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Introduction  

 

 

 

Thank you for your purchase of TASbiller, the telephone answering service industryôs 

most innovative new billing software package.  With over 170 users, TASbiller has 

grown tremendously in sophistication and capability since its introduction in 2001 at the 

Denver ATSI convention. 

 

There are many, many ways that userôs of TASbiller process their billing.  Even though 

we are all in the same business, each of us has variations in when we bill, how often we 

bill, how we define our charges, what we bill for, and what we donôt bill for.  TASbiller 

users range from small operations where the owner does the bookkeeping and answers 

the inbound calls when it is busy, to large multi-office organizations with numerous 

people sharing the information in TASbiller over a network or over the Internet. 

 

This manual is organized into several sections.  I will begin by explaining TASbillerôs 

ñOverview and Theory of Operationò, which is meant to give you a broad overview of 

how TASbiller works.  The next section will cover installation and setup, followed by 

detail of all of the various features of TASbiller.  Finally you will find a section that 

covers day-to-day procedures, the billing process, and some of the more advanced uses of 

TASbiller. 

 

 
 

Recognizing that TASbiller literally changes every day as new features are added, please 

donôt be surprised to find something in TASbiller that may not be included in this 

manual.  As always, if youôre not sure about something, please feel free to contact Randy 

at any time. 

 

Thanks again, 

 

 

 

Randy J. Ripkey 

Ripkey@aol.com 

706-860-0868 

 

 

 

 

 

Watch for these text boxes in red.  They will include information on procedures and 

questions that happen frequently. 

mailto:Ripkey@aol.com
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TASbiller Overview and Theory of Operation 

 

TASbiller was designed to import billing data from all major TAS systems and be able to 

calculate customer charges by an infinite variety of possibilities.  Before starting this 

discussion, letôs first cover some definitions: 

 

1) File.  Or more specifically, a ñdataò file (or database).  A file can be very easily 

compared with the drawer of a filing cabinet which may contain any number of 

folders full of information.  For example, you probably have a file drawer 

containing file folders that contain your customerôs information. 

 

2) Record.  A ñrecordò is to a file as a file folder is to a drawer in the file cabinet.  A 

record generally contains related information.  Within one of your customerôs file 

folders, for example, you may have a copy of their service agreement and perhaps 

information on how to handle their calls. 

 

3) Field.  A ñfieldò is the smallest piece of information from within the ñrecordò.  A 
field from your service agreement, for example, might be the customerôs name, or 

their phone number. 

 

In summary, a data file is a collection of records, and each record contains a number of 

fields. 

 

 

 

Thatôs very nice, Randy, but how does all of this relate to my companyôs billing? 

 

Part of the process of automating your billing includes transferring billing data (calls, 

messages, time, etc.) from your TAS system (Axon, Onvisource, Morgan, Amtelco, 

Telescan, Tascom, PInnacle, or Startel) into TASbiller.  Each of these systems collect and 

report the data used for billing differently.  The first part of the challenge is to somehow 

obtain a ñfileò from your TAS system that TASbiller can ñreadò. 

 

For many years TAS owners have had to manually calculate and enter billing data from 

reports generated by their TAS system.  This was due in part to the lack of technology at 

the time that allowed the user to export and import data files easily.  Now we enjoy a 

wide variety of ways to move data between computers and programs like floppy disks, 

cdôs, zip disks, local area networks, and even the internet. 

 

Some older TAS systems create reports that are saved to a file.  Billing data created in 

this manner can also be opened and viewed by most any text editor, and when viewed, 

appear just as they would on the printed page.  While this may be easy on the eye, it can 

be problematic when imported into a billing program. 
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If, for example, the output being saved was disturbed for some reason and one additional 

blank space was inserted into the front of a line of billing detail, you (as a human) would 

still understand which column of data was what, even though the columns of data were 

pushed to the right one space.  A computer program, however, is expecting everything 

(the data) to be right where it is supposed be, and this additional blank space can cause 

the data imported to be mis-interpreted. 

 

Newer systems create a data file designed specifically for importing into a billing 

package like TASbiller.  These data files contain one record per customer that is divided 

into a series of fields, separated and formatted in such a way that a computer program can 

reliably read the data with a far greater degree of accuracy. 

 

 

Ok, so now we have our file, what happens next? 

 

We now must load the data file into TASbiller.  But wait, each system described above 

has made a file, but each file is differenté  and TASbiller must be able to load any of 

them. 

 

For example, the Axon file has 17 fields of data per customer record, Accucall over 50 

fields, Amtelco Infinity 85 fields, Pinnacle 79 fields, Startel 180 fields, TASCOM 41 

fields, and Telescan 72 fields. 

 

To further compound the problem, not only does each TAS system export different data 

fields, they are all in different sequences and use different names for the same thingsé 

 

TASbiller was designed to store up to 99 fields of TAS ñtransactionò data per customer 

for billing calculation purposes.  When TASbiller ñreadsò your TAS systemôs data file, 

whatever it may be, it puts the first field of data from the customer record exported by 

your system into the first field of ñTAS transaction dataò in TASbiller for the specified 

customer, the second field exported by your system into TASbillerôs second field, etc. 

until it reaches the end of the record, then moves on to the next customer record until it 

reaches the end of the file. 

 

 

So now our data is loaded into TASbiller, weôre ready to print invoices, right? 

 

Not so fast. 

 

By itself, the data in each customer record would just be a series of numbers.  In order for 

you to recognize which field is ñmessagesò or ñcallsò or ñoperator timeò, TASbiller labels 

the fields.  This is done in the File Maintenance Menu > TAS Data Setup.  Simply click 

the button of the TAS system you are using and the default field names will be displayed 

on the top half of the window. 
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So now we can print bills, right Randy? 

 

No. 

 

Next, some of you (us) bill by the ñcallò, some by the ñmessageò, some by ñtimeò, and 

frequently there are many other things (patches, faxes, orders, etc.).  That is all easy to 

say, but unfortunately itôs not really that easyé 

 

 

I often have customers who call and tell me the data in the ñreportò from their 

TAS system doesnôt match the numbers in TASbiller.  They ran a printed report 

of calls, time, etc and are comparing it with the data TASbiller loaded from their 

billing import file and they donôt match. 

 

1) This happens.  TASbiller gets its data from the file created by your TAS 

system, not necessarily from a ñreportò (unless it is an older system that 

still saves a report to a file). 

2) Open the file created by your TAS system to load your billing data.  Use 

Microsoftôs WordPad.  Even though this is a ñdataò file, it is all just ñtextò 

that can be read by the human eye.  While you may not be able to 

determine exactly which field of data is which, you should be able to 

recognize (generally) a column of account numbers followed by several 

columns of numbers. 

3) Find an account number and read its data in sequence within its record. 

4) Find the same account in TASbillerôs Customer File Maintenance and 
select the TAS Transactions tab. 

5) You should be able to notice the same pattern of numbers in the billing file 

as in the TAS Transaction Data in TASbiller. 

 

If the numbers match between the ñdataò file and TASbiller, then TASbiller has 

done its job.  If they donôt match, it is likely that either (a) you loaded the wrong 

file, or (b) you didnôt clear out the numbers from the last time you loaded your 

data. 

 

If the numbers in the file match what is in TASbiller, but they are not matching 

against the printed report generated by your TAS system, then you would need to 

contact your TAS system vendor.  Realize that these numbers are often off by a 

small amount.  This happens for any variety of reasons and shouldnôt be enough 

to cause a billing problem. 
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What is a call?  What is a message?  What is time? 

 

My answering service, Accurate Messages, mostly bills by the call, and I define a ñcallò 

as every call received, plus every call dialed, plus every page to a pager, every patch, 

every fax, every email, and every SMS message.  To come up with ñcallsò I must add 

several of the fields exported by my system.  I was talking to another TAS owner the 

other day who also charges by the call, BUT, his definition of a call was ONLY calls 

received.  Yet another billed by the call but her definition of a call was every call 

received plus every outbound call, pages and patches werenôt included.  See the 

challenge? 

 

You must tell TASbiller what your ñdefinitionò of a call, or message, or time is at your 

answering service. 

 

So now is the time to talk about Posting Accounts.  A ñPosting Accountò is the charge 

item used to describe to the customer what you are billing him for, such as base charges, 

messages, time, perhaps fax message delivery, and in my case, ñcallsò.  You must now 

tell TASbiller how YOU ñdefineò a call. 

 

File Maintenance > Posting Accounts 

 

You will notice the field names you chose while in TAS Data Setup listed at the bottom 

of the Posting Accounts window with a corresponding field number next to each one.  

Using either the search function, or the next / previous record buttons, find ñCallsò. 

 

Unless youôve already changed it, you will see my definition of a call:  01+17 in the 

ñFormulaò field for this Posting Account.  This formula tells TASbiller to add fields 01 

and 17 from the data imported from my (former) Axon system to arrive at ñCallsò. 

 

You may also subtract fields.  I used to not charge for wrong numbers, so my formula 

used to be 01+17-05 (wrong numbers), I have since stopped doing that! 

 

You are free to modify, delete, or add your own Posting Accounts to match the services 

charged by your company.  The use of Posting Accounts is required by TASbiller in 

order to properly calculate your charges, taxes, etc..  You can also view an analysis of 

your charges (once youôve done at least one billing cycle) by looking at the ñPosting 

Account Business Analysisò report.  This report lists each Posting Account and displays 

how many accounts have that Posting Account on their rate tab, total dollar amount of 

charges, average charge per account, and if the Posting Account is for a quantity item, it 

will also display how many units were billed and the average dollar amount charged for 

each unit (such as call, message, time, etc.). 

 

 

Is it soup yet? 

 

Weôre getting thereé 
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From the File Maintenance Menu, click Customers.  Using the Account Number Search 

function, search for a customer account that you know will have over charges.  Just for 

fun, click the TAS Transactions tab and take a look at the numbers.  The field names 

entered in TAS Data Setup will  be there, next to each of the data fields imported from 

your TAS system for that customer. 

  

Now click the Rate tab.  The Rate tab is where you enter your customerôs rate plan.  Base 

charges (those that are fixed and donôt change with account activity) are entered in the 

left portion of the window.  Using the Posting Account ñdrop boxesò, select the name of 

the appropriate Posting Account.  For example, I use the posting account ñAnswering 

Serviceò for my base charges.  In the Amount column next to the Posting Account, enter 

the amount of the base charge per billing period. 

  

Now click on the Posting Account name in the right portion of the window for Quantity 

Services and choose Calls (or whatever posting account you have set up for your over 

charges).   In the first field next to the Posting Account, enter the quantity (of calls for 

this example) that are included in the base charge.  The next field is used for ñtieredò 

billing, lets save that for later.  The last field, Amount, is the amount to be charged per 

unit in excess of those included in the base charge. 

 

Once the last charge is entered, you should see the Quantity Billable calculated and the 

Extension (quantity billable x $ amount per unit).  The total of all charges should also be 

displayed (base charges + over charges).  In the lower right corner of the window, select 

the appropriate sales tax account(s), if any. 

 

 

NOW can we print invoices? 

 

Patienceé 

 

The Billing Menu. 

 

Notice that when you imported the data from your TAS system I didnôt say anything 

about charges (invoice items) being created.  In TASbiller, loading data from your TAS 

system is just that.  No invoice or charge item is created at that time. 

 

Why? 

 

Maybe the data you imported was badé Maybe your midnight operator reset all of your 

billing stats last week and didnôt bother to tell youé Who knowsé  Thatôs why. 

 

When you load the data from your TAS system using TAS Data Load, the numbers in the 

file created by your TAS system are ADDED to those already in TASbiller.   Why?  

Maybe you have multiple systems from which you import data, maybe you have a good 

import file from the middle of the billing period that, if loaded ótwiceô, might reflect a 



 

Page 8 of 193 Version 2.5.x 2/24/2012 

Copyright © 2005, Randy J. Ripkey 

 

reasonably accurate resemblance of your billing data for the month (better than nothing).  

Who knows.  Letôs go back to ónormalô operating procedures. 

 

The Billing Menu is arranged in order of what should be done and when, step by step.   

Step 1 is ñTransactionsò.  These options allow you to zero the TAS Transaction numbers 

in the customerôs record from last billing cycle and load your current data. 

 

Step 2 is ñPostingò.  This includes Late Charges and One Time Charges.  And finally, 

Auto Post New Charges is the option that actually creates a charge record (invoice item) 

for each account that has billable charges on their Rate tab, as based on the TAS 

Transaction Data loaded into their record.  This window gives you the option to 

ópreviewô the total amount that is to be charged to all of your customer accounts. 

 

  

Now you can print invoices! 

 

Or fax, or email, or create an upload file for TASbill.com or AddressNmail.com if you 

use a invoice printing / mailing service to save time and money.  This is Step 3. 

 

And lastlyé 

 

Step 4, close the billing period.  This option resets the Beginning Balance, Charges, and 

Payments fields on the Summary tab in the customerôs record. 

 

Now youôre ready to go post payments, enjoy! 
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TASbiller Installation and Setup 

 

 

Recommended Hardware Configuration 

 

TASbiller will run on most any Windows personal computer running Windows 2000 or 

higher.  Windows XP is preferred.  Windows 95 and Windows ME (Millennium Edition) 

are no longer supported by Microsoft, and since certain features of TASbiller require 

updated features found in the current operating systems, I can no longer support those 

operating systems either.  TASbiller will run on Windows 7, however you will not be 

able fax until we do an upgrade later this year for the new fax drivers.  To get maximum 

performance and ease of use, the following are some suggested hardware guidelines. 

 

Computer 

You should select a reasonably up-to-date computer system to run TASbiller.  Faster 

clock-speed processor chips and the newer (faster) hard disk drives will allow you to 

view reports and perform various processes almost immediately.  Newer machines also 

support USB ports which can be used for TASbillerôs security key (making it easier to 

move the key from machine to machine if desired) and many newer external devices 

(printers and removable media devices) are being sold with USB connections.  An 

Ethernet port for high speed internet access, or LAN connection, is also required. 

 

Be sure to have a Fax/Modem Card installed for faxing invoices and late notices.  Any    

basic fax card should work just fine.  Iôve used the most simple $35 cards from Best Buy 

with success. 

 

I see computer systems advertised frequently in the $400 range that meet or exceed all of 

these recommendations. 

 

Hard disk  storage sizes, which are typically in the multiple-gigabyte range, virtually 

remove this as a concern at all.  I have over 10 years of history in my TASbiller database 

and it is only 55 meg.  Just be sure not to fill your machine with large graphics type files 

that may ñeatò your storage space! 

 

More important than hard disk space is RAM .  Due to the demands of the operating 

system, 1 to 2 Gigabytes of Random Access Memory is reasonably typical and perfectly 

adequate for TASbiller.  However, I would suggest even more if possible.  The more 

memory the better. 

 

Be sure to have a good quality graphics adapter to support your monitor.  This will 

allow the graphics and printing in TASbiller to be clearly viewed.  A sound card and 

speakers are nice to have as some alerts are audible. 

 

 

Monitor  
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A 17ò (or larger) monitor is required, as some display windows within TASbiller 

contain so much data it may be difficult to view the entire window on a smaller monitor.  

A minimum screen resolution of 1024 x 768 is required by TASbiller.  To view or 

change your computerôs screen resolution, right click on your desktop, select Properties, 

then click the Settings tab.  

 

Printer   

There are many laser printers available with prices starting at under $200.  I would 

suggest a major brand name printer.  Be sure your printer is ñWindowsò compatible.  

Good quality ink-jet printers are also acceptable. 

 

External Data Storage 

A CD burner, zip or jazz disk, or some other form of removable media capable of storing 

multiple-megabyte files is strongly suggested for backup purposes.  ñThumbò drives are a 

popular option as well.  They are low cost and have plenty of storage. 

 

Internet  

An internet connection is required, and a high-speed connection (DSL, Cable, T1, etc.) 

is suggested.  This will not only be used to facilitate updates of TASbiller, it also makes 

keeping your operating system current with updates much easier.  TASbiller support 

includes a very nice LogMeIn style interface that requires high speed internet service.  

And, email is also the preferred method of contacting TASbiller support for questions of 

a general nature. 

 

Third Party Programs 

TASbiller is designed to produce Microsoft Word and/or Adobe Acrobat compatible 

document files of certain reports, late notices, and invoices.  WinZip is also suggested for 

data storage and for sending/receiving files from TASbiller support. 

 

Credit card processing requires 3
rd

 party programs.  Currently, TASbiller supports 

ICVerify for single transaction, modem based authorizations.  Support for ICVerify and 

Authorize.net is included in TASbiller for online ñbatchò processing of credit cards.  We 

also have a stand-alone interface for online authorizations via Authorize.net and we will 

soon have this fully incorporated into TASbillerôs payment posting window. 
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TASbiller Network Installation  

 

 

The first thing to do is to move the database to a common computer (server) that is 

accessible from all other computers that are to run TASbiller.  The default location for the 

database in a single user environment is:  My Computer > C: > Program Files > 

TASbiller folder.  Simply move the file TASbiller.mdb to the network computer in an 

easy to find folder. 

 

TASbiller has the built-in ability to use a networked database.  When you launch 

TASbiller you may use the ñSelectò option on the password entry window to find the 

database on the server.  The next time you launch TASbiller it will have remembered this 

location and will default to it. 

 

To add additional users simply install TASbiller on each of the desired client machines.  

Remember to install the security key drivers and any other system updates and drivers 

(mdac, Microsoft Jet, etc.).  The client machine should now be able to connect to the 

TASbiller.mdb database on the server.  You must have a security key on each of the 

client machines.  A security key is not needed for the server, unless TASbiller is to be run 

on the server. 

 

TASbiller utilizes a Microsoft Access database, allowing it to be used over a network 

rather easily.  Day to day file sharing should be accomplished without problem.  There 

may be certain issues, however, if two users are attempting to edit the same customer 

record at the same time (two users changing the same customerôs address, for example).  

While I am including many tests and safeguards to protect against this type of situation, 

users should be conscious of this possible cause of problems.  Otherwise, if the users are 

performing different functions (one person posting payments while another is entering 

new customers while another is viewing reports), network use should be fairly 

transparent. 

 

I would discourage multiple users updating the database at billing time.  You may click 

on the TASbiller logo on the Main Menu to view the ñAboutò window and see a list of 

the users connected to the database at any time.  As there is no way to force TASbiller to 

exit on other machines on your network, it is best to manually verify that everyone is 

logged out of TASbiller at billing time. 
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TASbiller Online Installation Instructions  

 

Your TASbiller program is available as an online download from our web site: 

www.tasbiller.com  

 

1) Click on the Documentation link and download the Complete Manual.  This is a 

.pdf file and requires Adobe Acrobat Reader, a free program from 

www.adobe.com  

 

2) Click on the Downloads link and download the Rainbow Key Component to your 

desktop.  This is a self-extracting installer that will install the drivers for the 

Rainbow security key used by TASbiller.  Double click this file once downloaded 

and follow the default installation prompts. 

 

3) Download the Complete System Drivers Installer to your desktop.  It is the first 

download at the top of the page.  You do not need the ñTemplatesò at this time.  

They will be installed automatically when you run the installer.  The templates are 

available online in the event you make changes to your templates that you want to 

reverse. 

 

4) Double click the  TASbillerVistaXPinstaller .exe  file and and follow the default 

installation prompts. 

 

5) You will need to obtain a TASbiller.mdb (database) file from me via email.  

Please send an email to ripkey@aol.com requesting a TASbiller.mdb.  I will reply 

to your email with a database file containing some sample data that you will be 

able to use to enter your data with.  Unzip the file I send you and put the 

TASbiller.mdb file into your TASbiller folder (My Computer > C: > Program 

Files folder > TASbiller folder. 

 

6) YOUR COMPUTER WILL MOST LIKELY REQUIRE SOME UPDATES 

FROM MICROSOFT, even if its brand new!  At the bottom of the ñdownloadsò 

page you will notice links to the Microsoft site for MDAC and Microsoft Jet. 

 

 

 

 

 

 

 

 

7) You should restart your computer before continuing.   

 

8) Launch TASbiller by choosing it from the Programs menu in the Start menu, or 

from the desktop shortcut.  The first time you use TASbiller use the user name: 

fred (all lower case) and password: rjr1 (these are the letters rjr followed by a 

When attempting to run TASbiller for the first time on a new machine you may 

encounter a message asking you to ñSelect a Valid TASbiller.mdb fileò, even though 

you ódoô have a valid file available.  This is symptomatic of ónotô having the correct 

versions of MDAC and/or Jet.  Unfortunately my installer cannot install those for 

you, they must come from Microsoft. 

http://www.tasbiller.com/
http://www.adobe.com/
http://www.tasbiller.com/downloads/TASbillerDriversInstaller.zip
mailto:ripkey@aol.com
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number 1).  You will be alerted that fred is an invalid user, however, you will then 

be given full access to TASbiller.  You can set yourself up as a user with your 

own password in the ñUsersò area of the File Maintenance  Menu. 

 

9) I suggest saving the installation files from your desktop to a folder for future use, 

if necessary.  Youôre now ready to use TASbiller.  

 

You may also contact me by phone and connect via the Support page on the web site.  I 

can then install your program for you if youôre having difficulty. 

 

This is probably a good time to talk about the support policy: 
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Customer Support Policy 

 

TASbiller will provide 24 hour 7 day unlimited telephone and/or Online / Email support 

for the rate of $300 for a period of One Year from the date of purchase of our support 

option.  Support will include instruction on the use of TASbiller, answers to questions 

regarding the use of TASbiller, and repair of óbugsô found in TASbiller.  All updates to 

TASbiller will be provided via our web site, www.tasbiller.com,  free of charge for those 

with a paid support agreement. 

  

Updates included with our support option may include new features and enhancements at 

our discretion.  Certain new features and enhancements may be offered at an additional 

cost or may require the purchase of 3
rd

 party software. 

 

We will do everything we can to provide instruction on the use of our product.  To 

continue our very attractive support pricing we hope you will understand we cannot 

provide instruction on the basic use of your computer, Microsoftôs Windows 

operating system, or your email or internet service.  You should be familiar with the basic 

operation of your computer, how to locate, copy and move files, how do download and 

unzip email attachments, how to zip and upload an email attachment, and have a 

reasonable backup strategy to a removable media. 

 

Email communication with TASbiller support is encouraged, and quite often eliminates 

ñphone tagò, resulting in a faster answer to your question.  A question may require a 

phone conversation for clarification, and that is understandable.  Just please be assured 

that your email communications will be responded to as soon as possible and quite often 

may provide a more complete answer to your question. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Telephone answering service operators are the BEST at screening calls, including 

mine when I am returning your urgent call regarding billingé  I sometimes get a 

message like ñPlease Call Mr. Smith regarding TASbiller ASAP, heôs doing his 

billingò.  When I return the call moments later, the first words out of the operatorôs 

mouth usually resemble: ñMr. Smith is out of the office for the day, may I take a 

message?ò or ñLet me see if heôs inéò, or my favorite: ñMr. Smith is busy doing 

billing and canôt be disturbedò. 

 

So, when you leave a message for me to call you back, please give me your direct line 

if possible (I promise not to abuse it!), or at least let your operators know its ok to let 

me talk to you when I am returning your callé  Otherwise we play phone tag. 

 

http://www.tasbiller.com/
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In The Beginning ï How to start using TASbiller for the first time 

 

DO NOT DELETE THE SAMPLE DATA INCLUDED WITH YOUR NEW 

DATABASE UNTIL YOU HAVE ENTERED SOME OF YOUR OWN DATA.  

TASbiller does not like to run on an empty databaseé 

 

1) Follow the sequence in this manual for entering data in the File 

Maintenance Menu 

a. Add Users 

b. Enter Company info 

c. Select your system in TAS Data Setup and review formulas 

for analysis 

d. Review, for now, the Posting Accounts.  But donôt add any 
yet. 

e. Review Rate Plans and maybe experiment by adding a couple 

f. Review the information in the Miscellaneous files, adding 

data when possible. 

g. Skip pagers and voice mailboxes for now. 

h. Review the sample data in the Customer file, observe how 

the rate plans are used and how Posting Accounts are entered. 

 

2) Add your customerôs data on the Summary tab first.  This includes all 

name, account number, phone numbers, etc.  Try to fill in as many of 

the fields as possible (codes, source, dates, etc.).  Make a backup. 

3) Import a test data file from your TAS system.  Preferable try to load 

last monthôs billing data file.  This way you can run parallel with last 

monthôs invoices without wasting another month!  Make a backup. 

4) Now start setting up your posting accounts.  Test your posting 

accounts with the data you just loaded to make sure they are working 

properly. 

5) Enter your rate plans for all of your customers, verifying (when 

possible) the calculations on each Rate tab with last monthôs invoice.  

Make a backup. 

6) Pick a point in time to begin running parallel with your old system, 

preferably the day before your next billing day. 

7) Enter your beginning balances using Manual Charge Posting.  Be sure 

to use a posting date to reflect the date of the outstanding charge so it 

will age properly.  Make a backup. 

8) Do your first billing cycle (later in this manual).  Make a backup. 

9) Make a backup! 
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TASbiller Detailed Operating Instructions 

 

The ñWelcomeò Window 
 

To start TASbiller, first make sure your TASbiller security key is installed and its drivers 

have been installed from the web site.  If the drivers or key are not properly installed you 

will see an error message that will prompt you to either install the key and/or the Safenet-

inc.com (formerly rainbow.com) drivers.  TASbiller cannot run without the key installed 

on the computer on which it is running.  Also make sure your monitor is set to 1024 x 

768 screen resolution (see TASbiller Recommended Hardware Configuration). 

 

 
 

This window serves two purposes.  First, it is showing you which TASbiller.mdb 

database file you are about to be ñconnectedò to.  It is possible to connect to any valid 

TASbiller database on your computer or network.  Therefore, you could have different 

TASbiller data files for different answering services (if you require this feature).  You 

could also choose to open one of your backup databases if necessary. 

 

TASbiller will remember the name and location of the last database accessed on your 

computer.  Therefore, if you are working over a network, the network location of the 

database will display after it has been accessed one time by that machine.  While a 

powerful feature, be careful you are working in the appropriate database if you have 

multiple databases on your computer. 

 

The second function of this window is for security purposes.  The password and user 

name must be entered before TASbiller will let you go any further.  Click ok to continue.  

You will see a small window displaying the message; ñProcessingé One Moment 

Pleaseò 
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The Main Menu 

 

 

 
 

 

From the Main Menu you can view other ósubô menus for file maintenance, reports, 

billing, or utilities.  You can also choose to post payments or manually post charges, or 

go directly to Customer File Maintenance.  The Business Analysis option will open a 

window that allows you to review various statistics about your customer accounts and 

billing.  We will be covering all of these in more detail later in this section.  Note the 

version number displayed in the lower section of this window. 

 

It is perfectly fine to leave this window displayed (or minimized) for quick access to 

other functions over the course of the day, such as adding a customer, posting a payment, 

or reviewing a report. 

 

When you are finished using TASbiller click the Exit button.  This will close all 

TASbiller windows that may still be open and disconnect you from the database. 
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Change User 

 

The name of the user currently logged into TASbiller is displayed in the upper right 

section of the Main Menu.  You can change users by clicking the ñChangeò button at any 

time. 

 

 

Change Database 

 

This feature closes the connection to the currently open database (TASbiller.mdb file) 

and returns you to the ñWelcomeò or log in window, where you can ñSelectò another 

database to connect to. 

 

View Manual 

 

This feature will open the TASbiller user manual (this document) in an Adobe window 

for you to view or print.  Be sure to have Adobe Reader installed. 

 

Backup Your Data 

 

This button will move you to the window that will allow you to make a backup copy of 

your database.  We will discuss making backups later in this manual. 

 

 

Reminders 

 

The ñRemindersò area will list notes entered into customer accounts that require follow 

up.  They will automatically color code themselves based on the Reminder Date:  White 

= not due yet, Green = due today, and Red = past due 

 

You may add reminders directly from the Main Menu, with or without an account 

number.  If you use an account number, you will then be able to view all notes in the 

customerôs file maintenance window. 

 

To add a reminder, click the ñAddò button.  The prompt will move to the Reminder Date 

field.  Use the mouse to choose which other fields are to be modified.  All other fields of 

information are optional. 

 

To mark a reminder as ñCompleteò, simply click the Completion Date field and choose 

todayôs date (or the date it was completed).  The ñCompleted Byò field will be 

automatically populated with the current userôs name, but you may edit it if you like.  If 

you accidentally mark a reminder as ñCompleteò, you may remove the date by right-

clicking on it and choosing the ñClear Dateò option. 
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Reminders, once marked as complete, will no longer display on the Main Menu once it is 

refreshed.  However, those that have an account number will still be available on the 

customerôs file maintenance window. 

 

 

 

 

The TASbiller Logo Button 

 

Clicking the TASbiller logo will display the ñAboutò window: 

 

 
 

This window will tell you which version of TASbiller you are using, the full path and 

name of the TASbiller database file you are connected to, the size of the database, the 

amount of free space on your hard drive, and the name(s) of the user(s) connected to the 

database. 
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The File Maintenance Menu 

 
 

 
 

This menu gives you access to all of the data stored in TASbiller.  This would include 

information about your company, which TAS system you use, and information about 

your customers, their rates, charge and payment histories, etc. 

 

When first setting up TASbiller, you should proceed through each of the options in 

reverse order.  In other words, start with Users, then Company, TAS Data Setup, 

Posting Accounts, Rate Plans, Miscellaneous files, Voice Mailboxes and Pagers (if 

applicable), and finally Customers.  We will now proceed to review the files in this order. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 21 of 193 Version 2.5.x 2/24/2012 

Copyright © 2005, Randy J. Ripkey 

 

User File Maintenance 

 

 
 

You may Add or Delete users from this window and set each userôs access privileges. 

The example above would allow User Name full access to all features of TASbiller. 

 

If you have a person who only posts payments, then only click the Payment/Credit 

Posting box for that userôs name.  That person would be able to print a payment journal, 

but only for todayôs date.  If you would like them to have broader access to the payment 

journal, you can check the box for No Restriction for Dates On Payment Journal. 

 

If another person is allowed to update customer records, but not change information 

about the company, check the box next to Customer, Pager and VM Files Maintenance 

Only.  That person will not have access to the customerôs rate information unless the Rate 

Tab on Customer Information box is checked. 

 

Generally, you can limit access to most all functions of the program and have custom 

access levels for various users of TASbiller. 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  For ñfullò access to TASbiller, do NOT check the box in the middle labeled 

ñCustomer, Pagers, and VM Files Maintenance Onlyò.  This option is for a user who 

modifies those files (customers, pagers, and VM boxes) ONLY, with no access to any 

other files or areas of the program. 
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Company File Maintenance 

 

 
 

 

The General Information tab contains name and address information and telephone 

numbers that appear on the invoice.  You also tell TASbiller if you age your open 

invoices based on 28 or 30 days, and which TAS system equipment you use. 

 

The ñPrint name and address on invoices?ò checkbox is generally used (unchecked) if 

you have custom invoice paper with your companyôs logo preprinted. 

 

The option checkbox labeled ñUse balance as default payment amountò will put the 

customerôs balance due automatically into the payment amount field when posting 

payments. 
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If you do business under more than one company name you may also Add each of your 

companies (name and address only) on this window.  TASbiller will allow you to print 

invoices or generate TASbill.com files for selected companies or all, and the appropriate 

company name and address will be printed on the invoice. 

 

Company File ñInvoicing Informationò Tab 

 

 
 

The Invoicing Information tab has more specific information about invoice delivery and 

invoice dunning messages.  It is only available for the primary company.  You cannot 

vary this information from company to company if you use the multiple company option. 
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The first series of options are the default settings that will apply when new customers are 

added.  Select the method of invoice delivery (printed, faxed, email, or TASbill.com) 

most frequently used by your business.  You can always change this setting for individual 

customers. 

 

The Detailed Invoices option lets you display or hide the numbers used for the 

calculation of overcharges on the customer invoice.  Normally, if your customer has 

overcharges, their total usage will print on the invoice together with the number of units 

included in their base rate, the rate per unit, and the total charge.  If you turn off ñdetailed 

invoicesò, only the description and total charge will print. 

 

The next option tells TASbiller if you want invoices printed for customers who have a 

zero balance.  When this option is selected, customers who have a zero balance AND 

have had some account activity (payments or charges) during the billing period, will 

receive an invoice. 

 

The option for printing Credit Balance Invoices will produce an invoice for customers 

with negative (credit) balances. 

 

The Round billing cycle option tells TASbiller to ignore the day portion of the posting 

date and date of last invoice when calculating date sensitive billing cycles.  For example, 

if the date of last invoice was 7/5/06, and the customer is on quarterly date sensitive 

billing, and todayôs date is 10/01/06, the customer ñwillò be included during the 

automatic posting run, even though technically he isnôt due until 10/05/06. 

 

The Long Distance Billing Increment is used for TAS systems that generate a call log 

capable of being imported by TASbiller.  These fields tell TASbiller if you would like to 

ñround upò the call durations, and if you choose to ignore certain short duration calls in 

the calculation. 

 

 

Print/Mail Service 

 

If you use a service such as TASbill.com or AddressNmail.com to print and mail your 

invoices, you can tell TASbiller the names of the files used by those companies to 

recognize your upload files.  Please check with your provider to verify the file names. 

 

Print Average Cost Per Day On Invoice 

 

This feature will insert the message: ñYour average cost per day is: $xò in one of the 

invoice message fields.   
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Dunning Messages 

 

You are allowed several messages that can be printed on your companyôs invoices.  The 

first invoice message on this window will print on every customer invoice.  The others 

print based on which aging column the customer has outstanding balances in.  There is an 

additional invoice message that can be customized for each individual customer (see 

customer file maintenance) and an Invoice Header Message (see invoice printing) that 

will also print on every invoice. 
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Company File ñEmail Invoicingò Tab 
 

 
 

This information is used when you choose to email invoices to your customers.  The 

Subject Line and Body of the email should be modified to reflect your company 

information, and to inform the customer about the attached invoice and how to view it.   

 

TASbiller has its own ñinternalò email sending software and does not require any 3
rd
 

party product like Outlook, or Mozilla, etc.  You must setup your mail server information 

in TASbiller just like you probably did in another product. 

 

The Send Test Email  button will cause a short text messages to be sent to the BCC 

address.  If this function works, then your settings are correct! 
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The Return Address is the email address your customer will see on your invoiceôs 

email, be sure its something that your customers can respond to.  The BCC Address will 

be used to send a copy of the outgoing email to the selected address.  This is a handy 

feature to confirm your emails are going out.  When emailing invoices, TASbiller will 

display a log of all emails sent. 

 

Emailing of invoices will be covered in more detail later in this manual. 
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Company File ñBanking and Credit Cardò tab 

 

 
 

The fields regarding banking on this tab are used when printing Deposit Slips (see 

Payment and Credit Posting) only.   

 

The fields regarding ICVerify tell TASbiller where ICVerify ñlooksò for its files for 

authorizations and includes the correct Merchant ID (not used for all companies, check 

with ICVerify) in the ICVerify file when appropriate. 

 

 

 

 

 



 

Page 29 of 193 Version 2.5.x 2/24/2012 

Copyright © 2005, Randy J. Ripkey 

 

Company File ñInvoice Optionsò tab 

 

 
 

Consolidate Quantity Charges 

 

This feature will hide all quantity charge detail on the customer invoice and combine all 

charges for quantity services into one dollar amount.  You may select the name of the 

Posting Account to appear on the invoice. 

 

Location for invoice templates 

 

You may have multiple sets of invoice templates, perhaps for multiple companies, and 

select the folder containing the templates using this feature. 
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TAS Data Setup 

 

 
 

Please reference the TASbiller Theory of Operation portion of this document for a more 

detailed description of the background of this window. 

 

Use TAS Data Setup to tell TASbiller which TAS equipment you use.  This will 

determine which fields of data are imported and available for you to use when defining 

your Posting Accounts.  The fields and their names come from the equipment vendors, I 

do not make these up!  You may want to contact your TAS equipment vendor to obtain 

information on their field definitions. 

 

Note: you can change the default name of an imported field from AcctTime to ñAccount 

Timeò, for example.  However, regardless of what you name a particular field, for this 

example the value of the field AcctTime exported by your TAS equipment will always 

populate that field when data is imported. 
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The lower portion of this window is for analysis only, and is used to tell TASbiller which 

fields of data imported from your TAS system you would define as a Transaction, or 

Total Time, or an Outbound Call, or Operator Time, etc.  These definitions are requested 

as each of us use different ñdefinitionsò.  For example, I define a call as every inbound, 

outbound, page, and patch.  Some of us define a call as only the inbound call, or inbounds 

plus outbounds, etc. 

 

Formulas: 

 

The formulas in TASbiller are generally powerful enough to meet most everyoneôs needs.  

You may add or subtract fields, perform multiplication or division, and do some basic 

algebraic equations with parenthesis.  If you need to use a ñrealò number in your formula, 

precede it with the pound sign #.  For example, if you want to add half of field 2 to field 

1, the formula would look like this:  1 + (2 / #2) 

 

Again, these definitions are used for analysis purposes only and DO NOT effect how you 

charge your customers whatsoever.  Please fill in these definitions, as you will find the 

analysis (which is based on these formulas) incredibly valuable. 

 

The Preserve Formulas checkbox in the lower right area of the window will save your 

formulas ONLY  if you decide to choose other TAS system option buttons.  Its probably 

best to save your entire configuration as described below. 

 

Save Modifications Option: 

 

 
 

Be carefulé. If you make changes to the TAS Data Setup window, they are saved.  

However, once you click one of the TAS system buttons, all of the default values will be 

restored unless you save your modifications using the option above. 
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TAS Data Setup ï Startel CMC versions 9 & 10: 

 

 
 

 

When TASbiller was designed, my thinking was that 99 possible fields of billing data 

would be more than enough.  Well, Startel proved me wrong!  Their current billing file 

contains 180 fields of data.  Luckily, theyôre not using all of them right nowé 

 

Currently, only 91 fields are being used in the CMC.  While it is ok to ñSelect Allò, you 

are left with only 8 fields for future use.  Many of the fields are not used by the average 

answering service for billing.  The scrollable area on the right side of this window lists 

each field available. 

 

The ñSuggested Minò button will populate the 50 fields that I feel represent the vast 

majority of billing fields needed by the average user.  I would encourage you to start with 

these, then add specific fields I may have skipped but you would like to import.  I believe 

you will find this to be more than adequate.  You can always add or change fields in the 

future, just donôt forget to modify the related Posting Account formulas. 

 

Note:  Since there are so many possible field combinations, I can no longer populate the 

Analysis Formulas with any default formulas.  Be sure to modify these to reflect your 

choice of fields. 
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Posting Accounts 

 

 
 

The Posting Accounts in TASbiller are used to define your charge items such as base 

services and your various overage charges.  There are sample Posting Accounts included 

with TASbiller that you may use, change or delete.  The name of the Posting Account 

appears on your customerôs invoice, so be sure to type it in the way you want it to appear. 

 

A ñtypicalò quantity charge posting account 

In the example above, from an Infinity system, the Posting Account ñOperator Talk 

Timeò is used for charging the customer for time (minutes) used in excess of those 

included in the base amount.  The check box for Include in Analysis is checked, as this is 

a type of charge that the user would like to see included in the various financial analysis 
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reports.  The check box One Time Charge is not checked, as this is a normally recurring 

charge item.  The Taxable checkbox is checked, as this service is taxable in the areas I 

service.  Fixed Quantity is also not checked.  I will cover this later in this section.  The 

formula is 50+53, which tells TASbiller to add field 50 (SecTalkTime, which is basically 

operator talk time for most inbound calls) to field 53 (CkTalkTime, which is operator talk 

time for check-in calls) to calculate the total amount of operator talk time. 

 

If the Include In Analysis box is not checked, charges applied to this Posting Account 

will not be included in financial analysis reports.  You would typically not include items 

such as sales tax.  Everything else should be included. 

 

A ñtypicalò fixed charge posting account 
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Note the only difference is there is no formula, as you will be entering the dollar amount 

of the charge.  This is how posting accounts for things like your base charges, maybe a 

fixed charge for faxes, or a fixed pager charge posting account would be setup. 

 

One Time Charges 

If you check the One Time Charge box, TASbiller will not include the item in financial 

analysis, AND, if the item is entered on the Rate tab of a customerôs record, it will NOT 

be included in routine billing cycle charges to the customer. 

 

This option is to be used for one time charges when you want to specify the amount of 

the one time charge in the customerôs record to override the default charge being posted 

to other customers.  Generally, this might apply to holiday charges where you may charge 

most all of your customers $10 as a one time holiday charge, but want to charge a 

particular customer $25.  You would put the holiday charge (set up as a One Time 

Charge) in the Rate tab of the customerôs record and enter $25 for the amount.  It will not 

be included in the customerôs regular billing, nor in any analysis, but will override the 

one time charge of $10 and use $25 when you choose to post one time charges.  See the 

billing menu section of this document for more information. 

 

One Time Charges should be items like holiday fees, or one time line charges, not for 

items like returned check fees (although we would hope they would only be a one time 

charge!).  The One Time Charge is for use with specific features of TASbiller for 

processing one time charges to all, or most all accounts, not for charges items that are 

simply occasional use items. 

 

The Formula 

The field names displayed at the bottom portion of this window are based on your 

selection in TAS Data Setup.  They are numbered for use in a formula.  Again, they relate 

to the data imported from your TAS system. 

  

The Formula would be blank for charges such as base charges or one time charges that 

are always a fixed amount and donôt vary with usage. 

 

For sales tax posting accounts you should enter the tax rate in decimal form.  5% would 

be entered as .05 

 

For your overage charge accounts such as Calls, or Messages, or Time, you would tell 

TASbiller which fields define ñOperator Talk Timeò, for example, in your telephone 

answering service.  In the example above from an Infinity TAS system, field 50 and field 

53 are added together to calculate ñOperator Talk Timeò.  You may add or subtract fields.   

 

The formulas apply to your customers globally.  In other words, every customer with 

ñCallsò will have their overage charges calculated with this formula.  If you were to 

change the formula, every account with ñCallsò on their Rate tab would be effected. 
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If you want to change the formula for calls for new customers only, for example, but want 

to leave your old customers on the old formula, you would add a new Posting Account 

with a slightly different name, such as ñCall Chargesò and enter the new formula, using 

this new posting account when setting up new customer accounts. 

 

Formulas may now contain any algebra style equation and include + - * / and support of ( 

).  Numeric values can be used with a # sign in front of the number.  For example, if you 

want to add fields 1 and 5 plus half of field 7 the formula would be: 1 + 5 + (7 / #2) 

 

Do not delete a posting account once it has been used as this may adversely effect 

various analysis, reports, and customer invoices. 

 

Fixed Quantity Posting Accounts 

This is a slight variation on ñnormalò quantity posting accounts where you have a 

situation that requires you to charge a customer for X quantity of a certain posting 

account and the quantity rarely changes from billing period to billing period. 

 

For a very simple example, say you charge a customer for pagers @ $9.95 per pager and 

you want their invoice to read something like: Pagers, (quantity) 10 @ $9.95 = $99.50 

 

Create a posting account and name it ñPagersò and check the box for Quantity Posting 

Account.  Do not enter a formula.  In customer file maintenance, on the Rate tab, choose 

your new Pagers posting account on the quantity side of the Rate tab.  Enter the quantity 

(10 in this example) in the ñQuan Limitò field, and enter the amount (9.95 in this 

example) in the Amount field.  You will notice the extension will multiply the quantity in 

the Quan Limit field times the amount in the Amount field and display the total (99.50 in 

this example). 

 

When the invoice is printed, it will print: Pagers   10 x 9.95 = $99.50   This will be 

formatted on the invoice to align with the other charge items. 

 

ñRoundedò Field Formulas 

This feature allows you to do some basic multiplication or division within a formula: 

 

- ROUND(field# + or ï field#...)*/factor   ROUND(01+17)/100 

 

This example adds fields 01 plus 17, divides the result by 100, and rounds it upwards to 

the nearest multiple of 100.  This feature is very seldom used, but should allow you to 

perform some basic multiplication and division of fields.  Be sure to test and let me know 

if there are any issues. 

 

Percentage Charge Posting Accounts 

Use this option in the last (10
th
) position of the Quantity Charges on the customerôs Rate 

tab to generate a charge that will be calculated using the formula (like a sales tax) of the 

total charges.  For example, if all charges total $100 and the formula for the Percentage 

Charge posting account is .10, TASbiller will calculate a charge of $10 for this item. 
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NOTE:  the Percentage Charge posting account can also calculate a discount!  Just use a 

negative percentage, such as -.05 to calculate a 5% discount on all charges. 

 

Exclude From Percentage Charge 

 

You may have certain posting accounts that should not be included in the calculation of 

the percentage charge.  Use this option to identify those. 

 

Category 
Use this to group related Posting Accounts for the Posting Account Business Analysis 

report.  For example, this feature will group answering service related charges separate 

from pager related charges separate from sales taxes, etc.  The categories on the report 

will be sub-totaled.  This is a very nice feature.  The categories are maintained in 

Miscellaneous File Maintenance. 

 

Deposit 

Check this option if the selected Posting Account will be used to collect deposits from 

customers. 

 

How Deposits Work 

Lets say you are going to charge a customer a $100 deposit and the deposit posting 

account is named: Deposit 

 

1) Using either manual charge posting or the new service prorate option, charge the 

customer using the Deposit posting account $100. 

 

2) When the customer pays the deposit you will notice the $100 in the Deposit 

column of the invoice grid of the Payment Posting window.  You are able to edit 

the distribution of the deposit in the event the customer is making a payment for 

something other than the deposit. 

 

 
 

3) Once paid, you will see the deposit listed on the Invoice/Payments tab of the 

Customer File Maintenance window.  You may also edit, add, or delete deposits 

from this window, which is handy for entering deposits for the first time.  Just be 

aware that if you manually add a deposit entry, there is no ñcharge and paymentò 

audit trail. 

 

From Invoice/Payments tab 

in Customer File 

Maintenance 
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4) To apply a deposit to an open invoice when an account closes, for example, go to 

the Deposits tab of the Payment/Credit posting window and enter the amount of 

deposit to apply. 

 

 

Alternate Tax 

So far Iôve only had a need for this with Florida customers who deal with pagers.  Certain 

pager charges (airtime I believe it is) are taxable at a different rate from other charges 

(like rental for example).  Say the airtime charge is $10 and the rental charge is $20.  The 

rental charge may be taxed at one rate, while the airtime charge is taxed at another. 

 

To use the Alternate Tax, you must check the Alternate Tax checkbox of the ñtaxò item 

itself, and also check the Alternate Tax checkbox of the charge that is subject to this tax.  

Be sure to un-check the Taxable checkbox of the alternate taxable charge posting 

account, otherwise it would be subject to both taxes. 
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Rate Plans 

 

 
 

 

Use this window to enter your various rate plans into TASbiller.  This feature is optional, 

but when maintained, really helps enter new customer accounts quickly and easily. 

 

First, name your rate plan(s) and enter its charges.  In this example, the name of the rate 

plan is Call$59, which is my $59 call based plan.  It includes 120 calls with .65 per call 

over 120.  Patch charges are .45 per minute, and long distance calls are billable at .20 per 

minute. 
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To use ñRate Plansò when adding new customers, take a look at the lower left corner of 

the Rate tab in Customer File Maintenance and you will see this: 

 

 
 

Simply use the left or right arrow buttons to scan through the rate plans, then click the 

ñApplyò button.  The fields you established for this rate plan will automatically populate 

the customerôs Rate tab and the name of the rate plan will be displayed above the ñNew 

Service Prorateò button. 

 

YES, YOU CAN MODIFY THE RATE PLAN!   Just because you used a rate plan 

from the file doesnôt mean you canôt change ité  Feel free to modify or change the 

particulars of a rate plan on the customerôs Rate tab at any time.  Your changes only 

effect the customer you are working with.  Every customer ñcanò have its own unique 

rate in TASbiller. 
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Automatic Variable Rate Plan 

 

 
 

The purpose of this feature is to allow you to automatically change customers rate plans 

based on usage.  In the above example, if the customerôs ñCallsò were less than 200, the 

first $50 rate plan would populate the Rate tab, if the Call usage was between 200 and 

300, the second $75 rate plan would be applied, etc. 

 

When you choose a rate plan that is coded as Automatic Variable Rate Plan while on the 

Rate tab in Customer File Maintenance, assuming there is TAS data loaded, TASbiller 

will automatically select the appropriate rate plan and display it.  During a regular billing 

cycle, you would load your TAS Transactions as usual, then proceed to the Posting tab on 

the Billing Menu and click the Automatic Rate Plan button.  This will cause TASbiller to 

review all customers with Automatic Variable Rate Plans and apply the appropriate plan. 

 

Note, the posting accounts that are changeable with this feature are ONLY those on the 

very first row for both fixed and quantity charges.  All other posting accounts on the 

customerôs rate tab are left as-is. 
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Miscellaneous File Maintenance 

 

 
 

This window allows you to set up and maintain a number of files used by TASbiller for 

various features.   

 

 

Customer Types 

The Customer Type codes are used for determining which accounts are active and/or 

should be included in financial analysis.  These codes are very important  and MUST be 

set up properly and utilized when maintaining your customer records.  You may use any 

scheme of Type codes applicable to your business.  The sample data included with 

TASbiller uses the Type codes to differentiate accounts by type of business such as real 

estate, medical, legal, etc.  You could easily use these codes to separate accounts by 

geographic region, price plan, etc.  Definitely include type codes that will differentiate 

between a Disconnected account and an Active account. 

 

Billable and Include In Analysis 

Check this box for Customer Type codes that you plan to bill, and therefore, should be 

included in your financial analysis reports.  For example, I use the ñApartmentsò type 

code above for my apartment complex customers who are billable and I want included in 

financial analysis reports.  The type code for ñEmployeesò, who I donôt charge and donôt 

want included in analysis reports, has that option box not checked.  I do have the box for 

ñActive Accountò checked for employees, as I do expect activity on those accounts (see 

next item). 

 



 

Page 43 of 193 Version 2.5.x 2/24/2012 

Copyright © 2005, Randy J. Ripkey 

 

Active Account 

Check this box if you expect call activity on this type code.  In the example above, I do 

expect activity on my ñApartmentò accounts.  However, my code for ñDisconnectò has 

this box un-checked, as I do not expect activity on disconnected accounts. 

 

The two checkboxes for Billable and Active are used by TASbiller during the importing 

of data from your TAS system.  TASbiller will produce an exception report of accounts 

with call activity whoôs Active Account box is not checked.  This is helpful information. 

 

Customer Code 

The Customer Code is a secondary way to classify your accounts.  It is not required.  The 

sample data included Codes for customer accounts that were purchased from various 

answering services for tracking retention and profitability.  You could also use this as a 

way of tracking accounts by region, for example. 

 

Salespeople 

The Salespeople file is used to enter the names of your salespeople for tracking on 

various reports. 

 

Source Codes 

Source Codes are used to track how your new accounts found out about you.  These 

codes could be yellow page advertising, customer referral, etc. and are a nice tool for 

tracking where your customers come from. 

 

Pager Files 

The four files on the upper right portion of this window are utilized by those who are 

maintaining a pager and/or voice mail inventory.  You may enter the Manufacturerôs 

names for your pagers, carriers, the types of pagers you typically rent, and a series of user 

defined codes for your reference that would differentiate pagers or voice mailboxes that 

are available, rented, in repair, etc. for various reports. 

 

Term Reasons 

These codes can be used to track the various reasons customers give for canceling 

service.  A report is available that allows you to specify a date range listing all accounts 

terminated within that range along with the reason code. 

 

Posting Account Categories 

 

Use these to group your posting accounts on the Posting Account Business Analysis 

Report.  Typical categories might be TAS, Pagers, Taxes, Order Entry, Alarm 

Monitoring, etc. 
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Billing Cycles 

 

For most telephone answering services this code is optional and would be set up as 

follows.  Most typical billing cycles are already entered for you. 

 

 
 

 

 

Date Sensitive Billing Cycles 

 

For those of us who bill certain customers quarterly, semi-annually, etc., such as pager 

customers, you will need to become familiar with a few more details regarding billing 

cycles. 

 

 
 

First, you will need to make sure all of your billing cycle possibilities are included in the 

file and they are properly coded.  You will need to tell TASbiller that you want (in the 

example above) ñQuarterlyò to be a ñDate Sensitiveò billing cycle, and that you want it to 

bill every ñ3 Monthsò.  You are welcome to use any name for your billing cycle (A, B, C, 

1, 2, 3, etc.).  You would then tell TASbiller that Billing Cycle 1 (for example) is for 

customers who bill every ñ6 Monthsò. 

 

You can mix Date Sensitive accounts with Non-Date Sensitive accounts.  For example, 

lets say you have 400 telephone answering service customers who you bill monthly and 

another 200 pager customers who bill quarterly.  You would code your TAS customers 

ñMonthlyò, with Monthly not set up as Date Sensitive.  You would code your pager 

customers as ñQuarterlyò, with Quarterly set up as Date Sensitive every 3 Months. 
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Date of Last Invoice 

 

 
 

In Customer File Maintenance, on the Summary tab along the right side of the window 

you will notice a series of dates.  The Date of Last Invoice is a critical component of Date 

Sensitive billing. 

 

When you first enter your customers who are on date sensitive billing cycles, you will 

need to manually adjust this date so that TASbiller knows when they were last billed.  

The program uses the Date of Last Invoice to calculate when a quarter, 6 month, year, 

etc. period has elapsed.  Once you run Automatic Posting (later in this manual) for Date 

Sensitive accounts, this date will be maintained automatically. 

 

Date Sensitive Sub Accounts 

Some of you have TAS customers who also rent pagers from you, and the billing cycle 

for the pager charges may be quarterly, where the TAS charges may be monthly.  In this 

scenario you can set up a sub account for the customerôs pagers as a ñBill this account on 

masterôs invoiceò sub account type (later in this manual).  Enter the charges for the pager 

on the sub account and set the sub accountôs billing cycle to Quarterly (for example).  Be 

sure to enter the correct starting Date of Last Invoice. 

 

Using this method the pager charges will only bill to the customerôs account (the master 

account) quarterly, and you will generate only one invoice for the TAS charges + the 

pager charges. 
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Voice Mailboxes: 

 

 
 

Use this window to enter and maintain your inventory of voice mailboxes.  The Mailbox 

Number is the primary number that would identify the mailbox and the DNIS is also 

stored and can be searched.  The primary number, DNIS, and Userôs Name will print on 

the customer invoice together with the Billing Amount.  The Billing Account is used to 

assign the mailbox to a specific customer.  You may view which mailboxes are assigned 

to a specific customer by choosing the Voice Mailboxes tab in customer file maintenance. 
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Pager Inventory 

 

 
 

Very similar to the Voice Mailbox inventory, this window allows you to set up and 

maintain your inventory of pagers.  Cap Code, Pager Number, User Name, Posting 

Account(s) and Billing Amount(s) will appear on the customer invoice.  You may view 

the pagers assigned to a specific customer on the Pagers tab in customer file maintenance.  

You may search for pagers by Cap Code, Pager Number, or Serial Number.  Various 

reports allow tracking by any of the significant fields on this window. 

 

The Manufacturer, Description, Carrier, and Status Codes are maintained in the 

Miscellaneous File Maintenance window.  You may also use Rate Plans (first 5 fixed 

posting accounts only plus sales tax) and Copy / Paste pager data into new pager records. 
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Customer File Maintenance 

 

 
 

This window with its series of ñtabsò is used to add and maintain your customer records.  

Letôs start with the row of buttons along the bottom portion of the window: 

 

Add Customer.  Click this button and you will be prompted to enter the account number 

of the customer account you wish to add (new account).  Your account numbers should 

match what is exported in your TAS equipmentôs billing data file, generally the last 4 

digits of the DID number, although some systems maintain separate ñBilling Numbersò, 

which can also be used.  If the account you are trying to add already exists, the account 

will be displayed.  If the account doesnôt already exist, a new record will be created using 

default values from your Company Information file and an otherwise blank customer 

account record will be displayed.  You would then enter the customer name, address, rate 

plan, etc. 

 

The Detail Report button with the ñprinterò icon will immediately print a report listing 

name and address information from the selected customer record together with a listing 

of all invoice / charge records and all payment records.  This report is very helpful when 

a customer is disputing a balance due, as it lists all charges and all of their payments with 

check numbers and dates applied. 
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Invoice Print, Fax, Email, or Save 

 

 
 

This window will be displayed when the Invoice Print, Fax or Save button is clicked.  

You may produce an invoice at any time for any account for any time period (current 

open invoices or any previously billed charges).  Use the ñFindò button, located in the 

middle of this window, to select other customers.  The ñcurrentò customer will be 

displayed by default. 

 

Print Billing Detail From Start Date  and Invoice Date 

This is often difficult to explain and understand, so hang in there.  TASbiller maintains a 

history of every charge and payment for every customer.  When youôre producing an 

invoice youôre trying to list all activity since the last invoice date to the current invoice 

date.  The ñStart Dateò should be the day after the last invoice date.  For example, the 

invoice date in the example above is 8/18/2010.  The last time I did billing was 

7/12/2010, so my ñStart Dateò was 7/13/2010, the day after my last invoice billing date.  

This will tell TASbiller to start printing payment and invoice items dated from 7/13 thru 

8/18.  TASbiller will save these dates for future invoice printing. 
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Due Date and Due Date Text 

This prints on the invoice in the Due Date field.  The ñDue Date Textò allows you to 

enter text instead of a date.  For example, you can enter ñDue Upon Receiptò if you donôt 

want an actual ñDue Dateò to print. 

 

Another feature, Default to Upon Receipt, will cause ñUpon Receiptò to become the due 

date text, and this setting will be stored for future invoice printing. 

 

The Invoice Header Message is an optional message field that prints toward the top of 

the invoice. 

 

Reprint Historic Invoice 

If you want a re-print of a past invoice, you would check this option box, then select a 

Start Date and Invoice Date that includes the charge or charges to be reproduced.  When 

this option is used the charges from the selected date range will be printed as though 

unpaid, regardless of whether you have already applied a payment to them. 

 

Do NOT print unpaid items from prior period  

TASbiller, by design and default, prints unpaid items from previous billing periods on the 

customerôs invoice.  If you donôt want to have those items printed, check this option box.  

Balances from all unpaid items will still be included in the Age Analysis on the invoice, 

and the Balance Due will reflect the entire balance due. 

 

Print  Invoice 

Click the Print button to produce an invoice on computerôs default printer.  A printer 

dialog box will be displayed allowing you to change printers, choose the paper tray 

(when available), and the number of copies to print. 

 

Save Invoice 

TASbiller allows you to save invoices to three different popular file formats, .doc, .rtf, 

and Adobeôs .pdf.  The .doc and .rtf formats can be opened by most any word processor 

or text editor.  The .pdf format can only be opened by Adobe Acrobat.  This is handy for 

emailing invoices as an attachment to an email, as the end user can view and print the 

invoice, but cannot edit its content.  Adobe Acrobat is free from www.adobe.com  

 

The Save Invoice option is very powerful.  Once saved, this invoice becomes a document 

that can be edited, printed, attached to an email, or anything else normally done with a 

document file.  I often use this option to manually adjust the content of an invoice to 

appease a difficult customer. 

 

 

 

 

 

 

 

http://www.adobe.com/
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Fax Invoice 

The Fax Invoice option will send your invoice via fax to the number entered in the field.  

To use this option you must have a fax/modem card installed in the computer running 

TASbiller.  Most any card will work.  Please do not have any other fax software 

running , as TASbiller cannot force another program to release the fax port for its use. 

 

Faxing invoices is a popular and frequently used option by most all users of TASbiller.  

A great investment was made to make the fax option compatible with most all fax 

machines and cards, and transparent to the users of TASbiller.  I am now able to fax an 

invoice to a customer who ñnever receivedò his last invoice while Iôm talking to him on 

the phone, and without wasting any paper! 

 

Email Invoice 

 

Very similar to the fax option described above, TASbiller will email an invoice to your 

customers as an attachment to an email.  Be sure to enter your email information and the 

Subject line and Body of the email in Company File Maintenance. 
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Word Processor 

 

 
 

TASbillerôs built-in word processor allows you to develop form letters that can utilize 

mail-merge functionality.  When the word processor opens, simply ñRight Clickò 

anywhere in the document window, and you will see a list of TASbillerôs fields to choose 

from.  Design your letters, save them, and use them for any or all of your customers. 
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Returning to the Customer File Maintenance window, Summary tabé 

 

The next series of buttons in the bottom middle of the window are used to navigate to the 

next or previous customer record in either account number or name sequence. 

 

The Account Number and Account Name Search buttons will search for the customer 

record entered.  You may enter a partial number or name.  For example, if you want to 

look through accounts numbered 7400 and higher, you can just enter 74 in the Account 

Number search selection and the first account that starts with a 74 will be displayed.  

Likewise, if you are looking for an account that starts with ñDrò you can enter Dr and 

using the Name Search option the first account starting with Dr will be displayed. If you 

then choose to scan in Name sequence, you could use the Next arrow button to view all 

accounts that start with Dr. 

 

 

Partial Name Search 

 

 
 

If youôre not sure exactly how an account name was entered, you can enter any part of the 

name and TASbiller will list all names that contain that combination of letters.  In the 

example above, I entered ñripò and TASbiller displayed the Blue flame of Ripley 

account, my home account, and my office account. 

 

Simply click the account in this window and TASbiller will display its record in the 

Customer File Maintenance window. 
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Customer File Maintenance, Summary Tab, continued 

 

There is a lot of information available within Customer File Maintenance and the ñtabsò 

are used to organize this information.  The first tab, Summary Data, includes address, 

phone number, contact information and a small area for notes along the left portion of the 

window. 

 

Master Accounts and Sub Accounts 

 

TASbillerôs Master and Sub account handling is very powerful and Iôm seeing a lot of 

creative uses for this feature. 

 

Generally, there are two different types of ñsubò accounts.  First, there is what I refer to 

as ñTransfer to Masterò.  In this scenario, one customer may have two accounts (two DID 

numbers) in the TAS system (maybe two locations for two Dr. offices), but they only 

want one bill, and they want all of the charges accumulated. 

 

Now, some TAS systems will do this accumulation for you.  However, sometimes the 

customer may want to know how many calls come into each office.  If you set up your 

sub accounts in TASbiller, you can then either print the information on the customerôs 

invoice automatically, or at least have it available for quick reference in TASbiller. 

 

Here is an example of a óTransfer to Masterò sub account.  In this case, youôre 

looking at account 6846ôs Summary tab.  The master account is 6827.  When you enter 

the account number of the master account, its name will be displayed.  You may press the 

ñGoò button and TASbiller will move you directly to the master account.  No other 

information is necessary for this master-sub account relationship to function properly. 

 

 
 

Below is account 6827, the Master account.  Notice it has two sub accounts, 6846 and 

6913.  You can move directly to any sub account by double-clicking it in the sub account 

listing area. 

 

 
 

NOTE: TAS Transaction data is loaded into the sub account during the import of billing 

data from your TAS system.  It is accumulated into the master account at that time. 



 

Page 55 of 193 Version 2.5.x 2/24/2012 

Copyright © 2005, Randy J. Ripkey 

 

 

ñBill This Account on Masterôs Invoiceò Sub Account Example 

 

The other type of sub account is one which has its own rate plan (or other charges such as 

pagers), but again, the customer wants only one invoice.  The TAS Transaction data is 

not accumulated into the master account.  The sub accountôs charges will be posted to the 

masterôs account during automatic posting (later in this manual).  The customerôs invoice 

will reflect the unique charge(s) and rate plan(s) for each sub account. 

 

One unique application of this type of sub account is for pagers, when the pagers are 

billed quarterly (the sub account), but the customer also has a TAS account that is billed 

monthly (the master account).  You may set up a sub account with a different billing 

cycle from the master, and using the Date Sensitive billing option, the sub accountôs 

pager charges would only be billed to the master account quarterly.  Be sure to code this 

type of sub account with the proper Billing Cycle and be sure to enter its initial Date of 

Last Invoice. 

 

Below is account 6953, a sub account of 6952.  Note that the ñBill This Account on 

Masterôs Invoice button is checked. 

 

 
 

Below is the rate tab of this sub account: 
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Note below the invoice information from account 6952, the master accountôs Invoices-

Payments tab.  You will notice the Automatic Posting from the master, followed by the 

Charges From 6953, which are the charges from the sub account. 

 

 
 

 

Customer File Maintenance, Summary Tab, Types, Codes, Check Boxes, and Dates: 

 

 
 

The balance of the right side of the Summary tab is for a variety of features.  Lets start 

with the drop boxes for Account Type, Disc Reason, Salesperson, Account Code, Source, 

Billing Company and Billing Cycle: 

 

The Account Type must be selected and is a very important field in TASbiller.  In 

addition to uses for analysis of accounts, this code tells TASbiller if the account is active 

or inactive, billable or not, and if it should be included in various analysis reports. 

 

IF THE ACCOUNT TYPE YOU SELECT IS NOT ñBILLABLEò, NO BASE 

CHARGES WILL BILL!  
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New accounts will default to a type code of General Business.  This type code tells 

TASbiller the account is an active account and should be included in various analysis 

reports.  If the account is not active, but owes you money perhaps, use the Disconnect 

type code.  This will tell TASbiller not to expect activity when data is loaded from your 

TAS system.  It also tells TASbiller not to include this account in financial analysis 

reports.  You can set up as many Account Type codes as you like in Miscellaneous File 

maintenance. 

 

TAS ID 

 
 

TAS ID is a field used to store the customerôs DID number, for example.  It can also be 

used as an alternate method to relate a customerôs account to your TAS system, in the 

event your account numbers do not match with the IDôs used in your TAS system.  All 

TAS systems can support this option, but not all are activated at this time.  Please contact 

me if you need to use this feature. 

 

The Disc Reason code is used for tracking disconnected accounts and standardizing their 

reason for discontinuing service.  It is used in the Disconnects Report. 

 

The Salesperson code is used for tracking accounts generated by a Salesperson, if 

applicable, and is available in a number of reports.. 

 

The Account Code is a user defined set of codes that you may use for any purpose.  Also 

set these up in Miscellaneous File maintenance.  This is a great way of tracking 

customers by region, or something I use it for, which is tracking by answering services 

purchased.  If you have multiple offices, you could also use this field to code which 

office services this account. 

 

The Source code can be used for tracking where you are getting new customers from 

such as yellow page advertising, referral, etc. 

 

The Billing Company is used if you wish to separate invoice printing by company and 

print different company names on different invoices.  Some TAS owners purchase an 

answering service and donôt want to change the billing name on the invoices.  This 

feature will support that need. 

 

The Billing Cycle tells TASbiller which cycle this customer is on when you are using 

multiple billing cycles (monthly, quarterly, etc.). 
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Now the Dates: 

 

All date fields in TASbiller include a very nice calendar feature.  Click the date field and 

a calendar will appear.  You can move between months and select dates with the mouse 

very quickly and easily. 

 

Date Added should be the date the customer first signed up for service with your 

company.  It has no effect on their billing date or cycle, it is just for your reference. 

 

Rate Update Date is maintained by you when you change a customerôs rate.  Again, this 

is just for your reference. 

 

Disconnect Date, again for reference only, should be the date when a customer 

discontinues service.  You may wish to reference this date to call on disconnected 

accounts after a few months to see if they may want to return to your company. 

 

Date of Last Payment is maintained by TASbiller automatically as payments are posted.  

It prints on the Age Analysis report and is a nice piece of information to have when doing 

collections. 

 

Date of Last Invoice is maintained by TASbiller automatically when Automatic Posting 

is run.  It is used for accounts on Date Sensitive Billing Cycles.  When entering a new 

account on a Date Sensitive Billing Cycle, be sure to enter this date so TASbiller will 

know when to bill the customer again. 

 

Now the rest of the options: 

 

Late Fee Exempt can be checked if you donôt want this customer to be charged a late 

fee.   

 

Late Notice Exempt will exclude this customer when late notices are being produced.  

The new ñLate Noticeò button next to this checkbox will allow you to send a late notice 

to the specified customer.  See Late Notices in the Reports Menu later in this manual. 

 

One Time Charge Exempt can be checked if this customer should not be charged any 

one time charges. 

 

Print Sub Account Detail on Invoice will tell TASbiller to print a line of activity detail 

(number of transactions, messages, time, patches, etc.) on the master accountôs invoice 

for each of its sub accounts.  This would need to be checked on the master accountôs 

record only. 

 

The four Invoicing Method options tell TASbiller to either Print, and/or include in an 

upload file to TASbill.com, and/or Fax the invoice to the customer, and/or Email the 

invoice.  You may email to multiple email addresses by separating each address with a 
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semicolon ñ;ò.  For example, Customer@mailserver.com;Owner@mailserver.com would 

send an invoice to two addresses. 

 

You may select any one or any combination.  For example, you may want to have 

TASbill.com send an invoice to a customer and also Fax the invoice to the customer.  If 

no choice is selected, no invoice will be automatically generated for the 

customer.  There are options to ñforce printò invoices that will be discussed in the Billing 

Menu section of this document. 

 

The Auto Charge Credit Card option will allow you to automatically charge the invoice 

amount to a customerôs credit card, and if approved, post the payment to the customer 

account.  Be sure to include as much of this Credit Card Info  as possible for 

authorization purposes. 

 

 
 

TASbiller also supports E-Check processing with Authorize.net.  You will  first need to 

add a credit card type for ñE-Checkò (it must be entered exactly as shown).  When E-

check is selected as the Card Type, the fields will change to reflect the different 

information required for E-Check processing. 

 

 
 

Note that if a customer has both a credit card and also E-Check information, both sets of 

information will be saved in TASbiller, allowing you to switch the customer back and 

forth if necessary. 

 

 

 

 

 

mailto:Customer@mailserver.com;Owner@mailserver.com
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The Invoice Message field allows you to enter a unique message that will print on the 

selected customerôs invoice only.  This might be used to tell the customer ñThank you for 

referring Fredôs Plumbingò, for example.  You may make this message permanent by 

checking the box next to the message.  An example of a permanent message might be a 

customerôs purchase order number.  If not permanent, this message will be removed 

when the billing cycle is closed. 

 

Note:  the Invoice Message field is also used to temporarily store the ñAverage Cost Per 

Dayò information, if you select that option in Company File Maintenance. 

 

The row of numbers across the bottom of the Summary tab will display all open invoices 

for the customer totaled by age category.  It also displays the beginning balance, new 

charges and payments for the current billing cycle, and the total balance due.  These 

fields are maintained by TASbiller, DO NOT manually enter numbers into these 

fields.  Always post charges and payments.  These fields are editable only as a 

convenience if an unusual adjustment needs to be made for some reason. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

One frequent mistake I see new users making is the entering of beginning balance 

numbers in the fields on the Customer File Maintenance Summary Tab without 

properly ñpostingò them using Manual Charge Posting.  This causes the customer to 

be ñout of balanceò, as the invoices posted to the customer account do not match the 

ñBalance Dueò figure. 

 

Always ñPostò beginning balances using Manual Charge Posting, which is located on 

the Main Menu.  If the customer has a beginning ñCreditò balance, use the Payment / 

Credit Posting option, also available on the Main Menu. 

 

There will be further discussion on posting and correcting posting mistakes later in 

this manual. 
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Customer File Maintenance ï The Rate Tab 

 

 
 

It is important to understand the charges calculated and displayed on this window are not 

charged to the customer account until you process Automatic Posting in the Billing 

Menu, which will be covered later in this document.  This is simply a preview of what 

will be charged during routine billing. 

 

The Rate tab is organized in several sections.  First, the upper left area is where you 

would enter your fixed (base) charges, those that are the same every billing cycle.  Use 

the ódrop boxesô or type in the name of your Posting Account, then in the Amount 

column, enter the corresponding base charge amount.  In the example above, ñAnswering 

Serviceò is the description of the base charge that appears on the customerôs invoice and 

this customerôs base charge is $20.00. 

 

As you enter amounts and tab or click off of the amount field, the total charges will 

calculate in the lower right corner.  This applies to all quantity or amount fields.  You 

must have entered a valid Posting Account, however, for the calculations to function 

properly. 
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Exception: 

If you select a Posting Account that is a One Time Charge, the amount entered will 

NOT be included in the total.  The amount will only be used with one time charges are 

posted to override the default one time charge entered at that time. 

 

The upper right area is for quantity (overage) charges.  In the example above the 

customer is allowed 15 Messages to be included in the base rate and is charged $.35 for 

each Message over 15.  This customer also pays Patch Charges of $.45 per minute, with 0 

units included in the base rate.  Long distance charges would be billed at $.20 per minute. 

 

You may also have tiered quantity charges.  For example, you have a customer who has 

100 calls included in the base rate then pays $.50 for the next 100 calls and $.45 for all 

remaining calls.  The quantity limit on the first line of Call detail would be set to 200.  On 

the next detail line you would have calls again with 200 included and the rate of $.45.  

This would bill all calls over 200 at $.45.  You may have as many tiers as you can fit on 

this tab! 

 

Fixed Quantity Posting Account Charges 

This is a slight variation on ñnormalò quantity posting accounts where you have a 

situation that requires you to charge a customer for X quantity of a certain posting 

account and the quantity rarely changes from billing period to billing period. 

 

For a very simple example, say you charge a customer for pagers @ $9.95 per pager and 

you want their invoice to read something like: Pagers, (quantity) 10 @ $9.95 = $99.50 

 

Create a posting account and name it ñPagersò and check the box for Quantity Posting 

Account.  Do not enter a formula.  In customer file maintenance, on the Rate tab, choose 

your new Pagers posting account on the quantity side of the Rate tab.  Enter the quantity 

(10 in this example) in the ñQuan Limitò field, and enter the amount (9.95 in this 

example) in the Amount field.  You will notice the extension will multiply the quantity in 

the Quan Limit field times the amount in the Amount field and display the total (99.50 in 

this example). 

 

When the invoice is printed, it will print: Pagers   10 x 9.95 = $99.50   This will be 

formatted on the invoice to align with the other charge items. 

 

The lower right portion of this window is for Sales Tax.  Select the sales tax posting 

account and the percentage entered in the Posting Accountôs formula field will be applied 

to the charges.  You should see the tax calculated and included in the total charges. 
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The lower middle section, Statistics, will calculate revenue per total time, transaction, 

message, operator minute, etc. including all statistics included in the TAS Transaction 

Summary on this window..  These statistics are re-calculated every time you add a 

posting account charge or change any of the numeric values.  This is a powerful tool for 

analyzing accounts for profitability and should be referenced when doing rate changes.  

The results displayed in this section are based on the formulas entered in TAS Data 

Setup. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

The lower left section has a summary of transaction activity for this account.  The 

numbers that appear in this section are based on the formulas entered in TAS Data Setup, 

How this works 

 

All of the $ per calculations are based on the following: 

 

1) The ñTotal Timeò, ñOperator Minutesò, ñTotal Transactionsò, and number of 
ñMessagesò used for these calculations are all defined in TAS Data Setup.  Be 

sure you are looking at the ñOperator Minutesò (for example) that YOU want 

to look at. 

2) Only charges from Posting Accounts with the ñInclude in Analysisò box 
checked in their setup are included I the total charges figure used for analysis. 

3) All of the ñ$ però calculations are based on the items on the Rate tab.  NO 
MANUAL CHARGES or ñOne Timeò charges are included in this analysis. 

4) This is true for all analysis, including the Business Analysis (from Main 

Menu) and the Customer Profitability Report(s). 
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and are meant to give you a quick, easy to read summary of the data collected by your 

TAS system. 

 

 

 
 

Also in the lower left area of the Rate tab you will find New Customer Setup.  This is 

where you may select a rate plan by using the left and right ñarrowò buttons until the 

desired plan name is displayed, then click the Apply button.  The fields you entered for 

the rate plan will be immediately displayed and the name of the plan will also display in 

the area above the New Service Prorate button. 
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New Service Prorate 

 

 
 

When you click the New Service Prorate button on the customer Rate tab you will see 

this window open.  The customerôs Date Added will automatically populate the ñProrate 

From Dateò field and all of the customerôs fixed charges will be displayed.  You should 

enter your next billing date in the Prorate To Date field.  Be sure the # Days in Cycle 

value is correct, then click Calculate. 

 

When you click Calculate, as in the above example, TASbiller will calculate the number 

of days remaining in the billing cycle and apply that percentage to each fixed charge and 

display the result, $5.00 in this example. 
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If you have any setup charges you may enter them at this time (after you clicked 

Calculate) by choosing the appropriate Posting Account and putting the amount in the 

Proration field.  You will see the Total Charges field re-calculate when you tab off of the 

Proration field. 

 

Once everything is correct, click the Post button and this window will close.  You will 

then be able to confirm the charges on the customerôs Summary tab as well as the 

Invoices - Payments tab.  If you like, you may print an invoice at this time. 

 

The Prorate To Date and # Days in Cycle fields will be stored for future use. 

 

Returning to the Rate tab, you will notice a small graph (once you have completed a 

couple of billing cycles) in the lower middle of the Rate tab.  Click it and it will enlarge 

to cover the entire Rate tab.  Click it again and it will shrink back to the smaller size.  The 

graph may also be printed when it is enlarged. 

 

 
 

This graph is made up of data stored in the customerôs invoice record by TASbiller when 

you process Automatic Posting.  Currently, four fields are stored; Total Transactions, 

Total Time, Operator Time, and number of Messages.  The graph illustrates these fields 

and also creates a chart of $/Total Transactions, $/Total Time, $/Operator Minute, and 

$/Message based on the total invoice amount. 

 

This graph is useful for analyzing activity on an account, providing a visual method for 

analyzing trends (is the clientôs activity steady, increasing, decreasing, seasonal, etc.).  It 

is also a good way of testing your rate plans.  Does the revenue per operator minute (for 

example) increase as activity increases?  If so, then your $/overage charge is probably 

higher than it needs to be.  Conversely, does your revenue per operator minute decline as 

activity increases?  If so, then your overage charges are not high enough. 

 

The Undo Changes button in this area will restore certain changes made to the Rate tab 

to their original values.  Be careful when changing the Rate tab, as most changes cannot 

be reversed. 
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The TAS Transactions tab 

 

 
 

The TAS Transactions tab displays the raw data imported from your TAS system for this 

account.  The field names are those chosen/maintained in TAS Data Setup.  You may edit 

the transaction data if you wish using this tab.  This example illustrates data imported 

from an Infinity system. 

 

This information is very helpful when first setting up TASbiller so you can manually 

calculate calls or messages or time to verify your formulas for your Posting Accounts. 

 

It is also helpful information to have at your fingertips when a customer calls to question 

their invoice. 
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The Usage History Report will display the data stored from the TAS Transaction 

Summary are of the Rate tab.  This data is saved during Automatic Posting, and is used to 

produce graphs as well as this report information. 
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Invoices ï Payments - Deposits Tab 

 

 
 

The Invoices ï Payments tab lists all invoice and charge items on the left side and all 

payment and credit items on the right side.  You may double-click on any item for more 

detail.  This will allow you to view the actual charges and overcharges (including 

quantities billed) for any previous invoice.  You may also edit certain data fields in the 

invoice and payment records.  Needless to say, be VERY, VERY careful when doing any 

editing of invoice and payment records. 

 

Deposits are also listed here.  You may add, edit, or delete deposit records.  Be careful, 

there is no audit trail for changes made here. 
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Invoices ï Payments - Deposits Tab / Balance Forward View 

 

 
 

 

This option allows you to view invoices and payments chronologically, together with a 

calculated running balance in the far right column.  I find it is sometimes easier to show a 

customer how their balance is calculated based on the dates of the various charges and 

payments.  You may print this information as well. 
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Edit Invoice Record 

 

 
 

When you double click any invoice record on the customerôs Invoices ï Payments tab, 

this window will be displayed.  You will be able to view the charge detail for the invoice 

item, but not edit it.  You may edit the date, description, taxes and totals, but do so VERY 

carefully.  I will cover a few examples of editing the invoice and payment records later in 

this section. 
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Pager or Voice Mailbox Detail Window 

 

 
 

If you are using the Pager or the Voice Mailbox billing feature, this window will display 

the detail for all items billed on an invoice.  Each pager (or voice mailbox) will be listed 

and by selecting any pager in the upper section of the window, the charges associated 

with that pager will be displayed in the lower section. 
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Edit Payment Record 

 

 
 

When you double click on any payment record in the customerôs Invoices ï Payments 

tab, this window will be displayed.  All fields are editable.  The Credit Distribution tab 

will allow you to view and edit the posting accounts and amounts used when this feature 

is selected.  More discussion of credit distributions will be made in the Payment Posting 

section of this manual. 
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TASbiller Math  

 

TASbiller maintains the customerôs account balance in two places (files), actually in two 

tables, in the TASbiller.mdb Access database.  This redundancy was designed into 

TASbiller as a form of protection in the event of data corruption (hopefully one balance 

might survive and be accurate). 

 

 
 

You will notice along the bottom of the Customer File Maintenance window, on the 

Summary tab, a row of numbers.  The first series of numbers reflect the open invoices for 

the customer totaled in their appropriate ñageò category.  The invoice balances are 

calculated based on open (unpaid) invoices in the Invoice Table. 

 

The second series of numbers represent the customerôs Beginning Balance, New Charges, 

Payments (for this billing period) and Balance Due.  These amounts are stored in the 

customerôs record in the Customer Data Table.  Here is the dangerous part: you can 

edit / change these numbers very easilyé 

 

If you were to add up the balances from those in the aging categories for a customer, the 

total should match the Balance Due that is calculated.  There is one exception:  IF the 

customer has a Credit Balance (the customer overpaid or prepaid for some reason), there 

would be no open / unpaid invoices and the Balance Due should reflect the credit amount 

(it would be a negative number). 

 

Credit balances are only stored in the customerôs record reflecting a credit balance.  

There is no such thing as a negative / credit invoice in TASbiller. 

 

Typically, when you post a charge to a customer account or post a payment, all of the 

numbers in the customer record are automatically updated and maintained.   
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Open Invoice - Age and Edit Example 

 

 
 

Note the last three invoice records have no payment or credit amount.  Therefore, since 

they are unpaid, they are aged on the customer summary tab below (todayôs date is 

1/17/05, so the 11/23 invoice and 12/20 invoice are both 28 days old, the 12/21 invoice 

will be 28 days old tomorrow): 

 

 
 

The lower right side of this customerôs summary tab indicates a balance of $70.90, which 

matches the age amounts added together ($30.70 + $40.20 = $70.90).  This account is 

considered to be ñIn Balanceò. 

 

 

Unpaid Invoice Items 
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So why would they not match?  

If, when entering your account information, you entered the Beginning Balance or a 

Charge amount on the customerôs record instead of ñPostingò it.  This is the most 

common mistake. 

 

Why do you let us edit these numbers if it could cause the Balance to be incorrect? 

Well, I could change the customer window so you wouldnôt be able to edit those numbers 

and my life would be a bit easier, buté  Sometimes people make mistakes. 

 

For example:  You charged a customer sales tax and they werenôt supposed to be 

charged.  This could be messy when it comes time to calculate and report sales tax due.  

With TASbiller, as it is designed, you can edit the invoice record and remove the sales 

tax.  You must then ñeditò the amount(s), either in the Beginning Balance or Charges 

field(s), to force the account back into balance.  When you manually ñeditò an invoice 

record, the numbers in the customer record (beginning balance and/or charges) are not 

automatically updated. 

 

Another example:  Probably a more common problem might be posting an incorrect 

charge to a customer, or posting a charge to the wrong customer.  Again, you can edit the 

invoice record, then edit the amount in the Charges field to force the account back into 

balance, and the customer will  never know you made a mistake on the account. 

 

How do I keep my accounts in balance? 

Post everything, and donôt make any mistakes!  Charges to a customer account are either 

posted during your routine billing or manually posted from the Main Menu option.  

Remember, ALWAYS USE POSITIVE NUMBERS.  Do not post a ñnegativeò charge 

amount.  If you want to credit a customer account, use the Payment Posting option and 

enter the amount in the ñCreditò field.  You can then enter a reason for the credit in the 

comment field. 

 

Beginning balances should be ñpostedò to the customer account, not entered on the 

customer summary window during data entry. 

 

How do I make sure everything is ok? 

Use these two reports: 

 

Trial Balance Report and Age Analysis Report 

 

The Trial Balance Report will list all accounts with activity (either a beginning balance, 

charge, or payment) and will include those accounts with a zero or credit balance due.  

The numbers on this report come from those stored in the Customer Data Table (those 

dangerous numbers that you can edit). 

 

The Age Analysis Report will list all accounts with open invoices.  These numbers come 

from the Invoice Table.  Accounts with credit balances or zero balances will not appear 

on this report. 
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The total balance due on the Age Analysis Report (minus the total of all credit balance 

accounts) should match the total Balance Due on the Trial Balance Report.  And, 

individual accounts with balances due should match from report to report. 

 

 

How to correct an account that is ñOut of Balanceò 
 

First, you must determine the ñCorrectò balance. 

 

Age amounts are correct, ñBalance Dueò is wrong: 

 

2. This is the easiest problem to repair, and was probably caused by someone 

entering a beginning balance or charge amount on the customerôs summary 

tab.  Simply edit the Beginning Balance or Charges amount(s) to force the 

Balance Due to match the Age amount(s). 

3. If the problem is due to an incorrect beginning balance credit posting, you 

may also need to edit the payment record(s) involved. 

 

Balance Due is correct, Age amount(s) are wrong: 

 

1. Determine which invoice record(s) are involved. 

2. Double click the record to view its detail. 

3. If the invoice has a zero balance (total charges ï payments/credits = 0), and 

the payment or credit amount is incorrect, edit the payment or credit amount 

to make the invoiceôs balance correct. 

4. If the invoice ñshouldò be paid (zero balance), but it is showing a balance, 
enter the appropriate payment or credit amount to make the invoiceôs balance 

zero. 

 

Other circumstances that may require editing this information may include: 

 

Incorrect Charge Posted to Account 

 

1. Find the incorrect invoice record(s) and edit them, making their total charges 

amount zero. 

2. If you would like the invoice to never appear on any invoice, then change its 

date to a date that is earlier than your current billing cycle. 

3. Edit the ñChargesò field on the Summary tab (or maybe the Beginning 
Balance amount if you have already closed the billing period) to remove the 

erroneous charge amount. 

 

Incorrect Payment Posted to Account 

 

1. This is the most difficult circumstance to correct.  First, find and edit the 

erroneous payment record, correcting the payment amount. 



 

Page 78 of 193 Version 2.5.x 2/24/2012 

Copyright © 2005, Randy J. Ripkey 

 

2. Determine which invoice(s) the incorrect payment was applied to, usually it 

will be the ñoldestò. 

3. Edit the payment (or credit) amount(s) in the invoice record to correct the 

erroneous payment amount. 

4. Edit the appropriate fields on the customerôs summary tab (Beginning 
Balance, Charges, or Payments) to adjust for the erroneous payment. 
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Pagers and Voice Mailboxes Tab  

 

 
 

The Pagers tab and Voice Mailboxes tab are very similar to each other.  Pagers (or voice 

mailboxes) assigned to a customer account will be listed on the left.  Available pagers (or 

voice mailboxes) in inventory are listed on the right. 

 

Double-click an available pager (or voice mailbox) on the right and it will be assigned to 

the selected account.  The appropriate maintenance window is displayed for your 

convenience to edit any of the information necessary to make the pager or voice mailbox 

billable by double-clicking the pager or voice mailbox record. 

 

To remove a pager or voice mailbox from a customerôs account, select it and click the 

Remove button to return it to the available inventory. 

 

You may double-click on any pager or voice mailbox to view and edit its information. 

 

You may sort the information displayed by any field, just click its column heading.  Use 

the Print Pager List option to create print a list of pagers assigned to any customer 

account. 
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Customer File Maintenance ï Contact Notes 

 

 
 

Use this area of customer file maintenance to enter and maintain notes and reminders.  

Reminders are those notes that have a ñReminder Dateò.  Reminders will display on the 

Main Menu.  The note area is unlimited.  Notes are listed chronologically by Entry Date.  

When a new note is created, the Entry Date and Time along with the User Name are 

automatically filled in.  You may edit the user name, but not the entry date and time. 

 

Also be aware you can now sort the notes by the various column headings, just click on 

them! 
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Reports Menu 

 

 
 

All reports are displayed in a window.  You may then choose to either print the report or 

save the report to a disk file.  The buttons that are titled Preview / Print will immediately 

display the selected report.  The buttons that are titled Optionsé will first present you 

with a selection of options applicable to the report. 
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Popular Reports Tab 

 

 
 

The Age Analysis Report prints all accounts with balances aged by invoice date.  The 

options allow you to include or exclude by aging column or by Account Code.  This 

allows you to create a report of just those accounts with balances that are past due 

without listing accounts with current balances, for example. 

 

 
 

The Trial Balance Report lists all accounts, reporting the beginning balance, new 

charges, payments, and current balance (including zero or credit balances) for the current 

billing cycle. 
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The Customer Profitability  (Analysis) Report will list customers in sequence based on 

your selection of $/operator minute, $/total time, $/message, or $/transaction.  This is a 

powerful report, allowing you to immediately identify customers who may require a rate 

adjustment. 
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The Posting Account Business Analysis is another very powerful report used to list all 

Posting Accounts with totals reporting how many customer accounts had postings to each 

Posting Account, total charges, average $ charged to each customer, and if the Posting 

Account is for a quantity item, the number of units and average $ per unit will also be 

reported.  This report can be generated for any date range so, for example, you could see 

how much revenue was generated by patch calls on your most recent billing, or how 

much revenue was generated by late charges for the year.  It also allows for sub totals by 

Posting account Category, so be sure to assign categories to your posting accounts.  This 

is a great way to analyze, for example, answering service related charges separate from 

pager charges, separate from sales taxes, etc. 

 

The Undistributed Credits Quick Report  is designed to help you find credits that have 

been posted, but not distributed to Posting Accounts during regular payment posting.  

You should not have any items listed on this report, especially if you have to report sales 

tax, as undistributed credits would not appear on your sales tax reports.  You can 

ñDistributeò credits found on this report by editing the payment record in Customer File 

Maintenance. 
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Posting Account Business Analysis - continued 

 

 
 

The Provide Detail option on this report will produce an Excel spreadsheet of all detail 

used in compiling the Posting Account Business Analysis Report.  You may produce this 

detail for one customer or all for the given date range. 
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Posting Account Business Analysis ï Provide Detail option: 

 

 
 

Using the features in Excel, this report can be sorted by any of the fields provided.  This 

can be quite powerful for detailed analysis of an account, of the various charges, etc. 
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The Payment / Credit Summary Report will list all payments received in a given date 

range.  It lists account number, name, payment amount, check number, credit amount, 

and comment.  This is typically used to report payments posted on a specific day, but 

could also list all payments for the week, month, etc.  You may also choose to print 

payments posted to a specific account for any date range. 

 

The Sort Sequence allows you to list your posting in the order posted, or by Account 

Number. 
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The Payment Finder is a very handy way to track down payments posted to the wrong 

account.  Lets say your trying to find where a check number 1234 was posted: 

 

 
 

Or, lets say youôre trying to find a check in the amount of 109.41: 
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Invoice / Charge Summary Report is similar to the above except it lists charges by 

account.  The account number, name, charge date, amount, payments and credits applied, 

and a description are reported.  This report may be generated for one account or all for 

any date range.  Use the ñShow Detailò option to report all invoice detail. 
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The Salesperson Report / Commission Analysis will allow you to view a report by 

salesperson for a specified date range listing all payments received by customer.  This is 

typically used for calculating ñongoingò commissions based on actual payments received. 
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Salesperson Report - continued 

 

 
 

 

You may also export  the associated invoice detail to an Excel spreadsheet for more 

detailed analysis by salesperson. 

 

The New Sales Report lists all customers with a Date Added within your specified date 

range, sorted by salesperson, regardless of payment status.  A great report for seeing who 

your new customers are and whoôs doing the selling! 

 

 

Customer Reports Tab 

 

The Customer Detail Report includes all name and address information for all 

customers and their rate plan. 

 

The Customer Name / Acct # Cross Reference report lists all accounts in name 

sequence with their account number.  

 

The Master / Sub Account Report will list all accounts that have sub accounts and 

reports their account number(s) and name(s). 

 

The Credit Card Report  lists all customers who have credit card information in their 

file, if your user settings allow you to view credit card information.  BE CAREFUL 

WITH THIS ONE , all of the customerôs credit card info is printed. 

 

The Invoice Methods Report will list all accounts by the selected method of invoice, 

allowing you to know which customers receive their invoice via fax, email, etc.  One 

powerful use of this report is to list accounts with ñnoò invoice method, meaning the 
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accounts listed will never see an invoice.  You may also export this report to Excel, 

another handy feature. 

 

The Credit Balance Accounts Report will list all accounts with a negative (credit) 

balance in a format similar to the Trial Balance Report. 

 

 
 

The Customer Charge Summary Report will list all accounts with their total charges.  

You can also choose to list your accounts in sequence of total charges, allowing you to 

view your highest charge accounts very easily. 

 

The Late Fee Exempt, Late Charge Exempt, and One Time Charge Exempt Reports 

will list accounts with these options selected. 

 

The Disconnects Report will list all accounts with an Account Type code that is not 

billable and active as defined in Miscellaneous File Maintenance.  You may choose the 

date range for this report.  This is a useful report for analyzing accounts who have 

disconnect during a prior date range (last month, for example) listing the disconnect date 

and reason code. 
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Late Notices 

 

 
 

Late Notices may be generated based on the aging of open invoice items.  The first step 

in the process is to select the accounts you would like to send a late notice to.  In the 

example above, I only wanted accounts that are in the 84 day column and whoôs balance 

was greater than $400.00.  A list is generated of accounts who meet the search criteria.  If 

you see accounts listed who you donôt want included for the late notice distribution, you 

may uncheck the box in the Include column. 

 

NOTE:  The age column selections work in a rather unique manner.  If you choose 28 

day, for example, only accounts whoôs oldest invoices are <= 28 days will be listed.  If 

you choose 56 days, then only accounts whoôs oldest invoices are <= 56 days will be 

included.  The late notice routine has an option to select various templates, so you may 

want a ñfriendly reminderò for those who are only 28 days late, versus a stronger letter 

for those in 56 or 84 day columns. 
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Late Notices ï continued 

 

 
 

 

The Customization tab in Late Notice processing allows you to choose the template you 

would like to use to notify the selected accounts.  This window also is used to enter 

information for emailing of late notices.  Information entered will be saved for future late 

notice generation. 
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Late Notices - continued 

 

 
 

The final tab allows you to determine the method of distribution.  You may change the 

ñActionò selections to meet your needs.  In the example above, TASbiller will first try to 

email notices to the selected accounts.  If the account does not have an email address, 

TASbiller will then try to fax the late notice.  If TASbiller canôt email or fax the late 

notice, the notice will be printed for mailing. 

 

You may choose to fax first, then email, and then print.  Or, you may choose to fax and 

then print without emailing.  The routine is completely user defined. 
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The Customer Listing by User Search Criteria is a very flexible report. 

 

 
 

You may choose from any of the fields listed to generate custom reports that might list all 

accounts added by Salesperson X in the time frame of Jan 1 thru June 30 sorted by 

Account Code, for example.  Or, report all accounts added this year that were a result of 

your yellow page ad.  Or all accounts who havenôt had a rate increase in the past two 

years. 

 

This is a very powerful report and is a further illustration of why you should take the time 

to code your accounts. 
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Other Reports Tab 

 

The Pager File Report will produce a listing of all pagers with information from the 

pager file, allowing you to sort and select by a variety of fields. 

 

 

 

 
 

Mailing labels may be produced for your customers and the label template is fully 

editable, allowing for multiple column label printing for any size label. 
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Accounts Out of Balance 

 

 
 

 

This is a new option that will allow you to find accounts that whoôs Balance Due does not 

equal the sum of their open invoices.  Use this report to find accounts that are out of 

balance, then view each account listed and make the proper adjustments.  This is 

discussed further later in this manual. 

 

The Deposit Summary Report will product a list of all customers who have a deposit.  

You can specify an Ending Date if the event you need a list of everyone who had a 

deposit as of 12/31/2009, for example. 
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The Sales Tax Report will generate a listing of charges (if the ñshow detailò option is 

checked.  If not, you will only see totals for each sales tax posting account) with 

payments applied and tax calculated for a selected tax Posting Account (or all) for any 

date range.  There are a number of philosophies regarding the reporting of taxes.  Tax 

based on gross billing, without regard to payments or credits, seems growing in 

popularity among the states.  You may also choose to list only invoices that were paid in 

full during the selected time period.  This list would exclude unpaid invoices.  Invoice 

totals together with credit amounts applied and taxes calculated are reported for your use. 
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The Posting Account Finder report will allow you to find accounts who have a selected 

posting account on their rate tab.  It can also be used to find pagers who have a selected 

posting account assigned to them.  The final two reports allow you to find invoice records 

or customer records who have billable amounts with no associated posting account.  You 

should run these reports periodically to make sure you have posting accounts associated 

with all charges. 
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Credit Card Payments by Type Report 

 

This report will list all credit card payments within a date range and list the type of card 

that was used.  This report is very handy when reconciling your checkbook. 

 

The Date of Last Rate Change Report will list all accounts in reverse order of date of 

last rate change.  If there is no date in the customerôs record, TASbiller will use the Date 

Added field. 
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The BLAST  report works very similar to the Late Notice report, except it allows you to 

select customers by Billing Cycle, Company, Account Type code, or Active/Inactive 

status.  You can then select any text document to be distributed via fax, email or print in 

the same fashion as the Late Notice routine. 
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Utilities Menu 

 

 
 

This menu is organized into a series of tabs, generally for maintenance functions for your 

database.  The first tab includes Backup and Restore features as well as Compact and 

Repair features for your Access database. 

 

Automatic Backup 

 

TASbiller now tracks the date of last backup as well as the location of the most current 

backup.  You may also tell TASbiller how often (from 1 to 30 days) you would like to be 

reminded to do a backup. When exiting TASbillerôs main menu, todayôs date is compared 

with the date of last backup.  If you have exceeded the number of days in the backup 

interval, you will be prompted to do a backup. 

 

You may choose NEVER as an option as well.  Just please be sure to have a good backup 

strategy in place.  The NEVER option may be used in a network environment where you 

may not want client machines doing automatic backups, but have another machine on the 

network configured to do the automatic backups instead. 

 

The backup information is stored locally on the machine running TASbiller.  If you are 

running TASbiller over a network, and have a central backup location, you may select 

SYSTEM from the backup interval and the backup location stored in the database will be 

used. 
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TASbiller Database Backup 

 

TASbiller has a built-in feature that will make a copy of your database, which contains all 

of your customerôs data, invoice and payment records.  The Backup function, by default, 

will copy your database into a folder named ñBackupsò and will name the file with 

todayôs date.  You may change the location of the backup to another folder or location, 

however, it is suggested to keep your backups in the same folder (or a sub-folder) as 

TASbiller. 

 

The restore function will locate the most recent backup and replace the current database 

with the backup you select.  Needless to say, BE VERY CAREFUL when choosing to do 

this. 

 

The Restore Defaults option will ñrestoreò the default backup location to the Backups 

folder inside the TASbiller folder.  If you changed your backup location to a CDR, for 

example, and the CD is no longer in the drive, you may need to choose this option to 

reset TASbillerôs backup location to the default setting. 

 

Removable Media 

It is suggested that you backup your database every few days and especially at critical 

times such as immediately prior to billing, immediately after billing, etc.  These backups 

can be made to the Backups folder on your hard drive as described above. 

 

It is very important to also backup your files to a removable media of some form such as 

a CD or zip style removable drive.  This should also be done every few days.  The 
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determining factor when deciding how often to backup your data is:  How much 

information do you want to re-enter should something happen to your primary database? 

 

In order to keep things simple, I would suggest backing up your entire TASbiller folder 

which would normally contain the program, your working database, and your backups 

folder.  All of this should easily fit on a 250 meg zip disk and certainly a CD. 

 

Making the backup to a removable media is something you must take personal 

responsibility for.  Because there are so many variations of removable media, some with 

its own proprietary software, TASbiller cannot possibly have built-in routines to support 

all of them. 

 

There are a number of good quality backup programs that are frequently included with 

the purchase of a removable media device.  Some of these will even automatically do 

backups of your system after-hours when the system is typically idle.  These programs 

can also be setup to backup other important files on your computer system and are worth 

a little investigating. 

 

I often ñzipò my TASbiller.mdb database file at my office and email it to myself.  I then 

download and unzip it on my machine at home.  This is a ñno-costò and very safe backup 

procedure. 

 

 

Opening a Backup Database 

 

When TASbiller makes a backup of your database, the backup is usable by TASbiller 

without any modification.  Simply ñchooseò the backup database when you launch 

TASbiller from the log-in window.  You can then obtain any information from the 

backup database just as if it were your ñliveò database.  Be sure to log off of the backup 

database and log back into your ñliveò database so youôre not accidentally using the 

backup database instead of your ñliveò one. 

 

 

Compact and Repair Database 

 

The Compact Database function will defragment your database file, compressing it of 

unused records caused by deleted accounts or transactions.  You should perform this 

function periodically, although it is not required.  After the database has been compacted 

you will be prompted to log back into TASbiller. 

 

Use the Repair Database function if you suspect corruption to your database.  It is 

strongly suggested that you make a backup copy of your database and contact customer 

support before selecting this option.  Also, if you suspect a problem database, run 

Updater.exe (located in the TASbiller folder).  Updater.exe will recreate all database 

queries which often solves database issues caused by power failure or improper exiting of 

TASbiller. 
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Utilities Menu ï Customer File tab 

 

 
 

The features on this tab allow you to make some powerful changes to your customerôs 

information. 

 

You may Delete a customer and all related transaction detail (be very careful, this is a 

permanent deletion) or Change a customerôs account number.  This is a useful option 

to save a customerôs data when they discontinue service and you would like to free up the 

account number for a new account without losing the old accountôs payment history and 

account detail (especially if they still owe you money).  Come up with a numbering plan 

for this option.  I generally prefix the old account number with a 9, in other words, if 

account 1234 disconnected and still owed me money, I would change their account 

number to 91234. 
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Utilities Menu ï Customer File tab - continued 

 

 
 

 

The Export Customer Dada option will create a comma delimited ASCII text file 

containing all fields from the customerôs Summary tab by a variety of criteria.  This is 

very helpful for copying billing data into a contact management program or for doing 

mail merge operations with other 3
rd

 party programs. 
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Utilities Menu ï Customer File tab - continued 

 

 
 

The Rate Change option will allow you to make ñglobalò changes to your rate plan.  Be 

very careful with the use of this feature, as any changes effect a large number of accounts 

and is not reversible.  Be sure to make a backup of your database prior to its use. 
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Utilities Menu ï Customer File tab - continued 

 

 
 

The Global Add a Charge feature will you to add a posting account and related charge 

to ALL customerôs Rate tabs.  This is very handy when instituting a new charge for a 

particular service.  Be careful to make a backup of your database first! 
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Utilities Menu ï Customer File tab - continued 

 

 
 

 

The Global Find and Replace feature will allow you to change a posting account to a 

different posting account on either the fixed charges or quantity charges side of the Rate 

tab.  Remember, this is for ALL customers, so always make a backup of your database 

first! 
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Utilities Menu ï Customer File tab - continued 

 

 
 

This final feature on the Customer File tab allows you to transfer / move invoice and/or 

payment records from one account to another.  By default, it moves only ñunpaidò 

invoices, but you can choose to include ñpaidò invoices.  You may also select to move the 

payment records.  Also, by default, this feature will change the description field to reflect 

the account the record was moved ñfromò, you may disable this if you like. 

 

Please be careful with this routineé.   In most cases, I suggest moving ñallò invoice and 

payment records to the new account, otherwise you may have issues with the Balance 

Forward view on the customerôs Invoice/Payments tab not being in balance. 
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Utilities Menu ï Repair tab 

 

 
 

 

The selections on this tab should only be performed after consulting with Randy.  The 

first button repairs certain features within your TASbiller.mdb Access database.  Before 

doing this, it is usually best to make sure it will correct the problem, and not make it 

worseé 

 

The Zero Customer Account selection is often needed by new users who may have 

accidentally run the Automatic Posting routine and charged all of their accounts incorrect 

amounts.  This function will remove ALL invoice and payment records, as well as zero 

out the beginning balance, charges and payment fields in the customer file.  The intent of 

this feature is to save time sending database files back and forth to Randy for cleanup.  

Only run this feature if specifically suggested to do so. 
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Utilities Menu ï Load Data tab 

 

 
 

The options on this tab have to do with loading data from the DOS version of TASbiller 

and other billing systems.  Please contact Randy for more information on these features.  

They are disabled by default. 
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Utilities Menu ï Delete Data tab 

 

 
 

 

This tab includes many powerful features for removing ñoldò invoice and/or payment 

records, deleting accounts based on type code (disconnected), all based on a Cutoff Date.  

Further, you are presented with a list of accounts that are about to be effected with the 

option to remove or include individual accounts from the selection. 

 

Needless to say, BE VERY CAREFUL  with this routine, and always make a backup 

copy of your database before deleting records.  Changes made here cannot be reversedé. 
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Payment Posting 

 

 
 

When posting payments, enter the account number you wish to post a payment or credit 

to and press enter.  The customerôs Name and Balance Due will be displayed together 

with all ñopenò (unpaid) invoices.  The cursor will be placed on the Payment Amount 

field.  Enter the payment amount (typically the amount of the check) and use the tab key 

to move to the check number field.  Enter the check number, then click Post.  Youôre 

done.  Thatôs how it works most of the time, however, there are always exceptions. 

 

If you wish to select another customer, or start over with payment or credit posting, click 

the Clear button to remove your entries without posting. 

 

The button with the Printer icon at the bottom left of the window will display the 

Payment Summary Report options so you may immediately view a list of payments you 

have posted. 
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Payment is less than balance due. 

TASbiller will automatically apply the payment amount to the oldest unpaid invoice(s).  

Optionally, you can manually allocate the payment yourself.  For example, if a check for 

$30.70 came in on the account displayed above, TASbiller would automatically apply 

$30.20 to the 11/23 entry, and the remaining .50 to the 12/20 entry. 

 

However, since the payment amount matches the 12/21 entry, you ñcouldò (by editing the 

amounts in the ñTodayôs Paymentsò column) zero out the payment applied to the 11/23 

entry, zero the amount applied to the 12/20 entry, and enter 30.70 in the field for the 

12/21 entry.  When you click Post, the payment would only be applied to the 12/21 

invoice record. 

 

Payment is greater than balance due. 

TASbiller will prompt you to proceed or not.  If the payment is greater than the balance, 

the customer will then have a credit balance that will automatically be applied to future 

invoices. 

 

Credit Card Processing 

The Credit Card Processing portion of this window allows TASbiller to interface with 

ICVerify.  You will need to be an owner of ICVerify and have ICVMLT32.exe running 

in the background.  The ñRequest Directoryò for ICVMLT32 is typically C:\REQUEST\  

however, you may choose any location in Company File Maintenance. 

 

I am in the process of incorporating support for Authorize.net.  This online credit card 

processing service should meet all of our needs very nicely.  I currently support ñbatchò 

processing for Authorize.net and also have a ñfree standingò authorization program 

included with TASbiller.  I will be covering more credit card topics later in this section. 
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Credit Posting 

You may apply a credit at the same time as a payment or separately by entering the credit 

amount in the Credit field.  You may then choose to enter a comment at your option that 

will print on the invoice.  Just like Payment Posting, you can allocate credits to invoices 

manually or TASbiller will allocate them to the oldest first. 

 

 
 

At your option, and this is particularly important if you are collecting sales tax, you may 

apply credit(s) to any number of Posting Accounts.  This will help improve the accuracy 

of the Posting Account Business Analysis and reduce your sales tax liability. 

 

To use this option, click the Add button in the appropriate area (regular posting accounts 

or sales tax posting accounts) and choose the posting account from the list that is 

displayed.  Then enter the amount of the credit to be applied to that posting account. 
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Payment Posting - The Advance Tab 

 

 
 

Create Export File (to Authoriz.net or ICVerify)  

This option will create an Authorize.net compatible file containing credit card 

information based on customers who are coded as ñAuto Charge Credit Cardò.  Only 

accounts with balances are included.  This file is uploaded to Authorize.net for 

processing.  ICVerify (if running) will sense the creation of the request file and process it 

immediately.  Results are sent back and imported using the Import option (next). 

 

Import (from Authorize.n et or ICVerify ) 

This option will read the file returned by Authorize.net or ICVerify (see above) and post 

all payments that have been ñapprovedò.  A report will be displayed on this window 

listing all transactions, approved and declined.  The report can then be printed.  Be sure to 

use the Expanded Fields/Comma Separated (the third option) and make sure the Include  

Column Headings IS checked. 
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Import Bank  

Similar to above except used to import files generated by a bank when customer 

payments are sent to a bank òdrop boxò. 

 

 

Deposits Tab 

 

 
 

If a customer has a deposit balance available, you can apply it to an outstanding invoice 

item using this tab.  Enter the deposit amount to apply and a comment.  Be sure to use the 

Credit Distribution tab to allocate the deposit to the applicable Posting Accounts.  You 

can then Post the Deposit Credit on the Standard Payments or Credits tab.  Deposit 

transactions can be edited on this tab as well, but be careful! 
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Manual Charge Posting 

 

 
 

This window is used to post beginning balances when you first start using TASbiller.  It 

is then used to manually post charges to customer accounts for such things as returned 

check fees, or charges for a new service.  You may manually post a charge to a customer 

account at any time.  The charge(s) will appear on the next invoice for the selected 

customer. 

 

Be sure to use valid Posting Accounts when posting charges.  This window functions 

very similar to the Rate tab in Customer File Maintenance, with fixed charge items on the 

left and quantity charges on the right.  Sales taxes are calculated on the far right together 

with a total of the charges.  When a valid Posting Account and dollar amount are entered, 

the ñPostò button will become available.  Click the Post button to create the new charge 

record and apply the charge to the customerôs account. 
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Business Analysis 

 

 
 

This is one of the most important and useful windows of information in TASbiller.  

Choose this option from the Main Menu and TASbiller will first scan all of your invoices 

and age the active accounts separate from the inactive.  It will then scan through all of 

your accounts, totaling beginning balances, new charges, payments, and balance due on 

active accounts.  It also calculates the charges based on the customerôs Rate tab and 

accumulates the various statistics across the top of the window which are averages for all 

accounts. 

 

When complete, a report is displayed in the area in the middle of the window that breaks 

down activity by Account Type and Account Code together with some percentages that 

can provide even more valuable information.  You can print this report by clicking the 

button in the lower left corner with the printer icon.  The graph functions like the one on 

the customer file maintenance Rate tab, but is a graph of your overall business. 

 

The information displayed is absolutely up to the minute.  As you add or delete accounts, 

post charges and payments, or update a customerôs rate plan, this window will recalculate 

and display the current information from your files. 
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The information on this window is something the TAS owner should review daily, as it is 

presenting a snapshot of how your collections are doing, what your receivables balance 

is, how many active accounts you have, what your average revenue per minute is, what 

your gross billing is, etc.  And, it is absolutely accurate. 
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The Billing Menu 

 

 
 

The billing menu is arranged in sequence (steps) of the procedures that should typically 

be performed for each billing period. 

 

Step 1 - Transactions, is where you will zero out the TAS billing numbers from your 

last billing cycle using Clear TAS Totals, then load the numbers for this billing cycle 

using Load TAS Billing Data.  Optionally, you may also load data from your PI system, 

FMDS system, Analyzer program, or a ñgenericò CSV format file. 
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The following is a brief description on how to load data from the various TAS systems: 

 

Amtelco Eve 

TASbiller reads a ñpipeò delimited file created by this system. 

 

Amtelco Infinity  ï Report Generator 

 

 
 

Using Report Generator, choose the MDR tab, then click the Account Statistics button.  

Be sure the Export Options selection field is displaying Billing Compatibility, with 

Print/View Options set to Expanded Billing.  Select the date range for your billing cycle, 

then click the Export button.  You will be prompted to name the file.  Be sure to save it to 

a location that is easy to find later. 

 

If you would also like to capture long distance data from the Infinity, choose the Dialout 

Detail button on the MDR tab, check the Long Distance Calls option button, make sure 

the date range is correct, then click Export (Tab Delimited).  Again, be sure to save it 

somewhere that is easy to find. 
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Amtelco Infinity ï Unified Reports 

 

 
 

Using Unified Reports, log into Supervisor, and double click on Unified Reports.  Click 

on the MDR folder under the Reports tab, then double click on Account Statistics. 
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Amtelco Infinity ï Unified Reports ï continued 

 

 
 
 

Enter the date range you need and click Generate. (This takes awhile depending on how 

long the dates are) 
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Amtelco Infinity ï Unified Reports ï continued 
 

 
 

 

After the report generates, in the upper left hand corner you will see "report", just click 

on it once and choose "export". 

 

 

 

 

Choose the Table Export Option. 

 

 

 

 
Choose the Table Export Option       Then choose the billing Compatible Option. 

 

 
 

 

Choose the name and path, then click Save. 
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Axon 

The Axon data must be captured via its printer port with a connection to a PC running 

HyperTerm.  Please contact me directly and I can send you a HyperTerm settings file.  

You will also need a special cable to connect the Axon to the PC 

 

Cadcom Accucall 

TASbiller will read four files created by the Accucall; Accounts, Messages, Update, and 

Log (call log for capturing long distance).  Cadcomôs newest software version for the 

Accucall is 2.0 (or greater).  With this software, you can still create ñLegacyò files that 

TASbiller will recognize using the ñLegacyò option in TASbiller to load the file: 

 

Accucall instructions for older software versions, or for creating a file with the newer 

(2.0+) software versions that would still be compatible with the ñLegacyò file import in 

TASbiller: 

1. Go to Dataserver or any computer on the network. Insert a floppy disk. 

2. Click on Manager icon and log on. 

3. Click on Reports (DO NOT USE THE GENERATE OPTION). 

4. Click on Account (for Account Summary; then do steps again and click on Messages 

to save the Message Report). 

5. Enter first account number and tab. 

6. Enter last account number and tab. 

7. Enter first date of the billing cycle and tab. 

8. Enter last date of the billing cycle and tab. 

9. It will take it awhile to 'build' the report. 

10. Once the report is on-screen, click on the disk icon at the top left to save to disk. 

Specify a: drive (or the destination drive letter) and save as COMMA DELINEATED 

TEXT. 

11. Remove floppy and take to computer where billing program is. 

12. Copy the files on your floppy to the directory the billing program is in. 

 

Accucall instructions for Accucall version 2.0 or greater, and using the newer file 

structure: 

 

1) From the Manager software, click on Reports and choose GENERATE 

2) Choose the Account Summary Report (NEVER USE THE LEGACY 

REPORT ON THIS MENU) 

3) Save the report in comma delineated format as above. 

4) When importing this file into TASbiller, be sure to use the Accucall 

2.0+ option. 

 

If you are changing from the older ñLegacyò data file format to the newer format 

available on Accucall versions 2.0 or greater, you will need to select the Accucall 2.0+ on 

TAS Data Setup in TASbiller, and then modify your posting account formulas to support 

the new fields and file structure.  Be sure to write down your old posting account 

formulas (for quantity posting accounts only) before changing to 2.0+ so you will know 

which fields to use after you make this change. 
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Cadcom Analyzer 

 

 

Cadcom Linemaster 

TASbiller loads three files from the Linemaster; Accounts, Messages, and Log (dial out 

log for long distance) 

 

ACCOUNT REPORT: 

1. F5 Summary Menu 

2. F1 Print Account Report 

3. Enter 

4. C (Copy) 

5. Enter 

6. Enter 

 

File will copy to drive A 

MESSAGE REPORT: 

1.  F5 Summary Menu 

2.  F7 Message Report 

3.  First Account   0 

4.  Last Account   9999 

5.  Enter start day of billing period 

6.  Enter end day of billing period 

7.  Leave all other entries at default 

8.  When report ends press C (Copy) 

9.  Enter 

10. Enter 

 

File will copy to drive A 

 

LOG.REP File: 

Using a DataMaster set up on a second computer for this purpose 

1. Copy all of your daily Call Logs to this computer 

2. Run F3 - F6 and enter 'all' in the account number field, then enter the date range 

3. This will create the log.rep file for importing into TASbiller.  the file is very large and 

will need to be moved over a network or large removable media. 

 

To utilize this feature to capture long distance calls, you must add either ## or ** to your 

dial strings, and your operators must also include these codes when manually making 

outbound calls.  Please call for additional information. 
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CSV Generic Data File 

You may create your own import file to be used exclusively or in addition to any other 

TAS system for importing billing data into TASbiller. 

 

The file MUST be 100 fields, ASCII text, comma delimited.  The first field must be the 

account number.  The remaining 99 fields will have a one to one relation with the 99 

fields of data stored in the customerôs TAS Transactions.  If youôre not using a field, you 

must have a zero in its place.  If youôre designing a file to bring additional fields of data 

into TASbiller, be sure to use the right number of zeros óbeforeô your data so as not to 

modify existing data (unless that is your intention).  Use TAS Data Setup in the File 

Maintenance Menu to ónameô your import fields. 

 

FMDS 

TASbiller reads the Delivered Messages Report saved to a disk file and collects the 

Duration, Pgs, Total Transmissions, and Total Messages.  You must ñmapò the location 

of those fields in TASbiller, those values will be stored for future use.  In other words, 

you must tell TASbiller which field numbers you would like it to use to accumulate the 

four values captured above.  You may use any unused fields for this purpose.    There is 

an option button on the TAS Data Setup window with some suggested field numbers. 

 

Morgan 

Morgan user will need to manually enter their data.  I will be happy to write an import 

routine (free) if someone can supply me with a sample Morgan file in an ASCII, comma 

delimited format. 
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OnviSource  

 

From the OnViews Manager screen, choose the Reports screen. 
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OnviSource - continued 

 

Account Summary File  (The Messages and Wrap Time files are on this menu and 

created the same way): 

 

 
 

Choose Account Summary SMS 

 

 
 

 

Optional Wrap Time 

And Messages Reports. 

 

 

 

 


