent user-defined codes created in the
General Ledger in System Profiles. A transactiotecmust be associated with a genérdber
code. If no general ledger codes exist, the detaEINERAL LEDGER CODES of 0 is the default
entries.

TAXABLE (required)

The TAXABLE field is a requiredyES/NO field used to determine whether a tax should be
calculated on the transaction amount.

TAX TRANS CODE

The ability to override the default BillSoft tax tegory used when calculating taxes on
TRANSACTIONS can be accomplished by entering the appropriatecoale in the Tax Trans
Code grid. TheTAX TRANS CODE field is used to enter a 4-digit BillSoft tax cod2uring the

bill production process theAX TRANS CODE is used to force the transaction into the desired
tax category instead of the using the default Bit$ax category.

Contact your assigned Billing Analyst to enable thption and to receive a list of the BillSoft tax
codes.

The tax code entered must be a valid BillSoft tagec If an invalid tax code is entered for a
taxable transaction, production ignores the inatrtax code and uses the default BillSoft tax
code in its place. If the transaction is taxabld B TAX TRANS CODE is left blank, the default
BillSoft tax category (0306 — Other Access Chaigejsed.

NOTE: It is VERY IMPORTANT users enterinAX CODES have aFULL UNDERSTANDING
of the consequences OVERRIDING the defaulBILLSOFT TAX CODE.

JURISDICTION

The JURISDICTION is an optional, informational field. It is used tefine whether the

transaction code is being applied for local or tamal service.

FORCE AMOUNT

The FORCE AMT. is an optional field used to specify a particidatlar amount to charge when
the transaction code is applied. When the trarmaciode is applied, the dollar amount fills in
automatically, but the amount can be changed atithe.

14
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TREAT AS WRITE OFF
This field determines whether or not commissiontlvé released to sales agents.

This YES/NO field is used to determine whether or not thedaation type will have th&/RITE
transaction type logic applied. The default for fleéd is NO — Indicating not to write off the
commission payment. When this code is used, angipgrcommission payments are released.

SelectingYES marks the transaction asMRITE OFF and when the transaction code is applied,
pending commission payments arat released. The commissions are basically writtéraod
not released to the sales agent.

This option only applies if your database has th® PAID” option selected as the method for
releasing commissions. If you database is se&AfBILLED” commissions are automatically
release at the time your Bill Run is processedeffoee this setting does not impact any
transactions.

SUPPRESS COMMISSION REVERSAL

The Suppress Commission Reversal option is lisee8UPP COMM REV on the Transaction
Type Detail screen. This is¥ES/NO field to indicate if any earned commissions (consiiss
already released) should be reversed as a reshi afedit.

SelectingYES for this option indicates to the system that
NO earned commissions should be reversed when isquing
credits.

SelectingNO for this option indicates to the system fo
REVERSEany earned commissions; therefore penalizingjthe
sales agent because the credit was issued. Wheadia is
issued using theCREDIT THIS ITEM " method, the systent
reverses any earned commissions on that item.

Please contact your Assigned Billing Analyst for
information on the “Credit this Amount” method.

15
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SUMMARY REPORT SECTION (required)

The possible selections for this mandatory fielshcide specifically with categories found in the
Cycle Processing Summary Report. This report sumesiall financial activity for a specific
billing cycle. The report is located in tREPORT GENERATOR underFINANCIAL reports.

)

ASSOCIATED REASONS

You can add descriptive reasons to a Transactida titat will be available to your Customer
Service Representative when applying the code.

1. Enter the reason in the space provided.
2. Click ADD REASON.

The descriptive reason will be available when aioglyhe code to a customer’s account.
NOTES:

To delete an existing reason, click the Red X #ortght of the Associated Reason.

To edit an existing reason, click the Blue arrovakm the changes and clickPDATE
REASON.

16
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CREDITING CUSTOMER’S ACCOUNT USING OMNIBILL TRANSAC TION CODES

When a credit is issued using a code that inclumdaxable transaction code, the system
calculates the tax and credits the tax amount & rdéspective transaction category during

production.

The below list of transaction codes come as defanlyour database. Using these codes to apply
credits and debits for usage and usage based shaags the credited tax amount to the correct

tax bucket in the BillSoft tax program.

NOTE: When crediting a taxed transaction, credit thewamh of the transactiominusthe amount
of tax charged. OmniBill calculates the tax thasweharged on the transaction and credits
result to the appropriate tax category when orth@flefault transaction codes from the previ
list is used. One item to consider when creditiagktaxable charges is the potential for

amounts to vary for Business and Residential servihere is no indicator available for
Transaction Code that distinguishes a credit ortdghount as Business or Residential typeg
service.

If you are using a taxable transaction code ananetof the default codes, the system passe
credited tax amount to a default tax category (03@her Access Charge) unless a Tax Cod
entered in the selected Transaction Code.

the

DUS
ax
a
of

5 the
eis

17



System Profiles

NOTES:

There have been several questions relating to howstmer writes off an account using taxable
transactions. First, there is no 100% way to ds #ucurately. The below methodology will get

the account to within cents. The following taxatsknsactions have been routed to specific tax
buckets to back out taxes in the same manner iohithey were originally taxed.

CALLC, IRUDB, IRUCR, IRCDB, IRCCR all get sent thd tax bucket in BillSoft (0101 -
Interstate Toll)

This includes Interstate usage credits and debitslaterstate charge credits and debits. Note
that the only interstate service charges are PIQICRSLC charges.

IAUDB, IAUCR, IRCDB, IRCCR all get sent to the thxcket in BillSoft (0201 - Intrastate Toll)

This includes Intrastate usage credits and debits Iatrastate charge credits and debits. This
includes all other service charges including Acd¢duevel Recurring Charges. | will warn you
that if Acct. Rec. Charges are involved, they wibt back out properly because they are
originally taxed using the tax bucket 0306 - Othecess Charges.

LOUDB, LOUCR, LOCDB, LOCCR all get sent to the thucket in BillSoft (0705 - Local
Exchange Services)

This includes local usage credits and debits adsarvice charge on the local line inclusive of
features.

If a customer wants to write-off an invoice andythgant the taxes backed out, they must
summarize their pre-taxed charges into the follgwitategories and post transactions as
described above. Again, this will not be 100% aatayrbut will allow for a 99% recovery of
their taxes. If the customer is not concerned ablmitrecovery of taxes, then they should use a
non-taxable transaction and credit the total baahe.

18
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Service Categories

The list of SERVICE CATEGORIES available in your database is based on your consigned
with Profitec. Requests to add service categoriastrbe done through your assigned Billing
Analyst. Below is an example of some the possietgice categories that can be invoiced in the
OmniBill database. AdditionaERVICE CATEGORIES cannot be added or deleted from the
service categories list.

Code —» <+<—— Edit Icon

CODE

The CODE identifies the service category during the promuncprocess. It is hard coded and
cannot be changed.

DESCRIPTION

The DESCRIPTION is an alphanumeric field that can be a maximum @fcBaracters. The
service category description displays throughoetdatabase. Changing the description here will
not change the description that prints on a custgnmevoice.

The INVOICE LANGUAGE TABLE utility is used to change Service Category Desicmst that
prints on customer Invoices. Refer $&CTION 21 — SYSTEM UTILITIES for information on
this utility.

NOTE: The OE — OUTBOUND EQUAL ACCESS and VI — VOIP Service Categories includes
both Local and Long Distance service. This showdcbnsidered when renaming this service
category description.

OFFERED

The OFFERED column is used to indicate if the Service Categsrgvailable for assignment in
your database.

“Y” indicatesYES the service category is available for assignmeraltaccounts in the
database.

An “N” indicatesNO the service category is not available for assigrtreany accounts

in the database. This settirmnnot be changed for individual accounts. Once the
OFFERED COLUMN is set it affects all accounts.

19
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EDITING A SERVICE CATEGORY

Action Description
1. SelectSERVICES CATEGORIES TheSERVICE CATEGORY DETAIL
from the System Profile list. screen displays.

The EDIT button to the right of a service category is uded edit the
DESCRIPTION, OFFERED selection(Y/N), andSUSP. THRESHOLD entries.

The ARROW or CODE to the left of the service category is use€REATE/EDIT
Other Data entries for the selected service cayegor

2.

3.

Click the EDIT button to access the TheSERVICE UPDATE grid
Service Category Update area. displays.

Edit theDESCRIPTION by typing the new description in the grid

NOTE: The DESCRIPTION typed in the Service Categories grid appears brsakens in
OmniBiIll; but will not print on the customer’s inia@. To change descriptions on your customer
invoices for your Service Categories, refeSYSTEM UTILITIES — INVOICE LANGUAGE

TABLE utility.
4. SelectYES as theOFFERED indicator to enable the service category in OnihiBi
SelectNO if you wish to have the service category unavédlas a selection in OmniBill.
5. The Suspense Threshold is informational only.
6. Click SAVE to commit the change(s) to the grid.
7. Click theGREEN CHECKMARK or theDISC to save the changes made to the Service

Categories grid.
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OTHER DATA

Each service category includes an area where hta codes can be created. ThEeHER
DATA area is used to track additional information alibatselected service category that cannot
be defined in a native OmniBiIll field. Other Datdarmation classified aBUBLIC appears on
the customer invoice. Only orfaJBLIC data field can print on the invoice. Other Datat tis
PRIVATE does not appear on the customer invoice. Oncer atata is added to a service
category, it is defined at the line/service leviehio account.

ADDING OTHER DATA TO A SERVICE CATEGORY

Action Description

1. Click on the Record Section button (blue Two data grids display — Other Data and
arrow) to highlight the Service Categary Responses.
you want to ad®THER DATA to.

The CANCEL OTHER DATA button is used

When you are finished creating Other Data and Respdatems for a specific Service
category, click.

To deselect a highlighted service category.

2. Enter the description in the Other Data
Name field.

3. Select aTYPE for the data:PUBLIC or Data defined aPUBLIC prints on the invoice.
PRIVATE . Data defined a®RIVATE appears only within
OmniBiIll.
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Action

Description

4. Click theADD ITEM button to commit the description to the grid.

NOTE: ToDELETE an Other Data
Item or Response, click the
corresponding(.

To EDIT the other data item or
response, click the corresponding
NOTEPAD.

NOTE: Items are saved automatically when added or epdat

5. To add available responses, click the The DATA NAME must be highlighted to
Record Selector (blue arrow) to highlight associate the response to it.

theOTHER DATA NAME.

6. Add your response in the field provided.

7. Click ADD RESPONSE

The RESPONSE s added to the grid. Repeat
these steps to add additional response items
for this data name.

Clicking ADD DEFAULT adds the word
<ANY> to the grid, which allows the user to
type up to a 30 character response when
defining Other Data for a line.

Responses are saved to the grid immediately wheedaid the grid.

Repeat these steps to a0THER DATA to additional Service Categories.

8. Click the GREEN CHECKMARK or the

DISC to save all the work.
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Action Description

Resale Codes

RESALE CODES identify the carrier(s) providing services to yamd users. A resale code is
required when adding a line or service to an accdrResale codes are also used if you want to
factor the wholesale network cost of a call.

To add a line or service, it is necessary to spdabié carrier providing the service and in which
geographical location(s) the carrier provides #eatvice. OmniBill does this by pairirRESALE
CODES (carrier) andNETWORK CODES (geographical).

CREATING A RESALE CODE

Action Description
1. SelectRESALE CODE from the The RESALE CODE SUMMARY screen
SYSTEM PROFILES drop down list appears. The system-supplied resale e¢ade

is listed along with any resale codes already
created and saved.

2. Click theGREEN PLUS button to add a TheRESALE CODE DETAIL screen displays.
new code.

NOTE: Once the first code is saved, if additional Codss created the system displays the
PROFILE — ADD/DUP screen. Th&DD/DUP screen gives the user the option to creaew
code oDUPLICATE an existing Code.

Refer to the sectiotDuplicating System Profilesfor details on duplicating existing codes.

3. Enter aCODE. The CODE is an alphanumeric identifier that
can be a maximum of three characters. Once
saved, the code cannot be changed.
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Action Description

4. Enter aDESCRIPTION. The DESCRIPTION is an alphanumeric field
that describes the resale code. It can be a
maximum of 30 characters.

ASSIGN START

The ASSIGN START DATE is the first date the code is available. The airdate defaults in the
ASSIGN START DATE field, but it can be changed.

ASSIGN END

The ASSIGN END DATE is the date the code is no longer available. ABS8IGN END DATE
does not affect lines with the resale code alrequplied.

DETAIL TAB

The DETAIL tab stores specifidetails about the resale code. TherPE (jurisdiction),
CARRIER CYCLE CUT , and theSERVICE CATEGORIES (indicates what services the resale
codes can be applied to) are defined on this tab.

Action Description

1. Select theTYPE: Local or Non-Local. The TYPE associates the Resale code with a
The screen defaults witNNON-LOCAL jurisdiction: local or non local. This selection
selected limits which codes are available for selection

when adding services.

Resale codes associated with Non-Local serviceapjilear only when adding non-local services.
Only resale codes associated with local servickbgibvailable when adding local services.

2. Select all Service Categories where th&he SERVICE CATEGORIES list displays all
Resale Code can be assigned wheservice categories in the database.
adding a line.
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CARRIER CYCLE CUT

The CARRIER CYCLE CUT is an optional field. It indicates on which day tbe month the
carrier ends the billing cycle with the resellen€lCARRIER CYCLE CUT has no impact on
billing and is informational only.

COST FACTOR

Cost factoring uses the carrier wholesale cost oflhand applies a percentage, surcharge, or
both to that cost. This can be done on all or $étaffic types.

Cost factoring is done during production to calteidne cost of a call. If you use cost factoring,
an assigned rate plan is still required for the.lin

DEFINING COST FACTORS

Action Description

1. Click theCOST FACTORS tab. If no cost factor entries exist, the screen is
blank.

2. Select atraffic type from the dropdown
list.

3. Start with 100% to represent the wholesale coshftlee carrier and add the percentage
of increase to represent the cost factor. The elaimgow showdNTERSTATE calls
will be factored by 35% and a surcharge of $10.0D e added to the cost. The
surcharge is added to the cost after the call bas Eactored.

4. Click ADD TO LIST. The entry appears in the grid.
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Action Description

5. Click the GREEN CHECKMARK or
theDISC to save th&®@ESALE CODE.

One Resale Code can have multiple traffic typeh wiist factoring applied.

Multiple cost factors for one Resale Code .

In order for calls to be rated using Cost Factors:
TheRESALE CODE must be added toNETWORK CODE .
TheNETWORK CODE must be added to the Customer’s line.
NOTE: A Master Rate Group is required for all lines.wéwer, during production, the Cost

Factors of the entered Resale Code is examindd Ifiiaformation is added to the Cost Factors
tab, the calls are rated accordingly. The ratifigrination on the Master Rate Group is ignored.
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Network Codes
NETWORK CODES are used to define the geographic areas whereegall or provide service.
A network code is required when adding lines ovises to an account.

A network codemusthave at least one resale code associated withthis way, two important
pieces of information are satisfied when addin@ea br service: the carrier is identified (resale
code) and the geographic area is defined (netwaslk)c

CREATING A NETWORK CODE

Action Description

1. Select NETWORK CODE from the  The NETWORK CODE  SUPPLIER
System Profiles drop down list. SUMMARY screen displays existing codes.

OmniBiIll provides the network codeONET for use when lines or services are not associated
with a specific carrier's network. ThEONET network code is also used in production to
calculate service charges and determine if ftat€ fees should be charged on Gdatbound
equal access) lines. OmniBill does not make thigmeihation for any other service category.
When NONET is applied to both Intrastate jurisdictions on @R access line, state per line
PICC fees (if they exist) are charged to the line.

2. Click theGREEN PLUS button to add a ~ TheéNETWORK/ SUPPLIER CODE
new code. DETAIL screen displays.

NOTE: Once the first code is saved, if additional Codes aeated the system displays the
PROFILE — ADD/DUP screen. Th&DD/DUP screen gives the user the option to createw
code oDUPLICATE an existing Code

Refer to the sectiofDuplicating System Profilesfor details on duplicating existing codes.

3. Enter aCODE in the Profile to create The CODE is an alphanumeric identifier that
field. can be a maximum of five characters. Once
saved the code cannot be changed

4. Enter aDESCRIPTION. The DESCRIPTION is an alphanumeric field
that describes the resale code. It can be a
maximum of 30 characters.
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Action Description

ASSIGN START

The ASSIGN START DATE is the first date the code is available for assignt. The current date
defaults in thedASSIGN START DATE field, but it can be changed.

ASSIGN END

The ASSIGN END DATE is the date the code is no longer available fergasnent. ThASSIGN
END DATE does not affect on any lines where the networleasdilready applied.

TYPE

TheTYPE associates the code with a jurisdictionchl or Non-Local The association limits the
available codes for selection when adding services

When NON-LOCAL is selected, theACNA (AccessCarrier
Name Abbreviation) andCIC (Carrier |dentification Code)
fields are enabled.

The carrier supplies theCNA andCIC codes. This information
is for reference only and has no impact on billaigOmniBiIll
functionality.

When LOCAL EXCHANGE is selected, theLPIC (Local
Primary InterexchangeCarrier)lCCNA (Customer’s Carrier
NameAbbreviation) fields are enabled. This informatisrfar
reference only and has no impact on billing or (Biihi
functionality.

The ILEC/AREA (IncumbentL ocal ExchangeCarrier) field is
also enabled when Local Exchange is selected.
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LOCAL AND LONG DISTANCE PROVISIONING INDICATORS

The task of sending service orders to a carrigkniswn as provisioning. Five fields on the
NETWORK CODE DETAIL screen work together to identify whether OmniBilllvgenerate
service orders to carriers and, if so, what filerfat will be used to generate the orders.

CARRIER PROV - PRIMARY OFFLOAD
LEC PROV - SECONDARY OFFLOAD

CARRIER PROV. is aYES/NO option.

SelectingYES indicates you are using OmniBill to generate e@@ut provisioning batch
files for service orders.

SelectingNO indicates you are not using OmniBill to generadéeteonic batch orders for
provisioning.
LEC PROVISIONING

LEC PROVISIONING is used in conjunction with long distance provmsny. SelectingYES
triggers the creation of an additional file durthg long distance provisioning process.

The LEC files are calleHIC (Primary | nterexchang€arrier) CARE (CustomerAccountRecord

Exchange) request files. It is your responsibildysend this file to the LEC. The contents of the

file notify the LEC of a PIC request, which iderd# the long distance provider on a line.
Selecting\NO for LEC PROV indicates no additional LEfile will be generated.

SelectingYES in theLEC PROV enables theEC REFERENCE tab.
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Clicking the LEC REF tab displays theSUPPORTED LEC OCNs (Operating Company
Numbers)screen. This screen contains all LEC OCGisl file formats supported by OmniBill.
OCNSs cannot be added to the list of Supported LEZIN® shipped with OmniBill. Customer-
specific edits to fields other than the OCN nundomst OCN name are not allowed.

UPDATING THE LEC OCN VALUES:
Action Description

1. Click to Highlight the OCN to edit. The update Sagd-EC OCN grid displays.

2. Make the desired changes

3. Click UPDATE LIST. The changes are reflected in the grid.

30



System Profiles

PRIMARY OFFLOAD FORMAT

The PRIMARY OFFLOAD FORMAT is a system-generated list that defines which ldistance
carrier-specific formats OmniBill can use to gemeran electronic provisioning batch file. Only
supported carriers appear in the system-gener&edCarriers can be added to the list by
submitting a written request to your Billing Analys

Before selecting a supported carrier from RiRMARY OFFLOAD FORMAT list and saving the
network code, the Non Native Maintenance screghaiCARRIER PROVISIONING module for
that selected carrier must be completed. The sasetcessed by clicking thaAINTAIN
OFFLOAD FIELDS button on the Carrier Provisioning toolbar.

When a carrier is selected from tR®RIMARY OFFLOAD FORMAT list and theCARRIER
PROV field is YES, new lines assigned thB®ETWORK CODE become part of a provisioning
file for the selected carrier. The electronic psiaming batch file is generated in the Carrier
Provisioning module.

The PRIMARY OFFLOAD FORMAT list has aSTND EDI INTERIM FILE FORMAT option,
which can be used to export a flat file if you dut want to export orders in a specific carrier
layout.
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If you are not using OmniBill to generate electopiovisioning orders, selesD for CARRIER
PROV and selechO OFFLOAD as thePRIMARY OFFLOAD FORMAT list include aNO
OFFLOAD selection. WhemNO OFFLOAD is selected, no provisioning files are generated f
lines with the referenced network code

NOTES:

The Primary Offload selection can only be changeitierNO OFFLOAD or STANDARD EDI
INTERIM FILE FORMAT is selected. You may receive the following messfg®u try and
make a change indicating that the file cannot tzghd.

This message is being produced for one of theviatig reasons:

Lines exist in the database that are associatguigdNetwork Code/Offload Format; --
OR -

Orders exist in the Provisioning Interim Table tlae associated to this Network
Code/Offload Format.

The Offload Format Swap Utility should be used tonplete this action. Please refer to the
SYSTEM UTILITIES documentation for information on this utility.
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SECONDARY OFFLOAD FORMATS

The SECONDARY OFFLOAD FORMAT(S) defines the carrier-specific format OmniBill uses
when generating an additional electronic provisignbatch file. If you are provisioning to a
primary carrier but need a second provisioning tileated for another carrier, travel card
fulfillment house, or for your records, select anfiat from the selection list. If a carrier is
selected, an additional file is generated whenawigioning file is generated for the primary
carrier.

TARGET INTERVAL DAYS

TARGET INTERVAL DAYS is an optional setting that reflects the anti@planumber of days it
will take the carrier to activate the lines. WheMARGET INTERVAL DAYS value is set in the
NETWORK CODE DETAIL screen, that value is used to calculateAG&IVATION TARGET
date for the line. When theETWORK CODE is assigned to a line the number T@RGET
INTERVAL DAYS is added to the line’'SERVICE ADDED DATE to derive theACTIVATION
TARGET date.

EXAMPLES:

In the example to your right BARGET INTERVAL DAYS setting of 10
was added to the network code. A line added on312004 SERVICE
ADDED date) has am\CTIVATION TARGET set to 12/13/2004 (10
days later than the Service Added date). SERVICE ACTIVATED
date remains blank.

If the TARGET INTERVAL DATE is blank, THE ACTIVATION
TARGET andSERVICE ACTIVATED fields fill in with THE SERVICE
ADDED date.
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CLLI LOOKUP

A CLLI CODE is an alphanumeric code that identifies the loetaif switches at theECs
(LocalExchangeCarrier) andCLECs (CompetitiveL ocal ExchangeCarriers) central office.

TheCLLI LOOKUP defaults taNO when you create a Negork Code and the LATA grichted
on the Criteria tab is populated with LATAs as shdvelgx.

TheLATA grid is a system-generated list that displays gaitic areas where the network code
can be assigned.

You must highlight eachATA that you would like the Network Code available for
assignment. The Network Code is only available designment to lines within
LATAs selected in this list.

Click SELECT ALL LATAS to have the Network Code available to all States.

The CLLI LOOKUP capability is highly specialized. It is used onkhen a reseller uses
designated switches and does not offer servicaitiimaut aLATA .

SelectingYES for CLLI LOOKUP grays out the items in theATA grid since the network
references th6UPPORTED CLLIs stored in System Profiles for a supported CLLItstwviwhen

it is assigned. The switches must exist in #WlPPORTED CLLIs tables before assigning the
network code to a line.
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ALLOWED SERVICE CATEGORIES

The established network code is available as acehmnly for selected service categories in the
ALLOWED SERVICE CATEGORIES list.

In this example, the network code is available aviten adding an Broadband and Cable.

ASSOCIATED RESALE CODES

A NETWORK code must have at least oRESALE code associated with it that identifies the

carrier. When a network code is assigned to a time,associated resale code follows along. If
more than one resale code is associated with aoneteode, all associated resale codes are
options for the line.

CONTACT INFORMATION

CONTACT INFORMATION tab stores the contact information for the carfiduis is an optional
area and has no impact on billing.
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Service Level One Time Charge Codes

SERVICE LEVEL ONE TIME CHARGE CODES invoice ONCE. The default amount of the
charge can be changed on a line-by-line basis. gébafor site visits, service orders, and
directory listing changes are examples of senggellone-time charges.

CREATING A SERVICE LEVEL ONE TIME CHARGE CODE

Action Description

1. Select SERVICE LEVEL ONE TIME The ONE TIME CHARGE - SERVICE
CHARGE CODES from System Profiles. LEVEL SUMMARY screen displays.

2. Click theGREEN PLUS button. TheONE TIME CHARGE- SERVICE LEVEL
DETAIL screen appears.

NOTE: Once the first code is saved, if additional Codes created the system displays the
PROFILE — ADD/DUP screen. Th&DD/DUP screen gives the user the option to createw
code oDUPLICATE an existing Code.

Refer to the sectiotDuplicating System Profilesfor details on duplicating existing codes.

3. Enter aCODE and aDESCRIPTION. The CODE is an alphanumeric identifier that
can be a maximum of six characters. Once
saved, the code cannot be changed.

The DESCRIPTION is an explanation for the
code. It can be a maximum of 30 characters.
The DESCRIPTION prints on the customer

invoice.
4. Click theGREEN CHECKMARK to The SERVICE LEVEL ONE TIME CHARGE
continue. DETAIL screen displays.
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Action Description

ASSIGN DATES

TheASSIGN START is the first date the code is available for assigninThe current date fills in
the ASSIGN START DATE field, but it can be changed.

The ASSIGN END is the date the code is no longer available foigagsent. TheASSIGN END
date does not affect any line where the code i®atly assigned.

The CHARGE AMOUNT for a ONE TIME CHARGE code can be left zero or a default charge
amount can be entered. This charge can be chanfjed the code is applied to a line. The
Charge Amount and Jurisdiction fields are optional.

NOTE: This is one of the few areas in the system wheredéfiault charge amount associated
with a profile code can be changed within an ac¢oun

TheJURISDICTION value selected associates the One Time ChargevatiueitherLOCAL or
NON-LOCAL service. This association determines which codesaailable for selection when
adding services. Non-Local is selected as the ttefau

WhenNON-LOCAL is selected, the code appears as a selectionadrdy adding a
charge to a long distance line.

When LOCAL is selected, the code appears as a selectionvamiyn adding a
charge to a local line.
DISCOUNT SETTINGS

The DISCOUNT CONTRIBUTORY andDISCOUNT ELIGIBLE fields work in conjunction with
settings established inCASCOUNT CODE profile.

SelectingDISCOUNT CONTRIBUTORY indicates the associated charge amount
contributes toward which discount tier is used wbalculating an earned discount.
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SelectingDISCOUNT ELIGIBLE indicates any earned discounts determined by the
discount tier structure should be applied to thargé amount for thadDNE TIME
CHARGE code.

NOTE: Discount Contributory and Discount Eligible segts only apply in the situation where an
Account Level Discount Code is applied to an actaohat includes discount options for Service
Level One Time Charge codes. Utilizing the Disco@untributory and Discount Eligible
settings allows an administrator to decide whichvise Level One Time Charges codes are
contributing and/or eligible for a discouhen creating a new charge code, both discount
settings are checked by default.

ALLOWED SERVICE CATEGORIES

The ALLOWED SERVICE CATEGORIES list displays the available service categorieshia
database.

5. Select each service category hieE TIME CHARGE code can be assigned to when adding
aline.

This example shows tHBR andCA
service categories selected. TONE
TIME CHARGE code appears as an
option only when adding BR or CA
lines. It will not be available for any

other service category

TAX EXEMPTIONS

If tax exemptions are considered for this charpere are two ways to specify which taxes
should or should not apply.

Select individual tax exemptions from tBEREMPT TAX DESCRIPTION grid — or —
SET TAX EXEMPT VALUES FROM PROFILE

Select a tax tables from tI8ET TAX EXEMPT VALUES FROM PROFILE drop down
list to insert tax settings from that table. Thigngnates the need tmanuallyset each
exemption. The tax settings can be changed oncertifde is loaded. Tax tables are
maintained in th@AX JURISDICTION area located in Rate Profiles.

6. Click the GREEN CHECKMARK to save and exit the screen. Click hiSC to save your
information and remain on the current screen.
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Line Level Features/Recurring Charge Codes

Service Level Charges associated with a line aeated and stored ISERVICE LEVEL
FEATURES/RECURRING CHARGE CODES. Call forwarding, caller ID, and three way calling
are examples of service-level recurring chargess&hypes of charges are commonly referred to
as Features

A USOC (Universal Service Order Code) can be used for the chai@@DE or you can create
your own codes. The USOC system is a common nantgogvention used by the
telecommunication industry to describe servicesemdpment.

CODE IDENTIFIERS

A SERVICE LEVEL FEATURES/RECURRING CHARGE CODE is uniquely characterized by the
combination of theFEATURE CODE, STATE, OCN (Qperating Company Name), COS
(CategoryOf Service), andrA (Term Agreement) fields. A feature recurring cha@®@DE can
be used multiple times if the combination of théige values is unique. This capability is only
available with Feature Codes.

In the example above, tHESC Feature Code exists three times in the Line FeARecurring
Charge Summary screen.

The first example shows t&SC Feature Code available in Connecticut@@N 9147, aCOS of
LF (Line Feature), and® (Term Agreement) code of STNDRD.

The second example shows #&C Feature Code available in Connecticut®@N 9147, aCOS
of LF (Line Feature), and®A (Term Agreement) code of PK.

The third example shows ti&SC Feature Code available in Kentucky €N 9419, aCOS of
LF (Line Feature), and®A (Term Agreement) code of STNDRD.

CODE | STATE | OCN | COS TA

ESC CT 9147 LF STNDRD

ESC KY 9419 LF | STNDRD

The Feature CodeSC can be used more than once as long as one orahtite code identifiers
is unique.
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CREATING A LINE FEATURE/RECURRING CHARGE

TheLINE FEATURE/RECURRING CHARGE DISPLAY screen contains information that defines
the Feature Code.

Action Description

1. SelectSERVICE LEVEL FEATURE from The LINE FEATURE/RECURRING CHARGE
System Profiles SUMMARY screen displays.

2. Click theGREEN PLUS button. TheLINE FEATURE/RECURRING CHARGE

CODE PROFILES screen appears.

NOTE: Once the first code is saved, if additional Codss created the system displays the
PROFILE — ADD/DUP screen. Th&DD/DUP screen gives the user the option to creaew
code oDUPLICATE an existing Code. Refer to the secti@uplicating System Profiles for
details on duplicating existing codes.

3. Enter theCODE and DESCRIPTION for The CODE is an alphanumeric identifier that
the Feature being created. can be a maximum of six characters. Once
saved the code cannot be changed.

The DESCRIPTION is an explanation of the
code that can be a maximum of 30 characters.
The description prints on the customer invoice.

4. Click theGREEN CHECKMARK to TheLINE FEATURE / RECURRING CHARD
continue. DETAIL screen displays
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Action Description

The ASSIGN START is the first date the code is available for assignimit defaults with the
current date, but can be changed.

The ASSIGN END is the date the code is no longer available foigagsent. TheASSIGN END
DATE does not affect any profile currently using trusle.

DISCOUNT CONTRIBUTORY AND DISCOUNT ELIGIBLE

The DISCOUNT CONTRIBUTORY andDISCOUNT ELIGIBLE fields work in conjunction with
settings established in RBISCOUNT CODE profile. SelectingDISCOUNT CONTRIBUTORY
indicates the associated charge amount contriltoteard which discount tier is used when
calculating an earned discount.

SelectingDISCOUNT ELIGIBLE indicates any earned discounts determined by idwuant tier
structure should be applied to the charge amounthfat FEATURE CHARGE code.When
creating a new charge code, both discount settiags checked as a default.

NOTE: Discount Contributory and Discount Eligible ewbough checked here, only apply in the
situation where an Account Level Discount Codepliad to an account that includes discount
options for Features.
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MEASURED FEATURE

Measured Features is used to allow you to @t€ODES independently of the rate plan a line is
assigned to.

The MEASURED FEATURE tab includesOPCODES as found onMASTER RATE PLANS.
Please note that there are additional opcodes iatstavith features. Any charges added to
OPCODES on theMEASURED FEATURE tab takes precedence ov@PCODES included in a
Master Rate Group. This new option allows for gftsadibility in how rate plans are created.

For Example: You may have a few basic plans (Master Rate Grduafernet Plans etc.) that you
offer your customers, but you offer various optiavith various prices. You can now create your
basic Rate Plans and then create Features, whikidenprices for th© PCODES to handle the
various options that you offer.

OPCODES must be present on call
records for these items to be rated

properly.

Please contact your assigned
Billing Analyst for more
information onOPCODES.

PACKAGE ASSOCIATED ITEMS

The PACKAGE tab becomes available once the code has been samkds used to group
multiple features.

Features Codes can be bundled BEATURE PACKAGE . The Feature Package is assigned to a
line eliminating data entry steps. TREATURE PACKAGE appears as a single line item on the
customer invoice. Features included in the packaggprint on the customer invoice. Contact
your assigned Billing Analyst prior to using thigtion.

Individual Feature Codes must be created beforeauFe Package can be created. Refer to
section“Creating a Feature Packagkfor details on creating a Feature Package.
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GENERAL INFORMATION TAB

The GENERAL INFORMATION tab stores miscellaneous information about theureaCode.
The USOC, Jurisdiction, Carrier Prov., Target mékrand Proration fields default with system
values.

usoC

The UniversalService Order Code is a common naming device used by the telecomnwaiion
industry to describe services and equipment.dtMES/NO field that defines the Feature Code as
ausocC or as a user-defined code. Th®OC indicator is used when a Feature Code is applied t
a line. When applying the Feature Code to a lihe, user has three options to choose from:
BOTH, USOC, andNON-USOC. Based on the selection made by the user, Omrsplies only
Feature Codes that match the selected criteria.

JURISDICTION

The JURISDICTION associates the Feature Code with eith®@CAL or NON-LOCAL service.
This association determines which codes are avaifab selection when adding services. Non-
Local is selected as the default. The selectioo détermines which category Feature charges
display on the invoice — Local or Non-Local.

When NON-LOCAL is selected, the Feature Code appears as a sglewily when
adding the feature to a long distance line.

WhenLOCAL is selected, the Feature Code appears as a seledly when adding the
feature to a local line.

COMMISSION PLAN

The Commission Plan field is used to select a detammission plan for the charge generated
from the Feature Code. The commission plan carhbaged when the Feature Code is applied
to a line. If commissions are earned from this gbaselect the appropriate commission plan
from the selection liSDEFAULTCOMM is the system supplied default commission planyOn
commission plans created in the Sales Profiles heagjepear in the list.

DEFAULT FID(S)
TheFeaturelD (FID) field is a reference field used to furthefide the feature. Any information

added will fill in when the feature is added toirrel TheFID does not print on the customer
invoice.
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CARRIER PROV

CARRIER PROV is a YES/NO option, which indicates if feature orders shoukd dent to a
selected carrier in an electronic batch file. SgcYES indicates the Feature Code, when
applied to a line, is automatically included in m\sioning batch file in OmniBill for the
selected carrier. SelectingO indicates you are not using OmniBill to generatevjsioning
orders for features.

PRORATION

SelectingYES in the PRORATION field indicates partial charges should be assesdwsh the
feature is activated or deactivated for a portiba billing cycle.

SelectingNO indicates the full charge amount is invoiced eahe feature was not active the
entire billing cycle.

TARGET INTERVAL

The TARGET INTERVAL DAYS value is used to indicate the projected numberayfsche
carrier or service provider takes to activate gegdre. It is an optional field. The default vaisie
zero.

Example of Target Interval Application — Customer Care Module

When adding a feature to a line, the number of daysred in the Target Interval field (from feature
code) isADDED to theSERVICE ADDED date field andthatnewly calculateddateis entered in the
ACTIVATION TARGET field on theLINE LEVEL FEATURE/RECURRING FEE DETAIL

In the below example, Feature CdgteC has a 2 in the Target Interval Days field. WheneBe
Feature Code is applied, 2 days is added to theicBeADDED date to complete the
ACTIVATION TARGET field.

NOTE: Features with a target interval day defined d@T automatically activated when the
feature code is added to a line. The Activate dameains blank by default. The featuhdLL
NOT BILL until theACTIVATE DATE is filled in.

You must add the Activate date manually before thature will bill.

44



System Profiles

TAX EXEMPT TAB

By Default all tax items are taxable.

If tax exemptions are considered for this charberda are two ways to specify which taxes
should or should not be applied.

1. TAXEXEMPT LIST — Select the Tax Exempt status individually.

2.  SET TAX EXEMPT VALUES FROM PROFILE

Tax tables maintained in tf@X JURISDICTION area located in Rate Profiles are
displayed in this list. Selecting a tax table frdma list loads the tax settings from
that table thus eliminating the need to manuallyesemptions individually. The
tax settings can be changed once the profile telda
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ALLOWED SERVICE CATEGORIES

TheALLOWED SERVICE CATEGORIES tab displays the service categories you are usitite

database. Select each service categoryfFEAMFURE CHARGE code can be assigned to when
adding a line.

This example below shows that only tkk& and OD service categories are selected. The

FEATURE CHARGE code will appear as an option only when addingo&nor OD line. It will
not be available for any other service category.
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RATES TAB

Additional Feature Code identifiers and fee infotioma are defined and stored in tRATES
tab. Only two fields are required in this tab, @@S TYPE andTA CODE.

STATE

A system generated list of states, Canadian presginand selected territories outside the United
States are found in tI&TATE selection list. Selecting a State indicates thetite Code can only
be assigned to lines within the selected Statevihgathis field blank or selectinggX-ALL
STATES makes of the feature available to all lines emténghe database.

NOTE: When a state is selected, the system may disptayndicator as you see below. This
indicates the system is gathering information &pldiy in the OCN field. Please wait until the
symbol disappears before continuing.

OCN

If a STATE has been selected in the State drop down lisgddlitional field appears on the
screenOCN (OperatingCompanyNumber). Selecting a@CN further limits the availability of
the feature. Leave the OCN blank if the Stateasblor XX is selected.

Every domestic exchange in the US is tagged toemifip OCN. OmniBill uses th& ERG
database to determine what OCN is associated vg#rtecular StateOnly OCN'’s in the selected
state appear in the drop down. The Feature Codelysavailable to lines that match tBEATE
andOCN.
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COS TYPE

The COS TYPE acts as an additional filter when adding a Fealgde to a line. When adding a
feature to a line, the user must select a matchi®$ Type in order for the Feature Code to
appear. TheOs (CategoryOf Service) drop down list defaults with system-genedatodes.

AL
LF
SF
AM

DM
TA CODE

Access Line
Line Feature
System Feature
Analog Mileage
Digital Mileage

HC
UF
IF

CX
X

High Capacity
Usage Feature
Invoked Feature
Centrex

Tax Surcharge

The Term Agreement code identifies the length of time a custoagrees to have a feature
service on their line. This field INFORMATIONAL only and has no impact on billing. The
STNDRD (Standard No Term) code is the default code thigsswith the database.

Additional TA CODES and COS TYPE codes can be added using #FEATURE SUBCODE
MAINTENANCE utility located in System Utilities under tIREFERENCE tab.

SYSTEM UTILITIES

FEATURE SUBCODE MAINTENANCE
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VIEW/UPDATE

Two different fees can be entered under the s&BM&TURE CODE for BUSINESS and
RESIDENTIAL lines. By default the orientation of the accouatedmines the line orientation,
but the orientation of a feature on a line can lenged to a different orientation than what the
account is. The selected orientation in YHEW/UPDATE field indicates which rates you are
defining and/or viewing. In the below example tie(® monthly recurring charge would be
applied to Business lines with this feature.

The next example shows a $2.00 monthly fee fordeesial lines for the same feature.

SHOW ZERO RATES ON INVOICE

This option, if selected, indicates tAREATURE CODE will print on the customer invoice even if
no cost is associated with the feature.

FEE GRID

The fee grid allows you to set fees for a featlitee grid is divided into two portionf\ITIAL

and ONGOING. TheINITIAL fees default with 8ILL CYCLE value 0f99, indicating the fee
will bill for unlimited cycles. Th&ILL CYCLE value determines the number of billing cycles a
fee is invoiced for. The&ILL CYCLE value can be changed.

NOTE: The one exception is the Activation Fee, whickdsto bill for just one cycle.

ONGOING Fees can be used to stagger billing, delay thé¢ stabilling a defined fee, or stop
billing a fee after a designated number of billoygles have past. The Ongoing Fees are billed
after theINITIAL FEE BILL CYCLE value has past. THBNGOING Fees are locked until the
INITIAL BILL CYCLE is changed to a value less thegn
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ACTIVATION FEE

An ACTIVATION FEE is billed only once in the cycle the line is aatied in; therefore, only the
INITIAL portion of the grid is used. ARCTIVATION FEE cannotbe applied on a®N-GOING
basis.

ENTERING AN ACTIVATION FEE

Action Description

1. Click theRATES tab. If a State is selected, th@CN field displays

: : and can be filled in. If the OCN field is left
2. Select &8TATE, if applicable. blank, this by default indicates all OCNs are
3. Select a COS Type and a TA Code applicable.

4. Select the account orientation you are The VIEW/UPDATE field defaults with
entering the fees for in the BUSINESS.
VIEW/UPDATE field.

5. Click ACTIVATION FEE. The Activation Fee drops down to the edit
box below the fee grid. ThEEE NAME
cannot be changed.

6. Select theSIGN (+/-), enter aFEE  The BILLED and BILL CYCLE fields are
amount, and clickUPDATE FEE to locked for the Activation Fee option.
commit the fee settings.

The below example showsONE TIME ACTIVATION FEE of $10.00 for this feature.
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RECURRING FEE

Recurring fees are charged at specified billedvals for a specified number of billing cycles.
Unlike Activation fees, recurring fees can haveDANGOING fee as well as aNITIAL fee.

ENTERING A RECURRING FEE

Action Description

1. Click RECURRING FEE. The Recurring Fee drops down to the edit box
below the fee grid. The Initial fee must be
entered first before the Ongoing fee can be
defined.

2. Select theSIGN (+ or -) and enter the
FEE amount.

3. Select the BILLED INTERVAL the
recurring fee will bill out as (monthly,
guarterly, semi-annually, annually, or one
time). It defaults with MONTHLY
selected.

TheBILL CYCLE field defaults t®9, indicating the recurring fee will invoice for amlimited
number of billing cycles. ThONGOING portion of the fee grid is disabled when tRgL
CYCLE field is 99.

4. Click theUPDATE FEE button to commit th@ECURRING FEE to the grid.
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Action

Description

NOTE: If the INITIAL BILL CYC field is changed to anything other the® the ONGOING
portion of the fee grid is enabled. The ongoingtiparcan be used to change your fee based on
defined number of billing cycles. Once the Initialling cycles have passed, the on-going fees
start to bill. If you are enteringQNGOING fees, theBILLED interval selected will be the same for

theINITIAL andONGOING fields.

1

To enter rates for Residential customers, s&&SIDENCE from theVIEW /UPDATE list and
enter Activation and/or Recurring Fess following #bove steps.
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OTHER INFO TAB

The OTHER DATA ITEMS tab is used to track additional feature informativot used by
OmniBiIll, but of significance to your company. Thdormation can be classified #JBLIC
(appears on the customer invoice - only ®UBLIC data field can print on the invoice.) or
PRIVATE (does not appear on the customer invoice).

NOTE: Before you can enter Other Info informatidime Feature must be save@lick theDISC
to save the Feature and remain on the Other Iifo ta

ADDING OTHER DATA ITEMS

Action Description

1. Type theOTHER DATA NAME in the edit area above tA®D ITEM button.

2. Select arYPE for the data, there are two Data defined aBUBLIC prints on the invoice.
choicesPUBLIC or PRIVATE. Data defined aBRIVATE appears only within
OmniBiIll.

3. Click theADD ITEM button to commit the NOTE: Items and Responses are saved
Other Data Name to the grid. immediately when added or updated.
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Action Description

4. To add responses, highlight tkEHER NOTES: Click ADD DEFAULT to add the
DATA DESCRIPTION by clicking the <Any> response. The <Any> response
blue arrow. allows the user to type in any response to

the Other Data item. The screen print below

5. Click in the RESPONSEedit area above will allow the user to select a response from
the ADD RESPONSE button and type in a drop down list as well as type in a
your response. “Freehand” response.

6. Click ADD RESPONSE The RESPONSE is added to the grid.
Repeat these steps to add additional
RESPONSE items for the selected Other
Data Name.

NOTES:

Clicking theRED X next to anOTHER DATA Item removes th©@THER DATA Item an
all its corresponding Responses. Clicking RED X next to aRESPONSEremoves the
selectedRESPONSE

The information is saved immediately. ClickiddhNCEL (the Red X) does not reverse
this step. The information is removed regardless.

The Notepad with the Pencil is used to edit anthefitems in the grids.

ON LINE DESCRIPTION

The ONLINE DESCRIPTION tab has been added in support of the OmniSignup preduct.
The Online Description tab can be used to enteitiaddl information regarding the feature, but
will not appear in any other form in OmniBill.
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MEASURED FEATURES
Select theEASURED FEATURES checkbox to display Measured Feature options.

Measured Features is used to let you @BODES independently of the rate plan a line is
assigned to. Opcodes are used to define per cahages or rates f&rSAGE sensitive features,
such as collect call acceptance, payphone origihampletion, directory assistance, and
operator assisted calling.

Carrier call records must contain a value for thelsarges in order for them to bill properly
during the production process. If your carrier does provide this data, charges entered in this
grid will not bill. Special coding may be requiréa some instances. Your assigned Billing
Analyst can assist you in determining if specialgpamming will be necessary.

The following columns in the grid are hard coded aannot be changed, added to, or deleted:
CODE, CHARGE NAME , andTYPE.
TYPE DEFINITIONS

The definitions for the TYPE field are based on ét@harges for Master Rate Groups and the
other rate plans within OmniBill.

The rules listed may work differently with the Meesd Feature option. Please contact your
assigned Billing Analyst when implementing Measuregtures.

Indicates an opcode is flagged WtLOWED and MAXIMUM rules only.
Can be used only for theC — Customer Completednd DA — Directory

or Assistanceopcode. These charge types are not used for rdiirigare used
for free call allowances and/or billing call caps.

RT Indicates the opcode will be rated straight frora tharges table as a per
record charge.

SR Indicates the opcode will be rated from associggagraphic table, plus the

surcharge rate indicated in the charges tab.

Indicates the opcode will be rated from the amdimoind on the sourc
SS carrier data plus the surcharge indicated in thergds tab. Applies to Loca
Rates only.

4]

FR Applies a factor % as a multiplier to associatdies. See Note below.

FF Applies a factor % as a multiplier to Source Raédddes. See Note below.

55



System Profiles

UNIT

TheUNIT column is used to identify how records shoulddtea,C for Call,M for Minutes, or
T for Tenths. The default value is C — Call, but barchanged.

ALLOWED

The ALLOWED column is used to designate the number of freésuhat will be given per
billing cycle. Free units do not roll over to thexn cycle if they are not used.

MAX

The MAX column is used to set a limit on how many units ba billed during a cycle. The
default value i999999999indicating an unlimited amount.

CHARGE

TheCHARGE column is used to define the cost associated th@lopcode.
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ENTERING OPCODE CHARGES

Action Description

1. Click the Blue Arrow corresponding to The OPCODE appears in the edit box below
the OPCODE you are defining a charge the grid. TheCODE, CHARGE NAME , and
for. TYPE are grayed out. TheUNIT value

defaults a<s- CALL.

2. Select a TYPE from the drop down box.

3. Select thaJNIT in the drop down list. TheUNIT value can b€ for Calls,M for
Minutes, orT for Tenths.

4. Enter theALLOWED (free) Units, if applicable.
5.  Enter themAX value.

6. Enter the CHARGE amount for the
opcode.

OPTIONAL:
Enter a Surcharge and Per value if needed.

7. Click UPDATE CHARGES to commit the The charge appears in the grid.
charge to the grid.
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Action Description

In the below example, th¢O — Picture Msg Out will be rated $.20 per call. fehwill be 300
free Picture Messages per billing cycle and notlamithe number of calls that will be charged.
There will be a surcharge of $.45 / per Kilobyte

Repeat the above steps to define a charge for Gpeodes in the grid.

APPLY ALLOWANCES

When creating a Feature, you have choices on hawwant Allowed Units (300 in the
above Screen Print) applied. The defauftE& LINE.

PER LINE indicates that each line assigned the Featurévesc800 free units.
SelectingACROSS PLAN displays one additional OptionROOLED

ACROSS PLAN selected indicates that you want to share theateld allowed units (300
in the above screen print) with all the lines. Egample:

300 Allowed Units for the XO opcode
10 lines have this Feature assigned.

All 10 lines share the 300 allowed units. If anveleth line is added to the
account, 11 lines share the 300 allowed units.

ACROSS PLAN AND POOLED selected indicates that you wahniBill to calculate
the total free minutes based on the number of lineseature is attached to. All the lines
share to total allowed units. For Example:

300 Allowed Units for the SF opcode
10 lines have this Feature assigned.
Total Free Units: 3000

All 10 lines share 300 allowed units. If an eleteline is added to the account,
then there would be 3300 fee units to share athes$1l accounts.

NOTE: The Pooled option is not available when Per lisngelected.
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CREATING A FEATURE PACKAGE

Features Codes can be bundled BEATURE PACKAGE . The Feature Package is assigned to a

line eliminating data entry steps. TREATURE PACKAGE appears as a single line item on the
customer invoice.

STATE, COS and TA must be completed from the Rates tab. OmniBilb alerifies that the
SERVICE CATEGORIES, andJURISDICTION selections are the same. If the Feature Code does
not match exactly, it will not appear in the listavailable codes.

NOTES:
- The Feature you are working on must be saved fwioreating the package.

Feature codes must be created beforePtk@KAGE ASSOC. ITEM capability can be
used.

You must clickPACKAGE ASSOC. ITEM to allow information to display on this tab.

Features included in the package may print on tistomer invoice. Please check with
your assigned Billing Analyst or the Helpdesk toseme that the individual features
included in the package prints on the invoice.

Action Description
1. Click thePACKAGE ASSOC. ITEM The ADD NAME button and list box
check box. containing available Feature Codes becomes
available.
2. Click REFRESH ALLOWABLE TheADD NAMES DROP DOWN LIST
FEATURES. populates with available Features.

3. Select the features included in the feature packagethe drop down list.

— NOTE: You must click Refresh
Allowable Features to populate the

Add Names drop down list.
4—
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Action

Description

4. Select the Feature you wish to add to the package.

5. Click ADD NAME to commit the selected feature to the Feature Ngnde

6. Repeat steps 4 and 5 to add additional Featuresctodbe package.

7. Click theCHECKMARK or DISC to save your Feature.
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Account Level Recurring Charge Codes

The ACCOUNT LEVEL RECURRING CHARGES are billed independently of lines, services or
other charges.

CREATING AN ACCOUNT LEVEL RECURRING CHARGE CODE

Action Description

1. Select ACCOUNT LEVEL RECURRING TheRECURRING FEE SUMMARY-
CHARGE CODES from the System ACCOUNT LEVEL screen displays.
Profiles list.

2. Click theGREEN PLUS button. TheACCOUNT LEVEL RECURRING FEE
DETAIL screen displays.

NOTE: Once the first code is saved, if additional Codess created the system displays the
PROFILE — ADD/DUP screen. Th&aDD/DUP screen gives the user the option to creaew
code oDUPLICATE an existing Code.

Refer to the sectiotDuplicating System Profile$for details on duplicating existing codes.

3. Enter aCODE and aDESCRIPTION TheCODE can be a maximum of six alphanumeric
and click theGREEN CHECKMARK  characters. The code cannot be changed once it is
button. saved.

The DESCRIPTION is an explanation of the code
that can be a maximum of 30 characters. The
DESCRIPTION prints on the customer invoice.
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Action Description

The ASSIGN START is the first date the code is available for assignt. The current date fills
the ASSIGN START DATE field, but it can be changed.

The ASSIGN END is the date the code is no longer available foigagsent. TheASSIGN END
date does not affect any line where the code i®atly assigned.

DISCOUNT SETTINGS

The DISCOUNT CONTRIBUTORY andDISCOUNT ELIGIBLE fields work in conjunction wit
settings established in a Discount Code profile.

SelectingDISCOUNT CONTRIBUTORY indicates the associated charge amount contributes
toward a discount tier used when calculating aneghdiscount.

SELECTING DISCOUNT ELIGIBLE INDICATES ANY EARNED DISCOUNTS DETERMINED BY THE
DISCOUNT TIER STRUCTURE SHOULD BE APPLIED TO THE @QRGE AMOUNT FOR THATACCOUNT
LEVEL RECURRING CHARGE CODE

When creating a new charge code, both discountisgt are checked as a default.

JURISDICTION

The JURISDICTION associates the code with either local or non-lseaVice. This association
determines which summary level the charges shoanugpe invoice.

The DEFAULT COMMISSION field is used to select a default commission glanthe charge
generated from the Account Level code. The commisplan can be changed when the Account
Level code is applied to an account. If commissians earned from this charge, select the
appropriate commission plan from the selection B&FAULTCOMM is the system supplied
default commission plan. Only commission plans te@dn the Sales Profiles module appear in
the list. DEFAULT COMMISSION is an optional field.
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TARGET INTERVAL DAYS

The TARGET INTERVAL DAYS value is used to indicate thgrojectednumber of days the
ACCOUNT LEVEL SERVICE will be activated when adding to customer’s act¢otlihe Default

is 0. This number affects the Target and Activasgeld when adding the Account Level charge
onto a customer’s account.

If the Target Interval Days is left at O, the Tdrgad Activate dates for are the day you enter the
charge. Below are two examples of an Account Levbhrge on a customer’s account in
OmniCare.

If Target Interval is O; dates fill in automaticall

If a Target Interval Day value is any number ottiean O, the number of days entered in the
Target Interval Days field isSDDED to theADD DATE and the Activation date is left blarikhe
Account Level Charge will not bill until an Activat Date is entered.

If Target Interval is 5 dates then Target date da$s from the add date and the
Activate Date is blank.
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FEES GRID

The FEES grid contains Initial, Ongoing fees and Tax Trabsde Control fees. The Initial
portion of the Fees grid is used to create Actoraind Recurring fees. AKCTIVATION FEE is
billed only once, in the cycle the line is activaia; therefore, only the Initial portion of theidr
is used. AACTIVATION FEE cannotbe applied on a@N-GOING basis.

The TAX TRANS CODE CONTROL fields are used to apply a different tax ratehe ¢tharge
other than the default tax rate. This is lockeddeyault. Please contact your Assigned Billing
Analyst for further information on these fields.

CREATING AN ACTIVATION FEE

Action Description
1. Click the blue arrow next to the The edit boxes display. The Fee Name cannot
ACTIVATION FEE field. be changed. Ongoing Fees are disabled.

2. Select thesIGN (+ or -) and enter theEE  TheBILLED andBILL CYC fields are locked
amount. for the Activation Fee.

3. Enter the amount in the Fee grid.

4. Click UPDATE FEE to commit the fee to The ACTIVATION FEE appears in the fee grid.
the grid. The example shows@NE TIME
ACTIVATION FEE of $5.00.

RECURRING FEE

Recurring fees are charged at specified billedals, for a specified number of billing cycles.
Unlike Activation fees, recurring fees can haveDANGOING fee as well as aNITIAL fee.

Billing intervals greater than monthly (quartedgmi-annual, and annual) are always calculated
in ADVANCE, regardless of the database setting (which canttw monthly billed interval).
Proration does not apply for account level charded are billed one-time, quarterly, semi-
annual, and annual.
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CREATING AN ACCOUNT LEVEL RECURRING FEE

Action Description
1. Click on the blue arrow next to the The Edit Boxes display. The Fee Name cannot
RECURRING FEE field. be changed.

2. Select thesIGN (+ or -) and enter thEEE NOTE: Account Level charge codes are
amount in theNITIAL FEE grid. normally taxed based on your OmniBill
database settings.
3. Enter theNITIAL FEE .
If you feel taxes calculated by BillSoft will be
4. Select theBILLED INTERVAL you want inappropriate for the charge being created, you
the recurring fee to bill out as (monthlycan use the Tax Trans Code fields to enter an
quarterly, semi-annual, or annual). lappropriate Tax Code. Please contact your
defaults withMONTHLY selected. assigned Billing Analysts or the OmniBill
Helpdesk for appropriate tax codes.

The BILL CYC field defaults t099, indicating the recurring fee will invoice for amlimited
number of billing cycles. ThONGOING portion of the fee grid is disabled when BieL CYC
field is 99.

If the INITIAL BILL CYC field is changed to anything other the® the ONGOING portion of
the fee grid is enabled. The ongoing portion carused to change your fee based on defined

number of billing cycles. Once the Initial billingycles have passed, the on-going fees start to
bill.

If using theONGOING fee grid, theBILLED interval selected must be the same forlthEIAL
andONGOING fields.
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TAX TRANS CODES CONTROL GRID

The ability to override the default BillSoft tax tegory used when calculating taxes on
ACCOUNT RECURRING can be accomplished using theX TRANS CODE CONTROL GRID
for both Activation Fees and Recurring Fees.

ACCOUNT RECURRING CHARGE codes can have up to thre®X TRANS CODES entered for
both Activation Fees and Recurring Fees. Entering)a TRANS CODES forces the Account
Recurring charge into the desired tax categoryeatsof using the default BillSoft tax category.
In addition to forcing the tax categories usedatodn Account Recurring charge, users can also
indicate whaPERCENTAGE of the charge should go against specific tax cates.

Contact your assigned Billing Analyst in order tmable this option and to receive a list of the
BillSoft tax codes.

The default BillSoft tax code for Account Recurriagarges i©9306— Other Access Charge. If
the TAX TRANS CODE CONTROL grid is left blank, the default tax code is usBg. default
BillSoft uses thezIP CODE in the LOCATION ADDRESS to calculate taxes 0ACCOUNT
LEVEL CHARGES .

Action Description

1. Click theACTIVATION or RECURRING The selected fee name appears in the edit box
Fee Name. below the grid. The below example is creating
tax codes for Recurring fees.

TheTAX CODES andPERCENTAGES are entered in the corresponding fields.

66



System Profiles

Action Description
2. Enter theTAX CODES and Up to 3 tax codes can be entered. There is no
PERCENTAGES in the corresponding minimum requirement.

fields.

3. Click UPDATE FEE to commit the Tax
Trans Codes to the grid.

NOTE: IT IS VERY IMPORTANT USERS ENTERING TAX CODES HAVE A FULL
UNDERSTANDING OF THE CONSEQUENCES OF OVERRIDING THE DEFAULT
BILLSOFT TAX CODE.

OTHER DATA ITEMS TAB
The Account Level Charge Code must be saved poordding Other Data codes.

The OTHER DATA ITEMS tab provides a method to track additional infoipratnot used by
OmniBill, but of significance to you. The informati can be classified @&JBLIC (appears on
the customer invoice) dPRIVATE (does not appear on the customer invoice). Due@wvoice
space constraints onhnePUBLIC data field can print on the invoice.

ADDING OTHER DATA

Action Description

1. Click theDISC to save the Charge.

2. Click in the edit area above th&DD The name should be descriptive.
OTHER DATA button and type an
OTHER DATA NAME.

3. Select arYPE for the dataPUBLIC or Data defined aBUBLIC prints on the invoice.

PRIVATE . Data defined aBRIVATE appears only within
OmniBiIll.
4. Click theADD ITEM button. TheDTHER DATA NAME is added.
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Action

Description

6.

To add responses, highlight to@HER
DATA NAME. Click in the
RESPONSE(S) area above theADD
RESPONSEDbutton.

Click ADD RESPONSE

The OTHER DATA NAME

must be

highlighted in order to associate the response
with the Other Data Name field.

TheRESPONSE(S)is added.

Repeat process to add additional response items.

Type Response entry.
And click Add Response.

SelectingADD
DEFAULT allows a user
to enter up to a 30-
character response.
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EXEMPTIONS TAB

PRORATION

This YES/NO field specifies whether partial charges shouldabsessed if the Account Level
Recurring charge code is active for only a portbithe billing cycle. WhemO is selected, the
full charge is invoiced even if thkCCOUNT LEVEL RECURRING CHARGE code was not
active the entire billing cycle.

NOTE: The ProratiorY ES/NO option only applies to Account Level Recurring &jeacodes that
are set to bill monthly

TAX EXEMPT VALUES FROM PROFILE

If tax implications are considered for this charteere are two ways to specify which taxes
should or should not be applied.

1. TAXEXEMPT LIST

Select a tax item in the list changes to changeTH}EXEMPT status for that
category. A selection indicates to exempt the doata taxes.

2. SET TAX EXEMPT VALUES FROM PROFILE

Tax tables maintained in thAX JURISDICTION area located in Rate Profiles are
displayed in the drop down list. Selecting a talmldafrom the list loads the tax
settings from that table thus eliminating the needmanually set exemptions
individually. The tax settings can be changed dheeprofile is loaded.
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Class of Service Codes

CLASS OF SERVICE (COS) codes designate service privileges or restristimm a particular line
or terminal (PBX environment) or act as a meansudd grouping accounts (e.g., business,
residence, coin operated) for the purpose of restndtion (switch environment). A charge can
be associated with@OS code thus providing an additional means to attderges to a line.

CREATING A CLASS OF SERVICE CODE

Action

Description

1. Select CLASS OF SERVICE CODES
from the System Profile list.

2. Click theGREEN PLUS button.

The CLASS OF SERVICE SUMMARY screen
displays.

TheCLASS OF SERVICE DISPLAY screen
displays.

NOTE: Once the first code is saved, if additional Codess created the system displays the
PROFILE — ADD/DUP screen. Th&DD/DUP screen gives the user the option to createw
code oIDUPLICATE an existing Code. Refer to the Secti®uplication System Profile%for

details on duplicating existing codes.

3. Enter aCODE and aDESCRIPTION.

The CLASS OF SERVICE is an alphanumeric
identifier that can be a maximum of six
characters. Once saved, the code cannot be
changed.

The DESCRIPTION is an explanation of the
code that can be a maximum of 30 characters.
The DESCRIPTION prints on the customer
invoice.
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Action Description

DISCOUNT SETTINGS
The DISCOUNT CONTRIBUTORY and Discount Eligible fields work in conjunctionitiv
settings established in a Discount Code profilg¢sal — 8).

SelectingDISCOUNT CONTRIBUTORY indicates the associated charge amount contributes
toward which discount tier is used when calculatingearned discount.

SELECTING DISCOUNT ELIGIBLE INDICATES ANY EARNED DISCOUNTS DETERMINED BY THE
DISCOUNT TIER STRUCTURE SHOULD BE APPLIED TO THE CH ARGE AMOUNT FOR THAT CLASS
OF SERVICE CODE

When creating a new charge code, both discountisgt are checked as a default.

ASSIGN DATES

TheASSIGN START is the first date the code is available for assignimThe current date fills in
the ASSIGN START field, but it can be changed.

The ASSIGN END is the date the code is no longer available foigagsent. TheASSIGN END
date does not affect any line where the code i®ntly assigned.

RESTRICTED

The RESTRICTED drop down list provides a list of system-generatedes used to describe the
restriction level associated with the Class of #ercode. The selected restriction level defaults
on lines where the Class of Service code is applied
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FEE GRID

The fee grid contains Initial and On-going fees.AQTIVATION FEE is billed only once, in the
cycle the line is activated in; therefore, only thetial portion of the grid is used. An
ACTIVATION FEE cannotbe applied on a®ON-GOING basis.

CREATING AN ACTIVATION FEE

Action Description

1. Click theACTIVATION FEE link. The Fee Description cannot be changed.

2. Select theSIGN (+ or -) and enter theEE The BILLED and CYCLE fields are locked
amount. for the Activation Fee.

3. Click UPDATE FEE to commit the fee to The Activation Fee appears in the fee grid.
the grid. The example shows@NE TIME
ACTIVATION FEE of $100.00.
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RECURRING FEE

Recurring fees are charged at specified billedvals for a specified number of billing cycles.
Unlike Activation fees, recurring fees can haveONGOING fee as well as amNITIAL fee. The
ongoing portion can be used to change your feedbasalefined number of billing cycles. Once
the Initial billing cycles have passed, the on-gdiees start to bill.

CREATING A RECURRING FEE

Action Description

1. Click on theRECURRING FEE link. Fee Description cannot be changed

2. Select thesIGN (+ or -) and enter theEEE amount in theNITIAL FEE field.

3. Select theBILLED value you want the recurring fee to bill out as iy, quarterly, semi-
annually, annually, or one time). It defaults WAONTHLY selected.

TheBILL CYC field defaults t®9, indicating the recurring fee will invoice for amlimitednumber of
billing cycles. TheONGOING portion of the fee grid is disabled when gieL CYC field is 99.

If the INITIAL BILL CYC field is changed to anything other tha® theONGOING portion of the fee
grid is enabled. The ongoing portion can be usethémge your fee based on defined number of billing
cycles. Once the Initial billing cycles have passbd on-going fees start to bill.

NOTE: The Billed field
defaults to the value
selected in the Initial

<—— Billed field and cannot
be changed

4. Enter the Ongoing Fee and the number of Cycledltoui for as seen in the above screen print.

5. Click theUPDATE FEE button to commit theecurring feeto the grid.
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Action Description

JURISDICTION AND PRORATION

The JURISDICTION selected associates the Class of Service coddagihor non-local service. This
association determines when the Class of Servide pavailable for selection when adding services.
Non-Local is selected as a default.

WhenNON-LOCAL is selected, the code appears as a selectiormdrén adding a long
distance line.

WhenLOCAL is selected, the code appears as a selectiomdr@y adding a local line.
PRORATION is aYES/NO field that specifies whether partial charges stidng assessed if the Class

Of Service code is active for only a portion of thiéing cycle. WherNO is selected, the full charge is
invoiced even if the Class Of Service code wasastive the entire billing cycle.
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ALLOWED SERVICE CATEGORIES AND TAX EXEMPT

TheALLOWED SERVICE CATEGORIES list displays the service categories you are usirtge
database.

Select each service category G1eASS OF SERVICE CODE can be assigned to when adding
aline.

TAX EXEMPTIONS

If there are tax implications to consider for tbisrge, there are two ways to specify which taxes
should or should not be applied.

TAX EXEMPT LIST

Select a tax category in the list to change TAX-EXEMPT status for that category.
Selections indicate a Tax Exempt Status.

SET TAX EXEMPT VALUES FROM PROFILE

Tax tables maintained in tf@&X JURISDICTION area located in Rate Profiles are displayed
in the drop down list. Selecting a tax table frdma tist loads the tax settings from that table
thus eliminating the need to manually set exemptiodlividually. The tax settings can be
changed once the profile is loaded.

To complete the code, click tteREEN CHECKMARK button and you exit the screen. The
DISC button saves the information but remains on theescr
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Equipment/Accessory Codes

Codes identifying equipment and/or accessoriescegated in theEQUIPMENT/ACCESSORY
Codes profile. Equipment and/or accessories carnbeiced for purchase and/or leasing
arrangements.

Equipment/Accessory codes can be assigned atrtbdelvel as an addition to service or on the
account level as the service category E4yipmentAccessory). At the account level equipment
and/or accessories can be invoiced independeniird.a

CREATING EQUIPMENT/ACCESSORY CODES

Action Description

1. SelectEQUIPMENT/ ACCESSORY TheEQUIPMENT/ACCESSORY
CODESfrom the System Profiles list. SUMMARY screen displays.

2. Click theGREEN PLUS button. TheEQUIPMENT/ACCESSORY CODE
PROFILES screen appears.

NOTE: Once the first code is saved, if additional Codes created the system displays the
PROFILE — ADD/DUP screen. ThéDD/DUP screen gives the user the option to creatEw
code orDUPLICATE an existing Code. Refer to the secti@uplicating System Profiles for
details on duplicating existing codes.

3. Enter aCODE andDESCRIPTION The CODE is an alphanumeric identifier that
can be a maximum of six characters. Once
saved the code cannot be changed.

TheDESCRIPTION is an alphanumeric field
that can be a maximum of 30 characters. The
DESCRIPTION prints on the customer
invoice.

4. Click theGREEN CHECKMARK to continue.
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Action Description

ASSIGN DATES

The ASSIGN START DATE is the first date the code is available for assignt. The current date
fills in the ASSIGN START DATE field, but it can be changed.

The ASSIGN END DATE is the date the code is no longer available feigasnent. Accounts
previously assigned the Equipment/Accessory cod@ar affected by the end date.

COMMISSION

The COMMISSION field is an optional field used to select a defaammission plan for the
charge generated from the Equipment/Accessory cbde.commission plan can be changed
when the Equipment/Accessory code is applied tacmount or line. If commissions are earned
from this charge, select the appropriate commissigan from the selection list.
DEFAULTCOMM is the system supplied default. Only commissicanglcreated in the Sales
Profiles module appear in the list.

JURISDICTION

The JURISDICTION associates the code with either local or non-Iseabice. This association
determines which codes are available for seleatiben adding services. Non-Local is selected
as a default. The selection also determines tlegoat (local or Non-Local) the charges display
in the summary section of the invoice.

NON-LOCAL is selected as a default. The code appears dsciice only when adding
a charge to a long distance line.

WhenLOCAL is selected, the code appears as a selectionwdrdy adding a charge to
a local line.
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DISCOUNT SETTINGS

The DISCOUNT CONTRIBUTORY andDISCOUNT ELIGIBLE fields work in conjunction with
settings established inCASCOUNT CODE profile.

SelectingDISCOUNT CONTRIBUTORY indicates the associated charge amount contributes
toward the discount tier established for equipnaiisitounts. It is used when calculating an
earned discount.

Selecting discount eligible indicates any earnescalints determined by the discount tier
structure should be applied to the charge amounthéd Equipment/Accessory code.

When creating a new charge code, both discountisgt are checked as a default.
TYPE

EQUIPMENT is selected as the defadl¥PE. SelectACCESSORY if this is considered an
Accessory.

This field acts as a filter when adding Equipmeht¢essories to a line.

Manufacturer Information Tab

MANUFACTURER INFO TAB

The MANUFACTURER INFO tab is used to store manufacturer information toe
equipment/accessory code. This information sergea default when the equipment/accessory
code is applied to a line or added as a separateeséo an account.

MANUFACTURER (Required)

Manufactureris an alphanumeric field that can be a maximurB@tharacters used to identify
the manufacturer of the equipment/accessory.

MODEL NUMBER (Required)
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Model Numbeis an alphanumeric field that can be a maximurbSo€haracters used to identify
the model number of the equipment/accessory.

MODEL NAME (Required)

Model Namds an alphanumeric field that can be a maximurB@tharacters used to identify
the model name of the equipment/accessory.

WARRANTY MONTHS (Required)

Warranty Monthdgs a numeric field that can be a maximum of twareleters used to identify the
number of months the equipment/accessory is undaamy.

ASSET VALUE (Optional)
Asset Valuefield is used to identify the monetary value o tkquipment/accessory. The
maximum value of this field is $999,999,999.00.

Shipping Fee, Carrier, andMethod fields have been added in support of the OmniSignab
product.

SHIPPING FEE (Optional)

Shipping Feds a numeric field used to indicate the cost tip $he item. The amount is billed as
a one-time charge to the customer during the eqempi@ccessory’s first billing cycle.

CARRIER (Optional)

Carrier is used to record the carrier that shipped thépewnt/accessory. The carriers in the
drop down list are created using tBSTEM UTILITY — SHIP CARRIER MAINTENANCE .
Refer to Section 21 — System Ultilities for inforioaton this utility.

METHOD (Optional)

Methodis used to record how the carrier shipped thepegeint/accessory. The information in
the drop down list is based on the carrier seledfete drop down list is empty, then the carrier
selected did have shipment methods defined.
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ALLOWED SERVICE CATEGORIES

The ALLOWED SERVICE CATEGORIES list displays the service categories availableéhim
database.

Select each service category tB@UIPMENT/ACCESSORY code can be assigned to when
adding a line.

In the example above only ttBROADBAND and TELECONFERENCING service categories
are selected. This equipment code will not be atséelfor any other service category.

TAX EXEMPTIONS

If tax exemptions are considered for this charberda are two ways to specify which taxes
should or should not be applied.

TAX EXEMPT LIST

Select a tax category in the list to changeSTR¥EXEMPT status for that category.
Selections indicate a Tax Exempt Status.

SET TAX EXEMPT VALUES FROM PROFILE

Select aTAX TABLE from theSET TAX EXEMPT VALUES FROM PROFILE list.
The tables in this drop down list are maintained areated in Rate Profiles. This
method avoidsmanually setting each exemption. Individual tax settings ten
changed once the profile is loaded.

80



System Profiles

PURCHASE AND LEASE INFO TAB

Purchase and Lease payment options for Equipmerd&Sory codes are defined in the
PURCHASE AND LEASE INFO. tab. Selections made here determine what paynpgiuns can
be selected when the Equipment/Accessory codepigedio an account or line.

NOTE: ThePURCHASE AND LEASE INFO tab is optional when usirgQUIPMENT codes as a
reference. WheBEQUIPMENT/ACCESSORY CODES are applied to a line or an account,
an additional system-generated payment optmAM displays.COAM indicates the
equipment/accessory BustomerOwned And Maintained and has been added to the
line or account for reference only. The equipmetasory does not appear on an
invoice whenCOAM is selected. There amo charges associated with the COAM
selection.

AVAILABLE FOR PURCHASE

Selecting AVAILABLE FOR PURCHASE enables the purchase option when applying an
equipment/accessory code to an account or linkeftifunchecked, this payment option is not
available.

PURCHASE PRICE
The purchase price is invoiced in the billing cyitle Equipment/Accessory is purchased in.

ONE TIME CHARGE OF, The ONE-TIME CHARGE and PARTIAL PAYMENT
PARTIAL PAYMENTS OF, and charge options are used to define a purchase optene
CYCLES fields the cost of the Equipment/Accessory is billed in

installments Both charge types are invoiced in the billing
cycle the Equipment/Accessory is purchased in.

The remaining partial payments are invoiced for the
defined number o€ YCLES indicated.
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The below example shows tISAMP equipment code was created with a One-Time Puechas
Price of $20.00 and an initial One-Time Charge 1®.$0 and a $2.00 charge for the next five
billing cycles.

When the equipment code is added tONE on a customer’s account, the user can select 1 of
2 purchase@ptions:PURCHASE FOR $20.000r Purchase with Installments

AVAILABLE FOR LEASE

The AVAILABLE FOR LEASE option is used to set-up a lease for equipmentoaraticessories.
If left unchecked the lease option is not availalhen adding equipment and/or accessories to a
line or an account.

ONE TIME CHARGE OF, PARTIAL The ONE TIME CHARGE OF andPARTIAL

PAYMENTS OF, andCYCLES fields PAYMENTS OF fields are used to define the
cost of the lease. These charges are invoiced
in the billing cycle the Equipment/Accessory
is leased in.

The remaining partial payments are invoiced
for the defined number @fYCLES indicated.

Two types of leases can be created for equipmatibaaccessories:

1. OPEN ENDED

An open ended lease has th@R CYCLES field set at99. Open Ended leases bill a
monthly recurring charge every cydtaefinitely

An additional field, MINIMUM CYCLES , appears whem®9 is entered in the~OR
CYCLES field. The minimum cycle’s value is used duringdguction to indicate the
minimum number of cycles the lease must be invofoed
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2. CLOSED ENDED

When theFOR CYCLES field is set to anythindgess than99, OmniBill considers the
leaseCLOSE ENDED. Close Ended leases bill for the number of cydesned in the
FOR CYCLES field.

EARLY TERMINATION FEE

The EARLY TERMINATION FEE is a fee charged to an account when a lease taiesilefore
the defined number ofiINIMUM CYCLES has billed. If & EASE TERMINATES date is entered
on the equipment and/or accessories code at thieeségvel and the lease has billed less than the
minimum number of cycles, &ARLY TERMINATION FEE is charged.

ASSESS IMMEDIATE SHORTFALL

Selecting theASSESS IMMEDIATE SHORTFALL checkbox penalizes an account if the lease is
terminated before the number BOR CYCLES or MINIMUM CYCLES have been invoiced.
Unlike the Early Termination Fee, which chargeslat &mount, theASSESS IMMEDIATE
SHORTFALL option charges the remaining balance due on #sele

The EARLY TERMINATION FEE and ASSESS IMMEDIATE SHORTFALL penalties can be
used together.
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DEACTIVATING EQUIPMENT

When deactivating an account, equipment is the adgice that is not automatically
deactivated. Equipment continues to bill regardielsshe status of the account. Equipment

must be reviewed to determine whether to contintind or manually stop billing the
equipment. OmniBill handles Equipment in this marfoe the following reasons.

1. Purchase — Under this method equipment can dedaak a:
a. Direct purchase (equipment value billed andaust owns it) or

b. Purchase over Time (equipment value is billedrd¥ cycles and customer
owns it).

In neither case there is no “Deactivation datedfi¢f you want to stop billing
for the “Purchase over Time” equipment, you wileddgo delete the equipment

from the account.
2. Lease — Under this method the equipment canithedsas a:

a. Closed-ended lease (lease value billed overnt&ramied period of time).
There is no deactivation date on a Closed Endeskldayou want to stop
billing for the “Closed Ended Lease,” you will needdelete the equipment

from the account.

b. Open-ended lease (lease value billed ad-infimituntil ended). This type of
lease allows for deactivation using ttRASE TERMINATES date file.
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OTHER INFO TAB
The Equipment charge code must be saved befordgrant@ther Data Items.

The OTHER DATA ITEMS tab provides a method to track additional equipraenessory
information not used by OmniBill, but of significes to you. The information can be classified
asPUBLIC (appears on the customer invoice)RRIVATE (does not appear on the customer
invoice). Due to invoice space constraints oomg PUBLIC data field can print on the invoice.
Creating Other Data in the equipment/accessory poafde makes the information available for
selection when the equipment/accessory is appdi@ah taccount or line.

OTHER DATA ITEMS

The OTHER DATA ITEMS tab provides a method to track additional equipraenessory
information not used by OmniBill, but of significea to you. The information can be classified
asPUBLIC (appears on the customer invoice)RRIVATE (does not appear on the customer
invoice). Due to invoice space constraints oomge PUBLIC data field can print on the invoice.
Creating Other Data in the equipment/accessory poafde makes the information available for
selection when the equipment/accessory is appdi@sh taccount or line.

ADDING OTHER DATA ITEMS

Action Description

1. Click the edit area above t#®D NAME  The name should be descriptive.
button. Type a description and select a
DATA TYPE PUBLIC or PRIVATE.

2. Click ADD ITEM.

3. To add responses, highlight ttl@fTHER The OTHER DATA NAME must be
DATA NAME . highlighted in order to associate the
response with the field name.
4. Click in the RESPONSE edit area above
the ADD RESPONSEDbutton.
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Action Description

5. Add your response and clickhDD TheRESPONSEis added.
RESPONSE

Repeat the process to add additional Other Datesite

NOTES:

Click ADD DEFAULT if you wish users to type in their own respongdp. to 30
characters is allowed.

Items and responses are saved when added or updated

TheRED X is used to delete aDTHER DATA ITEM or RESPONSE If you press a Red
X corresponding to an Other Data Item, all respsr@se immediately deleted as well.

TheNOTEPAD is used to edit aOTHER DATA ITEM or RESPONSE
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NOTES

The NOTES tab contains a blank text box that can be usedd smportant notes on the
equipment/accessory item.

ADDING NOTES TO EQUIPMENT/ACCESSORY CODES
Action Description

1. Click on theNOTES tab.

NOTES
FIELD

2. Type text in the notes field. Alphanumeric and csple characters ar e
accepted.

ONLINE DESCRIPTION

The ONLINE DESCRIPTION tab has been added in support of equipment cépebiin the
OMNISIGNUP web product. At the time of this writing, the Qmdi Description is informational
only. The Online Description tab can be used teeradditional information regarding the
equipment, but does not appear in any other foon@mniBill.

3. Click the Green Checkmark to save the equiproede.
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Account Level Other Data

ACCOUNT LEVEL OTHER DATA is used to track additional information about acds not
used by OmniBill, but of significance to your comgaUsing Account Level Other Data gives
you the flexibility to create input fields in thathbase that are not native to the application.

OnceACCOUNT LEVEL OTHER DATA has been created, it can be defined for acconntsur
database. Account Level Other Data can be useshiw!s for customer accounts in the Customer
Care Access screen and be used to run the Accdbat Data report.

ADDING ACCOUNT LEVEL OTHER DATA

Action Description

1. SelectACCOUNT LEVEL OTHER DATA The ACCOUNT LEVEL OTHER DATA
from System Profiles. screen displays.

CREATING DATA ITEM DESCRIPTION

2. Enter the Account Level Other Data Item in the ed#a above thaDD ITEM button.
Click theADD ITEM button to commit the item to the grid.

NOTE: Items are automatically saved
when you clickADD ITEM .
Click the

Red X to delete an Item.

Click the Pencil/Notepad to edit
an ltem.

ENTERING THE RESPONSE(S)
3. Click the blue arrow to highlight tt@eTHER DATA ITEM added to the grid.

4. Enter a response in the edit area above\iiie RESPONSEbutton.
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Action Description

5. Click theADD RESPONSEbutton to commit the other data response to tie gr

NOTE: Click ADD DEFAULT to allow users to type up to a 30 character respavhen defining
Account Level Other Data<ANY> is added to the Response Grid.

NOTE: Responses are automatically
saved when you clicADD
RESPONSE
Click the

Red X to delete a Response.

Click the Pencil/Notepad to
edit a Response

Repeat these steps to add additional Other Dates ltand Responses.
6. Click theEXIT button when finished with Account Level Other Data

NOTES:
Items and Responses are automatically saved todatabase as added.

To DELETE an Other Data Item or Response, click the cormedipg X.
To EDIT an Other Data Item or Response, clickRENCIL/NOTEPAD button.

You can search your database for customers by At@ihner Data Items / Responses

Account Other Data Items/Responses can be vievoad tihhe Quick Reference screen.
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Action Codes

ACTION CODES are used to identify work order requests, custoinguiries in notes, and
trouble with service. After Action Codes are créatbey can be used in the following areas:

1. ACTION TICKETING MODULE

The ACTION TICKETING module is used to create and manage trouble sickeirk
tickets, and return authorization information fordividual customer accounts in a
centralized module in OmniBiIll.

2. CUSTOMER CARE MODULE
Action Tickets
Account Notepad Detall
Equipment/accessory repair history tab on thelémel
Collection Notes

An Action Ticket Code is a required field when dheg an Action Ticket. The Action Ticket
Code STNDR - STANDARD ACTION ships with your database shell and satisfies this
requirement. OmniBill® has a workflow managemenpatality that can be utilized when
creating action tickets. Action Codes can be cokafigh or without Workflow Management.

CREATING AN ACTION CODE

Action Description

1. SelectACTION CODES from the System The ACTION CODE SUMMARY screen
Profiles drop down list. displays.

In a new database STNDR - Standard
Action displays as the database default.

2. Click the GREEN PLUS button to add a TheADD/DUPLICATE screen displays.
new code.
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Action Description

3. Enter aCODE and aDESCRIPTION. The CODE is an alphanumeric field that can be
a maximum of five characters. Once saved the

4. Click the GREEN CHECKMARK to code cannot be changed.

continue to the Action Code Detail screen. _ _
The DESCRIPTION is an explanation of the

code that can be a maximum of 30 characters.

NOTE: Once the first Action Code is saved, if additioAation Codes are created the system
displays theADD/DUPLICATE screen, not the Action Ticket Summary screen. Ab®/DUP
screen gives the user the option to creat=& code orDUPLICATE an existing Code. Refer to
the Section System Profiles on how to duplicatexsting code.

ASSIGN DATES
The START dateis the first date the code is available for agsignt. The current date defaults in
the ASSIGN START datefield, but it can be changed.

The ASSIGN END dateis the date the code is no longer available feigasnent. TheEND date
does not affect any profile currently using thisleo

SEVERITY (optional)

This drop down list defines the importance of tlebtem or action based on its impact to the
customer. The three choices in the drop down are:

(AS) AFFECTING SERVICE

AS indicates an issue is affecting the customenfusing subscribed service.
(NA) NOT AFFECTING SERVICE

NA indicates an issue does not currently impair ¢bstomer from using subscribed
services.

(OS)OUT OF SERVICE
OS indicates the customer is currently not ablesto subscribed services.
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Action Description

PRIORITY (optional)

The PRIORITY defaults to 0. A number can be selected indicatiregimportance of the Action
Ticket. The significance of the numbers left to tiser.
CALLBACK REQUIRED? (optional)

If the CALLBACK REQUIRED? field is checked, and the code is selected in atioA Ticket, then a
CALLBACK DATE has to be entered on the Action Ticket detail extrieefore the Action Ticket can be
closed.

WORKFLOW LIST?

TheWORKFLOW LIST checkbox is used it indicate that the ticket moagted with a
predetermined workflow.

ADDING WORKFLOW TO THE ACTION CODE

If the Action Code is going to be associated witbrkflow, the WORKFLOW LIST checkbox
must be selected and o¢ORKFLOW LIST CODE must be selected from th# ORKFLOW
LIST drop down list.

1. Click theWORKFLOW LIST? Checkbox.

Selecting th&eWVORKFLOW LIST checkbox enables tM@ORKFLOW LIST drop down.

2. Select theWORKFLOW LIST CODE from the WORKFLOW LIST drop down. The codes in
the Workflow List are created using the Systemitytdh Manage Workflow List. The drop
down list is empty if Workflow List Codes are noeated.
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Action Description

Selecting awORKFLOW LIST Code is required if the Workflow List option isedked. If you
click OK or APPLY without selecting & ORKFLOW LIST Code, the following message displays.

Click theRED X to remove the
message,

ALLOWED SERVICE CATEGORIES

3. Select Service C_:ategories th@CTIO[\l The ALLOWED SERVICE CATEGORIES list
CODE can be assigned to when creating adisplays the service categories available in
Action Ticket. your database.

The example above shows that only BreandCB service categories are selected. AaFION
CODE appears as an option only when creating Actiorkélic for BR or CB lines. It is not
available for any other service category.

STEPS TO CLEAR (optional)

The STEPS TO CLEAR area is used to enter helpful hints or solutianthe specific problem the
Action Code represents. The steps display whenAttmn Code is selected within an Action
Ticket.

Type a brief description in the input field (lind0 characters per line).

Click theADD STEP button to move the description to the list-box.

Continue adding steps to the grid as needed.
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Action Description

TARGET RULES

ADDING TIME MANAGEMENT TO THE ACTION CODE

If the Action Code is going to be associated WitMIE MANAGEMENT the TARGET CLOSE
RULES must be defined.

TARGET CLOSE RULE?

The TARGET CLOSE RULE area is used to define the overall length of tileentire task should
take to complete. ThHEARGET CLOSE RULE checkbox needs to be checked if you are tracking
the status of the task.

1. Select theTARGET CLOSE RULE ? Selecting the TARGET CLOSE RULE
Checkbox. checkbox activates tHeARGET CLOSE RULE
area, which must be filled in before the code
can be saved.

The TARGET CLOSE RULE fields are required when theARGET CLOSE RULE checkbox is
selected.

2. Enter the totabAYS, HOURS, and/orMINUTES neededo complete the entire task assigned
this Action Code. The screen defaults with 8:00aard 5:00 pm as the times.

When determining the time needed to complete tls& tghen workflow is involvedjt is
recommended to add the total workday parametengs(dours, and/or Minutes) for each member
listed in the Workflow List Code assigned to thdiée Code.

If the TARGET DAYS, HOURS, and/orMINUTES are less than the sum total of theYS, HOURS,
and/orMINUTES of all Individuals or Groups listed in the WorkfloList Code, the following
message displays when the Action Ticket is saved.
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Action

Description

3. Check the days of the week Individuals ofThe choices areVEEKDAY , SATURDAY,

Groups are available to work.
4. Select arOpenOf Business time.

5. Select &Close ofBusiness time.

The screen defaults with 8:00 am and 5:00 pm a8rtiess.

and/orSUNDAY.

6. Click theGREEN CHECKMARK to save théCTION CODE and return to the Action Code
Summary screen. THESC saves the information but you remain on the screen

NOTE: If any of the Target Close Rule fields are leffirik, a message such as the following
displays indicating the missing information.

General Ledger

The GENERAL LEDGER makes it possible to manage, track, and repo®amiBill financial

activity. You can create and administer a genardfjér coding system that associates general

ledger codes witVAILABLE RATE TYPES and their corresponding charges.

Once general ledger codes are in place, they camskd for financial reporting via the

GENERAL LEDGER CODE DETAIL

report and theSENERAL LEDGER CODE SUMMARY

report found undeFINANCIAL REPORTS in theREPORT GENERATOR module.

Selecting General Ledger displays tBeNERAL LEDGER DETAIL screen. The detail screen is

divided into six (6) panesACCOUNT, DEPARTMENT , OBJECT, SELECTED RATE TYPES,

AVAILABLE RATE TYPES and the Add Codes Area. TBEFAULT general ledger code displays
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four (4) zeroes for thACCOUNT code, six (6) zeroes for tidEPARTMENT code and five (5)
zeroes for th©BJECT code.

t t t

System supplie®efault Codes

The AVAILABLE RATE TYPES displays approximately four hundred rate type ecotleat

represent all revenue- and expense-generatingdtel®s not currently associated with a general
ledger code.

Associating allAvVAILABLE RATE TYPES to a specific Account | Department | Object cades
optional, but strongly recommended for an accurapgesentation of all revenue. In theory, a
properly designed General Ledger should have ewaliable rate type assigned to a general
ledger code. One general ledger code can includgpieurate types, but one rate type can be
included in only one general ledger code.
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The example below represents the structure forgsveeral ledger codes:

General Ledger code®00-200000-30006epresents revenue from overseas usage.

General Ledger cod&000-400000-60000epresents revenue from account recurring fees
which are a non-usage item.

NOTE: Ideally, when building a General Ledger in OmfiiBil rates types should be assigned to
a general ledger code.
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Creating a General Ledger Account

Each General Ledger code must consist oR@GOUNT, DEPARTMENT , andOBJECT code.
Combined codes represent a unigue General Ledassifitation for a financial transaction.

CREATING ACCOUNT CODES

Action Description

1. Select GENERAL LEDGER from the TheGENERAL LEDGER DETAIL screen
System Profiles list. displays with theDEFAULT code selected.

When you first enter the General Ledger, your auisautomatically positioned on the screen
to add additionahCCOUNT Codes. The following steps walk you through addingAccount
Code and associating it to a Department, Object®aadable Rate Types.

2. Type a 4-characteTODE andNAME for The CODE mustbe 4 characters and can be
the ACCOUNT in the space provided.  alphanumeric.

3. Click ADD. The ACCOUNT CODE and NAME displays
in the Account grid.
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Action

Description

Please notice the additional entry within the Dapant and Object grids.

Create as many Account Codes as needed.
CREATING DEPARTMENT CODES

1. Click the BLUE RECORD SELECTOR (blue arrow) corresponding to the desired

ACCOUNT code.

2. Click the Green Plus button next to the Departn@md. TheEDIT BOX is now labeled

ADD DEPARTMENT .

3. Type a 6-characte€CODE and NAME The CODE and NAME

for the DEPARTMENT in the space DEPARTMENT grid.

provided.

is added to the

4. Click ADD. TheNAME cannot exceed 15 characters.

Create as many Department Codes as needed.
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Action Description

CREATING OBJECT CODES

1. Click the Record Selector for the desira@COUNT CODE then click the Record
Selector for the desireldEPARTMENT CODE . There will be one <Empty> entry in the
OBJECT grid.

2. Click theGREEN PLUS button within theODBJECT GRID. TheEDIT BOX is now labeled
ADD OBJECT.

3. Type a 5-characte€ODE and NAME The CODE and NAME are added to the
for theOBJECT in the space provided. OBJECT grid.

4. Click ADD. The below screen print shows 1 objects
added to th®BJECT.
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AVAILABLE RATE TYPES

The AVAILABLE RATE TYPES grid includes approximately four hundred rate typeles that
represent all revenue and expense-generating ibelescnot currently associated with a general
ledger code. When you click a code, it is seleeted it moves fronAVAILABLE RATE TYPES

list to theSELECTED RATE TYPES list. Each time this rate type is assigned themere/expense
generated from this item is categorized using #mecal ledger code defined by (Re COUNT,
DEPARTMENT , andOBJECT codes selected.

INCLUDING AVAILABLE RATE TYPES IN A GENERAL LEDGER CODE
Action Description

1. Click the Record Selector for the desired:
Account Code
Department Code
Object Code

2. Click the desiredRATE TYPE from the Available Rate Type grid. TRATE TYPE
moves to th&SELECTED RATE TYPE grid.

3. CIick EXIT to return to the Profile Cent&xLL CODES are saved immediately when added
their respective grids.

101



System Profiles

GENERAL LEDGER REPORTS
The General Ledger Reports are located in the De&ligence Center.

GENERAL LEDGER CODE DETAIL

The GENERAL LEDGER CODE DETAIL is one of two (2) General Ledger reports. The repo
details rate information for a specific billing ¢dgcThe output lists all rate type/transactions for
each account code and totals the rate type/trdopadter the last detail item.

Detail

Total

This report can be output to a delimited file timefudes the following fields:

Account Code - Department Code

Account Code Name - Department Code Name

Object Code - Object Code Name

Market 1D - Rate/Transaction Type Code

Cycle Set - Rate/Transaction Type Total Amount

Cycle End Date

The delimited file is sent to the OmniBill applicat path. Assigning a file name is optional but
you may want to assign a name that makes more seyse.

<+———— Enter file name
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GENERAL LEDGER CODE SUMMARY

The GENERAL LEDGER CODE SUMMARY report uses the same data as GENERAL
LEDGER CODE DETAIL report, but presents it in summary format, leavong the name fields
(e.g. account name, department name, etc.) assocmth each segment of the general ledger
code.

GENERAL LEDGER CODE DETAIL

GENERAL LEDGER CODE SUMMARY
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Discount Codes

The DISCOUNT CODE profile is used to create Account Lewdiscounts based on Account
spending levels, volume of call minutes used, enthlume of calls made by an account. Once a
DISCOUNT CODE is created, it is available for assignment on @oant.

Discounts should be managed very carefully. Theesysallows for multiple discounts to be
applied to a single account. TdSCOUNT CODE DETAIL screen has many fields that work in
conjunction with one another.

CODE

The CODE is an alphanumeric identifier that can be a maximai eight characters. Once saved
the code cannot be changed.

DESCRIPTION

The DESCRIPTION is an explanation of the code that can be a maximfu80 characters. The
description prints on the customer invoice.

ASSIGN DATES

The ASSIGN START DATE is the first date the code is available for assignt. It defaults with
the current date, but can be changed.

The ASSIGN END DATE is the date the code is no longer available faigasnent. The
ASSIGN END DATE does not affect any account currently using tbdec
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CONTRIBUTION TIER TYPE

The CONTRIBUTION TIER TYPE is an indicator used during production. This iadic
instructs the production program on what type afcdunt calculation should be used. Two
options are availabléNCREMENTAL or RETROACTIVE .

INCREMENTAL

SelectingNCREMENTAL for the Contribution Tier Type indicates the disebshould be spread
out over the total dollar amount eligible. Multiptalculations are performed during production
when a discount is incremental.

Example A customer is eligible for a discount on $300.0Ge Contribution Tier Type
selected iIINCREMENTAL and the below discount grid is used, productidoutates the
following discount for the account:

The first $100 of the $300 eligible is discountéd %= $1.00

The remaining $200 is discounted at 3% = $6.00
Total discount earned $7.0C
RETROACTIVE

SelectingRETROACTIVE for the Contribution Tier Type indicates the disob percentage is
calculated on the total dollar amount eligible. YDONE calculation is used during production.

Example A customer is eligible for a discount on $300.G0the Contribution Tier Type
selected IRETROACTIVE and the below discount grid is used, producticcutates the
following discount for the account:

The total $300 is discounted at 3% = $9.00
Total discount earned = $9.00

Retroactive discounts are typically more benefi¢aal
consumers than Incremental discounts.
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CONTRIBUTION TIER STRUCTURE

The CONTRIBUTION TIER STRUCTURE defaults withDOLLARS selected. There are three
choicesDOLLARS, MINUTES, andCALLS.

If DOLLARS is selected, the discount is
determined by the amount of money spent by the
account.

If MINUTES is selected, the discount is determined by theb®urof minutes of usage
used by the account.

If CALLS is selected, the discount is determined by thebmunof calls made by the
account.

CONTRIBUTION TIER BREAKS

The CONTRIBUTION TIER BREAKS grid is user defined and works in conjunction wttke
CONTRIBUTION TIER STRUCTURE fields and th@IER BREAKS/% DISCOUNT grid.

During production the tier breaks are used to kmawch corresponding discount percentage
should be used when calculating a discount. OnG»rribution Tier Break is added (1), it
appears in th& ER DISCOUNT grid (2).

Each tier break entered indicates the value anumtcmust reach in order to earn a defined
discount percentage. Enteriag9999in the CONTRIBUTION TIER BREAKS grid indicates an
unlimited value.
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LINE TYPE GRID

The available Service Categories are listed in UiNE TYPE grid. Selecting a Line Type
indicates which services should be included indiseount.

ELIGIBLE TABLE TYPE

GENERAL is selected as the defa@ltIGIBLE TABLE TYPE . Selecting General indicates the
sameDISCOUNT PERCENTAGE grid is used for alLINE TYPES (service category) selected.

If CATEGORY is selected, th@IER BREAKS are the same, but tilBSCOUNT PERCENTAGE
can be changed for eatiINE TYPE (service category) selected. This gives you diteatbility
when creating discounts.

The below example shows the discount WitRTEGORY selected as thELIGIBLE
TABLE TYPE and theBR LINE TYPE selected.

TYPE =—p

GRID

The below example shows how eDISCOUNT column changed to zero when thE
LINE TYPE was selected, allowing a different discount % d¢oelntered for the selected
Line Type Code.
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DISCOUNT AREAS

The DISCOUNT AREAS grid is used to select which traffic based and-tnaffic based items are
included in the Discount Code. The Discount Aredd gan be unique for eadliNE TYPE
selected in theINE TYPE grid.

The below example shows ti@&E LINE TYPE highlighted and Local RLRN 01 - 06
discount areas (rate types) set to be contribwndyeligible for a discount.

The next example shows tl® LINE TYPE highlighted and Local RLRN 03 and Local
RLRN 05 discount areas (rate types) set to be ibenory and eligible for a discount.

CONTRIB

Changing theCONTRIB column in the Discount Areas grid froRD to YES indicates that the
associated charge amounts for the selected discated is going to determine which
contribution tier break and discount should be wskdn calculating an earned discount.

ELIGIBLE

Changing theELIGIBLE column in the Discount Areas grid fronO to YES indicates any
earned discounts determined by the discount tierctsire should be applied to the charge
amount for the selected discount area.
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CREATING AN ACCOUNT LEVEL DISCOUNT CODE

Action Description
1. SelectDISCOUNT CODES from the TheDISCOUNT CODE SUMMARY grid
System Profile list. displays.
2. Click theGREEN PLUS button. The DISCOUNT CODE PROFILES -

ADD/DUPLICATE screen displays.

NOTE: Once the first code is saved, if additional Codes created the system displays the
PROFILE — ADD/DUP screen. Th&DD/DUP screen gives the user the option to creat&Ew
code oDUPLICATE an existing Code.

Refer to the sectiotDuplicating System Profile$for details on duplicating existing codes.

3. Enter aCODE, aDESCRIPTION and click The CODE is an alphanumeric identifier that
the GREEN CHECKMARK . can be a maximum of five characters. Once
saved, the code cannot be changed.

The DESCRIPTION is an explanation for the
code. It can be a maximum of 30 characters.
The DESCRIPTION prints on the customer
invoice.

4. Select &£ONTRIBUTION TIER TYPE , Each field defaults with a value.
CONTRIBUTION TIER STRUCTURE ,
andELIGIBLE TABLE TYPE .
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Action Description

CREATING YOUR CONTRIBUTION TIER BREAKS :

A Tier Break is required. If your discount is nasdsed on individual tiers as the example below
illustrates, enter 999999 as your indicated tier.

5. Enter the tier break in theaDD TIER
input box.

6. Click ADD TIER to commit the tier break
to the grid.

Repeat steps five and six to add multiple tier
breaks.

ENTERING YOUR DISCOUNT RATES

OnceCONTRIBUTION TIER BREAKS are added (1), they appear in thER DISCOUNT grid
(2). The column labeled % Discount is where yoscdunt is entered.

TIER BREAKS
CREATED

@—»

@

TIER BREAKS APPEAR
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Action Description

7. Click the TIER BREAK (2) and enter a The TIER BREAK appears in the edit box
discount percentage. below the grid.

8. Click UPDATE to commit the discount to
the grid.

Repeat these steps for each tier break.

9. Select A INE TYPE. The RATE TYPE CODES selected in the
Discount Areas grid are associated with the
specificLINE TYPE highlighted.

NOTE: Multiple LINE TYPES can be selected within one Discount Code profitee following
steps need to be completed for each line type ilgigteld.

CONTRIB — A YES in this column indicates to the system that thecbunt Area contributes to
the overall total amount to be discounted\N@ in this column indicates to the system that the
amount does not contribute to the overall total @mo

ELIGIBLE — A YES in this column indicates to the system that theowamh is edible for the
discount.

NOTE: Any number ofYES/NO combinations can be made using @@\TRIB andELIGIBLE
check boxes.

10. Highlight aRATE TYPE code in the
DISCOUNT AREAS grid.

11. Determine if the rate type selected is
CONTRIBUTORY and/orELIGIBLE by
selecting the respective check boxes.
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Action Description

12. Click UPDATE to commit the selections
to the grid YES displays in the
CONTRIB. and/orELIGIBLE columns.

Repeat steps 10-12 to select additioRATE
TYPES in the discount areas grid. To add
additional LINE TYPES to the Discount Plan
repeat the above steps beginning with step 9
before clicking thedK button.

13. Click theGREEN CHECKMARK or DISC
to save.

Discount Codes created in System Profiles appedherSPECIAL FEATURES/DISCOUNTS
screenin the Customer Care toolbar. TREUSTOM DISCOUNTS tab displaysVOLUME
DISCOUNT CODES in theVOL DISCOUNTS tab at the bottom of the screen. Refer to Sedtin
— “"Customer Care Additional Account Information“for details on how to apply volume
discounts to a customer account.

[ 1

NOTE: If any non-traffic rate types are selected indisount areas grid, one important thing to
remember is each non-traffic profile code created theDISCOUNT CONTRIBUTORY and
DISCOUNT ELIGIBLE fields selected as a defallRAFFIC rate types selected are not tied to
any other codes in the database.

For example, if Account Level Recurring rate typeles are selected in the Discount Areas grid,
a choice can be made as to which Account Level iReguCodes are included in the discount by
checking the Discount Contributory and/or Discoligible checkboxes on Recurring Fee

Display — Account Level screen.
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LATA Reference Information

LATA REFERENCE INFORMATION is a tool used to view area codes in a partidlddA and
researchCLLI information for a specific area code and exchamgdin a LATA. The
information is obtained from theERG (L ocationExchangeRoutingGuide). The information is
updated when the quarterly LERG CD is imported i@mniBill. To update your LERG, you
must have a subscription with Telcordia.

HOW TO USE THE LATA REFERENCE TABLE

Action Description
1. SelectLATA REFERENCE TheLATA SUMMARY screen displays.
INFORMATION from the System
Profiles list.
2. Click aLATA # from theLATA The LATA DETAIL screen displays a list of
SUMMARY list. Area Codes in the referenced LATA.

NOTE: TheADD NPA andUPDATE NPA buttons can be used to check NPA/NXX regardless of
the LATA selected. You can enter a desired NPA ih® Served NPAs grid by entering the
NPA in the field provided and clickingDD NPA. Continue with the steps listed below to get
information for the desired NPA. Keep in mind tl@s area is informational only.

3.  Click theNPA (Area Code) to research. The area code appeatheilNPA field
under tha.ERG REFERENCE.
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Action Description

4. Type the exchange in tiNNX field and  The CLLI INFORMATION screen references
click theCLLI INFO button. the LERG and displays switch information.
The AVAILABLE NETWORK CODES list at
the bottom of the screen displays existing
network codes that can be used for lines in the
referenced area code and exchange.

TheCLLI INFORMATION screen references the LERG and displays switcirirdtion.

The AVAILABLE NETWORK CODES listed at the bottom of the screen displays exgstin
network codes that can be used for lines in thereeced area code and exchange.
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Supported CLLIs

A CLLI CODE is an alphanumeric code that identifies the platdimcation of a switch at the
Central Office ofLECs andCLECs. TheCLLI LOOKUP capability is highly specialized. It is
used only when reselling designated switches.

A SUPPORTED CLLIs profile works in conjunction with a network codefile.

When a network code witNES selected in theCLLI LOOKUP field is assigned to a lindhe
system performs a search in #1i@PPORTED CLLIstables. The system is looking for two items:

A supported switch for th8TATE andLATA the line belongs to.

The network codes that were selected for the stggamvitch.

If the system finds no supported switch when the s added, there will not be any network
codes available for assignment to that line.

ADDING A CLLI CODE

Action Description

1. SelectSUPPORTED CLLI'S from the The SUPPORTED CLLI SUMMARY screen
System Profile list. displays. It will be empty if no Supported
CLLI codes have been created.

2. Click theGREEN PLUS button. The SUPPORTED CLLI DETAIL screen
displays.

116



System Profiles

Action Description

3. Select &8TATE from the list. TheLERG is checked and a list afATA s
in the state is returned.

4. Select &.ATA from the list. A pause may occur after a LATA is selected
because the LERG is being referenced.
Once aLATA is selected the CLLI information
becomes available.

5. Select &€LLI code from the list. TheOCALITY , OCN, NAME, andAOCN
fill in when aCLLI is selected.

Before the code can be saved, you must assignCa#L EXCHANGE NETWORK CODE
and/or aFEATURE GROUP NETWORK CODE.

SUPPORTED LOCAL EXCHANGE NETWORK CODES

Network codes withYES in the CLLI LOOKUP field and LOCAL EXCHANGE as theTYPE
appear in th&UPPORTED LOCAL EXCHANGES NETWORK CODES list.

SUPPORTED FEATURE GROUP NETWORK CODES

Network codes withvES in the CLLI LOOKUP field andNON-LOCAL as theTYPE appear in
the SUPPORTED FEATURE GROUP NETWORK CODESist.

Determine if you are entering switches that willused fol.OCAL , NON-LOCAL or both.

If you are using the switch for local service, yanly have to select the Local Exchange
network codes.

If the switch is used for non-local, you have ttesta Feature Group Network Code.

If the switch is for both, then you have to selblgtwork Codes for both the Local
Exchange and the Feature Groups.
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ASSIGNING LOCAL AND FEATURE GROUP NETWORK CODES

Action Description

1. Select aNETWORK CODE from the  Existing Network Codes set up as local
Code list in theSUPPORTED LOCAL with Y set in theCLLI LOOKUP display.
EXCHANGE area.

Four fields — Network Code, Start Date, End Datel Brunk display.

Network Code and Start Date are the two requireddsi

A 4

2. Select &START DATE. The START DATE is the first date the code

) is available for use.
3. Click ADD LOCAL EXCHANGE to add

the code.
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Action Description

ADDING ANETWORK CODE FOR YOUR FEATURE GROUPS

1. Select a Network Code from the Code Existing Network Codes set up as non-local
list in the SUPPORTED FEATURE with Y set in theCLLI LOOKUP display.
GROUP Network Code area.

2. Assign aSTART DATE.

3. Click theADD FEATURE GROUP button to add the code.

4. ClicktheGREEN CHECKMARK or DISC to save the information.
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Promotion Codes

PROMOTION CODES are unlike other System Profile codes becauseetitesles require
programming by Profitec in order to work and thedfic rules surrounding the promotion code
must be submitted iwriting to your Billing Analyst. The Billing Analyst wilsubmit the request
to the programming department for a time and cestmate. If the programmers determine the
promotion can be supported and you approve the déintkcost estimate, your Billing Analyst
will then provide you with a specifi®RODUCTION CODE that must be added to the
PROMOTION CODE profile in OmniBill.

PROMOTION CODES are assigned at tl8eRVICE andFEATURE LEVEL and are most suited
to short-term specific service discounting, for repée: 50% discount on all Outbound Equal
Access International calls for thé& three cycles of active line service.

Promotion codes createdithout a PRODUCTION CODE will not function during the billing
process.

CREATING A PROMOTION CODE

Action Description
1. Select PROMOTION CODES from the ThePROMOTION CODE SUMMARY
System Profiles list. screen displays.
2. Click theGREEN PLUS button. ThePROMOTION CODE PROFILES screen
displays.

NOTE: Once the first Promotion Code is saved, if add@i Promotion Codes are created the
system displays th®ROFILE — ADD/DUP screen, not the Promotion Summary screen. The
ADD/DUP screen gives the user the option to creaE@ code orDUPLICATE an existing
Code. Refer to the sectidiDuplicating System Profiles for details on duplicating existing
codes.
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Action Description
3. Enter aPROMOTION CODE and TheCODE is an alphanumeric identifier that
PROMOTION NAME . can be a maximum of five characters. Once

saved the code cannot be changed.

4. Click theGREEN CHECKMARK to The NAME is an explanation of the code that
continue. can be a maximum of 30 characters. The name
prints on the customer invoice.

ASSIGN DATES

The START dateis the first date the code is available for agsignt. The current date defaults in
the ASSIGN START datefield, but it can be changed.

The ASSIGN END dateis the date the code is no longer available fsigasnent. TheEND date
does not affect any profile currently using thisleo

ELIGIBLE AGING LIMIT

The ELIGIBLE AGING LIMIT is used toLIMIT the availability of the promotion code in the
database. Accouniver the selected aging limit anOT eligible for the promotion and users
won’t see the promotion code on lines in those aet The aging parameters in #dGIBLE
AGING LIMIT drop down list come from the Market Defaults inrkkt Profiles.

5. Enter thePRODUCTION CODE given to you by your assigned Billing Analyst ineth
Production Code field.
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Action

Description

ThePROMOTION DESCRIPTION text box can be used as a reference to definethes of the
promotion.

6.

7.

Select th&SERVICE CATEGORIES the Promotion Code can be applied to

Click the GREEN CHECKMARK or the
DISC to save the Promotion Cade
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Retention Codes

RETENTION CODES are unlike other System Profile codes becauseetlwesles require
programming by Profitec in order to work and theafic rules surrounding the retention code
must be submitted iwriting to your Billing Analyst. The Billing Analyst wilsubmit the request
to the programming department for a time and cstimate. If the programmers determine the
retention program can be supported and you apptedime and cost estimate, your Billing
Analyst will then provide you with a speciffRODUCTION CODE that must be added to the
RETENTION CODE profile in OmniBill.

RETENTION CODES are assigned at teCCOUNT LEVEL (Special Features / Discounts) and
can be used for across the board long term dismyribr example: 50% off all account usage
in the 13 month of serviceRETENTION CODES createdwithouta PRODUCTION CODE will

not function during the billing process.

CREATING A RETENTION CODE

Action Description
1. SelectRETENTION CODES from the TheRETENTION CODE SUMMARY screen
System Profile list. displays.
2. Click theGREEN PLUS button. TheRETENTION CODE PROFILES screen
appears.

NOTE: Once the first Retention Code is saved, if addal Retention Codes are created the
system displays th®ROFILE — ADD/DUP screen, not the Retention Summary screen. The
ADD/DUP screen gives the user the option to creaE@ code orDUPLICATE an existing
Code. Refer to the sectidiDuplicating System Profiles for details on duplicating existing
codes.

3. Enter aRETENTION CODE andRETENTION NAME and click theGREEN
CHECKMARK button.
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Action Description

The CODE is an alphanumeric identifier that can be a maxinaf five characters. Once
saved the code cannot be changed.

The NAME is an explanation of the code that can be a maxirati30 characters. The name
prints on the customer invoice.

ASSIGN DATES

The ASSIGN START date is the first date the code is available faiggenent. The current date
defaults in theASSIGN START datefield, but it can be changed.

The ASSIGN END dateis the date the code is no longer available feigasnent. TheEND date
does not affect any accounts currently using toidec
AGING LIMIT

The AGING LIMIT is used to limit the availability of the retentioade in the database. Accounts
overthe selected aging limit aret eligible for the retention plan. Users won't she tetention
code on accounts greater than the aged limit. Ghggarameters in the Aging Limit drop down
list come from the Market Defaults in Market Pre§l

4. Enter thePRODUCTION CODE given to you by your assigned Billing Analyst ineth
Production Code field.

RETENTION DESCRIPTION

This area can be used to enter a description dbeuetention code. It is informational only.

FORCE DATE

The FORCE DATE can be used to force REFERENCE DATE when a user assigns the
RETENTION CODE to a customer account. The reference date is ug@ddauction to assist in
determining the effective start date oRETENTION plan. Unless the retention code starts on a
uniform date, for example spanning accountsAhRCE DATE should not be used.
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Action

Description

The reference date is filled in one of two waydlms customer account:

5.

If the force date has been defined in RETENTION CODE profile, the Reference Date

fills in with the FORCE DATE.

If the force date is not defined, the Referenceelils in with the date the Retention
code is applied. A calendaontrol is near the date entry field in cases wizedifferent

date setting is desired.

Click the GREEN CHECKMARK or the
DISC to save the Retention Code.
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