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INSTRUCTIONS FOR CREATING THE PHONE BILL INTERFACE FILE

in GeorgiaFIRST PeopleSoft Fin

ancials Version 8.9

The DOAS Phone Bill interface (BORRGO005) has been modified to accommodate the new
GTA/IBM invoice download files. In order for the process to work, you have to download the
file in the appropriate format. The following instructions will assist you in downloading the

correct formatted file from the GTA/IBM website

1.

Log into the IBM web site with the IBM 1D and Password that you have established.

Support & downloads

My account

Sign in

Please enter your 1BM ID and Password in the sign in area below. If you
are not currently registered with our site please reaister now.

.
IBM ID: loginName@peachstate.edu
Password:  [sassssssasessesasssass \ %
[ 1 am signing back in after a session timeout
and would like to return to where I was.
Pleast Afte

case note: After some time of inactivity, the system will sign you off
automatically an ain.

d ask you to sign in ag

© submit

About IBM | Privacy | Contact

Services Connection

Hide options to arrange page | Edit portal settings | Add page | Edit page
Home

Main | Portal settings | Portal support

Welcome

welcome to the State of Georgia GETS Portal

The Portal serves GTA customers and is your onling access point for IT and/or telecommunications services
provided via GTA vendor partners, IBM and AT&T

The IBM Services Connection Team

Your portal session has timed out because of no activity. Please start a new session at your portal Home .

elcome Linda Sayne!l [ sign aut ] [ edit prafile ]

Broadcast messages

x4 |edit =02

Received Message

Site launcher

IBM Sites

fairidix|- |02

Service level attainment

Invalid Operation.

+ Services Cafalog

IBM Partner Sites
+ There are no links available

Operational report viewer

P EHED

Global Systems Management
Reporting Technology

Click here to access

service level and operational report:
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3. Click on the Click here to access service level and operational reports link in the
Operational report viewer section in the lower right hand side of the web site. A new
window opens.

Home Products & services Support & downloads My account

Documente IBM Global Systems Management Reporting
My Jobs Technology

Channels

Documents = State of Georgia
Folders

=+ Chargeback

4. Click on the Chargeback link. A new page displays.

Home Products & services Support & downloads My account

Documente IBM Global Systems Management Reporting
My Jobs TECh“OIOgy
Channels Documents = State of Georgia » Chargebad:

Documents You Can View
-+ Chargeback Reports Version 1 4/3/2009 10:34 PM 0.55 KB

5. Click on the Chargeback Reports link. A new GTA window displays.
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Show TOC First Prev Next Last Goto Page |1 [of1 [100% v| Search Download/Print

Girersia leckmar e Asthamiy

Invoices

Infrastructure Invoice

MMS In\-‘cic?
Account

Daily Crosstab - Usage

Weekly Crosstab - Usage
Monthly Crosstab - Usage

Trend
MMNS Resource Usage Trend & Variance
Infrastructure Resource Lisage Trend & Variance
Crosstabs

Weekly Crosstab - Usage
Monthly Crosstab - Usage
Daily Crosstab - Usage

Click on the MNS Invoice link in the Invoices section. The MNS Invoice Select

Parameters page displays.

e Note: As GTA, IBM, and ATT add more reports to the web site, the menu choices may
change and shift around.

Show TOC First Prev Next Last Goto Page |1 |of1 [100% v | Search Download/Print

MNS Invoice

Select Parameters

Account Code Level | GA, length 4 v
Starting Account Code | || Select Start Account Code v |
Ending Account Code | | | Select End Account Code Vl
Set the Date Range | Custom v

ol —
S —

Select Identification, length 35 from the options in the Account Code Level field to fully
extract all the Account Code information from the Invoice.
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GA, length 4
Agency, length 10

Customer Defined, Iength 19

8. Select your institution in the Starting Account Code field.

9. Select your institution in the Ending Account Code field.

10. Select the Set the Date Range with which you wish to work, or enter or select the From and

To dates.

e Note: The import process into PeopleSoft will automatically pick up the To month and

utilize it in processing the data.

Your MNS Invoice Select Parameters page shou

Id now look like this:

Show TOC First Prev HNext Last Goto Page |1 of 1 |100% +| Se

MNS Invoice

arch Download/Print

Select Parameters

Account Code Level | |dentification, length 35 b
Starting Account Code |SA01 54300

Ending Account Code [GAQ1.64300

Set the Date Range | Custom >
F
oM 7112009 E=rx
N
© 73112000 Er

11. Click on and your invoice will be generated

. The MNS Invoice page displays.

Creating the Phone Bill Interface File Instructions
GeorgiaFIRST Financials V8 General Ledger (GL) Instructions

09/22/09
4



([1)GEQRGIAF/AST

o,
4 FNANGIAL,

oo of isoripn

Show TOC First Prev HNext Last Goto Page [1 of 26+ | 100% + | Cancel Seig:h Download/Print

MNS Invoice

Georgia Technology Authority
P.O. Box 945941
Atlanta, GA 30394-5941

Georgia Technalagy Autharity

Invoice Number 924-543000709
Date Range: 07/01/2009 to 07/31/2009

Agency Totals for: GAD1.54300.00000000.000000000120002

GTA

Units Unit Rate Amount Admin Fee Charge
Voice Port - Basic 364 7279 1.0000 26474 27.98 29272
Voice Mailbox 79.8214 1.0000 79.82 6.12 8504
| Voice Services 444 56 3410 4?s_ss|
I Grand Total for: GAD1.54300.00000000.000000000120002 4?3.55'

We will use the Invoice’s Search feature to mark and extract the data required to generate
the Phone Bill Journals.

12. Click on Search on the Invoice’s tool ribbon rather than on your browser’s toolbar. The
Invoice will shift to the right to accommodate the Search criteria pane on the left side of the
page.

e Note: You may have to wait a few seconds for the Invoice to ‘settle.” If you click on
Search and nothing happens, wait a few seconds. You may notice the screen flicker, and
the “Page 1 of 25+” may then read “Page 1 of ###” (total number of pages). Then you
can try the Search command again.

Show TOC First Prev Next Last Goto Page |1 of 170 | 100% +| Search Download/Print
New Search Search Now Help X
MNS Invoice
Click on a report field to add it to the search
Georgia Technology Authority
P.O. Box 945941
. - Atlanta, GA 30394-5941
Report Field Value Display Ceorgia Terhnalogy Autharite
Invoice Number 924-543000709
Date Range: 07/01/2009 to 07/31/2009

‘Agency Totals for: GAD1.54300.00000000.000000000120002

GTA
Units Unit Rate Amount Admin Fee Charge
Voice Port - Basic 364.7379 1.0000 364.74 2798 39272
Voice Mailbox 79.8214 1.0000 79.82 6.12 8594
| Voice Services 444 56 3410 473,6—6|
I Grand Total for: GAD1.54300.00000000.000000000120002 478.64
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On the resulting Search page, you will now click on the areas on the Invoice required to

generate the phone bill.

e Note: These areas must also be chosen in order shown below so they are placed on
the resulting file in the correct order.

13. Click on the Date Range (#1).

14. Click on the Agency Totals for that lists out the full Account information (#2). Note that
your local institution is listed.
e Note: On the Invoice, this is also known as the Account Code field.

15. Click on Voice Port — Basic, which is the type of service in this example (#3).
e Note 1: On the Invoice, this is also known as the Group Description field.
e Note 2: It will not be necessary to click on the second entry, Voice Mailbox, as the
system will include all the services on the invoice.

16. Click on the Amount in the Charge column to select the charges (#4).
e Note 1: Be sure to click on the amount and not the Charge header.
e Note 2: On the Invoice, this is also known as the Rate Charge field.

As you chose the field on the Invoice, the system will building the Search criteria on the left.
Please make sure that your Search Criteria is in this order. Choose a section a second time to
deselect it if you choose one out of order. Your Search page should now look like the
following:

Show TOC First Prev Next Last Goto Page |1 of 170 | 100% v | Search Download/Print

New Search Search Now Help X

MNS Invoice
Click on a report field to add it to the search

Georgia Technology Authority
P.O. Box 945941
Allanta, GA 30394-5941

Invoice Number 924-543000709
E E 1{!315 Range: 07012008 fo DI/3172008

Moice Fort- Eia#?) 364.7379 1.0000

Voice o8 000

Report Field

Date Range

Account Code

Group Description

Rate Charge

| Voice Services 44456 34.10 478,66‘

I Grand Total for: GAD1.54300.00000000.000000000120002 478.56'

Since we want to Search for everything, we do not want to put anything in the Value boxes
on the left.

17. Click on . The “Smart Search” will list the number of individual Charges

found. This will undoubtedly be more than the number of Organizational Departments seen
in the Page count.
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Show TOC First Prev MNext Last Goto Page |1

New Search Search Now

Help

Smart Search found 241 matches.

Results 1 - 20 >>Next

Date Range

Date Range:

Accoun!

07/01/2009 to 07/31/2009 29ENCY

Date Range:

Commui

07/01/2000 to 07/31/2000 490K

Date Range:

Commui

07/01/2009 to 07/31/2009 298NSY.

Date Range:

English

07/01/2009 to 07/31/2009 298NCY.

Date Range:

English
07/01/2000 to 07/31/2000 29E0CY

Date Range:

Foreign
07/01/2000 to 07/31/2009 2980C¥

Date Range:

Eoreign

07/01/2009 to 07/31/2009 29ENCY.

Date Range:

History,
07/01/2009 to 07/31/2009 29EN<Y.

Date Range:

History,
07/01/2000 to 07/31/2000 980K

Date Range:

Political

07/01/2009 to 07/31/2009 2980<¥

Date Range:

Political

07/01/2009 to 07/31/2009 2980CY.

Date Range:

Intern:

07/01/2000 to 07/31/2000 4920CY

Date Range:

Intern:

07/01/2009 to 07/31/2009 Afﬂ[

Date Range:

sychc
07/01/2009 to 07/31/2009 29ENCY

Psychc

of 170 | 100% | Search Download/Print

MNS Invoice

Georgia Technnlogy Autharits

Georgia Technology Authority
P.O. Box 945941
Atlanta, GA 30394-5941

Invoice Number 924-543000709

Date Range: 07/01/2009 to 07/31/2009

Agency Totals for: GAD1.54300.00000000.000000000120002

GTA
Units Unit Rate Amount Admin Fee Charge
Voice Port - Basic 3647379 1.0000 36474 27.98 309272
Voice Mailbox 79.8214 1.0000 79.82 6.12 8594
444 56 3410

‘ Voice Services

473,ﬁn‘|

I Grand Total for: GAD1.54300.00000000.000000000120002

47866

18. Scroll down in the Smart Search results pane. At the bottom of the results pane, you will

19. Change Comma delimited data to Tab delimited data using the list of options.

Download search results as:

Comma delimited data

Comma delimited data
Unicode Comma delimited data

MS Excel File

find the ability to download these search results.

&

Tab delimited data 5
Unicode Tab delimited data K

Your page should now look like this:

Download search results as:

Tab delimited data

G
5

g

20. Click on E?J The system will either prompt you on what you want to do with the file you

are downloading, or it may automatically open it in Notepad.
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Show TOC First Prev Next Last Goto Page |1 of 170 | 100% v | Search Download/Print
New Search Search Now Help X

Late Range: U//U1/2009 to U//31/2009 MNS Invoice

Foreign
Date Range: 07/01/2009 to 07/31/2009 ﬁ%“ X Georgia Technology Authority
Date Range: 07/01/2009 to 07/31/2009 298NE¥ 1 P.O. Box 945941
History,

anc Atlanta, GA 30394-5941

Date Range: 07/01/2009 to 07/31/2009 ﬁﬂail GieorgiaTechanlogy Autharits

Date Range: 07/01/2009 to 07/31/2009 2080CK
Political Kennesaw State University Invoice Number 924-543000709

Date Range: 07/01/2009 to 07/31/2009 298MCY Busincaatess P=te Range: 07/01/2009 to 07/31/2009
ntern: PPSSY File Download X

Date Range: 07/01/2009 to 07/31/2009 2981CY Kenne o
_Intern: Do you want to open o save this file?

Date Range: 07/01/2009 ta 07/31/2009 2080CK Agenc] s T [communication, Kennesaw
] . !

Psychc

enc Type: Texk Document GTA

A
Date Range: 07/01/2009 to 07/31/2000 “JER2Y P Rate  Amount Admin Fee Charge

. Agency
Date Range: 07/01/2009 to 07/31/2009 Accoun Voice P e ] [

Save | [ Cancel 1.0000 364.74 2798 39272

Date Range: 07/01/2009 to 07/31/2009 ﬁ‘%ﬁ Voice M 1.0000 79.82 6.12 85.94

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

Date Range: 07/01/2000 to 07/31/2000 2980CY Voice) Ia.‘ while files from the Intetnet can be ussful, some files can potentially 44456 3410 478 66|
A

A save this fle. what's e 1sk? —
Date Range: 07/01/2009 to 07/31/2000 Z951S¥ | Grang fommunication, Kennesaw 478 66

Date Range: 07/01/2009 to 07/31/2009 Agjﬁ!

Date Range: 07/01/2009 to 07/31/2009 Agjﬁ!

Results 1 - 20 >>Next

\Analyze Results|

Download search results as:

Tab delimited data v
3

The example above is prompting for an action. In this case, we want to save the file.

21. Click on . Please save it where you will be able to easily find it when you are
ready to upload it into PeopleSoft.

e Note: Refer to PSFIN Business Process GL.040.004 — Running the DOAS Phone Bill
Interface for more information. This Business Process is located in the General Ledger
file in the Business Processes section on the Documentation page on the GeorgiaFIRST
Financials web site at: http://www.usg.edu/gafirst-fin/documentation/.

If your computer automatically opens this file, please be aware what program your computer is
using to open and display the results. If it is in Notepad, please choose the menu command
File=>Save As. Whenever saving a file, always specify where you would like to save it;
otherwise, Windows will save it to some location where you may not be looking when it’s time
to upload it. If it opens in any other program besides Notepad, that program may not save the
file properly and you may need to contact your local workstation support personnel to remedy
the situation.

If you want to save these and any extra data from this Invoice, please wait until after you have
saved the data as indicated in these instructions. Once you have saved these data, you can click
on New Search on the reports ribbon bar, add more data fields from the Invoice, perform another
Search, and then save it in another format if you prefer.

ADDITIONAL OIIT RESOURCES and SUPPORT: To create a new or update an existing
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production down, business interrupting (emergency) support request, call the OIl'T HELPDESK
immediately (706-583-2001; or toll free within Georgia 1-888-875-3697). For anything else,
contact the Ol T HELPDESK at http://www.usg.edu/customer_services (support request self-
service) or e-mail helpdesk@usg.edu. (Note: Self-service requires login using a user ID and

password. Contact the OII'T HELPDESK at helpdesk@usg.edu to obtain self-service login
credentials.
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