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Introduction

Thank you for your purchase of TASDbDiIl Il er, t
most innovative new billingsoftware package. With over Qsers, TASbiller has
growntremendouslyn sophistication and capability since its introduction in 2001 at the

Denver ATSI convention.

There are many, many ways that wuserds of TA
we are all in the same businesach of us has variations in when we bill, how often we
bil I, how we define our charges, what we bi

users range from small operations where the owner does the bookkeeping and answers
the inbound calls when isibusy, to large mulbffice organizations with numerous
people sharing the information in TASbiller over a network or over the Internet.

This manual i's organized into several sect i
fOverview andTheory of Opeait i on o, which i s meant to give
how TASbiller works. The next section witbver installation and setufllowed by

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

covers dayto-day procedtes, the billing process, and some of the more advanced uses of
TASDiller.

Watch for these text boxes in red. They will include information on procedure
questionghat happen frequently.

Recognizing that TASbiller literally changes every day as new features are added, please
donot be surprised to findtlmeadnededinthig i n TA
manual . As al ways, i f youbre not sure about
at any time.

ahdy J. Ripkey
Ripkey@aol.com
706-860-0868
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TASDbiller Overview and Theory of Operation

TASDbiller was designed to import billing data from all major TAS systems and be able to
calculae customer charges by amfinite variety of possibilities. Before starting this
discussion, |&ks first cover some definitions:

1) Fle. & mor e speci f i(ardatabage) A fite cam theaverg @éasily i | e
compared with the drawer of a filing cabinet which may contain any number of
folders full of information. For example, gu probably have a file drawer
containing file foldergha containy our cust omer 6s i nformati on

2) Record.A fr ec or d as affils foldeois t@aa dfawdr ia the file cabinet. A
record generally contains related information. Withime ofy our cust omer 6s
folders, for example, you may have a copytio¢ir service agreement and perhaps
information on how to handle their calls

3) Fi el d. A Afieldo is the smallest piece
field from your service agreement, for ex
their phonenumber.

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

That 6s very rhowdees all®fahisdelate toime o mp a lbilng?s

Part of theprocess of automating your billing inclesl transfeing billing data (calls,

messages, time, etc.) from yollAS system (Axon,Onvisource Morgan, Amtelco,
TelescanTascomPInnacle or Startel) into TASbiller. Each of these systems collect and

report the data used for billing differently. The firsttpaf the challenge is to somehow

obtainain f i | ed0 TA®S ms wotuem t hat TASbiller can Ar ec

For many years TAS owners have had to manwallgulate anaenter billing data from

reports generated by their TAS system. This was due in part to thef leedhnobgy at

the time that allowed the user éxport and import data filesasily Now we enjoy a

wide variety of ways to move data between computers and programs like floppy disks,
cddéds, zip disks, | ocal area networks, and ev

Someolder TAS systems createports that are saved to a fil&illing data createdh

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 ca
be problematic when imported into a billing program.
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If, for example, the outpuieing savedvas disturbed for some reason ameadditional

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

still understand wieh 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 beight where itis supposedbe, and this additional blank space can cause
the data impodd to be misnterpreted.

Newer systems create a data fdesignedspecifically for importing into a billing
package like TASbiller. These data filesontain one recorger customer that isidded
into a series of fieldsepaated and formatted in su@ waythat 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 TASbilleBut wait, each system described above
has made afile,bwach fil e is differ enetéloadaywfd TASbDI I
them.

For example, the Axon file has 17 fields of data per customer record, Acouealb0
fields, Amtelcolnfinity 85 fields, Pinnacle79 fields, Startel180 fields, TASCOM 41
fields,and Telescar2fields.

To further compound the problenptronly does each TAS system export different data
fields, they are all in different sequences

TASDiller was designed to store up @@ f i el ds roafnsTaAS ifotnd0 dat a per
for billing calculatonpur poses. When TASbiller fAreadso
whatever it may be, it puts the first field of ddtam the customemrecord eyortedby

your systemintoth€ i r st f i el d oomf dia TASKllertfar therspexifiet |

customer t he second field exported by your sys
until it reacles the end of the record, then moves on to the next customer record until it

reaches the end of the file

So nowour data is loadedinto TASbiller, we d6r e ready to print inv
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 i &Sbilemebgls ages o o
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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| often have customerswho callandtele t he data i n the
TAS system doesndét match the numbe
of calls, time, etc and are comparing it with the data TASbiller loaded from th
billing i mport file and they donot

1) This happens TASbiller gets its data from the file created by your TAS]
system, not necessarily from a
still saves a report to a file).

2) Open the file created by your TAS system to load your billing data. U
Mi cr os afdtPlasd . Wo Even though this
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 fatbly several
columns of numbers.

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

4) Find the same account in TASDI I
select the TAS Transactions tab.

5) You should be able to notice the same patterruoflyers in the billing file
as in the TAS Transaction Data in TASbiller.

I f the numbers match between the 0
done its job. I f they dondét match
file,or(b)youd dndét <c¢cl ear out the numbers
data.

If the numbers in the file match what is in TASbiller, but they are not matchinj
against the printed report generated by your TAS system, then you would ne
contact your TAS systenmendor. Realize that these numbers are often off by
smal | amount . This happens for an
to cause a billing problem.

So now we can print bills, right Randy?
No.
Next, some of you (uf) i | | kayl | toh e sfoane bgombebiends § mge o0,

frequently there arenany other things (patchefsxes,orders, etc.) That is all easy to
say, but unfortunately@ rot really that easg
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What is a call? What is a message? What is time?

My answering service, Accurate Messagesstlybi | | s by the <call,

as every call received, plus every adithled plus every page to a pager, every patch
evel fax, every email, and every SMS messajeo come up with fica
several of thdields expated by my system.| was talking to another TAS owner the
other day who also charges by the call, BUTF, tefinition of a call wasONLY calls
receivael. Yet another billed by the call but her definition of a call was every call

and

I | s

received plus every outbound call, pagesd patchesver e n 6t iISeectheu d e d .

challengé

You must tell TASbill er what your fwmwefin
answering service.

Sonow is the time to talk about Posting
item used talescribe tdhe customewhat you are billing him fqrsuch asase charges,
messages, timgerhaps fax message deliy, and in myc a s e , Acal l so.
tell TASbillerhowYOUfidef i neo a cal |l

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 remiext to each one.

Pt

Accc

You

Using either the search function,orthe xt / previ ous record butto

Unl ess youbve already changed it you wi

AFor mul ao field for this sPASbilteitmagd fialdsdb unt .

and 17from the data imported from n{former)Axonsystemt o arri ve at fAC

You may also subtract fields. | used to not charge for wrong numbers, so my formula
used to be 01+1@5 (wrong numbers), | have since stoppethgdhat!

You are free to modify, deleter add your own Posting Accounts to match the services
charged by your companyThe use of Posting Accounts is required by TAShiller in
order to properly calculate your chargésxes, etc. You can also view aanalysis of
your <c¢charges (once youbve done at | east
Account Business Analysiso report. Thi s
how many accounts have that Posting Account on their rate tabdbdi@ 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?

Webre 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 chalgssfor

fun, click the TAS Transactions tab and take a look amntimabers. The field names
entered in TAS Data Setwpill be there, next to each of the data fields imported from
your TAS system for that custome

Now click the RatetabThe Rate tab is where you enter yc
charges (thosentat ar e fi xed and dondt <change with &
|l eft portion of the window. Using the Post|

the appropriate Posting Account. For example, | use the posting adénswering
Service 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 whatevertipgsaccount you have set up fgour 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
billing, lets save that for lat. 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 £ 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 accdghtif any.

NOW can we print invoices?
Patienceé
The Billing Menu.

Notice that when you mport ed the data from your TAS s
about charges (invoice items) being created. In TASbiller, loading data from your TAS
system is just that. No invoice or charge item is creatdioat time

Why?

Maybe the datgou importedvas badé Maybe your midnight op
billing stats | ast week and didndét bother to

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

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

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

i mport file from the middle of the Dbilling
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reasonably accurate resemblance afryllling data for the month (better than nothing).
Whoknows. Les go back to o6normal 6 operating pr oce

The Billing Menu is arranged iarder of what should be dormad when step by step.
Stepli sTrimnsact i optcsstallow yolu tozerstlee TAS Transaction numbers
i n the cus fromdastbiling cyclecanddaadlyour current data

Step 2 i s 0Pos tLaten@hargeandOnie iTime CGharges Amdlfimagly,
Auto Post New Chargas the optionthatactually createa charge record (invoice item)
for each account that has billable charges on their Rateatalbased on the TAS

Transaction Data loaded into their recordrhis window gives you the option to
Opreviewbd the total a mo u n ustotdr actouritss t o be cha

Now you can print invoices!

Or fax, or email, ocreae an upload file for TASbill.conor AddressNmail.conif you
useainvoice printing / mailing service to save time and monglis is Step 3.

And | astl yé

Step 4, tose the billig period. This option resets the Beginning Balance, Charges, and
Payments fields on the Summary tab in the cu

Nowy o u 6 r e Qo st daymehi®njoy
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TASbhiller Installation and Setup

Recommended Hardware Configration

TASDbiller will run on most any Windows personal computer running Wind20a$ or
higher. Windows XP is preferredVindows95 and WindowsME (Millennium Edition)
are no longesupportedby Microsoft, and since certain features of TASbiller reguir
updated features found in the current operating systems, | can no longer shppert
operating systems eithefTASbiller will run on Windows 7, however you will not be
able fax until we do an upgrade later this year for the new fax driverget maimum
performance and ease of use, the following are some suggested hardware guidelines.

Computer

You should select a reasonably-topdate computer system to run TASbiller. Faster
clock-speed processor chips and the newer (faster) hard disk driveallaw you to

view reports and perform various processes almost immediately. Newer machines also
supportUSB portswhi ch can be used for TASbillerds s
move the key from machine to machine if desired) and many newer extieniees

(printers and removable media devices) are being sold with USB connections. An
Ethernetport for high speed internet access, or LAN connection, isretgored

Be sure to have Bax/Modem Card installed for faxing invoices and late notices. yAn
basic fax card should work just fine. I
with success.

(@)}
<
(¢

| see computer systems advertised frequently in the $400 range that meet or exceed all of
these recommendations.

Hard disk storage sizes, which artypically in the multiplegigabyte range, virtually
remove this as a concern at all. | have dMyears of history in my TASbiller database
and it is only55 meg. Just be sure not to fill your machine with large graphics type files
t hat ma yrstéragadpace!y o u

More important than hard disk spaceR&M. Due to the demands of the operating
system, 1 to 2 Gepytes of Random Access Memory is reasonably typical and perfectly
adequate for TAShiller. However, | would suggesen more if possible The more
memory the better.

Be sure to have a good qualdyaphics adapterto support your monitor. This will
allow the graphics and printing in TASbiller to be clearly viewed.soind cardand
speakers are nice to have as some alerts are audible.

Monitor

Page9 of 193 Version 2.5« 2/24/2012



{TASDbiller

A 170 (or | ar ger ), asnsonmeidisplay windews withing TASbilkerd

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 @

change your computerdés screen resolution, roi
then click the Settings tab.

Printer
There are many laser printers available with prices starting at under $200. | would
suggest a major brand name printer. Ber e your printer I's AW ni

Good quality inkjet 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 suggestedbbackup purposesi Thumb o6 dri ves a
popular option as well. They are low cost and have plenty of storage.

Internet

An internet connection is required and a higkspeed connection (DSL, Cable, T1, etc.)

is suggested. This will not only be used talfete updates of TAShiller, it also makes
keeping your operating system current with updates much easier. TASbiller support
includes a very nicékogMeln style interface that requires high speed internet service.
And, amalil is also the preferred methofl contacting TASbiller support for questions of

a general nature

Third Party Programs

TASDbiller is designed to produdglicrosoft Word and/or Adobe Acrobatcompatible
document files of certain reports, late notices, and invoi@ésZip is also suggestiefor
data storage and for sending/receiving files from TASbiller support.

Credit card processing requires 3 party programs. Currently, TASbiller supports
ICVerify for single transaction, modem based authorizations. Suppd@¥arify and

Authorizenetisi ncl uded i n TASDbill er for online nfAbat
also have a stanalone interface for online authorizations via Authorize.net and we will
soon have this fully incorporated into TASDI
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TASDbiller 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: Gmputer > C: > Program Files >
TASDhiller folder. Simply move the file TASbiller.mdb to the network computer in an
easy to find folder.

TASDbiller has the builin ability to use a networked database. When you launch
TASbil |l er you maption orstee pastwerd énByewindooy ttoofindahe
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 machine
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
TASDbiller.mdb database on the server. You must have a security key on e&eh of t
client machines. A security key is not needed for the server, unless TASbhiller is to be run
on the server.

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

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

may be certain issues, however, if two usersattempting toedit the samecustomer

record at the same time (two users changing
While | am including many tests and safeguards téeptaagainst this type of situation,

users should be conscious of this possible cause of probl@thsrwise, if the users are

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

new customers while another is viewing odp), network useshould be fairly

transparent.

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

on the TASbiller logoon the MainMent o vi ew t he fAAboutodo window
the users connected to the databaisany 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 TAShiller at billing time.
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TASbiller Online Installation Instructions

Your TASbiller pogram 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 pragrfrom
www.adobe.com

2) Click on the Downloads link and download the Rainbow Key Component to your
desktop. This is a sed#ixtracting installer that will install the drivers for the
Rainbow security key used by TASbil. Double click this file once downloaded
and follow the default installation prompts.

3) Download the Complete Systemiiars Installer to your desktop.t is the first
download at the top of the pag.ou do not need the ATempl .
They will be installed automatically when you run the installer. The templates are
available online in thevent you make changes to your templ#tes 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 (databaseg fitom me via email.
Please send an emailripkey@aol.conrequesting a TASbiller.mdb. | will reply
to your email with a database file containing some sample data that you will be
able to use to enter your data lwit Unzip the file | send you and put the
TASDbiller.mdb file into your TASbiller folder (My Computer > C: > Program
Files folder > TAShiller folder.

6) YOUR COMPUTER WILL MOST LIKELY REQUIRE SOME UPDATES
FROM MICROSOFT even if its brand new!At the bottomof the fidownloads
page you will notice links to the Microsoft site for MDAC and Microsoft Jet.

When attempting to run TASbiller for the first time on a new machine you may
encounter a message asking you to i
you 6dod have a valid fil e aingahelkoardct

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

you, they must come from Microsoft.

7) You should restart your computer before continuing.

8) Launch TAShiller by choosing it from thedgjrams menu in the Start merar
from the desktop girtcut The first time you use TASbiller use the user name:
fred (all lower case)and password: rjr{these are the letters rjr followed by a
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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 TA8ker. You can set yourself up as a user with your
own password in the AUserso area of the F

9) | suggest savinthe installation files from your desktap a folder for future use,
if necessary Youdre now ready to use TASbill er

You may also contact me by phone and connect via the Support page on the web site. |
can then install your program for you if you

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

Pagel3of 193 Version 2.5« 2/24/2012



1TASbiller
Customer Support Policy

TASDbiller will provide 24 hour 7 day unlimited telephone and/or Onligenail support

for the rate of $30 for a period of One Year from the date of purchase of our support

option. Support will include instruction on the useT&Shiller, answers to questions

regarding the use afASbiller, and repair TASbilar bAli gpslalestbound i n
TASDiller will be provided via our web siteqww.tasbiller.com free of charge for those

with apad 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 Gfifrty software.

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

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

provide instruction _on the basic_use of your computerMi cr osof t &s Wi nd
operating systenmgr 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 backugirategy to a removable media.

Email communication with TASbiller support is encouraged, and quite often eliminates
Aphone tago, resulting in a faster answer t
phone conversation for clarification, and that is ensthndable. 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 areBBS8T at screening calls, includin
mine when | am returning your urgentich r egar ding bi l I

message | i ke nPlease Calll Mr . Smi t
billingo. When | return the call
mouth wusually resembl efice fér the day, $ayil take
message?0 or ALet me see if heds I
billing and canét be disturbedo.

So, when you leave a message for me to call you back, please give me your dir
if possible (I promise rt@o abuse it!), or at least let your operators know its ok tc
me talk to you when | am returning
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In The Beginningi 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.
TASbill er does not |ike to run on an empty d

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 Revi ew, for now, the Posting Acc
yet.

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

Review the information in the Misdaheous 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.

—h

2) Add your <customer 6s dathiainctudesalhe Summ
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
| ast mont hdés Thid way yiouncgn raghgaralel With last .
mont hés invoices without wasting ano

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 yaur rate plans for all of your customers, verifying (when
possible) the calculations on each R
Make a backup.

6) Pick a point in time to begin running parallel with your old system,
preferably the day before your next billidgy.

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) Makea backup!
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TASDbiller Detailed Operating Instructions

The AWel comed Wi ndow

To start TAShiller, 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 prop¢aleihsou

will see an error message that will prompt you to either install the key and/Safieet
inc.com (formerlyrainbow.con drivers. TASbiller cannot run without the key installed
on the computer on which it is running. Also make sure your toois set to 1024 x
768 screen resolution (see TASbiller Recommended Hardware Configuration).

= Welcome To TAShiller

RTASiller ®

D atabaze:
C:%Program Filesh\TASbillersTASbiller. mdb

Select

Iser M arme: |L|ser Hame

Passward: || ak

This window serves two purposes. First, it is showing you which TASbiller.mdb
database file you are about to dayvdldonnect e
TASDbiller database on your computer or network. Therefore,cpold have different

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

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

TASDbiller 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 featurepe 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 TASbhiller will let yauany further. Click ok to continue.

You wi l I see a smal/l wi ndow displaying the
Pl easeo
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The Main Menu

ASbiller Main Menu =1
Sub Menus
Customer ! :M = % "%El ‘
| IeiEneD | Busir{ééé‘.&ﬁalysis File Mai
. =) File Maintenance
Maru Reports Meru Manuals Backup vour data
Posting LogIn
i =
Fapment and tanual Charge E Randy
Credit Posting Posting - .
Silipgllicn LB Change Uzer  Change D atabaze
Reminders
Reerinder Acct Entry D ate Uzer Mame Subject Completed By E?irgsle

Drate

Delete
< > Selected Sl

T [ Telephone Anzwering Service  Copyright [c) 2002-2009 TAS Concepts, Inc. )
q:'.TASbIIIer Accounts Feceivable & Analysis Cuztomer Support: 1-800-545-1535 Exit
Yersion 2.5.26

From the Main Menu you can Vview other 6sub
billing, or utilities. You @n also choose to post payments or manually post changes

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 coveing all of these in more detail later in this sectiodote 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/dsuch 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
TASDbiller windows that may still be open and disconnect you from the database.
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ChangeUser

The name of the user currently logged into TAShiller is displayed in the upper right
section of the Main Menu. You can change us
time.

Change Database

This feature closes the connection to the currently operbaksda(TASbiller.mdb file)
and returns you to the AWelcomeodo or l og 1in
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

T h eRenfinderé a r e at notes éntered intoscustomer accounts that require follow
up. They will automatically color code themsehesed on the Reminder Dat&Vhite
= not due yet, Green = due today, and Red = past due

You may add reminders directly from the Main Menu, withwathout an account
number. If you use an account number, you will then be able to view all notes in the
customero6s file maintenance window.

To add a reminder, click the AAddOoO button.
field. Use the mouse tdhoose which other fields are to be modified. All other fields of
information are optional.

To mark a reminder as nAnCompleteo, simply cl
todayods dat e (or t he dat e It was compl et e
automatically popul at e, dutyou mdy edit ihikyouclikedfr ent u s ¢
you accidentally mark a reminder as- ACompl e
clicking on it and choosing the AClear Dateo
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Reminders, once marked as cdet@, 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
customerb6s file maintenance window.

The TASDbiller Logo Button

Clicking the TASDbIi IAlbeorutloo gva nwdiolwl: di spl ay t he

#= About TAShiller

> Ta&Shiller
N Werzion 2.5, 26

Licensed Software - Licenzed D atabaze - Multi-User

Database: |T-\Dacuments and SettingzhFandy

RipketDezkiophdoouratet eszages. mdb

D atabaze Size: 40,180 kbytesz

Dirive C: - Available Space: 205,641,708 Kbytes

Llsers_ Connected |OPTIPLEX7SS - Admin: OFTIPLEX7ES -
To This Database: | admin:

Thiz User: |Randy
Telephone &nswering Service Accounts Feceivable and Analysiz Software.

Wwharning: ... Thiz software is protected by Copyright Sustern Inf
Laws of the United Statez. &I Bights Beserved. =/Fem e,
Copyright [c] 2002, Randy J. Ripkey

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) oéénés) connected to the
database.
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The File Maintenance Menu

= File Maintenance

Customers Customer Account [nfarmation Fosting Define pour charges [TAS, fax, calls, ete ]
= Accounts
Paners Fager [nventory TAS Data Setup | Fields and Definitions about your TAS Spstern
Yoice Malboxes | Yoice Mailbox [nventomny Compary Your Company Infarmation

Wizzel Salezpeaple, Custamer Tppes U Maintain Uzer .F'rivilidges fiar
it ErsaLE and Customer Codes e P ulti-Lzer Option Orily.

Fate Plans "Default’ R ate Plans for use

when adding new customers.

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 customergheir rates, charge and payment histories, etc.

When first setting up TAShiller, 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, Miscellanedies, Voice Mailboxes and Pagers (if
applicable), and finally Customers. We will now proceed to review the files in this order.
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User File Maintenance

#= TASbhiller User File Maintenance

User Mame: |Fandy Pazsword; [

FPayment/Credit Posting: [ File Maintenance Menu: v [tilities Menu: v

Mo Restriction For Dates On v Uzer's File: [ Billing Menu: [
Paprment Journal:

. . Cuigt P d ™M Fil Analysiz:
|rvoice/Charge Posting v HEEMEL r?d?a?r:ti:ance Ellr‘i;: I nalysis: v
. Wiew Credit
FEpEiBhEE | Fate Tab on Custormer Information: [ Card #'= v

W[4[p[m] e | Delee | TEiose

You may Add or Delete users from this windo
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 wuserdds name. That per:
butonly for todayés date. I f you would |ike
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
aboutthe company, check the box next to Customer, Pager and VM Files Maintenance

Onl y. That person will not have access to t
Tab on Customer Information box is checked.

Generally, you can limit access to most falhctions of the program and have custom
access levels for various users of TASbiller.

NOTE: For Aful | 0 N@Tcheekstre bax m thd midélle iadele
ACust omer, PagerMai mtnedna/mvc &idnl yo.
modifies those files (customers, pagers, and VM bo®&H)Y, with no access to an
other files or areas of the program.
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Company File Maintenance

= Company Information

General Banking and

Information Inwaice Defaults | Email lnvoicing Credit Card Invoice Options

Company Name: |4 ccyrate Meszages, Inc.

Addiess: [P0, Box 212608
Address: |

City. State Zipt |4 ugusta, G& 30917
Telephore: [[706) £50-6500
Fax |[70E) 869-9951

v Print name and address an invaoices?

|Jze balance as default papment amount
[v -
when posting paymentz

Aging

; |24 Mumber of Months for Graphs
v 28 DEI_',' 30 DEI_',' [D=NI:I|ilTlit]

TAS Spstem

™~ Amtelco Eve " Accucall £ O " Pinnacle i Tazcom
o Amtelco Infinity ¢ Cadcom Linemaster ¢ Startel i~ Telezcan
" Awon " Margan ™ Szeto

mnum Add Theze optionz only apply if pou
- need ta have multiple companies.

The General Information tab contains name and address information and telephone
numbersthat appear on the invoiceYou al® tell TASbiller if you age your open
invoices based on 28 or 30 days, and which TAS system equipment you use.

The APrint name and addr es s on i nvoi ces?0 ¢c
you have custom invoice paipeer with your comp

The option checkbox | abeled fiUse bal ance a:
customer 6s bal ance due automatically into
payments.
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If you do business under more than one company name you may also Add gaah of
companies (name and address only) on this window. TASDbiller 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 M®iilce nigl nvwf ormati ondo Tab

Z= Company Information

Invoice Options

General Invoice Ernail [rivici Banking and
Infarmation | Defaults ralimeleng | Credi Card

Invoice Deliverny
" Printer " Fan " E-Mail i+ TAShill.com

||3|:| Long Diztance Biling |ncrement [zeconds) [v Detailed Invoices

||:|_ Minimum Billable Call Duration [seconds) ™ Print Pero Balance [nvoices?

] ) [ Print Credit Balance Invoices?
armikdr bt TASbill. zorm Header File N ame:

armidtl et TAShill.com Dretail File Marme: [ Round billing cycle
D ate sensiti\{e pcusti.ng Dptiu;un
[~ Frint Average Cost Per Day On Invaoice allows rounding of time periods.

Billing Mezzage for All lnvoices:

|Thank waw far your buzsinessl

Mezzage for Curent Accounts:

|We appreciate yaur prampt payment.

Mezzage for 23,30 Dap Paszt Due [nvoices:

|Yn:|ur account iz pazt due. Please remit the balance due az s0oh az possible.

Mezzage for 5660 Dap Paszt Due [nvoices:

|Yn:|ur account iz senouzly past due and subject o zervice interuption.

Mezzage for 84,90 Dap Paszt Due [nvoices:

|Yn:|ur accaount iz senouzly past due and will be referred ta a collection agency.

mnum Add Theze optionz only apply if pou Close
- need ta have multiple companies. =

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 companydiu usethe multiple companwgption.

Page23of 193 Version 2.5« 2/24/2012



{TASDbiller

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 TAShbill.com)
most frequently used by your business. Youaarays 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 wilirgron the invoice together with the number of units
included in their base rate, the rate per ur
invoiceso, only the description and total c h
The next option tells TAShiller if you wamivoices 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 printingCredit Balance Invoiceswill 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 billingscyEor example,

if the date of last invoice was 7/5/06, and the customer is on quarterly date sensitive
billing, and todayodos date s 10/ 01/ 06, t he
automatic posting run, evenoOb/bough technical

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

capable of being imported by TASbiller. These fields tell TASbiller if you would like to
Around upo the calll dur at i on stduratiomdallsiinf you c
the calculation.

Print/Mail Service

If you usea service such aBASbill.com or AddressNmail.conto print and mail your

invoices, you can tell TASbiller the names of the files usedhmge companieto

recognize your upload filedPlease check with your provider verify the file names.

Print Average Cost Per Day On Invoice

This feature wild!| i nsert the message: AYour
invoice message fields.
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Dunning Messages

You are allowed sevédla messages that can be printed
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 invoce 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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C o mp a n y Enfail Ihveicingo Tab

= Company Information

General Irvoice Defaul Email Banking and
Irfarmaticr nvICE LElauls Inyoicing Credit Card

Invoice Options

Subject Line for Email [rvoices [B0 characters]:

|ceunate Mezsages Invoice

Body of Email for Email lnvoices [255 characters]:

our invoice iz attached ta this emaill. 1t iz in Adobe's Acrabat farmat, which iz an
internet / email standard  viou may obtain Adobe's reader free from

vy, adobe. com Pleaze be sure to uge a current wersion of the reader. Thank pou
fior your businessl

Fieturn Address: |messages@accuratemessages.-:u:um

BCC Address:  |ipk ep@anl.com

Outgoing email zerver:

mall 2 |mail.accuratemessages.cum
[e.g. mail. myizp.net]

Authentication [leave blank if not required]

Send Test
U zemame |messages@accuratemes Ermail...

PaSSWDrd REERERRNR

need ta have multiple companies.

mnum A Theze optionz only apply if pou Clase

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.

TASbil l er has i1its own #Ainternal
party product like Outlook, or Mozilla, etc. You must setup your mail server information

in TASbiller just like you pobably did in another product.

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

address. If this function works, then your settings are correct!

Page26 of 193 Version 2.5«

o en4il

2/24/2012

send



{TASDbiller

The Return Addressi s t he emai l address your cust ome
email, be sure its something thatur cusbmerscan respond toThe BCC Addresswill

be used tesend 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.

Emaling of invoices will be covered in more detail later in this manual.
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Company File ABanking and Credit Cardo tab

Z= Company Information

General Invoice Defauts | Email lnvoici Banking and N
Iformation | ™O1eE PETadle] TS | Credit Card | TS TRIENS

|nformation for bank deposit slips

Bank Mame  |Georgia Bank & Trust

Faouting Mumber ||:||31 1047314

Account Nurmber ||:|4|:|‘| 00§11 23

[CVerify Proceszing |nformation

[CVerify Merchant 1D |ami

ICerify Folder  |C:vrequest J

mnum Add Theze optionz only apply if pou Close
- need ta have multiple companies. =

The fieldsregarding bankingon this tab are used when printing Deposit Slips (see
Payment and CredPosting)only.

The fields regarding ICVerify e | | TASbil Il er where | CVerify
authorizations and includes the correct Merchant ID (not used for all companies, check
with ICVerify) in the ICVerify file when appropriate.
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Company File fAl ntasboi ce Optionso

= Company Information

General Irvoice Defal Ernail [rivici Banking and Invoice
Irfarmaticr EESIDEENLS) |\ e Credit Card Options
[Juantity Charges
[T Conzolidate Quantity Charges
Location far invoice kemplates;
|Q o ﬂ AbI_IrwoiceH eaderT emplate. itf ~
DizconnectM atice. rtf
[ [rvoiceDetailT emplate. itf
=3 Pragram Files IrwaiceFixedT emplate. rtf
3 TASbiller [rivoiceF ooker T ernplate. rkf
& Templates [rvoiceF ooterT emplateM oCredits. if
. e IrvoiceHeaderT emplate. rif
(3 NoDetaiTemplates [rvoiceHeaderT emplatet ol etail rf
IrvoiceltemFooter T emplate. rif
[rvoiceltemFoater T emplateM oCredits.ff %

mnum Add Theze optionz only apply if pou Close
- need ta have multiple companies. =

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 Accounto 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

TAS Data Setup

Amtelon These are the fields imported from your TAS system. Use the buttons' below to load the default names. Y'ou may change the names if you like.
Infiriity Eve SecMalp 21 Listh 41: PatchPEX Time  B1: LD Time 81: List 5022 Count
02 SecOp 22 Liste 42 Sechl EZ  PacketCounts 82 Ligt BO23 Count
Bl BT 03 CheckMNoOp 23 L?st? 43 Wikl B3 SuperTime 83 Ligt 5024 Count
04: CheckOp 24: Listd 44: CallzHeld B4 CalloutPExCount 84 Alpha Pages
CenturiSoft | FMDS 05 DislouwtNoOp 25 Listd 45 CheckMobsg 65 CaloutPBxTime 85 Femote Prints
Morgan 06 DialoutOp 26: Liztl0 46 PacketCounts BB web Chat Count o6
= 07 PatchMoOp 27 List!d 47 Opassigned E7:  web Chat Time ar
DS 03 PatchOp 28 Listlz 48 Opénswered E&:  webCalbackCount 88:
ATEE Ori B 03 NonL?veNon 29 Listl3 . 49; Dpﬂbondqned B3 WebEaIIbgckTime a9
100 MonLiveOp 30 SecMoDpTime A0 SecTalkTime 70 web Email Count  90:
Accucal 2.+ 11: Specials 31: SecDpTime 51: SecHoldTime 710 webEmal Time  91:
e e 12 Secretarial Msgs 32. CheckMoOpTime 520 SecDiscTime 72 List 5013 Count 92
13 Woice Msgs 33 CheckOpTime 53 CkTakTime 73 List 5014 Count 93
Linemaster 14; DataOut 34 DialowtMoOpTime 54 CkHoldTime 74 List 5015 Count 94:
15 Patch PBX Count 35 DialoutDpTime 55 CkDizcTime 75 List 5016 Count 95
16: Listd 36 PatchMaOpTime 56 MonLiveCallsTalkTn 76:  List 5017 Count 9E:
Pirnacle Jal 17 Listl 37 PatchOpTime 57 MonLiveHoldTime 77 List 5018 Count 97
18 List2 38 MonLiveMoOpTime 58 MonLiveDiscTime 78 List 5019 Count 98
Startel CMC 18 List3 39 MonLiveOpTime 59 Busies 79 List 5020 Count 99
CMC 9. 108 20 Listd 40:  DataOutTime B0 LD Calls 80 List 5021 Count
CHC 8x Analysis Formulaz
Using the numbers next to each field above, define each of the following below. Use 2 character field numbers. Use + or - between
the field numbers to add or subtract a value. Example: 01+05-12 would add fields 1 and 5 then subtract field 12, These definitions
Startel are uzed for analyziz of accounts only, not for billing.
TAS AR Link
5700 Fipt | 2700 Fipt Total Transactions: |01 +02+03+04+05+06 Outbound Calls: |05+06+09+14 Pages
Total Time: [50451 +52+53+54+55 Cutbound Time: |35 Meszages: (12
WS Tranzactions: [77.403 Operator Time: [504+53+56 Alpha Messages: (g4
WS Time: (30432 Inbound Calls: |01 +02+03+04 Patches: [gg
ﬂ M Inbound Time: (50453 Patch Time: [3g437
Telescan
Rell Rel 2
Generic C5Y I—L|
g =] Histary Clear Save... [ Preserve Formulas

Please reference the TASbillTheory of Operatioportion of thisdocument for anore
detailed description of theackgroundf this window.

This will

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

determine which fields of data are imported and available fortgaise whe defining
your Posting AccountsThe fields and their names come from the equipment vendors, |
do not make these up! You may want to contact your TAS equipment vendor to obtain

information on their field definitions.

Note: you can changedhdefault name of an imported field from AcctEm t o
Ti meo,

i Account

f o r owever,aegardless. of whai you name a particular field, for this

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

populate that field whedata is imported.
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The lower portion of this windowg for analysis only andis used to tell TASbiller which

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

Total Time, or an Outbound Call, or Operator Time, ethesk definitions are requested

as each of wus wuse diff er entcalfiadevéryimbound, ons o .
outbound, page, and patch. Some of us define a call as only the inbound call, orsnbound

plus outbounds, etc.

Formulas:

Theformuhs i n TASbiller are generally powerful
You may add or subtract fields, perform multiplication or division, and do some basic

algebraic equationsi t h parent hesi s. I f you need to us

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, hese definitions are used for &sas purposes only and DO NOTfext how you
charge your customers wkaever. Please fill in these definitions, as you will find the
analysis (which is based on these formulas) incredibly valuable.

The Preserve Formulascheckbox in the lower right area of the window will save your
formulasONLY if you decide to choose oth&@ AS system option buttons. Its probably
best to save your entire configuration as described below.

Save Modifications Option:

|Flest|:|re... j Delete. . -
Histary - Elear| Save... |

Be careful é. | f the TAS Maik Setumindavn they are saved.
However, once you click one of the TAS & buttons, all of the default values will be
restoredunless you save your modifications using the option above
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TAS Data Setupi Startel CMC versions 9 & 10:

Z= Startel CMC 9.x Field Selection

Field M apping —_—

N 2: oo a: 5o 8 [0 81 145 }, Cleniid >

2fa 2 [a 2 s B2 71 82 [147 i:giﬁirr?geﬁroup

e ,9_ 23 If 43: ,? B3 ,f 83 [1ag gggxg

4 ,ﬁ 24 If a4: ,ﬁ B4 [129 84: [149 g::%ﬁ-::t

5 [T 2 3 45 [5a B5 [1a0 85 [180 9-Irlnits

& [z % [3 4 |55 BE: [131 8E: 151 110835%:?

73 2 [ a7 55 B [13z 87 |152 E:E:ttci:ncit;unt

8 [ig 2 37 4 57 & [133 8 [153 18- Patchnte

5[5 2% [ 49 [gg 6% [132 8% 154 lgigtgtgmﬁ;l

1 15 M [ B: 53 7t [135 90: [155 12 - pafichilnis

11 ,F 3 IH 51 ,ﬁ 1: 195 91: 485 20-RSYD

12 15 2 a1 52 g1 72 [{37 %2 3 E‘ziﬁﬁ‘f’cm

13 3 ez 53 [g2 73 [13 %o 23 Cinle

4 25 e 54 63 7 [133 o 2 Wi T

L 'T E 'E = 'E & 140 = 'D_ %g:gm:glﬁicount

1[5 ® 5 % 55 7 [ia B B

17 o I as 57 [66 77 142 87 o g;ﬁg:m%ﬁ:t

18 [z7 38 47 5% [57 78 [143 8 [0 33 Agt WM Urits

1% [ 3[4 59 [gg FEET) 8% o gégﬁﬁ:‘:t

20 25 a0 a3 B: g3 &0 145 ggmmﬁ 3
Suggested Min | (lesse

When TASbiller was designed, my thinking was that 99 possible fields aigbitlata
would be more than enough. Well, Startel proved me wrong! Their current billing file
contains 180 fields of dat a. Luckily, theyo

Currently, only 91 fields are beAhbopusgduin
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 fASuggested Mi nthe 30 didlds that | feel redresept dhp vasta t e
majority of billing fields needed by the average user. | would encourage you to start with

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

you will find this to be mre than adequate. You can always add or change fields in the
future, just dondt forget to modify the rel a

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

Analysis Formulas with any éult formulas. Be sure to modify these to reflect your
choice of fields.
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Posting Accounts

Posting Accounts

Posting Account: |[Dperator Talk Time Taxable: |v Fixed Quantity: [~ Deposit |
Categony: | TAS Customers - Alternate Taw [ One Time Charge: [ Percentage Charge: [

Cl
£ Exclude From Percentage Charge |

Include in Analysis: v Use the "include in Analypsiz" field for most accounts. Uncheck this box for
itemns such az zales tax that you do not want included in analyzis calculations.

Fuarmula: |SD+53

Far zales tax accounts, enter the rate: 5% = 05 Paszting accaunts are uzed far several
purpozes. Primarily, wou will uze them to

(Or, for regular posting accounts, enter the "field numbers" from below, "define" your charges. For example, you may

Uze + or - between the field numbers with no spaces. Example: define a "zall” a3 all transactions. Or, you

01+05-12 will add fields 1 and 5 then subtract field 12, may define a call az all ranzactons minus

wrong numbers. rou will use the ""Formula®
figld to enter the calculation for each posting
account, If the posting account iz for a fiked

Do mok mis time ikems with quantity items,

I || Eid Prsing Search Doeta Feaing rate service, such az your base charge, leave
ceount Account the formula field blank.
Data Fields Imported From our TAS System

Secolp 21 Lists d41: Patch PBX Time  B1: LD Time 81:  List 5022 Count
02 SecOp 220 Liste 42 SechlU B2 PacketCounts 82 List 5023 Count
03 CheckMolp 23 List? 43 Wik B3 SuperTime 83 List B024 Count
04: CheckOp 24:  List8 44:  CallzHeld EB4: CalloutPBxCount 84 Alpha Pages
05 DigloutMoOp 28 ListS 45 CheckMobMszg ES:  CalloutPE=Time 85 Remote Printz
06 Dialoutdp 26 List10 46  PacketCounts BB ‘web Chat Count 86
07 PatchMoOp 27 List1 47 Opdzsigned B ‘wieb Chat Time ar
08 PatchOp 28 List12 43 Opdnzwered B8 ‘wiebCalbackCount 88
09 MonliveMoOp 29 List13 43:  Opdbondoned B3 ‘'webCalbackTime 83:
10; MonLiveOp 30 SechoOpTime A0 SecTalkTime F0: web Email Count 90
11 Specialz 3 SecOpTime 51:  SecHoldTime 1. wieb Email Time q1:
120 Secretarial Mzgs 32 CheckMoOpTime 520 SeclizcTime T2 List 5013 Count 92
13 Woice Megs 33 CheckOpTime 83 CkTalkTime T3 List 5014 Count 93
14: Datalut 34 DialoutMaOpTime  54:  CkHoldTime 74 List 5015 Count 94:
15 Patch PB= Count 35 DialowtOpTime A8 CkDizcTime Th List 5016 Count 95
16  Listd 36 PatchMoOpTime 56 MonLiveCalls FE: List 5017 Count 96
17 List 37 PatchOpTime &7 MonLiveHoldTime 77 List 50718 Count 7
18 List2 38 MNorLiveMoOpTime 53 MonLiveDigcTime 73 Lizt 5019 Count a3
19 List3 3 MonLiveOpTime 53 Busiesz 73 List 5020 Count 93:
20:  Listd 40 DialOutTime B0: LD Calls 80:  List 5021 Count

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#\ctuded

with TASbiller that you may use, change or delete. The name of the Posting Account
appears on your customerds invoice, so0o be su

A At y pguamity tharge posting account

In the example aboveyfom an I nfinity system, the Post.
Timeo is wused for charging the <customer f o
included in the basemount The check box for Include in Analysis is checked, as this is

a type of charge thahé¢ 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 |
service. Fixed Quantity is also not checked. 1 will cover this later in this sectidre
formula is 50+53, which tells TASbiller to adigld 50 (SecTalkTime, which is basically
operator talk time for most inbound calls) to field 53 (CkTalkTime, which is opeadko

time for checkin calls) tocalculate 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 typicatlyinclude items
such as sales tax. Everything edbeuldbe included.

A fAitypical o fixedtcharge posting accoun

Posting Accounts

Posting Account: [Answering Service Taxable: & Fixed Quantity: [~ Deposit [
Category: | TAS Customers - Alternate Tax [ One Time Charge: [ Percentage Charge: |
Clear

Exclude From Percentage Charge [

Include in Analysis; v Use the "nclude in Analpsis" field for most accounts. Uncheck this box for
itemz guch az zales taw that you do not want included in analysiz calculations.

Formula: |
For sales tax accounts, enter the rate: 5% = .05 Foszting accounts are uged for zeveral
; i purpozes. Primarily, wou will uze them o
Or, for regular posting accounts, enter the field numbers" from below. "define vour charges. For example, you mayp
Usze + or - between the field numbers with no spaces. Example: define a "zall" a3 all ranzactions. Or, you
0+05-12 will add fields 1 and & then subtract field 12. may define a call az all ranzactions minus
Do nat mix tirme items with quantity items wiong numbers. “rou will uee the * Formula
9 4 : field to enter the calculation for each posting
. account. If the posting account iz for a fided
Lielete Posting i g

= H I || Add Posting 1ate service, such as your baze charge, leave

; Search ;

Szl il Aeeui the formula field blank.
D ata Fields Imported From vour TAS System

SecMolp 21 Listh 41: Patch PEX Time  B1: LD Time 81:  List 5022 Count
02 SecOp 220 List 42 SechlU B2 PacketCountz 82 List B023 Count
03 CheckMoOp 23 List? 43 Wk E3:  SuperTime 83 List 5024 Count
04 CheckOp 24:  List8 44: CallsHeld B4 CalloutPB=Count 84 Alpha Pages
05 DialoutMalp 25 List3 45 CheckNaobMzg B5:  CalloutPE=Time 5 Remate Prints
06 Dizloutdp 26 List10 46 PacketCountz EE: ‘wieb Chat Count 86
07 PatchMolp 27 List11 47, Opdzsigned EV. ‘wieb Chat Time ar
08 PatchOp 28 ListlZ 48:  Opdnzwered B8 ‘'webCallbackCount 88:
03 MonLiveMoOp 290 List13 43 Opdbondoned B3 ‘wiebCalbackTime 89
10: MaonliveOp A SechalpTime B0 SecTalkTime 70 w'eb Email Count 90
11 Specialz M SecOpTime A1 SecHoldTime 1. wieb Email Time q1:
12.  Secretarial Mzgz 32 CheckMoOpTime 520 SeclizcTime T2 List 5013 Count 92
13 “oice Msags 33 CheckOpTime 53: CkTalkTime ¥3:  List 5074 Count 93
14 Datalut 34 DiglowtMoOpTime 54 CkHoldTime T4 List 5015 Count 4
15 Patch PBx= Count 35 DialowtOpTime 55 CkDizcTime Fh: List 5016 Count 95
16 ListD 36 PatchMoOpTime 86 MonLiveCalls B List 5017 Count 96
17 Listd 37 PatchOpTime a7 MonLiveHoldTime 77 Lizt 5018 Count a7
18 List2 33 MonLiveMoOpTime 58: MonLiveDizcTime  #8:  List 5019 Count 943
19 List3 3 MNornLiveOpTime 59 Busies T3 List 5020 Count 93
200 Listd 40: DialOutTime B0: LD Calls 80 List 5021 Count
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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 how posting accounts for thingilke 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, TASbilH not include the item in financial

analysis, AND, if the itemis enteretho t he Rate tab of &OTcustomer
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 i n thédefault chargedenspasted r ec or
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 holid#arge (set up as a One Time
Charge) in the Rate tab of the customer 6s r €
be included in the customeroés regular bil i
one time charge of $10 and use $25 when ymose 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 wolydbena one time
charge!). The One Time Charge is for use with specific features of TAShiller 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 displayedt 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 tmergharges that
are always a fixed amount and dondét vary wit

For sales tax posting accountgou 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,ujouelo

TASDbiller which fields definefiOperator Talk Time , for eyow talpphane i n
answering service. In the example above fronnéinity TAS system, fieldb0 and field

53ar e added t og©gedateriTalkiTiné c al ¥ a U a m@rgcfifieldsd or s u

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

ACall so wil/ have their overage <charges cal
change the formul a, every acldbeefiectedwi t h fACal |

Page35of 193 Version 2.5« 2/24/2012



{TASDbiller

If you want to change the formula for calls fewcustomers 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 rhenesformnslacdng as fACa
this new posting account when setting up new customer accounts.

Formulas may now contain any algebra style equation and inclui¢ and support of (
). Numeric values can be used with sighin front of the number. For exareap 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 accounbnce it has been used as this may adversely effect
various analysis, reports, and customer invoices.

Fixed Quantity PostingAccounts

This is a slight variation on f@Anormal 0 qua
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 i¢ fHAPager
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 exampl e) in the AQuaimthiki mito f
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: PagerslO x 9.95 = $99.50 This will be
formatted on the invoice to align with the other charge items.

ARoundedo Field Formul as
This feature allows you to do some basic multiplication or division within a formula:

- ROUND(field# + ori 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. sBee to test and let me know

if there are any issues.

Percentage Charge Posting Accounts

Use this optioninthe last (P posi ti on of the Quantity Char
tab to generate a charge that will be calculated using the formula @é&destax) 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 ¢aladgli@count Just use a
negative percentage, such-&5 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. Usestbption 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 fromasstdxes, etc. The categories on the report
will be subtotaled. This is a very nice featureThe categories are maintained in
Miscellaneous File Maintenance.

Deposit
Check this option if the selected Posting Account will be used to collect deposits fr
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 postiaccount $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 winddfou are able to edit
the distribution of the deposit in the event the customer is making a payment for
something other than the deposit.

Depozitz
Poztingl ate At | Dezcription
4/10/1994 $1.000.00 . i
iigonn 5000 Add Deposi From Invoice/Payments taly
332005 [$50.00] apply to invaoice in Customer File
. Delete Selected Maintenance
Depozit

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 forfitet time. Just be
aware that i1 f you manually add a deposit
audit trail.
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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 windoweantdr the amount of
deposit to apply.

Alternate Tax

So far 1 6ve only had a need for this with FI
pager charges (airtime | believe it is) are taxable at a different rate from other charges

(like rental for exenple). 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 th
itself, ard also check the Alternate Tax checkbox of the charge that is subject to this tax.

Be sure to ustheck the Taxable checkbox of the alternate taxable charge posting
account, otherwise it would be subject to both taxes.
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Rate Hans

Rate Plans

Rate Plan: |Callg59

Fised Fate Charges Amount Quantity Services Inc?uudaend ut;?it Aot
| Arswering Service ﬂ 55.00 | Calls j [120 | |0.65
| j | | Patch Charges j | | |0.45
| j | | Long Distance Chos. j | | 0.20
| = | | = | | |

| = | | = | | |

| = | | = | | |

| = | | = | | |

| x| | x| | | |

| x| | x| | | |

| x| | x| | | |

Sales Tax:

Use thiz feature to zet up pour "default” rate plans. vou will then be able to
more quickly enter rate plan data when entering new custamers.

[ Automatic Wanasble A ate Plan 4] 4 |Rate Planz  # | M

Add ‘ Delete

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 entercharges. In this exampl#he 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 MfARat e Pl arustanersyakera loakatdhe toger Ieftecarnecof
the Rate tab in Customer File Maintenance and you will see this:

Mew Customer Setup

Callia
Call$53 [ Apply 4

Mew Service
I4] 4 |RatzPlans | # M Frorate

Simply use the left or right arrow buttons to scan through the rate plans, then click the
AAppl yo button. T h ehis frate @landnill auyomaticakly pdpadbel i s h e d
the customerds Rate tab and the name of the
Service Prorateo button.

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

from the fil aw dcaensdndtc hmengre ya é Feel free
particulars of a rate plan on the customer &
effect the customer you are working with.
rate in TASbiller.
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Automatic Variable Rate Plan

#=Rate Plans
Fate Plan: W

Fixed Fate Charges Amount Guantity Services Inc?uudaend ut;?it Amount

| Arswering Service ﬂ |50.00 | Calls j [100 |200 |0.55

| Arswering Service j |75.00 | Calls j |200 [300 |0.50

| Anzwering Service j [100.00 | Calls j [300 | |0.45

| = | | =1 ! |

| = | | = | I |

| = | | = | I |

| = | | = | I |

| x| | x| | I |

| x| | x| | I |

| x| | x| | I |

Sales Tax:

Usze this_feature to zet up pour "default” rate Plans. “'ou will then be able to | j

more quickly enter rate plan data when entering new custamers.
| []
| []
| []
| []

v Autormstic Y ariable Bate Plan M Rate Flans M

Add ‘ Delete

The purpose of this feature is to allow you to automatically change customers rate plans
based on usage. I n the above example, if
first $50 rate plan would popate 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 & daia 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 RateaRlbutton. This will cause TAShiller 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 quatyt charges. All other posting accounts on the
customero6s r-&ste tab are |l eft as
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Miscellaneous File Maintenance

= Miscellaneous Lists

Customer Fager/ i Other

Customer Types Cuzstomer Codes Source Codes Termination Reazons

Billable and Inchide
v In Analyziz

Iv Active dccount

lmerican Fed Cross

14| 4| Custarner Types | [ M Add | Delete|

_8 |

This window allows you to set up and maintain a number of files used by TAShiller for
various features.

Customer Types

The Customer ype codes are used for determining which accounts are active and/or
should be included in financial analysis. These codeseageimportant andMUST be

set up properhand utilized when maintaining your customer records. You may use any
scheme of Type arles applicable to your business. The sample data included with
TASDhiller 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 regin, 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 i n your financi al analysis reports.
code above for my apartment complex customers who are billable and | want included in

financial analysisreportsT he t ype code for AEmMpl oyeeso, wh
want included in analysis reports, has that optionrmbchecked. | do have the box for
AActive Accounto checked for employees, as
next item).
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Active Account

Check this box if you expect call activity onghiype code. In the example above, | do
expect activity on my fAApartmento account s.
this box unchecked, as | do not expect activity on disconnected accounts.

The two checkboxes for Billable and Active are used BgAiller during the importing
of data from your TAS system. TAShiller will produce an exception report of accounts
with call activity mobhcbebked. Ahistsihelptul idfomatmmuu nt b o x

Customer Code

The Customer Code is a secondaryuwaclassify 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 profitabiligou could also use this as a

way of tracking accounts bnggion, 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 pagalvertising, customer referral, etc. and are a nice tool for
tracking where your customers come from.

Pager Files

The four files on theupperright portion of this window are utilized by those who are

maintaining a pager and/or voice mail inventory. Yomay enter the Manuf &
names for your pagersarriersthe 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. ¥arious 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 festigeg all accounts
terminated within that range along with the reasode.

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 answmgy services this code is optional and would be set up as
follows. Most typical billing cycles are already entered for you.

E nter your billing cycles uzed for
28 Day auto-posting new charges.

4] 4 | BilingCycles (3 Add | Delete|

Autarnatic Paosting

[ Date Sensitive - Eveny: I_ - |

Date Sensitive Billing Cycles

For those of us who bill certain customers quarterly, samually, etc., such as pager
cusbmers, you will need to become familiar with a few more details regahilling
cycles.

E nter your billing cycles uzed for
Buarterly auto-pozting new charges.

4| 4 |BilingCycles kM Add | Delete|

Autamatic Posting

[v Date Sensitive - Eveny: |3_ onthz 'l

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 TASbilkeattyou want (in the

exampl e aboviebBbea iMDatr ¢ eSe¢ydi tived billing cyc
bill every A3 Monthso. You ar eycle& B,cCo me t o U
1, 2, 3, etc.). You wouldhen tell TASbiller that Bling Cycle 1 (for example) is for
customers who bill every A6 Mont hso.

You can mix Date Sensitive accounts with Ndate Sensitive accounts. For example,

lets say you have 400 telephone answering service customers who you bill namathly

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

AMont hl yo, mot sethup &4 dDateé Helnsjtive. You would code your pager
customers as AQuarterlyo, with Quarterly set
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Date of Last Invoice

Date Added: [1¥% 5 142004 =
Fate Update Date: [37

Date of Last Payment: [#% 2282004
Date of Last Invoice: [f42:21 2004 <

Digconnect Date: |7

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 aatr@mmponent of Date
Sensitive bling.

When you first enter yourustomers 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 elapsednce 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 pagecharges may be quarterly, where the TAS charges may be monthly. In this
scenari o you can set up a sub account for t
mastero6s invoiced sub account type (Il ater i
on the sub account and set the sub accounto
sure to enter the correct starting Date of Last Invoice.

Using this method the pager charges will on|

account) quarteyl and you will generate only one invoice for the TAS charges + the
pager charges.
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Voice Mailboxes

2= Yoice Mailboxes

Mailbes Mumber: 1234567890 DNIS: |30071 234567
Biling Account: |E504 [Ripkey Residence User's Name: [fred

Comment: |thiz is & test Status Code: | 4vailable -]

Taxable Charges: 075
Al Taxable Charges: 0.00

Paosting Account: Billirg Armaount: Sales Taw

|V|:uiu:e Mail Charges j 075 | ﬂ | 0.00

| 1 | ~| [ o

| = | | > [ oo

| = | | > [ oo

| = | | < o
Totd [ 075

_‘,.f [ H Add Mailbax Search by

Mailbox Mum

Search by
DNIS ‘ LCloze

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

Number is the primary number that would identif tinailbox and the DNIS is also

stored and can be searched. The primary nu
the customer invoice together with the Billing Amount. The Billing Account is used to

assign the mailbox to a specific customer. You nmiawwhich mailboxes are assigned

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

Delete Mailbox
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Pager Inventory

££ Pager File Maintenance

Cap Code: W Billing Account: [g504 [Ripkey Residence
Pager Mumber: [70rgaresds
Serial Mumber: | Status Code: |F|ented ﬂ
Uszer's Mame: |Diana Termination Date: [i7

Taxable Charges: 10.00

Posting Account: Billing Arnount: Sales Tax ARVEEEDE 2 | [
| Pager Charge ﬂ [10.00 | ﬂ [ n0.oo
| =l | ~| [ om
| = | | < W
| ﬂ | | j [ 0.00
| ﬂ | | j [ 0.00

Rate Plan and Pager Info Copy and Pazte Totat [ 1000

Lias Apply Copy
| 4 |RatePlans | b | M Paste

Drate Received Into Inventary: [ wharranty Thiue |17
Cost: Insurance:
M anufacturer: Insurance Fee:
Description: Insurance Exp: |57
Channel/Freq: Cornment:
Baud Rate:
Carrier:
T Search by Search by Search by
H [ || £l Fager el ager LCap Code Pager Mum Senal #

Very similar to the Voice Mailbox inventory, this window allows you to set up and
maintain your inventoryof 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 pagetby 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 windowlou mayalso 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

Customer, Maintenance

Account Number: [E504 Mame: [Ripkey Residence Search.. |  TASID: [1234567630
Summary Data T Rate T TAS Transactions T Invaices - Payments T Pagers T Waice Mailbores T Contact Mates
Billing Address: Master Acct: | [ Sub Acct | Mame

Address: [167 Stone Mill Drive Sub Account Invaicing
Address: | o o
City/State/Zipc [Martinez, G4 30907
r IEate Fes r IEate Maotice Late Motice... Account Type: |GeneraIBusiness j
Location Mame: |Accurate Messages, Inc. “em':ft PR Date Added
Address: (301 Shartom Drive [~ One Time Charge Exempt ateAdded: [1% 520002 =
Address: | [ Print Sub Account Detail On Invoice Fiate Update Date:
City/State/Zip |Augusta, A 30307 Irvoice Method Date of Last Payment:
Iv Frirt Additional Copies Date of Last [nvoice:
Phone: |[[706] 868-9354 Search... v Tashill.com Disconnect D ate:
Phone: [[ ] - I FaxTo:  |7BSE39551 Disc. Reason: | j
Contact: v Email Te: |ripkey@anl.com
|Randy | Salesperson: |F|andy Ripkey ﬂ
Search.. Credit Card | nformation A Bk |A~§A j
Title: ’Dwner— Nurber: |1234567830 Source: |Eust0merF|efenaI j
Exp. Date: (9375 Card Code:  |580 -
- Billing Compary: |Accurate Messages, Inc. j
FEIN: |12-3456789 Billing &ddr: |301 Shartom Drive S—
] illing Cycle: -
Notes: Zip Code: [30307 g Cycle: | Al =
Card Type: | AME: | AutoCharge:  [v
Invoice Msg: | Permanent Msg? [
Current: 28 Daps: BE Days: 84+ Days: Beginning Balance: Charges: Payments: Balance Due:
[ $0.00 | $0.00 | $0.00 | $4.99 |4.99 |0.00 [0.00 | 493
Sequence Search
fdd Invoice Print wwlord =T| & Acct# © Name m Acoct Mame Partial Mame Cloze
Customer Detail Report | Fax or Save Processor =
This window with its series of Atabso i s us:«

L e t Otswithsthte eow 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 exppred i n your TAS equipmentoés billincg
digits of the DID number, although some sys
which can also be used. If the account you are trying to add already exists, the account

will be dispa y e d . I f the account doesnodt already e
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.

TheDetail Reportbut t on with the Aprintero icon wild.l
name and address information from the selected customer record together with a listing

of all invoice / charge records and all payment records. This repatyihelpful 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

= Print Invoice

Frirt Biling Detail From Start Date: | 7 302010 = DueDate: | 9,9 2009 =

Irvoice Date: | g pog2010 = Due Date Text: ||_|p,:,n Receipt
[w Default To Upon Receipt

Invoice Header Message:

| Reprint Histaric Invoice [ Do MOT print unpaid iterns from prior period

Produce |rvoice for One Cugtamer

6504 i FEind i |Ripkey Residence

Save | Savelnvoice To PDF,RTF ar Doc File Erint Frint rvoice

Fay Faw Imvoice To: |EE'EIEEIE1

E-Mail | E-Mail lmvvoice To: |ripke_l,l@au:ul.cum;eclipse?EDE@aDI. C

LCloze

This window will be displayed when the Invoice Print, Fax or Save bustalicked.

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

open invoices or any previously billed charget)s e t he #AFi ndd button,
mi ddl e of this window, t o sel emer willbbeher cus
displayed by default.

Print Billing Detail From Start Date and Invoice Date

This is often difficult to explain and understasd, hang in thete TASbiller maintains a
history of everycar ge and payment for evercpganust omer
invoice youbre trying to I|ist all activity
dat e. The #ASt art afierthe dast inwibeodateé. dFortexamplehtee d a'y
invoice date in the example above is 8/18/2010’he last ime | did billing was

7/ 12/ 2010, so my A S thadayafteDry tagt imvoiveabdling ddtel 3/ 2 01 0
This will tell TASbiller to start printing paymernd invoice items dated from 7/13 thru

8/18 TASDbiller will save these dates for future invoicapng.
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Due Date and Due Date Text

This prints on the invoice in the Due Date
enter text instead of a date. For exampl e,
want an actual AfDue Dateo to print.

Another featurePefault to Upon Receipt  wi | | cause AUpon Receipt

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

The Invoice Header Messages an optional message field that prints toward the top of
the invoice.

Reprint Historic Invoice

If you want a reprint of a past invoiceyou would check this option box, theselect a
Start Dateand Invoice Datehat includes the charge or charge$e reproduced. When
this option is used the charges from the selected rdaige 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

TASDiller, by design and default, prints unpaid items from previous billing periods on the
C u st o nveige.6lsyoud © nnvartt 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 teatire balance due.

Print Invoice

Click the Printbut t on to produce an invoice on comp
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

TASDbiller allows you to save inwes to three different popular file formats, .doc, .rtf,
and Ado b®&hé sloc amg dtf 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 aattachment to an email, as the end user can view and print the
invoice, but cannot edit its content. Adobe Acrobat is free frov.adobe.com

The Savdnvoice option is very powerfulOnce saved, thisvoice becmes adocument
thatcan be edited, printed, attached to an email, or anything else normally done with a
document file. | often use this option to manually adjust the content of an invoice to
appease a difficult customer.
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Fax Invoice

The Fax Invoiceoption will send your invoice via fax to the number entered in the field.
To use this option you must have a faxmodem card installed in the computer running
TASDbiller. Most any card will work. Please do not have any other fax software
running, as TASldler 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 TAShiller.

A great investment was made to make the fax option compatible with most all fax
machines andards, and transparent to the users of TASbiller. | am now able to fax an
invoice to a customer who fAnever receivedo
the phone, and without wasting any paper!

Email Invoice
Very similar to the fax option desbed above, TASbiller will email an invoice to your

customers as an attachment to an email. Be sure to entegmgailrinformation and the
Subject line and Body of the email in Company File Maintenance.
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Word Processor

2= TASbiller Form Letter Editor =13
File Edit YWiew Insert Format Table  window
el &6 B < ith

[Normal] - il -2 - B I U £

o

il
1A}
[l
=
=
[
o
4

1— m—
i— m—
i—

Z= Untitled

Jdanuary 12, 2005

<Name=
<Address1=
=ity State/ Zip=

Ciear <Contact=,

Thank you for choosing Accurate Messages as your telephone answering service. YWe
look forward to providing excellent service |

< | 3

Line 12 Col 44 100 % FLIR

TASb i | | e rinbweord proceskor allows you to develop form letters that can utilize
maikmer ge functionality. When the word pr oc
anywhere in the document window, and you wil

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
nex 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 acounts 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.

Li kewi se, if you are |l ooking for an account
using the Neme Search option the first account starting with Dr will be displalysahu

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

#= MName Search

Uze this routing ko find a name from
“within® a customer's name field.
Click the account number to display.

Mame: |iip Search

Aot | Hame Location Mame

1374 Blue Flame of Ripley
E504 Ripkep Residence  Accurate Messzages, Inc.
BREZ Mr. Ripkey's Office

Cloze

I f youdre not s ounteame was enteted; yoh canventarrany past of the

name and TASbiller will list all names that contain that combination of letters. In the
exampl e above, I ent er e d theiBlue dlame afnRipleyT ASbi | |
accountmy home account, andy dffice 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 Maintance and t he ff
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

TASbi |l st és d8nd Sub account handling is ver
creative uses for this feature.

Generally, there are two different types of
as ATransfer t o Maensctusgtamer.ay have two actounss (vsodin ar i o
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 eit
invoice automatically, or at least have it available for quick reference in TASbille

Here 1 s an example of a OTrlam stf leirs t ®a sMea,s t y
|l ooking at account 68466s Summary tab. The
the account number of the master account, its name will be displayed. You may press the

AGoo button and TASbiller wildl move you di

information is necessary for this masseib account relationship to function properly.

Master dcck: |532? [Pat Jones Go| | Subdcct [Mame

Sub Account [nvoicing
o Transferto Master Bill This Account on Master's |nvoice

Below is account 6827, the Master account. Notice it has two sub accountsaréB46
6913. You can move directly to any sub account by deciiking it in the sub account
listing area.

Master.-’-‘-.cu:t:| | | Sub Acct | Mame

Sul A Ivelelis E246 Guaranteed Car Loans

(= i

B33 Guaranteed Car Loans

NOTE: TAS Transaction data is loaded into the sub account dth@igport of billing
data from your TAS system. It is accumulated into thet@nascount at that time.
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ABil I Th

S Ac c 0 U n tSuboAscouritExsamper 6 s

nvoiceo

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 amlg invoice. The TAS Transactiaata is
notaccumul

master 6s

ated i

account

t he
dur i

nt o

ng

master
aut omat
will reflect the unique charge(s) and rate plan(s) for each suluatc

account
C posting

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 eewtiftalling
and

cycl e

from

t he

master

usi

ng the
pager charges would only be billed to the master account quarBelgure to code this

type of sub account with the proper Billing Cycle and be sureter @s initial Date of

Last Invoice.

Bel ow i s
Master 6s

account

|l nvoi

6953

ce button

M azter Acch: |5952

Sub Account [rvaicin

q

" Transfer to b aster

[Meuralogical Azzo of Augusta Go | Sub Acct | Mame

f« Bill Thiz Account on Master's Invoice

a

S

Below is the rate tab of this sub account:

Customer Maintenance

Account Mumber: 5953 Name: [y/est wWheeler
Summary Data e T TAS Transactions T Invoices - Payments T Pagers T Woice Maiboxes T Contact Motes
Fixed Fate Charges Quantity Services Quan Quan Quantity .

Amotint Included Limit Amount Eillable Extension

| Answering Service j |55.00 | Calls - Wk j |200 ] 030 [ 0.00 [ 0.00

| x| Iooo [ Patch Charges -] o [] 045 [ om [ om

| j |0.00 | Long Digtance Chgs. j ] ] [¥=n] [ 0.00 [ 0.00

| j [0.00 | j i i |0.00 | 0.00 | 0.00

| j [0.00 | j i i |0.00 | 0.00 | 0.00

| j [0.00 | j i i |0.00 | 0.00 | 0.00

| j [0.00 | j i i |0.00 | 0.00 | 0.00

| j [0.00 | j i i |0.00 | 0.00 | 0.00

| j |0.00 | j |0 |0 |0.00 | 0.00 | 0.00

| j [0.00 | j i i |0.00 | 0.00 | 0.00
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Note below the invoice information from acac n t 6952, t he

ma-st er

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.

11/23/2004 Autornatic Posting $1.02060  $1.030.60 $0.00
11/23/2004 Charges From: 6953 $549.00 $59.00 $0.00
12/21/2004 Autornatic Posting $1.00511  $1.005.11 $0.00
12/21/2004 Charges From: 6953 $59.00 $59.00 $0.00

Dauble-click any invaice or paymett item for more infarmation.

Customer File Maintenance, Summary TabTypes, Codes, Check 8xes, and Dates:

r lE:E:mI;TE r lE:::mr;tDtiCE Late Matice. . Account Type: |GeneraIBusiness j

[ One Time Charge Exempt Date Added
[ Print Sub Account Detaill On Ihvoice Rate Update Date: [0
Invaice Methad Date of Last Payment. (10,2 /2008 |
v Print  Addiionsl Copies | Date of Last Invoice: [ g /op/o008 =
v TAShill com Disconnect Date: {7
¥ FaxTo: [7068635951 Dizc. Reazon: | j
v Email To: |ripkey@anl. comzeclipze7502@anl.co _
5 alesperson; | Fandy Ripkey ﬂ
Ereﬂt:':n‘;g:ln|f$234EE?EEID'I 23 Aosount Lods |M ﬂ
Exp. Date: 1210 Card Code:  [9333 Saurce: |Eustu:umer Rieferral ﬂ
Biling Addr: {301 Shartom Drive] Billing Company: |.ﬁ.|:|:urate Messages, Inc. j
Zip Code: W Billing Cycle: | Quarterly j
Card Tupe: Im Auta Charge: v
Imvoice Mag: | FPermanent Mzg? |

The balance of the right side of the Summary tab is for a variety of features. Lets start
with the drop boxes foAccountType, Disc ReasonSalespersorAccountCode, Source,

Billing Companyand Billing Cycle

The Account Type mustbe selectecand is a very important field in TASbillerIn
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 repo

IF THE ACCOUNT TYPE YOU SELECT IS NOT
CHARGES WILL BILL!

rs.

acc

ABl LLABLI
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New accounts will default to a type code of General Business. This type code tells
TASDhiller the account is an active account and should be included in various analysis
reports. If the acamt is not active, but owes you money perhaps, use the Disconnect
type code. This will tell TASbillenot to expect activity when data is loaded from your
TAS system. It also tells TASbillemot to include this account in financial analysis
reports. Youcan set up as many Account Type codes as you like in Miscellaneous File
maintenance.

TAS ID

TasID: 1234567330

|boRes T Contact Mates |

TAS I D is a field used to store the custome
used as an alternate met hod t osystem,limathee a cus
event your account numbers do not match wit
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 Reasorcode is use for tracking disconnected accounts and standardizing their
reason for discontinuing service. It is used in the Disconnects Report.

The Salespersoncode is used for tracking accounts generated by a Salesperson, if
applicable and is available in a numbef reports.

The Account Codeis a user defined set of codes that you may use for any purpose. Also
set these up in Miscellaneous File maintenanckhis is a great way of tracking
customers by region, or something | use it for, which is tracking bwenng 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, referedc.

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 donot want tos change
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 featutdick 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 theillihg date or cycle, it is just for your reference.

Rate Update Datet s mai nt ai ned by you when you change
is just for your reference.

Disconnect Date again for reference only, should be the date when a customer
discontirues 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 Paymentis maintained by TASbiller automatically as payments are posted.
It prints on tle Age Analysis report and is a nice piece of information to have when doing
collections.

Date of Last Invoiceis maintained by TASbiller automatically when Automatic Posting
is run. It is used for accounts on Date Sensitive Billing CycM#en enteringa 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 Exemptc an be checked if you dondédt want th
fee.

Late Notice Exemptwill exclude this customer when late notices are being produced.
Thenewi Lat e Not inexetothischetkbox will allow you to send a late notice
to the specified customer. See Late Notices in the Reports Menu later in thed.manu

One Time Charge Exemptcan be checked if this customer should not be charged any
one time charges.

Print Sub Account Detail on Invoicewill tell TASbiller to print a line of activity detalil

(number of transactions, messages, time, patches, etd)@entmast er account 6s
for each of Il'ts sub account s. This woul d 1
record only.

The fourInvoicing Method options tell TASbiller to either Print, and/or include in an

upload file to TASbill.com, and/or Fax thevoice 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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semi col on A :; Gustomekamailseever.aommDwmen@ilserver.conwould
send an invoice to two addresses.

You may select any one or any combinatian For example, you may want to have
TASbill.com send an invoice to a customer and also Fax the invoice to the custbmer.
no choice is selected, no invoioill be automatically generatedfor the
customer . There are options to Aforce
Menu section of this document.

TheAuto Charge Credit Card option will allow you to automatically charge the invoice
amomt to a customeros <credit <card, and
account. Be sure to include as much of th@redit Card Info as possible for
authorization purposes.

Credit Card Infarmatian

MNumber: 1234557390

Ewp. Date: |957g Card Code:  |580

Billing Addr: |EEI'I Shartam Drive

Zip Code: 30907
Card Type: | AMES vl Auto Charge:  [v

TASDiller also support&-Check processingwith Authorize.net. Yowvill first need to
add a credit-Chbacldotype mast iBe entet+red

check is selected as the Card Type, the fields will change to reflect the different

information required for Eheck processing.

E -Check |nfarmatian

Mame: |Randall J. Ripkey
Bank: |First Mational Bank
Routing #: [111222333444

Account 8 |5E7RT1 23456

Card Type: |E-Check ~ | Auto Charge: v

Note that if a custmer has both a credit card and als€keck information, both sets of

information will be saved in TAShiller, allowing you to switch the customer back and

forth if necessary.

Pageb9 of 193 Version 2.5« 2/24/2012

print
I f ar
exac


mailto:Customer@mailserver.com;Owner@mailserver.com

{TASDbiller

The Invoice Messagefield allows you to enter a unique message that wiltpon the
selected customerés invoice only. Thi s mi gh
referring Freddés Plumbingo, for exampl e. Y
checking the boxext to the messageAn example of a permanent messagghhbe a
customer 6s pur c hifansteerntanedtethis nmessagbllebe removed

when the billing cycle is closed.

Not e: the I nvoice Message field is also us
Dayo informati on pninCompany &ile Mlanteeaoce. t hat opt i

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 eyend the total balance due. These
fields are maintained by TASbilleDDO NOT manually enter numbers into these

fields. Always post charges and payments. These fieldseditable only as a
convenience if an unusual adjustment needs to be made forsasoa.

One frequent mistake | see new users making is the entering of beginning bala
numbers in the fields on the Customer File Maintenance Summary Tab without
properly fApostingo them using Manua
be fiout of balanceo, as the invoice
ABal ancigureDueo f

Al ways fAPosto beginning balances us
the Main Menu. I f the customer has
Credit Posting option, also available on the Main Menu.

There will be further disussion on posting and correcting posting mistakes later i
this manual.
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Customer File Maintenancei The Rate Tab

Customer, Maintenance

Account Number: [E504 Mame: [Ripkey Residence Search.. |  TASID: [1234567630
Summary Data : T TAS Tranzactions T Irwvoices - Payments T FPagers T Voice Mailboxes T Contact Motes
Fixed Rate Charges Quantity Services Quan Quan Quantity .
Amount Included Limit Amount Eillable Extension
| Answering Service j |5.00 | Meszage Charges j 15 ] |0.35 [ 0.00 [ 0.00
| j [0.00 | Patch Charges j i i |0.45 | 0.00 | 0.00
| j |0.00 | Long Digtance Chgs. j ] ] |0.z0 [ 0.00 [ 0.00
| j |0.00 | Complex Posting Acct j ] ] |0.00 [ 31.00 [ 0.00
| ﬂ |0.00 |Dp Time Flounded ﬂ 1] 1] |0.50 [ 2o | 1.00
| j [0.00 | Calls j |50 [100 |0.25 | 0.00 | 0.00
[ | looo | 4 Line Charge ~| o l2 o1z [ 2o0 | 024
| j [0.00 | Thifus test j i i [0.00 | 19.00 | 0.00
| j [0.00 | j i i [0.00 | 0.00 | 0.00
| j 000 | Percentage Charge j ] ] 000 [ 0.00 [ 5.44
T&S Transaction Summary Statistics Tax and Totals
Tatal Tranzactions: 23 Outbound Calls: 1} Revenue Per: Alt T axable: Pagers: 30.00
Tatal Time: 411 Outbound Time: 0.00 Meszage (Total) 0.00| E.44 Yoice Mailb . ,—
WS Transactions: 2 Inbound Calls: 23 Tl Times 284 oies Matbokes: i
WS Time: 310 Inbound Time: 236 Dperator Minute: 495 Sales Taw Taxable Charges: 11.68
Patches: 1] Meszages: 1] Trereesies 051
Fatch Time: 000 Alpha Messages: 1] - ——188 | j | 0.00
Operator Time: 236 Pages: 1] Fiate Update | j | 0.00
D ate:
| < om
Mew Customer Setup
| < om
Appl k to
$10Gas Pply _ 98 { Undo | ~| [ o
Mew Service en Changes
mn Rate Plans um Prorate o Tatal: 4168
Sequence Search
Add = Invaice Print wiord 7 o Acct# ¢ Mame m Acct # Mame Partial Mame LClose
Customer Detail Report | Fax or Save Processor

It is important to understand the charges calculated and displayed on this window are not
chargedto the customer account until you process Automatic Posting in thegBillin
Menu, which will be covered later in this document. This is simpgbyexiewof what

will be charged during routine billing.

The Rate tab is organized several sections. First, the upper left area is where you
would enter youfixed (base) chargesthose that are the same every billing cycle. Use
the O0drop boxesbd6 or type in the name of y O
column, enter the corresponding base charge
Serviceo is the cdheasrcgre ptth aotn aopp etahres boans et he ¢
this customerés 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 amoeldisfi 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 iSOme Time Charge the amount entered will
NOT be included in the total. The amount will omlg used with one time charges are
posted to override the default one time charge entered at that time.

The upper right area is faquantity (overage) charges In the example above the
customer is allowed5 Messageso be included in the base rate asctharged 85 for
eachMessage over 15This customealso pays Patch Charges of%ger minute, with O

units included in the base rate. Long distance charges would be billed at $.20 per minute.

You may also haveeredquantity charges For exampleyou 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 cafigain 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 onre youmlaveneal 0 qu 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 @ $9.8§qrean
you want their invoice to read something like: Pagers, (quantity) 10 @ $9.95 = $99.50

Create a posting account and name it APager
Account. Do not enter a formula. In customer file maintenance, on teetdatchoose

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

(10 in this exampl e) in the AQuan Limito f
example) in the Amount field. You will notice the extension will tiply 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 withelother charge items.

The lower right portion of this window is fdales Tax Select the sales tax posting

account and the percentage entered in the Pc
to the charges. You should see the tax calculatedhahdied in the total charges.
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Statigtics
Revenue Per:

Mezzage [Tatal) 0.00| #
Taotal Tirme: 284
Operator Minute: 4.95
Transaction: 0574
Rate Update [
Date: =

The lower middle sectiorftatistics will calculate revenue per total time, transaction,
message, operator minutetc. including all statistics included in the TAS Transaction
Summary on this window. These statisticsra recalculated 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 d&&sed on the formulas entered in TAS Data
Setup.

How this works

All of the $ per calculations are based on the following:

1) The ATotal Timeo, AOperator Minu
A Me s s asgdefar these calculations are all defined in TAS Data Setup
sure you are | ooking at the fAOpe
to look at.

2) Only charges from Posting Accoun
checked in their setup are indkd | the total charges figure used for analy

3 All of the A% perodo calculations
MANUAL CHARGES or AOne Timeo cha

4) This is true for all analysis, including the Business Analffsisn Main
Menu) and the Customer Profitability Report(s).

TAS Tranzaction Surmmarny

Total Transactions: 133 Outbound Calls: 3
Total Tirne: 23.90 COutbound Tirne: 073

WS Transactions: 27 Inbound Calls: B3
WS Tirne: n.0a Inbound Tirne: 11.63

Patches: 1] M ezzages: 17

Patch Time: 000  Alpha Meszages: 0
Operator Tirme: 11.63 Pages: 0

The lower left section has summary of transaction activity for this account. The
numbers that appear in this section are based on the formulas entered in TAS Data Setup
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and are me# to give you a quick, easy to read summary of the data collected by your
TAS system.

MHew Customer Setup

Gas Apply
Mew Service
I4] 4 [Rate Planz | | M Frorate

Also in the lower left area of the Rate tab you will fiNdw Customer Setup This is

where you may select a rate planuntbthe usi ng t
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

harge Proration

Account Mumber:  [ER04

Mame: |Ripkey Fesidence

Frarate From Date: | 1 4122005 = B Dayz InCucle: |28 »

Prorate To Date: [ 1 #o02005 - % Billable: [25% Ealculate
#Dapz [7

Fixed Fate Charges Amaunt  Proration
|.-’-'-.nswerir'|g Semvice j [20.00 [5.00
| ﬂ [0.00 0.00 Subtotal All Charges: 500
| ﬂ 0.00 0.00 Sales Tax: Taxable Charges: 500
| B T

| <] [ oo
| ~| [0.00 0.00
| ~| [o.o0 0.00 | ~| [ 0o
| <] a0 oo | S| om
| <] a0 oo | S| om
| <] a0 oo | S| om
| ~| [0.00 0.00 Total [ 500

Date: |1 m7s2005 ~| Descrption:  INew Service Proration Post

Cloze

When you click the New Service Prorate button on the customer Rate tab you will see

this window open. The customer 6s Date Adde:q
From Dateo fi el d afmedchardes willdoé displdyed. ¥ou shoudme r 6 s
enter yournextbilling 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 PwgtAccount and putting the amount in the
Proration field. You will see the Total Charges fielecadéculate 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 abletce onfirm the charges on the customer ¢
Invoices- Payments tablf 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 wil notice a smallgraph (once you have completed a
couple of billing cycles) in the lower middle of the Rate t&bick 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 alsodprinted when it is enlarged.

Usage (Click t

Undo
enlarge) Changes
[ e e ™ S|
Thisgraphh s made up of data stored in the custom

you process Automatic Posting. Currently, four fields are stored; Total Transactions,
Total Time, Operator Time, and number of Megsa 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 visuabthébh
analyzing trends (is the clientdés activity ¢
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 youerdlger charge is probably

higher than it needs to be. Conversedlyes your revenue per operator minute decline as

activity increases? If so, then your overage charges are not high enough.
The Undo Changesbutton in this area will restore certain changesde to the Rate tab

to their original values. Be careful when changing the Rate tahpaikchanges cannot
be reversed.
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The TAS Transactions tab

Customer, Maintenance

Account Number: 5503 Mame: |Eare Associates Search... TAS 1D: ’7
Surarary [ ata T Rate T TAS Tranzactions T Invaices - Payments T Pagers T Yaice Mailboxes T Contact Mates

26 Digital: Time a 294 a
In:Time 122 Diigital: itz 1] B2.36 1]
In:Units 1] Email: Count 1] 3322 1]
Out:Count 12 Email: Time 0 0 0
Out:Time 1] Email:Linitz 144 57 17.84 1]
Out:Units 91 Fax:Count 264.24 116 0
Patch: Count 1] Fax:Time 18.46 1] 1]
Patch: Time 0 Fax:Units 51.06 2.8 0
Patch:Units 1] Murn Sk5:Count 1] 1] 1]
Chin:Count B Mum SM5:Time 85.58 0 0
Ckln:Time 1 urn Sk5:Units 1] 1] 1]
Chlr:Units ot St4S:Count 0 0 0
h: Count 1] SMS:Time 2.0 1] 1]
Wi Time 0 StS:Units 397 0 0
Wh:Units a MonBillkd aint: Count a a a
“work: Count 40 MonBillk aint: Time: 0 0 0
Wwork: Time B2 MonBillk aint: L nits 83 1] 1]
“wiork:Units 0 OTF:Count 0 0 0
M aint: Count 1] Meszages 11 1] 1]
M airit: Tirne 29 Intellifarms 0 0 0
Maint: LI nits 1] Ifs 1] 1] 1]
Alpha:Count 1] Locates 134 1] 1]
Alpha:Time 1] Meszage Actions 134 1] 1]
Alpha:Unitz 1] Long Digtance 1] 1] 1]

Digital: Count 1] Email Resp 198.94 1]
Uszage History Report

Sequence Search
C Add ‘ ; Invvaice Print wiord o Acct#  Mame Acct # ‘ MNarme Partial Mame LClose
ustomer Detail Report | Fax or Save Processor

The TAS Transactions tab displays thg 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 TAShileo 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 Reportwill 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.

age 0 |
) Zoom [100% -
Usage History A
G303 Care Azsocistes
Drate: Total Time  Cperator Trans sy Alpha WS WS Time OutBd Outhound In Bd Inbound  Pages Patche Patch
Time Meszages Tranza Callz: Time Calls: Time g Time:
121952006 16177 136.10 207 GE 1] 13 41 .85 71 6163 135 13610 u] 1 1.21 3
1ME2007 165.24 14439 184 B9 a 2 29.04 71 B371 12 14439 u] 1 1.21
2132007 145.59 12660 176 B3 1] 3 4223 BE S564 110 12660 u] 1] ulali]
3N 32007 16595 14516 203 T3 1] T 4615 T3 6365 128 14516 u] 1] ulali]
41 072007 12719 110.49 148 55 o 3 3327 2] 53.70 g0 110.49 a o 0.0
41072007 0.0o ulali} 1] 1] 1] u] ulali} u] ulali} 1] ulali} u] 1] ulali]
afgr2007 1589.79 155.20 213 T3 1] T 3222 TG TOO05 135 155.20 u] 1] ulali]
Bf5/2007 151.05 155749 205 T4 o 14 4517 g2 70.54 126 155749 a o 0.0
Tra2007 168.96 140,70 187 70 1] 3 44 80 75 E214 112 140,70 u] 1] ulali]
Tr312007 263.45 2202 264 a7 1] g ulali} 105 93895 146 202 ul 1] ulali] v
Pages: H|{|B b3 4 | ﬂ
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Invoicesi Payments- DepositsTab

Customer, Maintenance

Account Number: 5504 Mame: |F|ipkey Residence Search... TaS 1D |1234567290
Surmmary Data T Rate T TAS Trahsactions Tlnvoices - PaymenlsT Pagers T Voize Maiboxes T Cantact Mates
Invoices and Charges: FPayments and Credits:

T Date| Description Invoice Taotal | Payment | Credits A T Date| Comment Fayment | Check | Credit A
12/16/2008 Automatic Posting $4.99 $0.00 $0.00 11/20/2008 $0.00 $37.00
11/18/2008 Late Payment Fee $10.00 $0.00 $10.00 9/18/2008 $0.00 $3.98
11/18/2008 Automatic Posting $4.49 $0.00 $4.49 7/18/2008 $0.00 $14.47
10/21,/2008 Automatic Posting $5.99 $0.00 $5.99 4/14/2008 $0.00 $37.37

9/23/2008 Semi &nnual Line Charge $1053 $0.00 $1053 2/5/2008 $0.00 $12.26
9/23/2008 Automatic Posting $5.99 $0.00 $5.99 12/8/2007 $0.00 $6.15
8/26/2008 Automatic Posting $4.99 $0.00 $4.99 11415/2007 $0.00 $56.25
7/29/2008 Automatic Posting $4.99 $0.00 $4.99 7/18/2007 $0.00 $3.22
7/1/2008 Automatic Posting $4.99 $0.00 $4.99 5/8/2007 $0.00 $121.48
E/3/2008 Automatic Posting $4.49 $0.00 $4.49 4/20/2007 test $0.00 $7.95
5/6/2008 Automatic Posting $4.99 $0.00 $4.99 2/28/2007 $0.00 $1.00
4/8/2008 Semi Annual Line Charge $1053 $0.00 $1053 2/28/2007 $0.00 $2.00
4/8/2008 Late Payment Fee $10.00 $0.00 $10.00 12/9/2008 $0.00 12282
4/8/2008 Automatic Posting $5.49 $0.00 $5.49 10/23/2006 $0.00 $32.00
31142008 Automatic Posting $5.99 $0.00 $5.99 10/2/2008 $10.00 1234 $0.00
2/12/2008 Automatic Posting $5.36 $0.00 $5.36 8/1/20086 $0.00 $132.16
1/15/2008 Automatic Posting $5.49 $0.00 $5.49 E/6/2008 $0.00 $125.40
12/18/2007 Automatic Posting $6.77 $0.00 $6.77 4/11/2008 $0.00 $260.76 ¥
1142042007 Automatic Posting $6.15 $0.00 $6.15
10/23/2007 Late Payment Fee $10.00 $0.00 $10.00 Deposits
1042342007 Automatic Posting $E.69 $0.00 $E.69 PostingD ate Amt | Description ~
9/25/2007 Late Payment Fee $10.00 $0.00 $10.00 4/10/1994 $1.000.00 Add Depasit
9/25/2007 Semi &nnual Line Charge $1053 $0.00 $1053 3/28/1995 $50.00
9/25/2007 Automatic Posting $5.63 $0.00 $5.63 343142005 [$50.00] apply to imvoice Delete Selected
8/28/2007 Automatic Posting $6.20 $0.00 $6.20 12/20/2005 [$20.00) Deposit
81742007 test $1.00 $0.00 $1.00 12/20/2005 $30.00 Deposit
743142007 Automatic Posting $6.20 $0.00 $6.20 ¥ 4/11/2008 $5.00 Deposit b
Double-click any invoice or payment item far more information. Change view to:
Click any column heading to change sort order: B alance Forward
Sequence Search
C Add ‘ é Invvaice Print wiord ‘ o Acct#  Mame Acct # ‘ MNarme Partial Mame LClose
ustomer Detail Report | Fax or Save Processor

The Invoicesi Payments tab lists all invoice and charge items on the left side and all
payment and credit items on the right side. You may declldk on any item for more

detail.

This will allow you to view the actual charges and overchargekiding

guantities 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.

Depositsare also listed here. ot may add, edit, or delete deposit records. Be careful,
there is no audit trail for changes made here.
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Invoicesi Payments- DepositsTab / Balance Forward View

Customer, Maintenance

Account Number: 5504 Mame: |F|ipkey Residence Search... TaS 1D |1234567290
Surarary [ ata T Rate T TAS Transactions TInvoices-PaymEnlsT Pagers T Yaice Mailboxes T Contact Mates

Drate Drescription Charge | Papyment | Check | Credit Balance| ~
Automnatic Pasting $30.15 $0.00 $0.00 $3015
07/03/2001 $0.00 $0.00 CR $3015  $0.00
07/11/2001 Automatic Posting $33.30 $0.00 $0.00 $33.30
07/18/2001 $0.00 $0.00 CR $33.30  $0.00
08/08/2001 Automatic Posting $24.55 $0.00 $0.00 $24.55
09/05/2001 Automatic Posting $26.30 $0.00 $0.00 $50.85
09/05/2001 $0.00 $0.00 CR $50.85  40.00
10/03/2001 Automatic Posting $26.30 $0.00 $0.00 $26.30
10/03/2001 $0.00 $0.00 CR $26.30  $0.00
10/30/2001  Semi-Annual Line Charge $10.53 $0.00 $0.00 $1053
10/30/2001 Automatic Posting $25.25 $0.00 $0.00 $35.78
114072001 $0.00 $0.00 CR $35.78  $0.00
11427/2001  Automatic Posting $22.03 $0.00 $0.00 $22.09
12/26/2001 Automatic Posting $20.35 $0.00 $0.00 4244
12/26/2001 $0.00 $0.00 CR $22.03 $2035

01/23/2002 Automatic Posting $20.00 $0.00 $0.00 $40.35 o,
< ¥

Deposits
PostingD ate Amt | Description ~

44101334 $1.000.00 #dd Depasit

3/2819395 $50.00

343142005 [$50.00] apply to imvoice Delete Selected
1242042005 ($20.00) Deposit

12/20/2005 $30.00 Deposit
4/11/2008 $5.00 Deposit b
Double-click any invoice or payment item far more information. Change view to:
Click any column heading to change sort order: 3

Bt il |

Sequence Search

Pwﬂfd ‘ o Acctl  Name Acct ‘ Narne
rocessor

Add

Invaice Print
Customer Dretail Report

Fax or Save Partial Name

Lloze

This option allows you to view invoices and payments chronologically, togefttera
calculated running balance in the far right column. [ 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

dit Invoice Record

Account Mumber: [gB04  Mame: |Ripkey Residence
Date: [12/21/2008 =] Description: [Automatic Posting Date of Last Payment:
Fixed Rate Charges ArnoLnt Quantity Services ArnoLnt E stenzsion
| =R | =l | | |
| =1 | =l | | |
| =1 | =l | | |
| = | | = | | |
| = | | = | | |
| = | | = | | |
| = | | = | | | |
| =1 | =l | | |
| =1 | =l | | |
| = | | = | | |
g B Pager Detail.. Inwoice Total fincludes taxes, it any): [3070
Tane Voice Mailbox Charges:  [000  Woice Mailbox Detail... soplid To
| j 10.00 e Cuantity $ Per pepocits ,7’7
| j I0.00 Total Time: 233 = Faments ’LDD
| j I0.00 ] eratmTimej W 254 = END
| j [0.00 i : l R —
Transactions:  [133 [mzz
| j 000 Messages: [17 1.8
User Mame: [Randy
Date / Time: [12/21/2004 2:16:31 PM
Unda Changes Qlose .........

When you double click any i nvbPagnentsrtabcor d on
this window will be displayed. You will be able to view the charge detail for the invoice

item, butnotedit it. Youmayedit the date, descriptiotgxes and totals, but do so VERY

carefully. 1 will cover a few examples of editing the invoice and payment records later in

this section.
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Pageror Voice Mailbox Detail Window

Pager Details for Invoice #33818

Pager Details for lnvoice #338718

Acct Mum: 6504 Ripkey Fezidence

Pagers:
CapCode | Pager Mumber | Account | Customer Mame | Serial Mumber | Statuz Code |
1234567330  70B997E543 E504 Diana Rerted

Charges
ltemn | Postingdcct  Rate ' Taw | Taw At |
1 Pager Charge $10.00 $0.00
2 $0.00 $0.00
3 $0.00 $0.00
4 $0.00 $0.00
] $0.00 $0.00

If you are using the &yer or the Voice Mailbox billinfeature, thé window will display

the detail for alitemsbilled on an invoice. Each pagg@r 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

22 Edit Payment Record

Account Mumber. 5503 Mame:  |Pastoral Care Associates
General T Credit Digtribution

Payment Date: |12/29/2004 =

Pavment Amount: [245.15 Pavment kethaod:
Credit &mount; 0,00 Comment: |
Check Murmber: 5273 User Name: |Pam

Date / Time: [12/23/2004 11:45:52

ndo Changes Cloze

When you double click on any paiyPayments record
tab, this window will be displayed. All fields are editable. The Credit Distribution tab

will allow you to view and edit the posting acotds 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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TASDbiller Math

TASbill er maintains the custlegnaaudllgintave count

tables, in the TASbiller.mdb Access database. This redundancy was designed into
TASDhiller as a form of protection in the event of data corruption (hopefully one balance
might survive and be accurate).

Current: 28 Daps: BE Daps: 84+ Daps: Beginning Balance: Charges: Payments: Balance Due:
[ $3070 | $4020 | 000 | $0.00 [70.50 [0.00 [0.00 [ 70.90

You will notice along the kitom 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

calculated based on open (aig) invoices in the Invoice Table.

The second series of numbers represent the

Payments (for this billing period) and Balance Due. These amounts are stored in the

customer 6s recor d i n Hdrehiethedangetoosmpartyoulbamt a Tabl
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 shouldmatch the Balance Due that is calculat&there is one exception IF the
customer has &redit 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 custéner r ecord refl ecting
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 updatechaimtiained.
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Open Invoice- Age and Edit Example

Invoices and Charges:

[ ate D ezcription [rvoice Total | Papment | Creditz /
11/25/2003 Autarmatic Pasting $20.81 $0.00 $20.81
1242372003 Autarnatic Pasting $£20.00 $0.00 $20.00

1/20/2004 Late Payment Fee $10.00 $0.00 $10.00
AR NE Y Automatic Posting $20.00 $0.00 $20.00
272004 test $10.00 $0.00 $10.00
2772004 Autamatic Pasting $30.00 $0.00 $30.00
322004 test $50.00 $0.00 $50.00
362004 Autamatic Pasting $30.00 $0.00 $30.00
32972004 test $50.00  $50.00 $0.00
441372004 Semi-Annual Line Charge #1053 41053 $0.00
441372004 Autarmatic Pasting $30.80 $0.00 $30.80
51172004 Autamatic Pasting $31.04 $0.00 $31.04
5142004 Mew Service Proration $7.14 $714 $0.00
G/8/2004 Autornatic Posting FN5E $31.56 $0.00
E/M5/2004 Mew Service Proration $h357  $11.30 $42.27
FEA2004 Autornatic Posting $30.00 $0.00 $30.00
8/3/2004 Autornatic Posting $30.00 $0.00 $30.00
83172004 Avtamatic Pasting $30.00 $1.00 $29.00
9/28/2004 Late Payment Fee $10.00 $0.00 $10.00
9/28/2004 Semi-Annual Line Charge $10.53 $0.00 $10.53
9/28/2004 Autamatic Pasting $34.78 $0.00 $34.78
10/26/2004 Late Payment Fee $10.00 $0.00 $10.00
10/26/2004 Automatic Posting $30.00 $0.00 $30.00 Unpaid Invoice Items
11/23/2004 Automatic Posting $30.20 $0.00 $0.00 P
12/20/2004 Late Payment Fee $10.00 $0.00 $0.00 D
1242172004 Autarnatic Posting $30.70 $0.00 $0.00

_____________________________________bh

Diouble-click ary invoice or payment item for mare information.

Note the last three invoice records have no payment or credit amount. Therefore, since
they are wunpaid, they are aged on the cust
1/17/05, so thd 1/23 invoice and 12/20 invoice are both 28 days old, the 12/21 invoice

will be 28 days old tomorrow):

Current; 28 Days: A6 [ ays: a4+ Days:
| ganFo | $q020 | soon | $0.00

The | ower right side of this customer s sumr
matches the age amounts added together ($30.70 + $4($20.90). This account is
considered to be fAln Balancebo.

Beginning Balance:  Charges: Papments: Balance Due:
|70.90 [0.00 [0.00 | 70.90
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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 customerds record ins
common mistake.

Why do you let us edit these numbers if it could cause the Balance to be incorrect?

Wel | | I could change the customer window so
and my | ife would be a bit eassier, buté Son
For exampl e: You charged a customer sal es

charged. This could be messy when it comes time to calculate and report sales tax due.

With TAShbiller, as it is designed, you can edit the invoice record and removeldse sa

tax. Youmustt hen fedito the amount (s), either in
field(s), to force the account back i nto ba
record, the numbers in the customer record (beginning balance and/or chazgest) ar
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 feeldrce the account back into
balance, and the customeitl never know you made a mistake on the account.

How do | keep my accounts in balance?

Post everything, and dondt make any mistakes
posted during yourautine billing or manually posted from the Main Menu option.
RememberALWAYS USE POSITIVE NUMBERS. Do not post a fAneg:

amount. If you want to credit a customer account, use the Payment Posting option and
enter the amound Yadaurcanthbneentdr &€ reasaohifor the cfediten the
comment field.

Beginning balances should be Apostedo to t|
customer summary window during data entry.

How do | 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 reportroe from those stored in the Customer Data Table (those
dangerous numbgthat 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 balandesoivéppear
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 frgrarteo report.

How to correct an account that is AOut of Ba
First, you must determine the ACorrecto bal a
Age amounts are correct, fABalance Dueo is wr

2. This is the easiest problem to repair, and was probably caused by someone
enteringabgi nning balance or <charge amount
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 ako need to edit the payment record(s) involved.

Balance Due is correct, Age amoui) are wrong:

=

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 chariggmyments/crets = 0), and
the payment or credit amount is incorresdjt the payment or credit amount

to make the invoiceds balance correct.

4.1 f the invoice fAshouldd be paid (zero
enter the appropriate payment or credit amoumitok e t he i nvoicebs
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 likethe invoice to never appear on any invoice, then change its
date to a date that is earlier than your current billing cycle.
3. Edi t the fAChargeso field on the Summat
Balance amount if you have already closed the billing periodgrnmve 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.
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2. Determine which invoice(s) the incorrect payrmhevas applied to, usually it
wi || be the Aol desto.

3. Edit the payment (or credit) amount(s) in the invoice record to correct the
erroneous payment amount.

4. Edi t the appropriate fields on the
Balance, Charges, or Paymentsatijust for the erroneous payment.
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Pagersand Voice MailboxesTab

Customer, Maintenance

Account Number: [5504 Mame: |F|ipke_l,l Residence
Summary D ata T Rate T T&S Transactions T Invoices - Payments T Pagers T Woice Maiboxes T Contact Motes
Available _F'agers - )
Click any column heading to change sort order: Eﬁuble-cllck i it @t am
C © | Pager # | Serial # | Mame

| Status Code | Total Charges | StatuzCode
7 N (FOF)555-1234 Randy Rented 10.00 7
1234567090 (7063876543 Diana Rented 10.00

2123456789  Broken
5555555555

Double-click any pager for more information. Eemove Selected | TEE Uit |
i Print Pager List |

Pager

Search

Sequence
’7| @ Acct#t ¢ Name | ’7 Acct # | Mame

Add
Customer

wiord
Frocessor

Invaice Print
Fax or Save

Partial Mame Lloze |

Dretail Report

The Pagers tab and Voice Mailboxes tab are very similar to each other. Pagers (or voice
mailboxes) assigned to a customer account will be listetthe left. Available pagers (or
voice mailboxes) in inventory are listed on the right.

Doubleclick an available pager (or voice mailbox) on the right and it wikh&ésgnedo

the selected account. The appropriate maintenance window is displaygeuio
convenience to edit any of the information necessary to make the pager or voice mailbox
billable by doubleclicking the pager or voice mailbox record.

To remove a pager or voice mailbox from a <c
Remove butin to return it to the available inventory.

You may doubleclick 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 creaprint a list of pagers assigned to any customer
account.
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Customer File Maintenancei Contact Notes

Customer, Maintenance

Account Mumber. 5504 Mame: |F|ipke_l,l Residence Search... I TaS 1D |1234567290
Surnmary D ata T Rate T TAS Transactions T Imvaices - Payments T Pagers T Yaice Mailboxes T Contact Hotes
Double Click Cell To EDIT
Dafer:’t'l['}ilme Uszer Mame | Subject Hem::r;g;eer gﬁmpleted Eomplst‘iaotg Motes ‘

Ir the Motes column above, you can enter a linefeed by holding the
Shift key when you press Enter. Also, you can always cancel your
changes ta the current cell by hitting Esc.

09-Mar-08 Randy Just a test as18/2010 8/18/2010 Testing the notes!

Hew | Delete Selected | Frint Motes |

Search
HV Acoct | Mame

Partial Mame

Lloze |

Sequence
Add Invaice Print wiord — .
Customer Detail Report | Fax or Save Processor ’7 & Acctt (' Name

Use this area of customer file maintenance to enter and maintain notes and reminders.

Reminders are those notes

t dnsanill displayoe thea

iRe mi

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, buttnetentry 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

Z= Reports Menu

Popular Reports T Custamer Reports T Qther Reports

DOptions... Aging Analysis Options... Payment/Credit Summary B epart

Presvigw & Print Trial Balance Options... IreenicesCharge Reports

Optionz. .. Cugtomer Profitability dnalpsiz Optionz.... Salesperzon Report / Commission Analysis

ek
ey

Optionz. .. Pogting Account Buziness dnalysiz Optionz.... Mew Sales Report

Searches

ﬁb«'f': Magic Numnber
Options... | Posting Account Finder Options... | Irevoice Finder Calculator

i

Options... | Find Email Address Optionz... | Payment Finder

All reports are displayed in a window. You may then choose to either print the report or

save the report ta disk file. The buttons that are titled Preview / Print will immediately

di splay the selected report. The buttons t
with a selection of options applicable to the report.
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Popular Reports Tab

£5|Age Analysis Report

Select Aging Categories For Repaort;

¥ Cumert W 28Day W 55Day [V B4+ Day

Account Code: [V Al ar | j

Company: v &l ar | j

Preview / Frint Bepart

Cloze

The Age Analysis Reportprints 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 acu@ast
without listing accounts with current balances, for example.

£2 Trial Balance Report

Account Code: [V Al ar: | j

Company: [ Al ar | j
Process

. Close |

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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£2 Customer Analysis Report

Report Sort Sequence
{+ % Per Operator Minute (" % PerMeszzage

% Per Tatal Time (% Per Tranzaction

Ereview # Frint

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 meuyire a rate
adjustment.
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Z= Posting Account Business Analysis

Starting D ate; | o Maessmn -

Ending Date: | g Aqosomo - [ Provide Detail
v Frint All Cuztorners
Company: [+ &l aor; | ﬂ
Account Code: v All or | ﬂ
Salezpeople; W Al | ﬂ

- |

IIndiztibuted Creditz Quick Report |

Cloze

The Posting Account Business Analysis 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 $ @ty 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 Ipatalls on your most recent billing, or how
much revenue was generated by late charges for the §yedso 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, fexample, 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 duringaregalyment 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.

ADi stributeod credits
Maintenance.
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Posting Account Business Analysiscontinued

Z= Posting Account Business Analysis

Stating Date: [ 1,9 2007 = Ereview /Pt |
Ending Date: | g Aqosomo - v Provide Detail
[ Print All Customers
r | [
a | El
: | El

Single Cugtamer

5504 Find |F| inkey Residence

IIndiztibuted Creditz Quick Report |

Cloze

The Provide Detail option on this report will produce an Excel spreadsheet of all detail
used in compiling the Posting Account Business Analysis Report. Yoprodyce this
detail forone customer or all for the given date range.
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Posting Account Business Analysis Provide Detail option:

B3 Microsoft Excel - 6504Export.csy
(] Ele  Edit Mew Insert Format  Tools  Dats  Window  Help Type a question for help |+ & x
NEER S -9 e e -0 - | B I U= = 8 % o Gl 5% - O - A-E
A - B Acct #
A | B [ c ] ] | E [ F T & [ H [ 1 ] J | K ]
1 [Acct #  IName Invoice Dal Charge Type Posting Acct Amount  Billable Ot Unit Price | Date Paid Salesperson | Cornpany
| 2 | 6504 Ripkey Residence 1/16/22007 Fixed Charges | Answering Service 10 5/8/2007 Randy Ripkey Accurate Messages Inc
| 3 | 6504 Ripkey Residence 1/16/2007 Quantity Charge |Op Time Rounded 1 2 0.5 582007 Randy Ripkey
| 4| 6504 Ripkey Residence 1/16/2007 Quantity Charge |Addl Line Charge 024 2 012 5872007 Randy Ripkey
| 5 | 6504 Ripkey Residence| 1/16/2007 | Quantity Charge |Percentage Charge 1.99 1 1.99) 5872007 Randy Ripkey
| B | 6904 Ripkey Residence| 1/16/2007 |Pager Charge | Pager Charge 1
|7 6904 Ripkey Residence| 1/16/2007 |Pager Charge | Pager Charge 0.25
8| 6504 Ripkey Residence 1/16/2007 Pager Charge  |Pager Charge 075
|9 | 6504 Ripkey Residence 2/13/2007 Fixed Charges  Late Charges 10 5/3/2007 Randy Ripkey Accurate Messages Inc
10| 6504 Ripkey Residence 2/13/2007 Fixed Charges | Answering Service 10 5/3/2007 Randy Ripkey Accurate Messages Inc
11 6504 Ripkey Residence 2/13/2007 Quantity Charge | Op Time Rounded 2 4 0.5 5/8/2007 Randy Ripkey
|12 | 6504 Ripkey Residence 2/13/2007 Quantity Charge |Addl Line Charge 0.24 2 012 5/8/2007 Randy Ripkey
13| 6504 Ripkey Residence 2/13/2007 Quantity Charge |Percentage Charge 214 1 214 5/8/2007 Randy Ripkey
|14 | 6504 Ripkey Residence 2/13/2007 Pager Charge  |Pager Charge 1
18| 6504 Ripkey Residence 2/13/2007 Pager Charge  |Pager Charge 0.25
|16 | 6504 Ripkey Residence 2/13/2007 Pager Charge  |Pager Charge 075
17 6504 Ripkey Residence 2A13/2007 WM Charge “oice Mail Charges 075
18 | 6504 Ripkey Residence 3/13/2007 Fixed Charges  Late Charges 10 5/3/2007 Randy Ripkey Accurate Messages Inc
19 6504 Ripkey Residence 3/13/2007 Fixed Charges | Answering Service 10 5/3/2007 Randy Ripkey Accurate Messages Inc
| 20| 6504 Ripkey Residence 3A13/2007 Quantity Charge |Op Time Rounded 2 4 0.5 5/8/2007 Randy Ripkey
21 6504 Ripkey Residence 3/13/2007 Quantity Charge | Addl Line Charge 0.24 2 012 5/8/2007 Randy Ripkey
| 22| 6504 Ripkey Residence 3/13/2007 Quantity Charge |Percentage Charge 214 1 214 5/8/2007 Randy Ripkey
| 23 | 6504 Ripkey Residence 3/13/2007 Pager Charge  |Pager Charge 1
| 24 | 6504 Ripkey Residence 3/13/2007 Pager Charge  |Pager Charge 025
| 25 | 6504 Ripkey Residence 3/13/2007 Pager Charge  |Pager Charge 075
26 6504 |Ripkey Residence 3/13/2007 %M Charge “oice Mail Charges 075 b
W 4+ M} 6504ERpOrt / |« ¥
Ready UM

Using the features in Excel, this report can be sorted by any of the fields provided. This
can be quite pwerful for detailed analysis of an account, of the various chaeges,
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£= Payment Summary Report

i ’ Sort Sequence
StatnaDete: | 4 /1372008 - 0+ Account Mumber
' ~ .
Ending Date: | 4 432006 = Posting Sequence
| Preview / Print All

Create Report for &l Companies or One Company

f+ All Companies " One: | ﬂ

Single Account Summary

Account Mumber: Firnd |
|

Preview / Print One |

Papment Finder Search by

l— Check nurmber
ArnaLint
Cloze |

The Payment / Credit Summary Reportwill list all payments received in a given date
range. It lists account number, name, payment amount, check numbéranrednt,

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 Sequerte allows you to list your posting in the order posted, or by Account
Number.
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The Payment Finderis 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:

. Matching Payments

E/E/2005

&

FPavmentDate AcctMum | Paymentdmount,  Creditdmount| CheckMumber | Comment | Pagmenttdethod | Uzer ame
4/13/2004 6504 053 i 1234 Check. Flardy 413420
M 72004 g504 1 ] 1234 Check. Flandy 8720
33/2005 g504 il a0 1234 Check. Fandy A3z

B/E/200

Double-click any cell above to Erint.. Lloss
qo to the azzociated record.
O, |l ets say youbre trying to find a check

. Matching Payments
FPavmentDate AcctMum | Paymentdmount,  Creditdmount| CheckMumber | Comment | Pagmenttdethod | Uzert ame Ci

4/13/2006 BAE7 109.41 Randy

< I |
Frrint...

413720

Double-click any cell above to
qo to the azsociated record.
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£2 |nwvoice f Charge Summary Report

Starting D ate: 1041942006 -
Ending Date: |10/19/2008 =

Feport Options
[ Sub Totals By Account Compary: @ Al aor | ﬂ
[ One Page Per Account Account Code: 1@ Al or | ﬂ
[ Show Detail
Thiz option will print & breakdawn of Account Type: [ All o | j
all charges for each invoice recaord.
Preview Biling Cycle|  This option will produce a repart of all invoices
Repart sorked by the cuztomer's biling cycle.
Single Account Summary by Date Aange
Account Mumber: Eind
Preview / Print Dne
! Preview £ Print Al

Invoice / Charge Summary Reportis similar to the above except it lists charges by

account. The account number, name, charge date, amount, payments and cregslits appli

and a description are reported. This report may be generated for one account or all for

any date range. Use the AShow Detail 0 optio
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Z= Salesperson Report

Thiz repaort ligtz all customers who have made a payment or been invoiced within the date
range specified for the zelected salesperson.

Stating Date: | g Has2010 - Only include customers added after:

Ending Date: | o qa/2010 - 7/52002 | [ Enabled

5 alesperzon Print Bepart

ALL |

Preview £ Frint Payments

Expaort Invwoices To Excel

The Salesperson Report / Commission Analysiwill allow you to view a report by
salesperson for a specified date range listing all payments received by customer. This is

typically used f commssaohdtaset @tadtual gayments rgoeived. g 0O
omer Pa p Report B ales Perso L]
| Zoom | 100% -
Page: 1 &
A Reporting Period:
Randy Rlpkey Start: 1/ 852001 End: SME82010
Accthum: ES04 Ripkey Residence Diate Added: Ei3/2002 ]
Total Deposits $1,015.00
Payment Date Payment Amount Credit Amount Comment
71972001 $0.00 $30.15
THE2001 $0.00 F$33.30
9572001 $0.00 Fa0.85
104372001 $0.00 F$26.30
1177200 $0.00 §35.75
1202652001 $0.00 F22.09
2121/2002 $0.00 FE2.25 b
Paces W4T MIM| <« ol
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Salesperson Report continued

B3 Microsoft Excel - Invoices_01182001_0B182010.csv

l‘__‘l_] File Edt Wiew Insert Format Tools Data  Window Help

- -8 x

=0 MENREN SR RG RN NN N - -0 | B I U = =[5 §
A1 > X & V3
B | c | [ F [ & [ I K T g

2075 |Randy Ripkey § 1341 Thompson Gas 102372007 Late Payment Fee 20 20 0 0 0 Late Charges 20
2076 |Randy Ripkey | 1341 Thompson Gas 11/20/2007 Late Payment Fee 20 20 1] 0 0|Late Charges 20

| 2077 |Randy Ripkey | 1341 Thompson Gas 11/20/2007 Autornatic Posting 877 877 1] 0 0| Angwering Service 40
|2078|Randy Ripkey | 1341 Thompson Gas 121872007 | Autornatic Posting 14684 146584 i} 0 0 Answering Service 40
2078 |Randy Ripkey | 1341 Thompson Gas 1/15/2008 Late Payment Fee 20 20 0 0 0 Late Charges 20
|2080|Randy Ripkey | 1341 Thompson Gas 111572008 Autornatic Posting 93.63 98.63 1] 0 0|Answering Service 40
2081 |Randy Ripkey | 1341 Thompson Gas 212/2008 Automatic Posting 1355 1355 1] 0 0|Answering Service 49
|2082|Randy Ripkey | 1341 Thompson Gas 31172008 Automatic Posting 72,48 72,45 0 0 0 Answering Service 44
2083 |Randy Ripkey | 1341 Thompson Gas 4/8/2008 Semi Annual Line Charge 10.583 10.583 1] 0 0|Telco Line Charge 10.53

| 2084 |Randy Ripkey | 1341 Thompson Gas 4/8/2008 Autormatic Posting 705 70.5 1] 0 0| Answering Service 49
2085 |Randy Ripkey | 1341 Thompson Gas 5872008 Autoratic Posting 6.5 755 i} 0 0 Answering Service 49
2086 |Randy Ripkey | 1341 Thompson Gas 6/3/2008 Late Payment Fee 10 10 0 0 0 Late Charges 10

| 2087 |Randy Ripkey | 1341 Thompson Gas B/3/2008 Autormatic Posting 705 0.5 1] 0 0|Answering Service 49
2088 |Randy Ripkey | 1341 Thompson Gas 711/2008 Autormatic Posting 104 104 1] 0 0| Angwering Service 49
2083 |Randy Ripkey | 1341 Thompson Gas 72972008 Automatic Posting 91 a1 i} 0 0 Answering Service 44
2090 |Randy Ripkey | 1341 Thompson Gas 8/26/2008 Automatic Posting 73 73 0 0 0 Answering Service 44
12091 |Randy Ripkey | 1341 Thompson Gas 9723/2008 | Semi Annual Line Charge 10.53 10.53 1] 0 0|Telco Line Charge 10.53
2092 |Randy Ripkey | 1341 Thompson Gas 9723/2008 Automatic Posting 7058 705 1] 0 0|Answering Service 49
|2093|Randy Ripkey | 1341 Thompson Gas 1042172008 Autornatic Posting 825 g2.5 0 0 0 Answering Service 44
2094 |Randy Ripkey | 1341 Thompson Gas 11/18/2008 Automatic Paosting 104.5 104.5 1] 0 0|Answering Service 49
2095IRandv Rinkew | 1341 Thamnsnn Gas 12ARONA Atnmatic Pastinn 15245 152 A n n N Answrrinn Serira 49 &
M < » ]} Invoices_01182001_08182010 / r< ]

Edit

Sum=40908

NUM

You may alsoexport the associated invoice detail to &xcel spreadsheet for more

detailed analysis by salesperson.

The New Sales Reportists all customers with a Date Added within your specified date
range, sorted by salesperson, regardless of payment status. Pegoeafor seeing who
your new customers are and véhdoing 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 Referenceepot lists all accounts in nhame
sequence with their account number.

The Master / Sub Account Reportwill 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 creditr¢anformation in their

file, if your user settings allow you to viegredit card infomation BE CAREFUL

WITH THIS ONE ,a | |

of

t he

cust omer 6s

credi

t

card

The Invoice Methods Reportwill list all accounts by the selected method of inegic
allowing you to know which customers receive their invoice via fax, email, etc. One

powerful use of this reportistolistc count s
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accounts listed will never see an invoic&ou may also export this report to Elc
another handy feature.

The Credit Balance Accounts Reportwill list all accounts with a negative (credit)
balance in a format similar to the Trial Balance Report.

Z= Customer Charge Summary Report g@g|

Thiz repart will lizt all customers together with their taokal
charges from the Rate tab in customer fle maintenance
baszed on currently loaded TAS data.

Sort By:
f* Account Mumber

(" Total Charges

r Include Accounts With
Mo Charges

Preview/Print...

The Customer Charge Summary Reportwill 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.

TheLate Fee Exempt Late Charge Exempt,and OneTime Charge Exempt Reports
will list accounts with these options sdled.

The Disconnects Reportwill 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 accounthavieo
disconnect during a prior date range (last month, for example) listing the disconnect date
and reason code.
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Late Notices

#= | ate Motices

Select Recipients T Custamization T Digtribwtion )
1. Select Aging Cateqories For Repart: Billivg Cycle: v &l o J ;I
[~ Current [~ 28 Day [ 56 Day v B4+ Day Minirium Balance: |4|:||j_|:||:|
| E I Cormpany: [ &l or | LI

v &chive dccounts Only

Make: pou can uncheck accounts in the lizt if you don't wigh to gend a late notice to that account [at the
present time, thiz option affects all distribution options except mailmerge)

Acct | Current |28 Dayz |5Ei Dayz |84+ Days |Inc:|ude |Email |F.-’-‘-.>< |
1392 $0.00 000  $000  $44574 gherve. lambri 18567737322
1393 $000  $000  $0.00 $1.100.00 izipapEiuga.

BAOG  $0.00 000  $000  $54E55

B523 $0.00 000  $000  $507.83 iheyman(Sre 7OEE543540
B30 $0.00  $000 000 V42T aruftiEicoast 19124026731
B354 $0.00  $000  $000 40563 ¥OG2543737
£8394) $000 000 000 41866 FOR7363854
7261 $0.00 000 $000  $534.05 18036426161

Preview generation complete

Clogze

Late Noticesmay be generated based on the aging of open invoice it€hesfirst step

in the process is to selethe accounts you would like to send a late notice to. In the

example above, | only wanted accounts that are in the 84 day calumth whodés bal an
was greater than $400.0@ list is generated foaccounts who meé¢he search criteria. If
youseeaccout s | i sted who you dondét want included
may uncheck the box in the Include column.

NOTE: The age column selections work in a rather uniqgue manner. If you choose 28

day, for exampl e, onl ysaexz 28uways veill beviistedd ¢f ol des
you choose 56 days, then only accounts whoo
included. The late notice routine has an option to select various templates, so you may
want a fAfriendl y r e mly28days late, Vecsus a tstiorgerdettewh o ar
for those in 56 or 84 day columns.
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Late Noticesi continued

#= | ate Motices

Select Recipients T T Distribution

Template; %

|C: SPragram FileshTASbillersTemplatesiLate Matice.rtf

Ermail Subject Line

|Late Motice

Email Body Text

Pleaze see attached notice.

Attachment File Mame Prefis

Motice

Preview generation complete
Clogze

The Customization tab in Late Notice processing allows you to choose the template you
would like to use to notify the selected accounts. This windtso 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

Select Recipients T Cuztomization T

Actionz can be changed by clicking in the cell yau want ta change.

Step | Action Towha?
1 Ewemone notifiable this wap THEM
2 P Ewemane notifiable this wap, unlezs they succezzfully zend in Step 1 THEM
3| Print Evemnone not successfully notified above

Status Messages

Digtribute Late Motices

Fe¢ Log ‘

Preview generation complete
Clogze

The final tab allows you to determine the method of distribution. You may chhege t

AActiono selections to meet your needs. I n
email notices to the selected accounts. If the account does not have an email address,
TASbiller wildl then try to f axorfaxhhelattat e not

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 UserSearch Criteria is a very flexible report.

| Customer Listing Report @

all Sort Seq
Account Type: | j v -
S alezperson: | j v e
Account Code: | ﬂ v .
Source; | j v "
Billing Compary ; | j v i
Termination A eason; | j [w i
Activednactive Only: |.-'1'-.|:tive j — .
Billing Cycle: | =~ L
Frarm; To:
Date Added: [1p19,/2006 =] [10/19/2008 =1 v -
Rate Update Date: 101902008 =1 l1om19v2008 =) ¥ -
Disconnect Date: |1.19,2006 = l1os19/2006 =) ¥ L
Account Murmber: e
Preview / Print

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. Orpart all accounts added this year that were a result of
your vyellow page ad. Or all accounts who
years.

This is a very powerful report and is a further illustration of why you should take the time
to code youaccounts.
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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.

Customer Mailing Labels

Thiz routing will print mailing labels for all customers uzing either biling address or
lacation address as specified below.

After vou pick a template file, Print Presiew will show you the firgt page of vour labels,
allawing wau ta print them ar cancel the printing

|E:'\.F'ru:ugram FilezhTAShillerhT emplateshL abel \with B eturn Addr.rtf =I

Wiord Processor

Select Customers

Address
{+ Biling &ddresz " Location Address
If you zelect Location &ddrezs and the Location %

Addrezs iz blank, the Biling Addreszs will be printed.

Frint Presiew. ..

Mailing labels may be produced for your customers and thel lemplate is fully
editable, allowing for multiple column label printing for any size label.
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Accounts Out of Balance

#= Accounts Out of Balance

AcctMum | Mame SumOfnvoiceBalance| balance
9389 93.89

Double-click amy cell above ta Frint... Cloze

qo to the azzociated record.

This is a new option that will allow you
equal the sum of their opanvoices. 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 Reportwill product a list of all customenaho have aeposit.

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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££ Sales Tax Detail Reports E|
— L
Starting Date: | 5 29 2005 - f# |rvoice Date - All Charges

Ending Date: [5 73773005 - (" Date Paid [n Full Only

[w Show Detail

IPosting Account | j Preview / Print ‘
[blank, for &LL]

Create Report for &l Companies or One Company

f+ All Companies " One: ﬂ

The Sales Tax Reportwill generate a listing of charge (i f t he fAshow det ai
checked. If not, you willonly see totals for each sales tax posting accowitt)

payments applied and tax calculated for a selected tax Posting Ac¢oouwtl) for any

date range. There are a number of philosophies regarding the reporting of taxes. Tax

based on gross billingwithout 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 witleredit amounts applied and taxes calculated are reported for your use.
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. Posting Account Finder

Addl Line Charge |

Show Pagers Using Posting Account [n
Pagers

Show Invoices "With Amtz In Emphy
Pozting Accounts

Shiow Cuztormers With Antz [n Emply
Posting Accounts

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 accoonisteds

with all charges.

. Accounts Using Posting Account Addl Line Charge

Accthum | Mame Account Type
General Business
B564 Dr. JimWallace tedical
6318 Amenican Home Patient  Medical

Double-click any cell above ta Eiint... Close

qo to the azzociated record.
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£ |Credit Card Type Report

Sort Sequence

Stating Date: | g qaomn
BN b d02010 * Account Mumber
. ~ .
Ending Date: [ g A E.-"EEI'I—_lEI = Pozting Sequence
This report willlist &l credit card payments forthe s
selected date range. Credit card types are listed for | Presiew / Print

eazy bank statement reocnciliation.

Create Repart far All Campanies or One Campany

o Al Companies " One: j

Cloze |

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 Reportwill list all accounts in reverse order of date of

|l ast rate change. I f there is no date i
Added field.
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BLAST Mail
T Customization T Driztribution )
Biling Cycle: v Al or J LI
Compary: v All o | LI
bSccount Type: [ Al on | Tawing ;I
Presiew | v Active Accounts Only
Mate: pou zan uncheck accountz in the lizt if you don't wigh to zend a late notice to that account [at the
prezent time, thiz option affects all diztribution options except mailmerge)
Acctt | Custorner | Include | Email | F
B804 C % B Fosters/dpple Towing FOE7I39373
EB07 | Cughman Paint & Body angelabrown3bE@anl.cor YOEBE30815
6334 | Jim Whitehead Tire & Auto VOBV 363854
7194 | Meek's Auta and Truck Repair desbodiet@bellzouth.net FOEFI09870
Preview generation complete - 4 records.
Cloze

The BLAST report works very similar to the Laiéotice report, except it allows you to
select customers by Billing Cycle, Company, Account Type code, or Active/lnactive
status. You can then select any text document to be distributed via fax, email or print in
the same fashion as the Late Notice raatin
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Utilities Menu

2= Utilities Menu

DB Maint T Custamer Fil= T Repair T Load Data T Delete Data

Backup Information
Backup Interval

The lazt database backup occurred on; 9/15/2010

The backup interval iz 1 dags. 1 -
The cument backup location is: .
C:Program FileshTASbiller\Backupst20100915 Backup. mdb et boes e

Databaze Maintenance

Quick Backup or Make a copy of pour data files.
Restore

Clear ALL Irvoices and Payment Records. Zera Beginning Balance. Charges,
® t Datab Payments, and Fields in CustData,
R DAMGER: This action will not be reverzablel

Thiz function will attempt to repair a damaged databaze. The databaze can
Fepair D atabase become currupt by improper shutdown of the computer or by unexpected power
failure.

i Close |

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

TASDhiller 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. Wheyo®xddt engi sT ASdmp
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 plae. 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 dretmachine running TAShiller. 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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£2 Quick Backup or Restore

D atabaze Size: 17.664 Kbptes

Thiz rautineg will make a backup copy of al
Backup aof vour billing data files. |t always copies
- fram the current warking folder. *ou can
zelect any dezstination folder on any drive.

Thiz rautineg will restore’ a backup copy of
Festare your billing data. Be VERY CAREFUL when
- zelecting thiz option, as the data in pour
current waorking folder will be over-wrnitten.

Thiz will restare the 'default’ backup location
B estare D efaults gtared in Winduws. T_his iz tupcially o >
Program Files > TASbiller > Backups

............................

TASDhiller Database Backup

TASDbiller has a builin feature that will make a copy of your database, which contains all

of your customer6s dat a, i nvoice and payment
wi || copy your database into a folder name
todaydés dat e. You may change the |l ocation

however, it is suggested to keep your backups in the same folder (orfaldmrl as
TASDiller.

Therestore function will locate the most recent backup and replheectirrent database
with the backup you select. Needless to say, BE VERY CAREFUL when choosing to do
this.

The Restore Defaultso pt i on wi | | Airestoreo the defaul't
folder inside the TAShiller folder. If you changed your hgzhocation to a CDR, for

example, and the CD is no longer in the drive, you may need to choose this option to
reset TASDbillerdéds backup | ocation to the def

Removable Media

It is suggested that you backup your database every few days anthlgspécritical

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 medianoé $orm 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 renter should something happen to your primary destab

In order to keep things simple, | 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 Jruitbutines to support

al 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 afteours when the system is typically idle. $heprograms

can also be setup to backup other important files on your computer system and are worth
a little investigating.

I often Azipd my TASbiller. mdb database fil ¢
download and unzip it on my machine atrhe . ThicsositsO anfdnovery saf e
procedure.

Opening a Backup Database

When TASDbiller makes a backup of your database, the backugatdeby TASbiller

without any modification. Simply AfAchoosebo
TASDbiller from the login window. You can then obtain any information from the
backup database | ust a sBesufetoldg ofiobthedackup ur Al i v
database and | og backsbntyou9$oer nti aeci daha
backupda abase instead of your #Aliveodo one.

Compact and Repair Database

The Compact Databasefunction will defragment your database fimompressg it of

unused records caused by deleted accounts or transactions. You should perform this
function periodicallyalthough it is not required. After the database has been compacted
you will be prompted to log back into TAShiller.

Use theRepair Databasefunction if you suspect corruption to your database. It is
strongly suggested that you make a backup copy of gatabase and contact customer
support before selecting this optionAlso, 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 causgo®y failure or improper exiting of
TASDiller.
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Utilities Menu T Customer File tab

2= Litilities Menu

DB Maint T T Repair T Load Data T Delete Data
Cusztomner File
Change Customer | Change the account number far one Delete Customer | Completsly dslete customer.
Account Mumber | customer. Records
Global rate changes for all customers. Export Custanner Ereate file for imparting data inta
Rate Change Data other programs.
Add a posting account and charge to al Global Find & Make changes to fived and
Global Add Charge | oy stomer's B ate tabs Freplace quantity posting accounts

Move lnvoices To dnother Account

[ Include Paid Invaices

Frarm: |
[ Include Payments

[~ Do Mot Change Memao To: | |
Invoices To Move: 0

Move

Cloze

The features on this tab allow you to make
information.

You mayDeletea customer and all related transaction detail (be vergfal, this is a

permanent deletion)d@hange a cust omer OBisisaacusetuluoption nu mber
to save a customerds data when they discont.
account number for a new acgpawmenthistoinyandout | 0
account detail (especially if they still owe you money). Come up with a numbering plan

for this option. | generally prefix the old account number with a 9, in other words, if

account 1234 disconnected and still owed me money, |dvohénge their account
number to 91234.
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Utilities Menu T Customer File tab- continued

ustomer, Data Export

Thiz routing will create a comma delimited A5CI test file containing fields from wour
cugtomer database. You can then import thiz data into other programs such as
contact managers, spreadsheets, etc.

Create File for Al Companies or One Comparny

+ Al Comparnies ™ e J

Citw/State/Zip Filtering

v AllEip Codes o |

v Al Cities or; |

v AllStates ar: I_

Process

Cloze

The Export Customer Dada option will create a comma delimited ASCII text file

containing al/l fields from the rausBhisemer 6s S
very helpful for copying billing data into a contact management program or for doing
mail merge operations with othef Barty programs.
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Utilities Menu T Customer File tab- continued

£= Rate Change

CuztormerType Code

Al (" One: =]
Fixed Fate Charges

[ Analyze

Paozting Account: Current Charage:

| ~| | WAl

Propozed Charnge; [ aor Percentage Increase:

[Juantity Charges

[ | Analyze g Change Only One Item At A Timeg - 5
Huan Huan
Posting Account: Ihcluded Lirnit Armourt
| = ] v Al VoAl [ oAl
Propozed:
v MoChange v MoChange v Mo Change
Rezults
Murnber of E ntries: Freview
Curent Charges: | Proposed: [ Change: [ Ch
ahge
I
Cloze

The Rate Changeoption will allowyout o make #fAgl obal 06 changes to
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.

Pagel08of 193 Version 2.5« 2/24/2012



{TASDbiller

Utilities Menu T Customer Hle tab - continued

Z= Global Add Change

CuztomerT ype Code
o " One: | =]

Fixed Rate Charges
[ Add A Charge

Posting Account; Aot

| =

[uantity Charges

[ Add A Charge

Quan Quan
Posting Account; Ihcluded Lirnit AmoLink

| = | |

Running this routine will make permanent modifications
to ALL of your customer records and is not reversable.

This would be a good time to make a i
backup of your data! Charge |

The Global Add a Chargefeature will you to add a posting account and related charge
to ALL customer 6s Rate tabs. This is very
particular service. Be careful to make a backup of your dagafirst!
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Utilities Menu T Customer File tab- continued

| Global Find And Replace E@@

Change Fixed Fate Charge

[ Change Fized Rate Charge
From

To
| [ [

[

Change Quantity Services

[+ Change Quantity Service
From

To
|Cals | [ |
Process

Cloze ‘

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 T Customer File tab- continued

tove Invoices To Anather Account

[ Include Paid Invoices

Fram: | |
[ Include Payments

[~ Do Mot Change kemo To | - |
Irveoices To Maove: O

Move |

This final feature on the Customer File tab allows you to transfer / move invoice and/or

payment recordsrfom one account to another. By de:
invoices, but you can choose to include fipai
payment records. Also, by default, this feature will change the description field to reflect

theaccont t he record was moved Afromodo, you may
Pl ease be careful with this routineé. Il n |
payment records to the new account, otherwise you may have issues with the Balance

Forwardviewot he customerds I nvoicel/ Payments tab r
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Utilities Menu 1 Repair tab

2= Utilities Menu

DE Maint T Custamer Fil= T T Load Data T Delete Data

I Table Repair Invoice Table Relationships - Use as directed only...

Zero Customer Account

Clear &l Clear ALL Invaices and Payment Records. Zero Beginning B alance, Charges, Papments, and Figlds in CustD ata,
zar 4

DAMGER: This action will not be reversablel

Cloge

The selections on this tab should only be performed after consulting with Randy. The
first button repairs certain features within your TAllBb.mdb Access database. Before
doing this, it is usually best to make sure it will correct the problem, and not make it
wor see

The Zero Customer Account selection is often needed by new users who may have
accidentally run the Automatic Posting routared 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 customédihiéntent of

this feature is to save time senglidatabase files back and forth to Randy for cleanup.
Only run this feature if specifically suggested to do so.
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Utilities Menu T Load Datatab

2= Utilities Menu

DB Maint T Customer Fils T Repair T ‘Load Data T Delete Data

Load Data From DOS Yerzsions

e | e || e |

Cloge

The optiors on this tabhaveto do with loading data from the DOS version of TASbiller
and other Wling systems Pleaseontact Randy for more information on these features.
They are disabled by default.
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Utilities Menu T Delete Data tab

Utilities Menu

DB Maint 1

Cuztomer Filz T Repair T

Delete Data

Remawe Hiztorical Data

Cutoff Date | 8 418/2009 +| | |#coount # |Hame
E341 Fairy Tale Advertures 454 .49
Femoved Selected 5565 Jummp City [ Tee Time Events u]
Accounts ESES Shaffer Computer Services u]
Remave Paid lhvaice B375 United Yacation Reservations 49569
Records 7020 Rhinehart's Oyster Bar 45527
Remaove Payment 7039 Mew Home Buyers Program-Meville LLC 866 .53
[~ Records Made On Or 7075 Knight Top Line Services 0
Before The Cutolf Date 7260 Laffitte & Warren Medical Center 0
7271 Catch The Wind Ministry 37653
96597 Mevers Refrigeration, Inc. u]
965431 Golden Eagle Plumbing Company 1]
Filter Accounts by Account
o Tepe Code Y
Recards In List: 11
|D:|||ecti0ns j Records Selected: 11

E Seleot NONE DELETE |

MNote: Deleting customer accounts will also remove related invoice and payment records.

Cloge

This tab includes many power f ul features
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 toay, BE VERY CAREFUL with this routine, and always make a backup
copy of your database before deleting
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Payment Posting

Post Payments and Credits

Account Mumber:  |BRO4 Eind Balance Due: 9389

Hame:  |Ripkey Residence

Invoice Finder ‘ Partial Mame Search ‘
Sla"da'%lzad-‘i"t':e"ts or | Credit Distribution | Advanced | D eposits
Date Credit Card Info
ate: [10/19/2006 =] Murnber: |123458?SSD123
Payment Method: | Check hd Ewp. Date: 1210 Card Code:  [993g
Payment Amaunt. 5383 Billing Addr: 301 Shartom Drive
Check Mumber: i
ECE MUmDEr Zip Code: (30907 &uto Charge: v

Credit Amount: [0.00 Card Tope: |AME><

ﬂ Authorize
Camment: |
Post

Date Deszcription Depaozits I:E;tgaLs Paymentz | Credits | Balance F'Li?n?n?s T:?Sgﬂ' SS A%pélsgs'il;u
8/29/2006 Automatic Posting n.an 41 68 10,00 n.an e nan n.an 0o
9/26/2006 Late Payment Fee n.an 10.00 0oo n.an 10.00 nan n.an 0o
9/26/2006 Automatic Posting n.an 1,68 Qoo n.an .68 n.an n.an (i}
9/26/2006 SemiAnnual Line Charge n.an 1053 Qoo n.an 1053 n.an nan (]

93.89 0.00 0.00 0.00

@ Payment Summary Feport @ Deposit Slip Clear LClose

When posting payments, enter the account number you wish to post arpaymeredit

to and press enter. The customer ds Name an
with al/ il o pen oThg cursop wili be placedron the Rayrent Amount

field. Enter the payment amount (typically the amount of the check) sedthe tab key

to move to the check number field. Enter t
done.That 6s how it works most of the time, how

If you wish to select another customer, or start over with paymenedit 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 islessthan balance due.

TASDbiller will automatically apply the payment amount to théest unpaid invoice(s).
Optionally, you can manually allocate the payment yourself. For example, if a check for
$30.70 came in on the account displayedvalh 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 t*h
amounts in the ATodayods P agnnapplieddoothedW2Bu mn) z
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 isgreaterthan balance due.

TASDbiller 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 wiwdallows TASbiller to interface with

ICVerify. You will need to be an owner of ICVerify and ha@V/MLT32.exe running

in the background. forCYMLT3E R typicallg G\REQDESNect or y o
however, you may choose any location in Company Faelnance.

| am in the process of incorporating support for Authorize.net. This online credit card
processing service should meet al/l of our n.
processing for Aut hori ze. nethorizatiod praglalmm 0 h av e
included with TAShiller. | will be covering momedit 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 Crediield. 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.

% |Post Payments and Credits

Account Humber: |5504 Find | Balance Due: | 40.00
Name:  |Ripkey Residence Partial Marne Search |
Standard Payments ar Credits | Credit Distribution ] Advanced | Depogits
Credit Amount; | 10,50 S ales Tax
Pozting Account Bllllng Armount Pozting Account Biling .-’-‘n.mountl
Anzwering Service 5C Sales Tax DAn
Hemuve Hemove Total $10.50
- . Tatal . Today's | Today's | Applied T
Date Dezcription Depozits I:hglgaes Paymentz| Creditz | Balance F'aimiﬁs C?edai-lfss %pelsasito
5A0/2005 Automatic Posting 0.00 40,00 Q.00 Q.00 40,00 n.oo 10,50 0.00
40.00 0.00 1050 0.00

@ |F'ayment8ummary FReport Clear | LCloze |

At your option, and this is pacularly 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 8hAdd 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

£2 Post Payments and Credits

Account Murnber: Eind Balance Due:
Mame: | Ireeoice Finder ‘ Paitial Mame Search ‘
| | Advanced |
Authorize.net Batch Processing |C\erify Batch Processing Bank Batch Processing
Create Export Import and

Import and Create Export
Post

|mpart Bank

File: File: Post

@ Payment Summary Feport @ Deposit Slip Clear LClose

Create Export File (to Authoriz.net or ICVerify)

This option will create an Authorize.net compatible file containing credit card
i nformation based on customers who are
accounts with balances earincluded. This file is uploaded to Authorize.net for
processg. ICVerify (if running) will sense the creation of the request file and process it
immediately. Results are setiack and imported using the Import option (next).

Import (from Authorize.n etor ICVerify )
This option will read the file returned by Authorize.oetiCVerify (see above) and post

al | payments that have been fHdapprovedo.

listing all trarsactions, approved and declined. The repanthenbe printed.Be sure to
use theExpanded Fields/Comma Separadtk third optiol and make suréhe Include
Column Headings IS checked.

Pagell18of 193 Version 2.5« 2/24/2012

code



1 TASbiller

Import Bank

Similar to above except used to import files generatedatyank when customer
payments are sentéo b a n k

Deposits Tab

odrop

boxo.

£5|Post Payments and Credits

Account Number: |55|:|4 Find |

Mame:  |Ripkey Residence

Balance Due: I 40.00

Fartial Mame Search |

Standard Payments or Credits |

Credit Diztribution

Advanced

| Deposits

Depogit Amount: |4D_DD

Uze this tab to refund depozits for

Carnmett:

|A|:up|y to balance dus

returmned equipment by azsigning a F'u:ustingDate| At | Description |
credit. Enter the amt of the credit, and 4410934 $1,000.00 4dd Deposit |
then apply it to the invoices below as 3/26/1995 $50.00
you wish. A negative entry will be made ’ N
in the deposits table [when you post], 373172005 ($50.00) apply ta invoice Delete Selected
and the amts paid on the invoices wil $1.000.00 Deposit
be updated as pou specified. You wil
alzo be able to distribute the credit
among the warious posting accounts as
you chooze on the Credit Distribution
tab.
L . Tatal . Today's | Today's | Applied T
[Date Deszcription Deposits Eh;;ﬁ Payments| Credits | Balance F'a;mae}rl'ufs C?edai!:: %I::Blsositu
5052005 Automatic Posting 0.00 40,00 Q.00 Q.00 40,00 n.oo 40,00 0,00
40.00 0.00 40.00 0.00

=h | Fayment Summary Report

Clear

Cloze |

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 allocatdé 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

= Manual Charge Posting E|
Account Mumber: |55[|47 FPager Mumber: ,7 Find
Marne: |F|ipkey Residence j
Date: [12,1 /2004 =] Description: |Beginning Balance
Fixed Rate Charges Amaount Quantity Services B%L;ETE Armount Estension
| Answering Service | [143.00 A | Jo.0o [0.00 [ 0.00
| j [0.00 | ﬂ [0.00 [0.00 | 0.oo
| j [0.00 | ﬂ [0.00 [0.00 | 0.oo
| j |0.00 | ﬂ [0.00 |0.00 | 0.00
| j |0.00 | ﬂ [0.00 |0.00 | 0.00
| j [0.00 | j [0.00 |0.00 | 0.00
| j [0.00 | ﬂ [0.00 [0.00 | 0.oo
| j [0.00 | ﬂ [0.00 [0.00 | 0.oo
| j |0.00 | ﬂ [0.00 |0.00 | 0.00
| j |0.00 | ﬂ [0.00 |0.00 | 0.00
Subtotal All Charges: | 149,00
Sales Taw Taxsble Charges: [ 149.00
| < om
| S| 0w
| S| 0w
| < om
| < om
Tatal [ 149.00 e
LClose

This window is used to @b 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 itne. 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 APosto button wildl become a&wnewichamgbd | e . C
record and apply the charge to the customer 0
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Business Analysis

Z= Business Analysis

Owerall Analysis Graph Tatal Charges
Mumber of Accounts: 15 $/Per Account, | 37927 !
Total Transactions: aa $/Per Tranzaction: | G455 Saeg# a[(r:gh;lk Tatal Base Charges: 789.00
Total Mezzages: 35 $/Per Mezzage B8 l Tatal Dverage Charges: 4.900.00
Tatal Operatar Time: 25 $/Per Operatar Minute: [ 21891 Total Charges: T
Total Time: E10 $/Per Total Minutes; 933
Analysiz by Account Type Codes
books /% f § Per S % Trans / § Per Msgs / ¢ Per Op Time / § Pe i
ALll 15  100% 279,27 100% 28 64.6E 23k £.81 2& EZlg.8l
General Business 14 93% 387.93 95% g2 61.7z2 835 &_ 50 E& EOSB_EB8
HYVAC 1 7% L0_00 1% o o a
Legal 1 T4 14300 3% u u u]
Medical 1 T4 E3_00 1% u} u} [u]
AbR 1) 33% 107_20 9% o o a
CGAS Z 13% 84 _E50 3% o o a
Tour Company Name 17 113% 23d.685 100% 28 64.6E 23k £.81 2& EZlg.8l
“
< ¥
Trial B alance Age Analysiz - Active Accounts
. Current: 28 Days: BE Days: 84+ Days T .
Beginning B alance
Annna i O oo0 | 000 | 545149 :‘1:'.1-A5b||| er
New Charges | 11,432.94
Payments/Credits 2 020,00 Age Analysis - All Accounts
Current; 28 Days: 56 Days; a4+ Dapx
Balance Due
SEaiE s [ 93940 | oo | 000 | 15480643 & ‘

This is one of the most important and useful windows of information in TAShiller.

Choose this option from the Main Menu and TASbiller will first scan all of youices

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
actveaccount s. |t al so calcul at Kate tdabreed c har ge
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 tbge 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 theinter icon. The graph functions like the one on

the customer file maintenance Rate tab, bat 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 custc
and display the current information fnoyour 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 revenuarmute is, what

your gross billing is, etc. And, it is absolutely accurate.
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The Billing Menu

illing Menu
[ Step 3 - [nvoice Distribution T Step 4 - Cloze Penod
Step 1 - Transactions T Step 2 - Pozting
h?
Clear TAS Clears TAS transactions
Tatalz from last biling cycle.
Manually Erter | Uz thiz option to manually enter
" Billing Data the billing data from your TAS
——d anzlem.
Irmpart Biling Tranzaction D ata
Load TAS Load billing data from the TAS spstem selected in Compary
Biling Data Flle M aintenance for thiz biling cycle.
Irpart Optiohal Transaction Data
Analyzer LD Load PB: Custarm LD
Load Pl Data Data Data File File Load
Load FMDS C5V Generic CenturiS aft ['Vh D ata
Data Drata File Data Load
Cloze

The billing menu is arranged in sequence (steps) of the procedures that should typically
be performed for eachliing period.

Step 1- Transactions, is where you will zero out the TAS billing numbers from your

last billing cycle usingClear TAS Totals, then load the numbers for this billing cycle

usingLoad TAS Billing Data. Optionally, you may also load data frgiour PI system,

FMDS system, Anal yzer progr am, or a fAgeneric
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The following is a brief description on how to load data from the various TAS systems:

Amtelco Eve
TASbill er reads a fApipeo delimited file

Amtelco Infinity T Report Generator

=5] Account Statistics x

PrintAfiew Options

Start date: | 1200120000 8 Set |E:-:panu:|eu:| Billing - Erint

End date: | 1/28/20101200:00 AW Set Expart Options Wiew

Shart Account | 3 |B|I||ng Compatibility W Freview

All : :

Enddccount [ 9939339939 EN MNolp Time Options ToFile
|Standard v

StatBilng | T _Ereot |

DAl
End Billing | 9999999999 answer Time Optians E -mail

|Standard v

AT Settings
E zit

I1ze Qriginating Account = off
Tatal By Billing = off
Client kaint - Changes = on

W Usze Paradox Time T allving
W Usze Mew PatchTime

Using Report Generator, choose the MDR tab, then click the Account Statistics button.

Be sure the Export Optignselection field is displayin®illing Compatibility, with
Print/View Options set to Expanded Billingsdect 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, chihesBialout

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 1 Unified Reports

4 Infinity Supervisor v5.51.0011

Report  Wiew Tools

i% Unified Reports Home

Feports l Viewer |

+- B INFIMITY -@ Abandonz Summary ”
CTE ;
Custam Ancount Statistics Billing Surimed Comprehensive client call

[firit ] o volume statistics gorted by
= 4 Account Statistics Events account rumber that can be

{2l MDR Account Statistics T ally used for client biling and for
UltraCaram Account Statistics Taly Valued evaluating system and operator
Yoice Logger .-i'-.cccuunt Traffic performance.

Al Accounts Statistics

Call &NI

Call Busied

Call Detail

Client Call Handing

Cliert Call Handling Blue Pumpkin
Client Maintenance

Conference Bridge Detai

Data In

Data Clut
&=l riat e
%

Account Statistics

Using Unified Reportdoginto Supervisor, and double click on Unified Repof@ick
onthe MDR folder under the Reports tab, th@ouble éick on Account Statistics.
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Amtelco Infinity 7 Unified Reportsi continued

Account Statistics v1.02.05

Sitart ate/Time: |1,11,/2010 12:00:00 AM
End Date/Time: [1,/28/2010 12:00:00 AM
Start Account: |4 A,
End Account: [9999999999
Start Billing: [ ﬂ
End Billing:| 9933939939
|ze Originating Account; |False
Maintenance Time: |Only Changes
Anzwer Time Includes: | arious
Haolp Time Includes: |Standard Time
|ze Paradox Talk Time: | True
Use Mew Patch Time: | True
Cap Long Callz [in Minutes): ||:|

dlelalele

1

Cancel Generate

Enter the dte rangeg/ou needandclick Generate(This takes awke depending on how
long thedates are)
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Amtelco Infinity 7 Unified Reportsi continued

=% Unified Reports v1.03.17
Report

S H F T= 1002 - 1 of 14 L 4 |

Frint Date:

Account Statistics Report

Start DatedTime: 2172010 12:00:00AM
End DaterTime: 811772010 11:59:59F M
Start Account: 1
End Account: 99999999449

After the reporgenerates, in thepperleft hand corner you will see "report", just click
on it once anahoose'export”.

Unified Reports ¥1.03.17 Unified Reports v1.03.17

Ewpart Optians Expart Opticns

Repart Access Db

Table

Billing Compatible

Choose the Table Export Option Then choose the billing Compatible Option.
Unified Reports ¥1.03.17
Ewpart Optionz

\CAPROGRA™1\AmtelcoUMIFIE ~THE sportsidce J

Back LCancel | Save

............................

Choose the name and path, then click Save.
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Axon

The Axon data must be captured via its printert pvith a connection to a PC running
HyperTerm. Please contact me directly and | can send you a HyperTerm settings file.
You will also need a special cable to connect the Axon to the PC

Cadcom Accucall
TASDhiller will read four files created by the Aamall; Accounts, Messages, Update, and
Log (call log for capturing long distanceCadcomdés newest software

Accucall I's 2.0 (or greater). With this so
TASbil ler wildl I eccyoog noi pztei ouns iinng TtAhSeb iflLleegra t o
Accucall instructions for older software versions, or for creating a file with the newer
(2.0+) software versions that would stil!]l b
TASDiller:

1. Go to Dataserver ong computer on the network. kg a floppy disk.

2. Click on Manageicon and log on.

3. Clickon ReportgDO NOT USE THE GENERATE OPTION)

4. Click on Account (for Account Summary; then do stagain and click otMessages
to save tk Message Report).

5. Enter first accont number and tab.

6. Enter last accou number and tab.

7. Enter first date of the bifig cycle and tab.

8. Enter last date of the biiy cycle and tab.

9. It will take t awhile to 'build' the report.

10. Once the report is escreengclick on the disk icorat the top left tosave to disk.
Specify a: drive (or the destinatiahrive letter) andsave as COMM DELINEATED
TEXT.

11. Remove floppy and take to computer wheltan program is.

12. Copy the files on your floppy to the diregtohe billing programs 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 ONTHIS 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.

| f you are changing from the ol der ALegacy
available on Accucall versns 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 quantityposting 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
TASDbiller loads three files from the Linemaster; Accounts, Messages, and Log (dial out
log for long distane)

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 O

4. Last Account 9999

5. Enter start dagf 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 TASbillethe file is very large and
will need to be movedvera network or large removable media.

To utilize this feature to capture long distance caths, must add either ## or 1 your

dial strings, and your operators must also include thedescavhen manuallynaking
outbound calls. Pleasaltfor addtional information.
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CSV GenericData 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 TAShiller.

The file MUST be 100 fields, ASCII text, comma delimited. The fiedd 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 customero6s TAS
must have a zero i n it stolgihgaddiional fiedfofdataudr e d
into TASbiller, be sure to use the right nu
modify existing data (unless that is your intention). Use TAS Data Setup in the File

Mai ntenance Menu to 6name6é your import field
FMDS

TASDbiller reads the Delivered Messages Report saved to a disknfilecollects the
Duration, Pgs, Tot al Transmissions, and Tot

of those fields in TASbhiller, those values will be stored for future use. hier etords,

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 purpbsere is

an option button on the TAS Data Setup window with some suggestbddimbers.

Morgan

Morgan user will need to manually enter their data. | 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 @Views Manager screen, choose the Reports screen.

£ Dn¥iews - [DnviSource [¥6.1.4.11] — http:

10.0.52/DnviTraxReports/index.aspx]

ol File  StatusWiews Tools  Window  Help

[ IRl W=

Address:

& ﬁgj
& 2
. .
OnViSOUrce Replication is 0 seconds behind Master
Build a report

Report to display

[select... B

Report date/time range B = *

Seqin: [fog 1,201

Time: [12 x| |00 =] |AM =
End: [Aug 31, 2010

View or Export Delimited File
Suppress Titles on Export ¥/

Suppress Account Name Calumn ¥

Suppress Accounts with NO calls ¥

e = el el W = el A sl

User T successhully logged in, I—: Connected to Data Service on DY01947
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OnviSource- continued

Account Summary File (The Messages and Wrap Time files are on this menu and
created the same way)

3 Dn¥iews - [OnviSource [¥6.1.4.11] — htt 10.0.52/0n¥iTraxReports/index.aspx]

‘o File StatusViews Tools Window  Help

AN < IR = |
a adiress: - e
=

. .
m o"\"Source Replication is 0 seconds behind Master

Build a report

Report to display

Select... =
Select...

30 Minute Call Count
Account Call Summary
Account service level

Account Summary
Account Update Time
Account Workload Hourly
Account Workload

Agent Daily

Agent service level

Agent Summary

Agent Time

Call Count By Hour

Called Number Report
Channel

Legacy Account Summary
Messages Old Format L
Messages

Problem Codes Count by Day
System Call Count

System Slow Service

Wrap Time

User TiA successfully logged in. [ connected o Dats Service on DYOL34T

Choose Account Summary SMS

© Blle  Status views  Took  Window  Help

Manager 6142
Lo Conniguratien

go s

Acdrass:

= OnwviSource Replication is 0 seconds behind Master
[M===i Build a report
Lindet
E
Sux

Report to display

User T successfully loaged in, I Connected to Data Service on DYVO1947

Optional Wrap Time
And Messages Reports.
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