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Welcome to Web Bill Presentment

The State of Louisiana’s Office of Telecommunications Management (OTM) has implemented
the Web Bill Presentment (WBP) application to allow the State’s agencies to view their monthly

telecommunication costs via the internet.

All agencies will continue to receive a monthly invoice, summarizing their charges, along with
any appropriate paper backup from vendors. However, through this application, agencies will
receive “electronic” detailed reports of these charges, that can be:

¢ downloaded and saved to the user’'s computer or network,

e charted and graphed for a clearer picture of telecommunication expenditures,

e emailed in part or in whole to other personnel.

There are two levels of agency users in WBP.
e Administrator: Telecommunications Coordinator (TC) for agency
o0 can view and download data to their appropriate OTM cost center/ accounting
center numbers
0 can add and remove users in their agency
0 can assign data viewing privileges equal to or less than their own
e End User
o can view and download data for those OTM cost center/ accounting center
numbers to which they have been given privileges

o cannot add new users



Standard Features and Functions

There are some features of WBP that remain constant through out the system.

e Tabs: in the upper right corner of the screen there are two tabs, Reports and Admin.
“Folders” and functionality for these tabs vary with the user role and data viewing
privileges. Clicking on one tab or the other takes you from one set of functions to the

other.

o Folders: along the left side of the screen there is a column of folders or functions
preceded by a small arrow. These vary by user role and data viewing privileges. When
you click on a tab, one of the folders is automatically displayed in the center of the screen.

Clicking on a different folder listed to the left displays a different screen of functionality.

e Home: within the data screens there is a home button. Clicking on this button will take

you back to the first screen for the folder.

e Cost Center: This term is used interchangeably with Accounting Unit (AU). For the
State of Louisiana there are several levels of cost centers, designed in a hierarchy or
pyramid.

0 The highest-level cost center is

Level 4 and all Level 3 cost centers

“point” to this Level 4 cost center.

state

The Level 4 cost center is a 3 Stat
division

fictitious number to create the top of o

Ac:
0 Level 3 cost centers represent

State Divisions. (example: 01 — 1 cost center
Office of the Governor) —
0 combination cost center
0 Level 2 cost centers are grouped and location

together by the Level 3 cost center
to which they point. Level 2 cost centers represent State Agencies. (Example:
800 — State Group Benefits)

0 Level 1 cost centers, which are grouped together by the Level 2 cost center to
which they point, are the AU or org. There may be one or more AU’s within a
State Department or Agency, therefore there may be one or more Level 1 cost



centers pointing to it's Level 2 cost center. (example: B808-2222 —
Telecommunications-Director)

o0 Level O cost centers, which are grouped by the Level 1 cost center to which they
point, are the combination of the AU (the Level 1 cost center) and the location of
assets or inventory within the AU. (Example: B808-2222/1201 N. 3" Street,
OTM Administration, Baton Rouge)

Drill Down: For most billing reports, when viewing data you will first be presented with
the highest level cost center for which you have viewing privileges. You can “drill down” to
lower cost centers by clicking on the cost center code. The screen will “refresh” and the
next level of cost centers will appear. (You may have to use the scroll bar to the right of
the screen to “roll” to data appearing below.) Charges are associated with Level 0 cost
centers only. Therefore, depending on the user’s privileges, he may have to drill
down through more than one level of cost centers to see the charge data itself. The
exception is the invoice report. The invoice report is a summary of charges for each
Level 1 cost center the user can access. It is not necessary to drill down for the invoice
report because it contains data for all Level 1 cost centers associated with your login and
password. It may contain summaries for multiple cost centers depending on the user's
privileges. Users with Level 0 security access only will not be able to view or print a copy

of their invoice.

Save: On most screens with charge data there is a save button. By clicking on this
button, you begin the steps to save the displayed charge data to your computer or

network drive in an Excel spreadsheet.

Invoice Report: The invoice report is available as an Adobe PDF document. While it
may be saved to your computer or network drive, it cannot be saved in an Excel
spreadsheet. Downloading, viewing, and printing the invoice will require the installation of
Adobe Reader, a free application that can be downloaded at www.adobe.com. Also,
Internet Explorer security settings should be set to allow file download of the invoice:

o0 From the Tools menu, select Internet Options
Select the Security tab
Select the Trusted Sites web content zone
Click on the Sites button

O O O o

Type the web site: http://wwwotmwbp.doa.louisiana.gov



o0 If needed, clear the "Require server notification (https:) for all sites in this zone"

check box
o Click on the Add button
0 Click OK, then click OK again

e Logout: Inthe upper right hand corner of each screen is a logout button. You may log

out of the system at any time and from any screen.



Logging In

A. Open Microsoft Internet Explorer application.
B. Enter the following address in the address field near the top of the screen:
www.louisiana.gov/otm/bill

C. Press <Enter>

D. The Login Screen will appear.

; Login - Microsoft Internet Explorer provided by AT&T WorldNet Service - | = 5]

JF\Ie Edit  View Favorites Tools  Help ‘

| address [&] hitp:/i204.19%.242.38SessionControllerlogin_status= = @ Hunks »

_ MHQN;EW

User Login:

Ikmzs

Password:
oo
S

@Stonehouse Technologies, Ine. All Rights Reseved
\_‘\_:__STONEHOUSE
== TECHNOLOGIES

[
|@ Done ’7’7" Inkernet
i start J o & < > 2} “ (53l Inbos - Outlook, . | [l nbo - Micrasa.,.. | £ ]Login - Micros... B|WEP screenpri... \%@3@@!@@0@@&%@ 319 PM

E. Enter your User Login. Use all lower case. (This is usually your first initial and last name.
In some cases, because of duplication, it is the first name and last name.)

F. Enter your Password. Itis case sensitive.

G. Press <Enter> OR click on the Login button.

H. The Welcome Page will be displayed.



I.  Note the two TABS to the upper right: Report and Admin.
J. Note the two FOLDERS in the left column: Edit Profile and Change Password. These are

2 of the folders for the Admin tab.

=18] x|

/8

a MONIESWeb - Microsoft Internet Explorer
| &

File Edit View Favorites Tools Help

Address I@ http:f funanmatmwbp, doa.louisiana, gov) SessionController frequest Type=login&action_event=da_lagin j Go | Links *

MMOMNNIES ISiE]

Report | Admin

Welcome to OTM Web Billing

Frequently Asked Questions

Web Billing Administrator's Handhl:mlci'Jl o

Web Billing User's Handbook: ~

TIN 0304 Web Billing Implementation 3 :

OTM Form 26 Web Billing Security Accesss’ -

I_ I_ l_ l_ I_ |4 1nternet



Change Your Profile

/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service - &=l

J Fil= Edit Yiew Favaorites Tools Help
JAddress I@ http: /204,196,242, 38{ SessionController request Type=login&action_event=do_login j @Go HLinks 2y

Report | Admin |

Edit Profile

User Role: Administrator

*First Hame: [Karen

‘Last Name: [Liz

“User Login: |in125

*Email Address: |emai| address

Phone: Innn-nnn-nnnn

Description: |null

Last Updated: | Litz - 04/23/2003 - 02:20 P

|&] pore ’_|_|° Internet
iaﬁtart”J G -l ) “ I‘_;]Inhnx-Outlnnk‘.‘l (L] Inbox - Microso... ”@MDNIESWeb—... B W/ screen pi... | |%@§@@!@Q°E%¢§$ 3:20 PM

A.
B.

Click on the Admin TAB.
The Edit Profile FOLDER is automatically displayed.

C. You can return to the Edit Profile screen at any time by clicking on the Admin tab and Edit

Profile folder.

You can update YOUR profile by changing any of the displayed data except the User
Login.

Click on the Save button to save the data. A message “Record Updated Successfully” will
appear in blue above the Back and Help buttons.

Click on the Back button to return to the previous screen. If the Back button is clicked
before the Save button, data will not be saved.



Change Your Password

a MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service _ |5| |1|

JFlIe Edit View Favorites Tools  Help
JAddrEss I@ http:jfz04.196. 242 535/ SessionController frequest Type=logindaction_event=do_login j @Gu |JLir|k5 =

MIDNIES//44 & T

Report | Admin

Password Detail - Change

‘Password: |
“Confirm Password: |~

Last Updated By: P Admin - 04/08/2003 - 01:30 P

|@ Done ’_’_|° Internet
iastart”J m e Iﬁﬂ )] m |J I‘_:,’]Inbox-Outlook...l Inbox-Microso‘.. ||@MDNIESWE|]—... @WEP SCPEEn pri... | |%@Lﬂ@!&@°@E%¢%$ 323 PM

A. Click on Change Password FOLDER.
B. You can change your password by entering and then re-entering (confirm) a new password.

C. Click the Save bhutton to save the new password. A confirmation message appears.



Add an Agency User

As an agency administrator, you have the capability of adding other agency employees as
users. Adding a user is a two-part process. First, you will add the user. Then you will assign
the user viewing privileges.

Add User

/2 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =121

J Fil= Edt Yiew Favorites Tools Help |
JAddress I@ http: /1204196, 242,38/ SessionController?request Type=logindaction_event=do_login j @Go |J Links **

M NI E S S et S et e S

Report | Admin

User Detail

“First Name: |Juhn
“Last Name: |Doe
“User Lagin: [jdoe
‘Password: |*"*“'*"*

*Confirm password: |*"*“'*"*

*Email Address: IEIT'IEH address

Phone: |nnn-nnn-nnnn

‘User Role: | Administrator 'l ek Administrator

*User Status: H
End User —
Description: | Fortaladmin j

Last U

|&] pore ’_’_|° Internst
i@startl“ Gl -l 2} |J Il‘;}lnbox-Outlook.‘.l [Etnbox - Microso. .. ”@MﬂNIESWeh—... ) WEP screen pri. . | \%@5@@!&@0@@&%@ 3125 FM

Click on the Admin TAB.
Click on the FOLDER Add User and enter appropriate data. (NOTE: You must add a user

w

before you can assign cost center viewing privileges for that user.)
All fields must be completed.
User Login is the first initial and last name in lower case.

If that login already exists, use the first name and last name.

mmoo

If that login already exists, append “1” to login.



G. Select appropriate User Role. Most people will be assigned as User.

a) Select Administrator if the user will be allowed to add new users and assign cost
center viewing privileges. Select End User if the user will only be allowed to view
data.

H. Select appropriate User Status.

a) Use Inactive to prevent user from logging into system, but keep user profile if it may
be reactivated at a later date. If a user is inactive, his data viewing privileges are
saved to be reactivated at a later date.

b) Use Active to allow the user to log into the system and view data once viewing
privileges are established.

I. Click the Save button to save user information.
J. Confirmation message “User Successfully Added” will appear.

K. Once you add a person, you will no longer be allowed to edit his profile.

10



Assigning Cost Center Viewing Privileges

A user must first be added to the system before he can be assigned viewing privileges. (See

Add a User)
43 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =181l
J File Edit ‘Wiew Favoribes Tools  Help ﬁ
J GBack = - (D fat | i search [ Favorites & AHistory | E=] -
JAddress I@ http: /1204, 196, 242,36/ SessionControllerPrequest Type=loginiaction_event=do_login ﬂ @GD “Links 2y
MONIES//44
i Report | Admin
Cost Center Administration
Assign User  View/Edit User Delete User  Cost Center  Cost Center Description Parent CC Level Number
OFFICE OF TELECOMM
O = e MANAGEMENT u 2
|&] pore l_l_la Internet

flstart ||| ) @& 259 % D Pt || Eviros... | Ejwee sc.. | [Emonte. Sinbox -, | Bfinbox .| Bwer .| L @S TAQDIFL SR st
A. Click on Report TAB.
B. Two FOLDERS appear: Billing Reports and Cost Center Admin. Cost Center Admin

allows you to assign, edit, and delete Cost Center viewing privileges for a user. Click on the
Cost Center Admin FOLDER

C. Dirill down to the highest cost center level for which the user is to have privileges. This is
done by clicking on the code in the cost center column.

D. Click in the column Assign User by the appropriate cost center to give a user privileges to
view the data for that cost center and those beneath it in the pyramid.

E. The Assign User screen will appear.

11



/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =21 x|

J File Edit ‘“ew Favorites Tools Help ﬁ

J GBack - = - (@ i | Qhsearch [GgFavorites  #History ||%v =] -

J.C\ddress I@ http:/f204, 196,242, 38)SessionController?request Type=logingaction_event=do_login j @Go |J Links **
Report | Admin
Cost Center Administration
Assign User
save | cancel
Cost Center:
User Login: Name: albertha hall
Privilege: i
ariley
Effective Date: asinegar Expiration Date (optional): I I
astarns
mm  dd
bhblanchard VY
bhamptonu
bhemdon
chastian
chranch
chrasseur
clouatre hd
|&] pone [ [ |4 mnternet

iistart |J m e @ ) = E} |J Micros... | WBP sc...”@MDNIE... @Inbox-...

F. Select the user from the drop down list for User Login.

Sitos-.| Bpwee .| [ & @O RHRPITLSEL  s00mm

G. The screen will refresh.
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/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =21 x|

J File Edit ‘“ew Favorites Tools Help ﬁ

J GBack - = - (@ i | Qhsearch [GgFavorites  #History ||%v =] -

J.C\ddress I@ http:/f204, 196,242, 38)SessionController?request Type=logingaction_event=do_login j @Go |JLinks >

MONIES//4/
Report | Admin

Cost Center Administration
Assign User

save

Cost Center: 805

User Login: klitze vl Hame: Karen Litz
Privilege: adrministrator 'l
Expiration Date (optional): I I

Effective Date: |
: mm o dd vy

cancel

|&] pone [ [ |4 mnternet
Wstart ||| (A @ <1 > D B || Ewicros... | Bwee s [[EmoniE.. iinbox-...| Dinbox - | Bwee .| (@S M IQQIGHLSHL  a0zem

H. Assign the Privilege by using the drop down box and matching the user’s role.

a) Administrators should have administrator privileges.
b) End users should have end user privileges.
I. Enter the appropriate Effective Date. The effective date may be prior to the current date.
Data in reports dated before the effective date will not be visible to the user.
J. Enter an Expiration Date to limit the user’s viewing privileges to specific months. Data in
reports dated after the Expiration Date will not be visible to the user.
K. Click the Save button to save the cost center viewing assignment and return to Cost Center
Administration list.
L. A confirmation message will appear: User assigned successfully.

M. Click the Cancel button to return to the cost center list without saving the assignment.

13



3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =1l

J Fle Edit Wiew Favorites Tools Help ﬁ

J $PBack - = - @ ) | @Search (] Favorites @H\story ‘ %v =] - @

| Address [] hep:}jz04.196. 242 38/ SessionController requestType=loginaction_event=do_login x| e “Links »
MONIES/Z44
Report | Admin

-

Cost Center Administration =
Wiew/Edit

Assion User T Delete User Cost Center Cost Center Description Parent CC Level Number
OFFICE OF TELECOMM
[ = eLe MANAGEMENT - 3
| =i Bangnggg | ELECOMMUNGATIONS 5o 1
TELECOMMUNICATIONS-
O = BIE2222  pRecToR — i
TELECOMMUNICATIONS-
| = BBIB-2220- [omcron BBI0R-2222 0
BA0R-2222 -
1201 M THIRD 51-
O = cLaposng (L ECOMMUNICATIONS g 5797 0
BLDG. BATCN
ROUGE |
BAOA-2223 -
150 THIRD ST -
O = STATE oFc  [LLECOMMUNICATIONS pang 995 0
BLDG, BATCN
ROUGE
BA0R-2222 -
150 3R0 ST/OTM  TELECOMMUNICATIONS-
O = ADMINISTEATION. DIRECTOR EELE e g
BATON ROUGE
BA0R-2222 -
150 3RO ST/OTM
O = APPLICATION B'Fé‘ggTOONAMUN'CAT'ONS' BA08-2222 0
SYC, BATON
ROUGE
BA0R 2222 -
150 3R0 ST/OTH
| = CustomErR  pot o eMSNCATIONS gagg 59 0
SYCS, BATON =
|@ Done l_l_le Internet

@start”] &< > 5 |j [Ericros... | Ewee sc...|[EIMONE.. Eqinbox -...| Binbox-...| Bwee .. 2t @M QQIGHLS B sssrm

N. Click in the column Assign User by the appropriate cost center to give a user privileges to

view the data for that cost center and those beneath it in the pyramid.

14



Delete a User

3 MONIESWeb - Microsoft Internet Explorer

o ] |
File Edit Wiew Favorites Tools  Help |
s=Back ~ = - B} & | Qsearch GgFavorites imedis (B | By S -

Address @ http: (204,196,242, 39/ SessionConkroller request Type=login@action_event=do_login

MIDNIES//44 &

Report | Admin
v Billing Reports Cost Center Administration
" Assign  View/EditDelete  Cost Cost Center Parent CC Level
User User User Center Description Number
W = ] TOP CC 4
|i&] Done [ [ | [ neernet 4

A. Click on Report TAB
B. Click on Cost Center Admin
C. Drill down to the highest cost center level for which the user has privileges.
D. Click on Delete User.
a. Deleting a user through Cost Center Admin does NOT remove the user from the
system or prevent him from logging in.
b. Deleting a user through Cost Center Admin prevents him from seeing data for the
cost center.
c. Deleting a user erases his data viewing privileges. Privileges must be reassigned at
a later date for the user to see data.
d. You can delete a user and add him for a different cost center to change his viewing
privileges.

E. The Delete User screen will appear.

15



43 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service == x|

J File Edit ‘iew Favorites Tools Help ﬁ

J GBack - = - (@ [4 743 | Qisearch [ Favorites £ #History ||%v 5 M- 5

Jnddress I@ http: /204,196,242, 35/ SessionCantroller request Type=logintaction_event=do_lagin J @Go “ Links **
Report | Admin

» Billing Reports Cost Center Administration
5 Delete User

Delete User | Cancel |

Cost Center: 803

User Login: Name: Karen Litz
Privilege: il
Effective Date: Im Im 2003 Expiration Date (optional): I I
mm o dd o oyyyy o dd  oyyyy
|&] Dore ’_|_|° Internet

histare ||| 1] @ =9 D B || Evices... | @wee sc...[E)MoNE.. | Eimbox-...| Dnbox-. | @wer .. | [l @S RHQOFELSRE  soimm

Select the appropriate user through the drop down menu.

Click on the Delete User button.

I O

A warning message will appear.

Clicking on Cancel before the confirmation of deletion takes you back to the cost center
screen but does not delete the user.

J. To delete the user, confirm deletion and return to the cost center screen by clicking on the
OK button.

K. A confirmation message will appear: User removed successfully.

L. You may return to the cost center screen by clicking the on Cancel button.

16



View or Edit User Viewing Privileges

3 MONIESWeb - Microsoft Internet Explorer . o ] |

File Edit Wiew Favorites Tools  Help |

s=Back ~ = - B} & | Qsearch GgFavorites imedis (B | By S -

Address @ http: (204,196,242, 39/ SessionConkroller request Type=login@action_event=do_login

MIDNIES// 44 &

Report | Admin
% Billing Reports Cost Center Administration
i Assign  View/EditDelete  Cost Cost Center Parent CC Level
User User User Center Description Number
W = 0 TOP CC 4
|i&] Done [ [ | [ neernet 4

This feature is used to view a user’s privileges or change the effective and expiration dates. If
you wish to change the cost centers that a user may view:

o Delete the user (this will delete the viewing privileges only)(See delete a user).

e Assign the cost center viewing privileges (See add a user, assigning cost center

viewing privileges).

To view the user’s privileges or change the effective and expiration dates:

A. Click on Report TAB

Click on Cost Center Admin

Drill down to the highest cost center level for which the user has privileges.
Click on View/Edit User.

The View/Edit User screen will appear.

moow
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/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =21 x|

J File Edit ‘“ew Favorites Tools Help ﬁ
J GBack - = - (@ i | Qhsearch [GgFavorites  #History ||%v =] -
J.C\ddress I@ http:/f204, 196,242, 38)SessionController?request Type=logingaction_event=do_login j @Go |JLinks >
MONIES//44 ]
i Report | Admin
Cost Center Administration
View/Edit User
Sawve | Cancel
Cost Center: 805
User Login: Name: Garry Plagenhoef
Privilege:
Effective Date: Expiration Date (optional): I I
mm o dd  yyyy
|&] pone [ [ |4 mnternet

Wstart || (A @ <1 > D B || Ewicros... | Bwee s [[EmoniE.. iinbox-...| Dinbox - | Bwee .| (@ @SHIQQGHLSHL  s5mm

F. The User Login drop down box provides a list of users already assigned viewing privileges

for this cost center.
G. Highlight the user you wish to view/edit.

Note the user’'s name appears to the right of the User Login.

Note the user’s privilege appears as assigned.

Privilege should match that of login role (Administrator, End User)

Note the effective date assigned appeatrs.

Data in reports dated before the Effective Date will not be visible to the user.
Data in reports dated after the Expiration Date will not be visible to the user.
Use the Expiration Date to limit the user’s viewing privileges to specific months.
Make changes as necessary.

Click the Save button to save the changes and return to the cost center list.

A confirmation message will appear: User Information Changed Successfully.

DO TVOZECRAC

Click the Cancel button to return to the cost center list without saving changes.

18



Billing Reports

There are four reports available for viewing through Web Bill Presentment.

A. Allocation Detail Report—provides detail charges by inventory number within the cost
center.

B. Allocation Summary Report—provides summary charges by charge type for the entire
cost center.

C. Consolidated Detail Report—provides summary charges for each inventory item in the
cost center by charge type.

D. Cost Center Detail Report—provides ability to download in one file detail charges for all
inventory items in the cost center.

E. Invoice Report—provides ability to download the invoice/summary of charges.

With the exception of the invoice report, each of the billing reports can be saved to an Excel
spreadsheet. The invoice report can be saved as a PDF document.

To access the reports click on the Report TAB and the Billing Report Folder.

3 MONIESWeb - Microsoft Internet Explorer - 10| x|
File Edit jew Favorites Tools Help | f
Address I@ hkkp: ffemotrmwbp, doa. lodisiana, gov) SessionCantraller Prequest Type=loginfaction_svent=dao_login j Go | Links **

Report | Admin
Billing Reports
Click on a Report Title

Report Title Description

Allocation Detail Report Inventory itern charge detail for selected allocation code

Allocation Summary Report Allocation totals for selected cost center

Consolidated Detail Report Allocation totals for individual inventory item

Cost Center Detail Report Download all cost center detail to a user's PC

Invoice Report Download Invoice Reports to Users PC

|@h| Dione l_l_’_|_|_|ﬂ Internet v
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Allocation Detail Report

A. On the Billing Report screen, click on Allocation Detail Report.

2} MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =121 x|

J File Edit ‘“iew Favorites Tools  Help ﬁ

J GBack + = - ) o3 | Qsearch  [ElFavorites £ #History ||%v =) -

JAddress I@ http:/f204, 196, 242, 38/SessionControllerfrequest Type=login&action_event=do_login j @Go |J Lirks **
MIDNIES//é4 & =TI
' Report | Admin
Report Selection
ELC R LU Select a Cut-off date, then click Next
Selected Report: Allocation Detail Report
Cut-off Date:
Cost Center:
Total Charges:
< Back | Horme | Mext = |
Select Report Cut-Off Date|1,31/2003
i _
022872003
03/31/2003
|&] pane ’_|_|° Internet

gl start

| @m B 2 || Edinbox- ou.. | Eimbox - vie... | [£1voNEsw... wee seree... | EMcosorte. | (o@D GTES@  sssmm

B. Select the Report Cut-Off Date from the drop down menu.
Click on the Next button.

D. The screen will change, and the highest level cost center to which you have access will be
displayed.

20



E. Click on the cost center and drill down until you reach the AU/location combination with
charges that you wish to view. (Charges only occur at the au/location combination level—

level 0.)

MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service

J File Edit ‘“iew Favorites Tools  Help

J GBack + = - ) o3 | Qsearch  [ElFavorites £ #History ||%v =) -

JAddresS I@ http:/f204, 196, 242, 38/SessionControllerfrequest Type=login&action_event=do_login

=] P |JLinks >

MIDNIES// 24

Report | Admin
Report Selection =
Select a Cost Center
Selected Report: Allocation Detail Report
Cut-off Date: 31-MAR-2003
< Back | Home
Bort] Level
Cost Center Cost Center Description Parent CC CHARGE
Number
OFFICE OF TELECONM
Ei= WANAGEMENT m z
BS05-0995 TELECOMMUNICATIONS-MISC faills] 1
B30&-2227 TELECOMMUNICATIONS-DIRECTOR 808 1
BE08-2220 - TELECOMMUNICATIONS-DIRECTOR — B805-2222 1} $315.58
BE0G-2222 - 1201 M THIRD ST-
CLAIBORME BLDG BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BOO08-2222 1} $161.64
BB05-22222 - 150 3RD ST/OTH
ADMINISTRATION. BATOMN ROUGE TELECOMMUNICATIONS-DIRECTOR  B805-2222 1} $1,045.55
BE08-2220 - 150 3RD ST/OT
APPLICATION SWC. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B805-2222 0 54 964.18
BE08-2220 - 150 3RD ST/OTM
CUSTOMER SvCS BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B805-2222 1} $3,162.91
BE0G-2222 - 150 3RD ST/OTh DATA
PROCESSING BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B805-2222 1} $36.18
BE0G-2222 - 150 3RD ST/OTH PAGERS
EATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BOO08-2222 1} $1,096.07
BB0E-2222 - 150 R0 ST/OTH —
SUPPORT SvCS . BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B805-2222 1} $1,225.30
BE08-2220 - 150 3RD ST/OT
TECHMNICAL SYCS BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B805-2222 0 $2 875.07
BE08-2222 - 150 THIRD 5T - STATE OFC
BLOG. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR — B805-2222 1} $1,311.63
EO08- 2222 - 1800 M. 3RD - 5B, BATON 1) o oppUNICATIONS DIRECTOR 5808 2222 D §184.17
ROUGE LI
& ’_|_|° Internet

il start |J:L_1]ﬁ[.‘$§l » B 4

|j [3inbox - u... | Inbox-Mic...”@muNIEsw... & wer scree... | ElMicrosoft E...| 2l @M ITL=8  as9m
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F. The screen will change and a list of inventory numbers (assets) appears.

43 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service ===l
J File Edit View Favortes Tools Help ﬁ
J eBack - = - (D 3 | Qhsearch [GFavorites £ 4History ||%. =] -

Jnddress I@ http:ffz04.196.242, 35) SessionController 7request Type=loginaction_event=do_login j @GU “ Links >*

Report | Admin

Report Selection

UL Select an Allocation Description

Selected Report: Allocation Detail Report

Cut-off Date: 31-MAR-2003

Cost Center: B808-2222 - 150 3RD ST/OTM ADMINISTRATION, BATON ROUGE
Total Charges: $16.58

< Back | Home |

Select an Inventory Number B

2253426002 - - $16.58
2253426867 -- $24.55
2253427687 --$17.09
2253427701 -- $39.02 =l

Inventory Number: 2252155954

Inventory Name:

Total Charge Amount: $16.58

Allocation Description Charge Amount
DIAL TOME STANDARD RATED MRC $16.50
SUPPORT SERWICES FEE $0.08

|&] pone [ 4 mkernet
;gstart”J @& <1 B E 5 |J dinbox - ou... | [Dfibo - pic. . |[EMoMESW... Bjwep scree.. | [uicrosaii .| [l @S M@ THL =0 401em

G. Use the scroll bar next to Select an Inventory Number to find the one for which you wish to
see detail charges.

H. Highlight the inventory number by clicking on it.

I.  The detail charges, by charge type, will appear below.

J. Click on a charge type to see the detail charges.
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/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =21 x|

J File Edit ‘“ew Favorites Tools Help ﬁ

J GBack - = - (@ i | Qhsearch [GgFavorites  #History ||%v =] -

J.C\ddress I@ http:/f204, 196,242, 38)SessionController?request Type=logingaction_event=do_login j @Go |JLinks >
MONIES//44 e
Report | Admin

Report Selection

Click Back, Home, or Save

Cut-off Date: 31-MAR-2003

Cost Center: B608-2222 - 150 3RD ST/OTM ADMINISTRATION, BATON ROUGE
Inventory Number: 2252195954

Inventory Name:

Allocation Desc: DIAL TOME STANDARD RATED MRC

Total Charge Amount: $16.50

< Back | Home | Save
Charge Desc Charge Amount

BASIC CLASS f15.50
Total Charge Amount: 650

|&] pone [ [ |4 mnternet
i start |J @& 1 BB 2 “ (inbox - Ou...| [Dfinbo - vic...|[EMoNESW... Bjwep scree...| [MaosaitE. | [ @S M@ FHL =0l 40zpm

K. Click on the Save button to download the data. (See Saving Data Section.)
L. Click on the Back button to return to the list of charges by Allocation Description.

M. Click on the Home button to return to the list of Billing Reports.
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Allocation Summary Report

A. Click on the Allocation Summary Report.

/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service

-3 x|
J File Edit View Favortes Tools Help ﬁ
J eBack - = - (D 3 | Qhsearch [GFavorites £ 4History | By S -

Jnddress I@ http:ffz04.196.242, 35) SessionController 7request Type=loginaction_event=do_login j @GU “Links >

MIDNIES// 24 & T

Report | Admin

Report Selection

Select a Cut-off date, then click Next

Selected Report: Allocation Summary Report
Cut-off Date:

Cost Center:

Total Charges:

< Back | Home | MNext = |

Select Repart Cut-Off Datel 01/31/2003 -I

02/28/2003
03/31/2003

|&] pone [ 4 mkernet
iistart”J & <3 > ) |J £ Inbox - | (] nbox - .‘.”@MDNIE... =] wep sc...l Microso...l |%<ﬂ§ﬂ@!@@¢)@§]%%g 4132 PM

B. Select the report date from the Select Report Cut-Off Date drop-down menu.
C. Click on the Next button.
D. The screen will change and the highest-level cost center to which you have access will

be displayed.
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E. Click on the cost center and drill down until you reach the AU/location combination with

charges that you wish to view.

/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service

SEIE
[ |

J Fil= Edit View Favortes Tools Help

J $Back - = - @) at | {Qisearch [GFavorites £ 4Histary ||%v =] -
Jnddress I@ http:/f204.196.242 38/ SessionController frequest Type=loging.action_event=da_lagin j @Gn |J Lirks **
MINIES//44
Report | Admin
Report Selection =
Select a Cost Center
Selected Report: Allocation Summary Report
Cut-off Date: 31-MAR-2003
< Back | Home |
A Level
Cost Center Cost Center Description Parent CC CHARGE
Number
OFFICE OF TELECOMM
B MANAGEMENT o &
Ei208-0995 TELECOMMUNICATIONS-MISC ans 1
Bi505-2222 TELECOMMUMICATIONS-DIRECTOR 805 1
EE05-2222 - TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 0 £315.98
BS08-2222 - 1201 N THIRD ST-
CLAIBORNE BLDG . BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BS0S-2222 0 5161 .64
EE05-2227 - 150 IR0 STAOTM
ADMINISTRATION. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B808-2222 1] §1.048.55
EE05-2222 - 150 3RD STAOTH
APPLICATION SYC. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 i] §4 95418
EE08-2222 - 150 3RD STAOTM
CUSTOMER 5405 BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BBOS-2222 0 §3,162.91
BS05-2222 - 150 3ED ST/OTH DATA
PROCESSING BATON ROUGE TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 0 §35.18
BES05-2222 - 150 3R0D ST/OTHW PAGERS
BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BBOS-2222 0 §1,096.07
BB08-2222 - 150 R0 ST/OTH —
SUPPORT SYCS. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BS0S-2222 0 §1,228.30
EE08-2227 - 150 3R0 STAOTM
TECHNICAL SYCS. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B808-2222 0 $2.875.07
BEE08-2222 - 150 THIRD ST - STATE OFC
BLDG BATON ROUGE TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 i] §1.311.63
EE08-2222 - 1800 M. IRD - 158, BATON 1) 2o qpiviUNICATIONS DIRECTOR  BA05-2222 D §184.17
ROUG =
&1 ’_|_|° Inkernet

st | 14 € < > [T 14

|J (<7 Inbox - | (] Inba - .‘.”@MDNIE... B WEF sc... | Microso...l

(el @eMrADITL=E  4m:m

F. Alist of charges for the entire Level 0 cost center by charge type will appear.
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3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldMet Service = Iﬂ
J Fil= Edit View Favortes Tools Help ﬁ
J $Back - = - @) at | {Qisearch [GFavorites £ 4Histary | N S -
Jnddress I@ http:/f204.196.242 38/ SessionController frequest Type=loging.action_event=da_lagin j @Gn |J Lirks **
MINIES/Z24
Report | Admin
Report Selection
LERC LU Click Back, Home, or Save
Selected Report: Allocation Summary Report
Cut-off Date: 31-MAR-2003
Cost Center: BE05-2222 - 150 3RD ST/OTM ADMINISTRATION, BATON ROUGE
Total Charges: §1.045.55
< Back | Home | Save
Allocation Description Charge Amount
DIAL TONE STANDARD RATED MRC $151.62
YOICE PROCESSING SVC MRC ¥25.75
PAGING SWC MRC $202.00
STANDARD LIMC INTRA DAY $5.89
STANDARD LINC INTRA NIGHT $0.42
STANDARD LINC INTER DAY $1.99
STANDARD LINC INTER EVEMING $0.06
STANDARD LINC INTER NIGHT $0.55
YWIDED SWC MRC $500.00
DATA DIAL TONE SvC MRC $155.00
SUPFORT SERVICES FEE $5.24
Total Charge Amount: $1,043.55
|&] pane ’_|_|° Inkernet

il start |

e rE @ || Hmnbo-.. | Blnboc: . [[€mone.. @M ROITESE mm

G. Click on the Save button to download the data. (See Saving Data Section.)
H. Click on the Back button to return to the list of Cost Centers.

I. Click on the Home button to return to the list of Billing Reports.

26



Consolidated Detail Report

A. Click on the Consolidated Detail Report

/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service

J Fil= Edit View Favortes Tools Help

SEIE
[ |

J $Back - = - @) at | {Qisearch [GFavorites £ 4Histary ||%v =] -

Jnddress I@ http:/f204.196.242 38/ SessionController frequest Type=loging.action_event=da_lagin

| @eo “Links =

MIDNIES// 44

Report | Admin
Report Selection
Select a Cut-off date, then click Next
Selected Report: Consolidated Detail Report
Cut-off Date:
Cost Center:
Total Charges:
< Back | Horme | Mext » |h
Select Repogt Cut-Off Date EI1,-"31;"2E|[|3 -
(i
02,."28!2003
03/31/2003
|&] pane ’_|_|° Inkernet

il start |

B. Select the report date from the Select Report Cut-Off Date drop down menu.

C. Click on the Next button.

e rE @ || Hmnbo-.. | Blnboc: . [[€mone.. Ll @MROITESSE wmm
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D. The highest level cost center to which you have access will be displayed.

/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =181 x|
J Fil= Edit View Favortes Tools Help ﬁ
J $Back - = - @) at | {Qisearch [GFavorites £ 4Histary ||%v =] -
Jnddress I@ http:/f204.196.242 38/ SessionController frequest Type=loging.action_event=da_lagin j @Gn |J Lirks **
MONIES//44
Report | Admin

-

Report Selection —
Select a Cost Center
Selected Report: Consolidated Detail Report

Cut-off Date: 31-MAR-2003
< Back | Home |
o Level
Cost Center Cost Center Description Parent CC CHARGE
Humber
OFFICE OF TELECOMM
= MANAGEMENT - z
B808-0999 TELECOMMUNICATIONS-MISC 508 1
8082222 TELECOMMUNICATIONS-DIRECTOR 608 1
Ba08. 2222 - TELECOMMUNICATIONS DIRECTOR ~ B303-2222 0 $315.98
B808-2222 - 1201 M THIRD ST-
N T LI TELECOMMUNICATIONS-DIRECTOR  B808-2222 0 $161.64
B208-2222 - 150 3RD ST/OTM
B TELECOMMUNICATIONS-DIRECTOR  BBDS-2222 0 §1,048.55
B208 2222 150 3RD ST/0TM
L TELECOMMUNICATIONS-DIRECTOR  B303-2222 0 54 964,18
B208-2222 - 150 3RD ST/0TM
e T TELECOMMUNICATIONS-DIRECTOR ~ B308-2222 0 $3,162.91
B805-2222 - 150 3RD ST/OTM DATA
. i TELECOMMUNICATIONS-DIRECTOR ~ B303-2222 0 §36.18
B808-2222 - 150 3RD ST/OTM PAGERS
- TELECOMMUNICATIONS-DIRECTOR ~ BA0B-2222 0 $1,095.07
BE05-2222 - 150 3RD ST/OTM |
e TELECOMMUNICATIONS-DIRECTOR  B808-2222 0 $1225.30
B208-2222 - 150 3RD ST/OTM
e TELECOMMUNICATIONS-DIRECTOR  BBDS-2222 0 §2,875.07
B208-2227 - 150 THIRD ST - STATE OFC
- TELECOMMUNICATIONS-DIRECTOR ~ B303-2222 0 $131163
BiG-2007 - 1800 h. 3RD - 188, BATON 1o & o UNICATIONS-DIRECTOR  EA0E-2222 0 $184.17
ROUGE =l
&1 ’_|_|° Inkernet

iastart”J & < 3} |J I“_;;!Inbox-..‘l A nbo - .‘.”@MDNIE... 1 wEP sc...l Microso...l |%@;ﬂ@!@g°@%¢%g 4135 PM

E. Click on the cost center and drill down until you reach the AU/location combination with

charges that you wish to view.
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F. Alist of inventory numbers (assets) appears.

3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldMet Service = Iﬂ
J Fil= Edit View Favortes Tools Help ﬁ
J $Back - = - @) at | {Qisearch [GFavorites £ 4Histary | N S -
Jnddress I@ http:/f204.196.242 38/ SessionController frequest Type=loging.action_event=da_lagin j @Gn |J Lirks **
MONIES//4/ _—
Report | Admin
Report Selection
WS Select an Inventory Number
Selected Report: Consolidated Detail Report
Cut-off Date: 31-MAR-2003
Cost Center: BE805-2222 - 150 3RD ST/OTM ADMINISTRATION, BATON ROUGE
Total Charges: §1.045.55
< Back | Home |
Select an Inventory Number BRI ST
2253426002 --$16.58
2253426867 -- $24.55
22h3427607 --$17.09
2253427701 --$39.02 hd|
|&] pane ’_|_|° Inkernet

il start |

@S mE D || S| o . |[Emove.. Lé@STEROITLSE warm

G. Use the scroll bar next to Select an Inventory Number to find the one for which you
wish to see charges.

H. Highlight the inventory number by clicking on it.
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I. All detail charges, by charge type, will appear below.

/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =21 x|

J File Edit ‘“ew Favorites Tools Help ﬁ

J GBack - = - (@ i | Qhsearch [GgFavorites  #History ||%v =] -

J.C\ddress I@ http:/f204, 196,242, 38)SessionController?request Type=logingaction_event=do_login j @Go |JLinks >
MONIES//44 e
Report | Admin

Report Selection
Click Back, Home, or Save

Selected Report: Consolidated Detail Report

Cut-off Date: 31-MAR-2003

Cost Center: B608-2222 - 150 3RD ST/OTh ADMINISTRATION, BATON ROUGE

Total Charges: $16.58

< Back | Home | Save

Allocation Description Date/Time Number Called Place Called Charge Desc :)r:ir:;)lon Cost

DIAL TOME STANDARD .

RATED MRC 033172003 00:00 Ak BASIC CLASS 00 16450

. - FOR DIAL TONE

SUPPORT SERVICES FEE03/31/2003 04:57 P STANDARD RATED 0o $008

Total Charge Amount: §16.58
|&] pone [ [ |4 mnternet

il start J &l > ) |J [ ) Inbios - | Inbox-...”@MDNIE... B wer sc...l Microso...l |%@%ﬂ@!@g°@%%g 4138 PM

J. Click on the Save button to download the data. (See Saving Data Section)
K. Click on the Back button to return to the list of Inventory Numbers.

L. Click on the Home button to return to the list of Billing Reports.
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Cost Center Detail Report

A. Click on the Cost Center Detail Report

/3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service

-3 x|
J File Edit View Favortes Tools Help ﬁ
J eBack - = - (D 3 | Qhsearch [GFavorites £ 4History | By S -

Jnddress I@ http:ffz04.196.242, 35) SessionController 7request Type=loginaction_event=do_login j @GU “Links >

MIDNIES// 24 & T

Report | Admin

Report Selection
Select a Cut-off date, then click Next
Selected Report: Cost Center Detail Report
Cut-off Date:
Cost Center:
Total Charges:
< Back | Home | Mext = |

rt Cut-Off Date| 0143172003 -I

013172003
|02/28/2003
i

Select Re

|&] pone [ 4 mkernet
iistart”J & <3 > ) |J £ Inbox - | (] nbox - .‘.”@MDNIE... =] wep sc...l Microso...l |%<ﬂ§ﬂ@!@@¢)§]%%@ 4:39 PM

B. Select the report date from the Select Report Cut-Off Date menu box.
C. Click on the Next button.

D. The highest level cost center to which you have access will be displayed.
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MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldMet Service

J Fil= Edit View Favortes Tools Help

J $Back - = - @) at | {Qisearch [GFavorites £ 4Histary ||%v =] -
Jnddress I@ http:/f204.196.242 38/ SessionController frequest Type=loging.action_event=da_lagin j @Gn |J Lirks **
MONIES///44
Report | Admin
Report Selection =
LS Select a Cost Center
Selected Report: Cost Center Detail Report
Cut-off Date: 31-MAR-2003
< Back | Home |
A Level
Cost Center Cost Center Description Parent CC CHARGE
Number
OFFICE OF TELECOMM
B MANAGEMENT o &
Ei208-0995 TELECOMMUNICATIONS-MISC ans 1
Bi505-2222 TELECOMMUMICATIONS-DIRECTOR 805 1
EE05-2222 - TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 0 £315.98
BS08-2222 - 1201 N THIRD ST-
CLAIBORNE BLDG . BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BS0S-2222 0 5161 .64
EE05-2227 - 150 IR0 STAOTM
ADMINISTRATION. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B808-2222 1] §1.048.55
EE05-2222 - 150 3RD STAOTH
APPLICATION SYC. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 i] §4 95418
EE08-2222 - 150 3RD STAOTM
CUSTOMER 5405 BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BBOS-2222 0 §3,162.91
BS05-2222 - 150 3ED ST/OTH DATA
PROCESSING BATON ROUGE TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 0 §35.18
BES05-2222 - 150 3R0D ST/OTHW PAGERS
BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BBOS-2222 0 §1,096.07
BB08-2222 - 150 R0 ST/OTH —
SUPPORT SYCS. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  BS0S-2222 0 §1,228.30
EE08-2227 - 150 3R0 STAOTM
TECHNICAL SYCS. BATON ROUGE TELECOMMUNICATIONS-DIRECTOR  B808-2222 0 $2.875.07
BEE08-2222 - 150 THIRD ST - STATE OFC
BLDG BATON ROUGE TELECOMMUNICATIONS-DIRECTOR — BBOS-2222 i] §1.311.63
EE08-2222 - 1800 M. IRD - 158, BATON 1) 2o qpiviUNICATIONS DIRECTOR  BA05-2222 D §184.17
ROUGE =
|&] pane ’_|_|° Inkernet

st | 14 & 5 2 O 14

|J (<7 Inbox - | (] Inba - .‘.”@MDNIE... B WEF sc... | Microso...l

[Cl @M QDI TLSE  auomm

E. Click on the cost center and drill down until you reach the AU/location combination with

charges that you wish to download.

32



F. A message will be returned indicating the number of lines of data that will download.

3 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldMet Service = Iﬂ
J Fil= Edit View Favortes Tools Help ﬁ
J $Back - = - @) at | {Qisearch [GFavorites £ 4Histary | N S -
Jnddress I@ http:/f204.196.242 38/ SessionController frequest Type=loging.action_event=da_lagin j @Gn |J Lirks **
MONIES//4/
Report | Admin
Report Selection
WS The report you have requested has a row count of: 156
Selected Report: Cost Center Detail Report
Cut-off Date: 31-MAR-2003
Cost Center: BE08-2222 - 150 3RD ST/OTM ADMINISTRATION, BATON ROUGE
Total Charges: $1.045.55
< Back | Home | Save
|&] pane ’_|_|° Inkernet

il start |

@S mE D || S| o . |[Emove.. Ld@STEROITLSE wum

G. Click the Save button to begin the download process. (See Saving Data Section for
further instructions.)
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Invoice Report

A. Click on the Invoice Report.

/3 MONIESWeb - Microsoft Internet Explorer

==l x|
Fil= Edit Vew Favorites Tools Help | 4’
@Back - -\-) - IJ Iﬁ ;;j | /__] Search \51'( Favorites 6}| [_'\’- :.\; - 2 _J ﬁ
Address I@ hktp ffvmmatrwbp, doa.louisiana, gov) SessionController frequest Type=loginfaction_event=do_login j Go | Links **
MONES IEIS
e T Report | Admin

E EBilling

Invoice Report Page

Generate Report h

‘Invoice Date: I hd

{Jui 25, 2006
Jun 27, 2005
May 30, 2006

Y S—

B. Select the invoice date from the Invoice Date menu box.
C. Click on the Generate Report button.
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D. The File Download box appears.
E. Click the Save button.
MOMNIES BRI

Report | Admin

& Eilling

Invoice Report Page

= x| Generaie Repor

Do you want to open or save this file?

Mame: Imatherne_08-17-2006@2 146, pdf
Type: Adobe Acrobat 7.0 Document

Fram: wwwotmwbp.doa.louisiana. gov

Open Save | Cancel I

harm your computer. If you do not trust the source, do not open or

@ ‘while files from the Internet can be useful, some files can potentially
zave thiz file. What's the risk?

é Downloading from site: hktp:f fuwsotmwbp.doa.lovisiana. gov fileDownloadaction, do?filename=Imatherne_08-17-2006@:2 146, pdfefilePath & Internet
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F. Determine the location to which the data will be saved.
G. Create a file name for the data.
H. Click the Save button.

2 MONIESWeb - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help
eBack - O - D @ ;h ‘/C) Search *Favorites @ E’?Rv :‘\.5" - e _J ﬂ

Address IE htp: ffvsmotmwbp. doa.louisiana, govSessionController frequest Type=loginfaction_event=do_login

MONIES IRis

Invoice Report Page

Report | Admin

[0 EEX P3|  Generate Report

H o2 @

Save i I 1= web biling

File name: IImathemea_DS-‘I B-20062107. pdf j Save I
Save a3 lype: IAdobe Acrobat 7.0 Document | Cancel |
.

@ Done

Y —
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I. A message will return when the download is complete.
J. Click the Close button to return to the WBP application, OR
K. Click the Open button to view the report.

<2} MONIESWeb - Microsoft Internet Explorer 7] x|

File Edit Wew Favorites Tools  Help | :,'

@Back - d - Iﬂ Iﬁ _;j /__j Search \:r\"( Favorites €3| <] = :\?_ - - _J ﬂ

Address I@j http:fhvmatmwbp, doa louisiana, gov/SessionCantraller frequest Type=Ilogingaction_event=do_login j Go | Links ¥

ONNIES SIS

Report | Admin
Invoice Report Page
[
Download complete o [m] S
-
3
= Download Complete
Saved:
...hernea_08-15-2006@2101 . pdf From weswoktmwbp,doa. louisiana. goy
Downloaded: 4,95 ME in 1 sec
Cownload ko d:.. Mmathernea_03-15-2006@z2101, pdf
Transfer rate; 4,95 ME|'Sec
[ Cloze this dislog box when download completes
Open Open Eolder | Cloze I
[&] pone [ [ [ [ |4 mntermet
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L. A PDF document including the invoice report for each Level 1 cost center which can be
accessed with your user login and password will be displayed.

ﬁﬁile Edit Miew Document Comments Tools Advanced ‘Window Help _|ﬁ'|1|

E % [E % - g - % " Search % ﬁ Create PDF ~ |g Comment & Markup = E Send for Review = Secure v lSign v FUFVHS v
L) Do [ [ @ - @ 103yl @we-
ix W ﬁ % e - =H-|lm- Find: ~ |hsns-222 (54 Previous |4 Mest

OFFICE OF TELECOMMUNICATIONS

: Pages‘ Signatures 1 Bookmarks

W- Comments ‘ Aftachments

=l a0 bl e o [ O T
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Saving Data

A. From any screen with data and a Save button, click on the Save button.
B. The File Download box appears.

C. Confirm that the “save this file to disk” is selected and click the OK button.

2 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =121 x|

J File Edit ‘“iew Favorites Tools  Help

J GBack + = - ) o3 | Qsearch  [ElFavorites £ #History ||%v =) -

JAddress I@ http:/f204, 196, 242, 38/SessionControllerfrequest Type=login&action_event=do_login j @Go |J Lirks **

Report | Admin
Report Selection
The report you have requested has a row count of: 136
Selected Report: Cost Center Detail Report
— ﬂ
Cost Center: “ou have chosen to download a file from this location RATION, BATON ROUGE
Total Charges: $1,048.55
.. DUGE&CutDffSelect=31-MAR-2003 from 204.196.242.3
< Back | Home | Save
‘what would you like ta da with this file?
£~ DOpen thiz file from itz curment location
' Save this filz to disk
¥ | &lways ask before opening this bipe of file
Ok I Cancel Mare Info
|&] pane ’_|_|° Internet

gl start

J ] & =1 [ |J [ Inbiox: - | Inbox-...”@MDNIE... ] wEP sc...l Microso...l |E§(ﬂiﬁ®!ﬁgﬂ)@%‘%£ 4147 PM
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D. Determine the location to which the data will be saved.
E. Create afile name for the data. . You may want to include date, cost center and location
in the file name.

F. Click the Save button. Save the file with a .csv extension that can be viewed in Excel or

imported to Access.

2 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =121 x|

J File Edit ‘“iew Favorites Tools  Help ﬁ

J GBack + = - D 7ot | {Qsearch  [ElFavorites £ #History ||%v =] -

JAddress I@ http: /1204, 196, 242, 36/SessionContrallerPrequest Type=loginiaction_svent=da_login j @Go |J Lirks **

MNIES//24

Report | Admin
Report Selection
SUC LU The report you have requested has a row count of: 156
Selected Report: Cost Center Detail Report
Cut-off Date: 31-MAR-2003
Cost Center: [T y—— o [a ﬂ'NISTRATION‘ BATON ROUGE
—— e >
21
< Back | Home | Save .
Save in: I@ My Documents j - £ '

fAsset Mgt Praduct I MoNIESWeh [Z1'WEE Billing

Bank One My Pictures G WEB Service Request

Co 17 CJnStor [CJzipped dlients

Consumers Energy G Personal

Customer Testimonials [ Professional Sves

EDSF2 [(d5ales

Exelon [Z]5H SaMPLES

Ikineraries [Z] State of Lavisiana

Lee Counky [Z3sTinfo

Managed Services @ Traq Wireless

MOMIES User Docs (] Univ of MD

File name: CDetailRepo j Save I
Save as type: IM\crosoft Excel Comma Separated Yalues File j Cancel |
%
|@ Done ’_|_|° Internet

il start
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G. A message will return when the download is complete.
H. Click the Close button to return to the WBP application, OR

I. Click the Open button to view the Excel spreadsheet.

2 MONIESWeb - Microsoft Internet Explorer provided by AT&T WorldNet Service =121 x|

J File Edit ‘“iew Favorites Tools  Help ﬁ
J GBack + = - ) o3 | Qsearch  [ElFavorites £ #History ||%v =) -

JAddress I@ http:/f204, 196, 242, 38/SessionControllerfrequest Type=login&action_event=do_login j @Go |J Lirks **
Report | Admin

Report Selection

The report you have requested has a row count of: 136

Selected Report: Cost Center Detail Report
Cut-off Date: 31-MAR-2003

Cost Center: _loxl MISTRATION, BATON ROLUIGE
Total Charges: $1,048.55

< Back | Home | Save 7
ﬂ Download Complete

Saved:
CCDetalRepart.cav from 204.196.242.38

Downloaded: Z7.0KB in1 zec
Download to: C:A\Dacuments an. \CCDetailR epaort. cav
Transfer rate: 27.0KB/Sec

™ Close this dialog box when download completes

Open Open Folder | Cloze I

|&] pane ’_|_|° Internet
Wstart ||| (A @ <9 B D B || Sirmbox- .| Dlnbox- .| EJmonie. . | Bwee sc... | Eviose... | [pownload .. [l @S E QDG TE S 444pm
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3 Microsoft Excel - CCDetailReport

J@ File Edit Wiew Insett Format Tools Data ‘'window Help

A spreadsheet will appear.
Expand the column(s) to view the data without truncation. To expand the columns to fit
the data, click the Select All button and then double-click a boundary to the right of one

of the column headings.

IDEEe sy | s2aS | o-o- @ 4 85 e B ||w?o- BU ==s %
A2 =] =| 2253427701
A | B | ¢ | o | E | F | & [ H | 1 [ 9 | w [ L I wm [ N | o | 3

1 |inventory 1 allocation allocation] charge_de call_durat| dialed_nur place_call party_call charge_ar inventory_ item_date calling_nu calling_pl: serv_units serv_desc se
2 |2.25E+050 41 STANDAR null 1.3 5.04E+19 MEWORLE null 0.08 null 10:00.0) 2.25E+09 null 0 rwll
| 3 | 2.25EH19 41 STANDAR null 0.4 9.86E+13 BOGALUE null 0.03 null 17:00.0) 2.25E+03 null 0 null
| 4 | 2.20E+09 96 SUPFORT #AME? 0/ null null null 0.14 null 57:00.0 null null 0 rwll
| & | 2.25E+09 96 SUPPORT #MAME? 0 null null null 0.05 null 57:00.0 null null 0 rwll
| B | 2.25E+H19 86 SUPFORT #MAME? 0/ null null null 0 null 57:00.0 null null 0 null
| 7 | 2.20E+09 1 DIAL TONEDIGITAL C 0/ null null null 25 null 00:00.0 null null 0 rwll
| 8 | 2.25E+08 1 DIAL TONETALS FEA 0 null null null 30 null 00:00.0 null null 0 rwll
| 9 | 2.25EH19 1/ DIAL TONEMUSIC O 0/ null null null 2 null 00:00.0 null null 0 null
| 10| 2.25E+09 6 YOICE PRMED INTE 0 null null null 15.75 null 00:00.0 null null 0 rwll
| 11| 2.25E+09 41 STANDAR null 0.6 5.05E+13 NEWORLEnull 0.04 null 40:00.0 2.25E409 null 0 null
| 12 | 2.25E+H19 44 STANDAR null 0.5 2.57E+H13 INTERSTA null 0.03 null 29:00.0 2.25E409 null 0 null
| 13 | 2.25E+09 44 STANDAR null 3.4 2.02E+03 INTERSTA null 0.22 null 57:00.0 2.25E409 null 0 rwll
| 14 | 2.25E+09 96 SUPFORT #AME? 0 null null null 0.29 null 57:00.0 null null 0 null
| 16 | 2.25E+H19 86 SUPPORT #AME? 0/ null null null 0.0 null 57:00.0 null null 0 null
| 16 | 2.25E+09 96 SUPPORT #AME? 0 null null null 0 rwll 57:00.0 null null 0 rwll
| 17 | 2.25E+H19 86 SUPFORT #MAME? 0/ null null null 0 null 57:00.0 null null 0 null
| 16 | 2.25E+H19 1/ DIAL TONECUSTOM 1 0/ null null null 16.5 null 00:00.0 null null 0 null
| 19| 2.25E+05 41 STANDAR null 7.9 9.86E+03 HAMMONI null 0.51 null 16:00.0) 2.25E+09 null 0 rwll
| 20 | 2.25EH19 96 SUPFORT #MAME? 0/ null null null 0.0 null 57:00.0 null null 0 null
| 21| 2.20E+09 96 SUPFORT #AME? 0/ null null null 0 rwll 57:00.0 null null 0 rwll
| 22| 2.25E+09 1 DIAL TONEBASIC CL 0 null null null 16.5 null 00:00.0 null null 0 rwll
| 23 | 2.25EH19 96 SUPFORT #MAME? 0/ null null null 0.0 null 57:00.0 null null 0 null
| 24 | 2.20E+09 1/ DIAL TONEBASIC CLs 0/ null null null 16.5 null 00:00.0 null null 0 rwll
| 25 | 2.25E+08 41 STANDAR null 0.8 3.18E+03 MONROE null 0.05 null 55:00.0  2.25E409 null 0 rwll
| 26 | 2.25E+H19 41 STANDAR null 0.8 3.18E+13 MONROE null 0.05 null 17:00.0) 2.25E+09 null 0 null
| 27 | 2.25E+09 41 STANDAR null 2| 5.05E+03 NEWORLEnull 0.13 null 42:00.0) 2.25E409 null 0 rwll
| 28 | 2.25E+03 41 STANDAR null 0.7 5.05E-+03 NEWORLE null 0.05 null 45:00.0  2.25E409 null 0 rwll
| 28 | 2.25E+H19 41 STANDAR null 0.5 3.38E+03 CROWLE" null 0.03 null 53:00.0 2.25E409 null 0 null
| 30| 2.25E+09 41 STANDAR null 0.5 3.38E+03 CROWLE" null 0.03 null 54:00.0 2.25E409 null 0 rwll
| 31 | 2.25E+09 41 STANDAR null 1.7 3.37E+03 LAKE CHF null 011 nll 43:00.0 2.25E409 null 0 null
| 52 | 2.25E+H09 41 STANDAR null 0.9 5.05E-+13 NEWORLEnull 0.06 null 45:00.0 2.25E409 null 0 null

33 | 2.26E+09 41 STANDAR null 0.4 9.86E-+03 HAMMONI null 0.03 null 39:00.0 2.25E409 null 0 rwll
| 34| 7 25F+19 41 STANDAR null 123 37EHI9 | K CHARL null .08 full AN-An N2 25F-H19 noll M JJ
4[4[ | W[ CCDetailReport ri'<| ]

Draw - % c-,

Autoshapes = > w [] O ‘|&v£vév_ E.e,

Ready 1 50 o ] ] ] |
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42



Microsoft Excel - CCDetailReport =

J File Edit Yiew Insert Format Tools Data ‘Window Help =
DEHaSRY i BBI o--|@= £ HE @wr -0 [|a?v - 8o | & % | H-A- 2
D34 ~| =/ null
A [ B | C [ D | E [ F [ G | H |j
| 1 [|inventory_number allocation] allocation_desc charge_description | call_duration dialed_number | place_called party_call
| 2| 2253427701 41 STANDARD LIMC INTRA DAY null 1.3 5044834044 NEWORLEANSLA  null
| 3| 2263427701 41 STANDARD LIMC INTRA DAY null 0.4 G857351322 BOGALUSA LA null
EN 2253427701 96 SUPPORT SERVICES FEE HAME? 0 null null null
| & | 2253427701 95 SUPPORT SERVICES FEE #HIAME? 0 null null null
| 6 | 2263427701 95 SUPPORT SERVICES FEE HIAME? 0 null null null
| 7 | 2253427704 1 DIAL TONE STANDARD RATED MRC DIGITAL CLASS 0 null null null
|8 | 2253427704 1 DIAL TONE STANDARD RATED MRC TALS FEATURE 0 null null null
9 | 2253427704 1/ DIAL TONE STANDARD RATED MRC MUSIC OM HOLD 0 null null null
| 10 2253427704 6 VOICE PROCESSING SWC MRC MED INTEGRATED £ 0 null null null
11 2263427704 41 STANDARD LINC INTRA DAY null 0.6 A045EE5038 NEWORLEANSLA  null
112 2263427704 44 STANDARD LIMC INTER DAY null 0.5 2565201890 INTERSTATEAL null
| 13| 2253427704 44 STANDARD LIMC INTER DAY null 3.4 2024087872 INTERSTATEDC null
|14 | 2253427704 95 SUPPORT SERVICES FEE HIAME? 0 null null null
| 15| 2263427704 96 SUPPORT SERVICES FEE HIAME? 0 null null null
| 16 | 2253427704 96 SUPPORT SERVICES FEE HIAME? 0 null null null
|17 | 2253427704 95 SUPPORT SERVICES FEE HIAME? 0 null null null
| 18| 2253427687 1 DIAL TONE STANDARD RATED MRC CUSTOM CLASS 0 null null null
|19 | 2253427687 41 STANDARD LIMC INTRA DAY null 7.9 9855421640 HAMMOND LA null
|20 2263427687 95 SUPPORT SERVICES FEE HIAME? 0 null null null
1 21| 2253427687 96 SUPPORT SERVICES FEE HAME? 0 null null null
| 22 | 2253426002 1 DIAL TONE STANDARD RATED MRC BASIC CLASS 0 null null null
| 23| 2253426002 95 SUPPORT SERVICES FEE HIAME? 0 null null null
| 24 | 2253426867 1 DIAL TONE STANDARD RATED MRC BASIC CLASS 0 null null null
== 2253426867 41 STANDARD LIMC INTRA DAY null 0.8 J1B3E23163 MONRCE LA null
| 26 | 2253426867 41 STANDARD LIMC INTRA DAY null 0.8 J1B3E23163 MONRCE LA null
| 27 | 2253426867 41 STANDARD LIMC INTRA DAY null 2 5047337249 NEWORLEANSLA  null
| 26 | 2263426867 41 STANDARD LINC INTRA DAY null 0.7 £047337949 NEWORLEANSLA  null
| 29| 2253426867 41 STANDARD LIMC INTRA DAY null 05 3377EE7E42 CROWLEY LA null
| 30 | 2253426867 41 STANDARD LIMC INTRA DAY null 0.5 3377857642 CROWLEY LA null
|31 | 2263426867 41 STANDARD LINC INTRA DAY null 17 3373102977 LAKE CHRLELA null
132 2263426867 41 STANDARD LIMC INTRA, DAY null 0.8 5048463790 NEWORLEANSLA  null
33 2253426867 41 STANDARD LIMC INTRA DAY null 0.4 9855495777 HAMMOND LA null
| 341 DIREAAIRRRT A1 STAMDARD LINC INTRA DAY [ 1 12 FA7ATRARTN 1 CHARI FSI A Jﬂ
W[4 |» | M| CCDetailReport |4| LI
JD[awv%coj AgtUShapEs'\ \DD ‘|®"£'é'— g.ev
Ready [ e [ [ [ [ e
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L. Format the item_date_time column to show the complete date and time calls were
placed. To format the column, click on the letter above the item_date_time column to

select it. Then choose Format from the menu bar. Choose Cells from the drop down

menu. Choose the Number tab, then the Date category. Select the Type that shows
both the date and the time and click on the OK button.

B Microsoft Excel - CCDetailReport.xls =1=1x]
J File Edit Yiew Insert Format Tools Data indow Help Acrobat ;lil ﬁl|
DEEa|8RY $BRC - (@4 i s -8,
| aial -0 - B 77U S=E=ZE$ %, W8 EE_-H-A-
BB
k1 | =| itern_date_tirme
e | H | [ | J L | ht 3
|1 | place_called party_called | charge_amount | inventory_name || item_date_time y calling_number | calling_pla
| 2 |null rull 42.5 null 00:00.0fnull null
| 3 |null rull 0.29 null 06:00.0fnull null
4 |null rull 14 null 00:00.0fnull null
| 9 null null 19.95 null 00:00.0fnull null
| 6 |null rull 42,58 null 00:00.0fnull null
| £ Inull null 0.39 null 0&:00.0fnull null
|8 |null rull 14 null 00:00.0fnull null
| 9 [null null 2 null 00:00.0fnull null
|10 |null rull 0.03 | null O6:00.0fnull null
11 |null rull 3 null 00:00.0fnull null
| 12 [NEWY IBERIALA, null 0.04 null 01:00.0 22652190082 null
|13 |null rull 0.5 null 06:00.0fnull null
|14 [null null 100 null 00:00.0fnull null
| 15 |ALEXANDRIALA, null 0.07 null 34:00.0 2252190089 null
| 16 |null null 0 null 0&:00.0fnull null
|17 DA, null 0.37 null 14:00.0 2252190470 null
| 18 |null null 0.05 null 06:00.0fnull null
|19 |NEWORLEANSLA, null 0.13 null 37:00.0 2262190470 null
| 20 |null rull 0.55 | null 06:00.0fnull null
| 21 [NEWORLEANSLA, null 0.03 null 33:00.0 2252190470 null
| 22 |NEWORLEANSLA, null 0.07 null 30:00.0 2262190470 null =
4|« » [pif\CCDetailReport ) R S e
Ready [ Bum=sriraoescz | [ [ [ [ [
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Format Cells

Murnber |.ﬁ.lignment | Faonk | Border I Patterns | F‘r-:utectiu:unl

Cateqory: ~Sample
General ﬂ itern_date_time
Murnber
Currency Tyvpe:
Do o T B
! 14-Mar-95
Time 14-Mar-95
Percentage Mar-98
Fraction March-98
Scierkific March 14, 1998
Texk 14 :
Special [314/95 13:30 hd
Cuskam ll L4 I _I

Drake Formats display date and time serial numbers as date walues, Use Time
Formats to display just the time porkion,

2

| (8] 4 I Cancel
4 Microsoft Excel - CCDetailReport.xls - | = |£|
J File Edit Wiew Insert Format Tools Data window Help Acrobat _|E’|5||
DEEHa8RY | $B2B T v-o- (@ A4 E[IH 0 -7,
| aral -0 - BIUES=ES %, @8 =5 .
|
k1 | =| item_date_time

G | H | [ | J L | fl 3
| 1 | place_called party_called  charge_amount | inventory_name || itemn_date_time | calling_number | calling_|
| 2 |null null 42,5 null 53103 12:00 Akdfnull null
3 |null riull 0.28 | null 5f31/03 7:06 Phd|null null
| 4 null null 148 null 53103 12:00 Akdfnull null
|9 |null rull 19.95 | null 5/31/03 12:00 Akdfnull null
| 6 [null null 425 null 53103 12:00 Ahdfnull null
| |null rull 0.35 | null 531/03 7:06 Phd|null null
|8 |null rull 15 null 9/31/03 12:00 Akdfnull null
|9 null rull 2 null S/31/03 12:00 Akdfnull null
|10 |null rull 0.03 | null 5f31/03 7:06 Phd|null null
11 [null null 3 null 53103 12:00 Akdfnull null
| 12 |MEWY IBERIALA, null 0.04 null 47803 5:01 Ahd 2252180089 null
| 13 |null null 0.5 null 531/03 7:06 Phd|null null
|14 |null rull 100 null 53103 12:00 Akdfnull null
| 15 |ALEXANDRIALA, null 0.07 null 421103 2:34 PM 22521580089 null
|16 |null rull 0wl 53103 7:06 Phd|null null
|17 DA, null 0.37 null 411103 2:14 A 2252150470 null
| 18 |null null 0.08 | null 531/03 7:06 Phdjnull null
| 19 |NEWORLEANSLA, rull 0.13 null 423103 3:37 P 2252150470 null
| 20 |null null 0.55 null 531/03 7:06 Phdjnull null
| 21 [NEWORLEANSLA, null 0.03 null 42303 10:33 AM 2252180470 null
| 22 |NEWORLEANSLA, null 0.07 null 423103 11:30 AM 2252180470 null =
[« ¥ ¥\ CCDetailreport : T B
Ready | | | | | T
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