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User Manual

OVERVIEW:

This process allows for the reporting of long distance charges by telephone number, by
location, by period, or combinations of the three. If the user only knows the Suncom or
CentraNet number, the related Suncom or CentraNet number can be retrieved using the
“Get associated numbers” option. Once the reports are run, they can be saved as
unconverted text files and e-mailed to the appropriate people or departments.

How TO RUN:

From the Main Menu: SAP Easy Access Polk County Public School screen
Open the PCSB Menu => Finance => Finance Reports => Double Click Long
Distance Telephone Charges Rpt.
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SAP Easy Access Polk County Public Schools
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I [ Favorites
= i3 SAP menu
< {3 PCSB Menu
= {3 Finance
) FR52 - Budget Transfer
@ FM2ZF - Display Budget Transfer - Old Documents
@ FRE0 - Display Budget Transfer - Mew Documents
*# {3 Finance Reports
@ FAFMD_FMRPT - BudgetEncumbrance/Actual wistructur
@ ZAFMD_FMRPTSCHLS - Budget'EncumbiActual for Schools
@ FAFMD_FMRPTPRIORYR - Budget’EncumiActual wistruc-Priar YT
@ ZAFMA_CQUTEMNCUMB - Outstanding Encumbrances Report
Ea ZAFMD_PCAREFORT - PCA report for schools
@ ZAFMD_PCARPTPRYR - PCA Report Prior Year
@ ZAFMA_PCAYRTODATE - PCA Actuals Year to Date
@ ZAFIA_COSTCTRDTAIL - Cost ctr detail by Cost elem

@ FAFIA_TELEBYLOCAT - Telephones by Location
@ ZAFMA_FM_RPT_DETAIL - FM Report Line ltems
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The following selection screen will be displayed.
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Values for input:

Phone Number(s) - Specific phone number(s) to list charges for.
Period - Period(s) to run, in the format ‘YYYYMM’.

Location - Location to run the report.

Get associated numbers - Retrieves the associated Suncom/CentraNet number.

Once the values are set, execute the program.

Estimating run time:

.....

.....

The program runs from a few seconds up to 1 or 2 minutes depending on network
traffic and the more periods of data the program has to retrieve.

Sorting:

The report is sorted by phone number, period; date call was made, and calls time.
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When the report has completed processing, it will be displayed to the screen as follows.

™ FI: Long Distance Charge Report by Phone Humber. M=l E3
Lizt Edit Goto System Help
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Date: Q107 /2002 School Board of FPolk County Fage: 1
Time: 13:03:70 Long Distance Charges by Telephone
Phorne Mumber
Twp  Mum Called GCity St Time Date Length Rate Chrg/Min Tot Chrg
FHR - AR
T R AR DIR ASST 09:12 2001/08/21 1 6] 0.95 .85
Total for Period 2001/09 =L
Total for Phone s 395
Total for Report .85
1] [

DEV (1) [110) - | sapi3dei [OWA [0:38PM_/]

To obtain a description of the rate field, Double Click on the rate for the particular record.
There are two different types of phone charges (T — CentraNet, SUN — Suncom), and
each will pop-up a different listing of the rates based on the charge type. Below is an
example of the pop-up.

You may see the term ECS in the description of some charges. This stands for Extended
Calling Service. There is no breakdown of calls made to ECS numbers. The phone book
has a good description of this service in the customer info guide.
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-5 FI: Long Distance Charge Report. [x]
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If the list needs to be distributed to a person or department, there are a couple ways to do
so. First, the user could choose to print the report using the print icon on the tool bar and
print to their local printer. Secondly, they can save the listing to their local machine as an
unconverted text file and then e-mail the file to the appropriate individual.

To save the listing and e-mail the resulting file: Choose: List => Save/Send =>
File...
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Date B1/13/2006 School Board of Polk County Page: 1
[Time 12:14:29 Long Distance Charges by Telephone

Phone Number
Typ Num Called City St Time Date Length Rate Chrg/Min Tot Chrg

Total for Period 2E04/086 20

ECS 00:60 I 5} 1 0_B6 36
ECS 0e:ee A (c] 1 2] .64

-~

Total for Period 2004/87 .40

The following dialog box will pop-up.

™ F|: Long Distance Charge Beport by Phone Number. =]
List Edit Goto Swstern Help B g ove list in file... L |
“ < | I - It which format should the list i | ﬁ o | ?
“ C% be zaved
Date: /o 200z FPage: 1 j
Time: 13:03:70 Li % unconverted
) Spreadsheet
Phone MNumber ! Rich test format
Typ HMHum Called City 0 HTHL format Chrg/Min Tot Chrg
FHHE HHEHE
T iy DIR o g o0.95 .95
| I |_I
Cortinue  Enter |[DEV (1) [110) | sapr3dci [OWR [02:02PkH 4

Choose unconverted and Click the Green Check to select the file name and path.
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™ Fl: Long Distance Charge Report. - [3] x|
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Date: a1410,2002 School Board of Polk County Fage: 1
Time: 15:06:20 Long Distance Charges by Telephone

-5 Transfer List to a Local File
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Transferlle
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One example of a descriptive name is (4 digit location) (LD for Long Distance) (2 digit
period).txt. An example name is 1000LD10.txt is for location 1000, period 10. This
example will be saved to the desktop, but can be saved anywhere on the local PC.

Ef 1000LD10_txt - Hotepad =] B3
Fil= Edit Search Help
________________________________________________________________________________ Al
Date: 01,07 7Z00Z2 School Board of Polk County Page: 1
Time: 11:03:40 Long Distance Charges by Telephone
Phone Mumber
Ty Mum Called City =31 Time Date Length Rate ChrgsMin Tot Chro
EEF-HFEE
SUN $FF-HEF-HH¥F FROSTPROOF FL 07:55 2001710702 000Z I o.0s3 o.14
SUN $FF-HEF-HH¥F FROSTPROOF FL 14:04 2001710704 0005 I o.0s3 n.zE
Total for Pericd Z001/s10 49
Total for Phone HEf-$§§F a3
EEF-HFEE
SUN $FF-HEF-HH#¥F BOCA DATOMN FL 13:07 200170321 0001 I o.0s3 o.o7
SUN $FF-HEF-FH¥F TALLAHAZSE FL 10:0z Z2001710/1s 000Z I o.0s3 o.14
Total for Pericd Z001/s10 Z1
Total for Phone ﬁﬁﬁ—ﬁﬁﬁﬁl z1
________________________________________________________________________________ -
| Al

Once the file has been saved, find the file icon in the folder where it was saved and Right-
Click on the file. Choose Send To => Mail recipient.
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& Long Distance Files |_ (O] x|
File Edit “iew Help

= Open
Edit with Vizual Studio
Print
Duick View
EfAdd to Zip
e3Add to 02111d10.2p

4 = 3% Floppy [4)
Cut ﬁ Desktop [create shartcut]

Copy B Mail Recipient

Create Shortcut @ My Briefcase

Delete “Web Publishing wizard
Rename

Pioperties

v

The file will be an attachment to a blank e-mail. Fill in any text, subject and individuals
to receive the report electronically.
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