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GL.010.012 - Updating the Phone Bill Table

	1.  
	Click the BOR General Ledger link.
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	2.  
	Click the BOR GL Processing link.
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	3.  
	Click the Phone Bill Table link.
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	4.  
	Enter a valid value e.g. "27000" in the Business Unit field. 

Enter the business unit value for your institution.

	5.  
	Click the Search button.
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	6.  
	At the Organization level you may use the Find link to locate other Organization values.

Click the Find link.
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	7.  
	Enter a valid value e.g. "115054" in the Search String field. 

	8.  
	Click the OK button.

[image: image6.png]oK.






	9.  
	The Organization for which you performed the Find will display for you to update the new Phone Group Description field. You will need to select this field value to ensure it is identical to the GTA/IBM file. 

Click in the Phone Group Description field.
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	10.  
	Click the Phone Group Description button.
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	11.  
	Click the vertical scrollbar.

	12.  
	Click an entry in the Phone Group Description column.
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	13.  
	Now that the first row is updated we will need to update the second row.

Click in the Phone Group Description field.
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	14.  
	Click the Phone Group Description button.
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	15.  
	Click the vertical scrollbar.

	16.  
	Click an entry in the Phone Group Description column.
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	17.  
	Click in the Phone Group Description field.
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	18.  
	Click the horizontal scrollbar.
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	19.  
	If needed you may add a new row to add an additional Phone Group Description for an Organization. Here we are adding a new row for a new Phone Group Description value of 'Voice Mailbox' for this Organization.

Click the Add a new row at row 2 (Alt+7) button.
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	20.  
	Click the Phone Group Description button.
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	21.  
	Click the vertical scrollbar.

	22.  
	Click an entry in the Phone Group Description column.
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	23.  
	You will need to select a Phone Bill Amount Type value. Even though this value is no longer the primary description the field is a key and required, therefore it needs to be populated. These values have been left in the system for this purpose as well as a historical reference. We recommend that you use a different value than already utilized on other rows in the Organization. 

Click the Phone Bill Amount Type button.
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	24.  
	Click the PAGE link.

Here we are using the PAGE value. (Please note that this is simply an example, not necessarily the value you need to use)
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	25.  
	Click in the Account field.
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	26.  
	Enter a valid value e.g. "771200" in the Account field. 

	27.  
	Enter a valid value e.g. "10000" in the Fund Code field. 

	28.  
	Enter a valid value e.g. "1011010" in the Department field. 

	29.  
	Enter a valid value e.g. "11100" in the Program Code field. 

	30.  
	Enter a valid value e.g. "11000" in the Class Field field. 

	31.  
	Click the horizontal scrollbar.
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	32.  
	Click the horizontal scrollbar.

[image: image22.png]




	33.  
	Click the Save button.
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	34.  
	Click the OK button.

The Organization will Save and then the page will refresh with another Organization page. You will receive this warning message. After clicking the OK button you may continue to take further action on other Organizations or exit from the component.
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	35.  
	Congratulations. You have just completed the Updating the Phone Bill Table topic. Below is a summary of the key concepts of this lesson:

- The Phone Bill Table may need updating to reflect changes in the addition or deletion of DOAS and institution defined summary phone bill organizations.

- There can be up to 20 different types of charges for each phone bill organization.

- A phone bill table is updated when needed, before running the DOAS Phone Bill Interface, or when that interface returns errors.

End of Procedure.
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