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Getting Started
Sign In

If you are already a registered user, you can sign in with your user ID and password. Refer to the Verizon
Enterprise Center Overview User Guide for instructions on how to register.
1.  Go to http://calnet3.verizon.com. The Welcome to the CALNET 3 Web Portal screen appears.

2. Click Account Login on the menu on the left. The Account Login screen appears.

~
Account Login

> ccount Logi - verizon’
¢ Coniract Information BUSINESS SIGN-IN
b Service Level Agreements . .

Manage your My Business or Verizon Enterprise
b Product Catzlog Center account.
¥ Billing MNew—Enterprise Center on the go. Watch =
¥ Trouble Ticket Tool

I vzcustome] «
¥ CALMET 3 Escalation Procedures
b Taxes and Fees Register
¥ Training

Forgot Password?
b Frequently Asked Questions
b Announcements

QUICK TASKS
b User Instructions

Fepsairs Invoices
» Contact Us

Create a repair ticket, or view ticket details.

Create a repair ticket >

Check status of a ticket >

W

Figure 1 Welcome Screen

3. Enter your user name.

4. Click Sign In. The Sign In screen appears.



https://ctd.skillport.com/skillportfe/main.action?path=summary/CUSTOMER_DEFINED/_pc_sppubctd_cal3_overview_ug
https://ctd.skillport.com/skillportfe/main.action?path=summary/CUSTOMER_DEFINED/_pc_sppubctd_cal3_overview_ug
http://calnet3.verizon.com/
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Your User ID is CCHCSDEMO1 Signin as a different user

Password Security Image Description jeep

Forgot your Password?

Your Security is important to us!

“four Security Image lets you know you are on a Verizon web site.
If you do not see the image do not sign in.

—,

Figure 2 Enter Password

1.  Enter your password.

2. Click Continue. The Verizon Enterprise Center Home page appears.
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Verizon Enterprise Center Home

The Verizon Enterprise Center enables you to order, manage, and pay for your voice and data services
through one portal. You can access multiple tools 24 X 7 with a single user ID and password. You can also
review and pay invoices online, monitor and configure your inbound and outbound network, report on

network performance, create trouble tickets, and order Verizon products and services.

Billing

* Favorites

B Live chat

VerIZOI'l‘/ Manage Account  Support

MY ACCESS DETAILS  ADD ACCOUNTS TO PROFILE

MakeaPayment >

Most Recent

RecentInvoices

Wiew all invoices

Account No. Invoice Numbar Invoicedate  Due date Current Charges

sV GO ! 10 Oct 2016 18 Mow 2018 842.72 USD

sV =°) ! 18 Oct 2016 18 Nov 2018 0.13UsD

SV =) ! 16 Oct 2016 18 Nowv 2018 8377.88 USD

sV = ! 10 Oct 2016 18 Mowv 2018 2853817 USD

sV =°) ! 18 Oct 2016 18 Nov 2018 2504.43 USD
Repairs

Create Ticket >
O

Ticket Number
Service CreatoR a5
Service ldentifier W | Circuit ID, Telephone Number, PVC ID, DNS Entity Name, Equipment ID... ('\'_‘

View Scheduled Events | View Service Map

CRITICAL AND MAJOR ALARMS MAJOR SERVICE CATEGORIES
Updated, Oct 26 17.38 GMT View All Alarms Updated. Oct 26 17:39 GMT View All Services.
VAGAVILLE I VOIF SERVI... 5805
ANGELS CANF 1 MANAGED M... 3402

PRIVATE IF (... 358

ACCESE SE... 24
W Critical 1 Major 1 Total Alarms: & OTHER SER... 15

‘ Notifications i Jessica Wainwright v

Search

o Favorites

‘iew Invoice Images and Detail Files
Download Center

Training

Dynamic Metwork Manager

Create Ticket

© nNotifications (o)

Impact to eFTP Client
Impact to eF TP Client for Traffic Reporting,
Reporting Center. Trunk Monitor, Traffic

Menitor and EDI...

Figure 3 Verizon Enterprise Center Home
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Access Invoices

The Invoices tool is entitlement based. When your account is created, your account team must entitle you

to see invoices. Contact your account team if you do not see the invoices you need.

verizon’

Internet & Wired Communications

Manage Account

Service

331519

Make a Payment View Inventory

View Invoices Manzges Requests

Manage Payment Methods View Alarms
Update Paperlezs Billing

Request
Wiew Billing Inguiries

Reports
Criginal Accounts &
Change Billing Address Maintenance View

Original Reports View

Service Management Reporting

* Favorites

B Live Chat

Support

Repairs & Troubleshooting

Greate Ticket

View Ticket

Product Tools

Create Service/Change

Inbound Metwork Manager
Voice over IP (IAG-Admin)
Voice over IP (ICP-Subscriber)
Dynamic Network Manager

Gall Detail and Summary
Reports

IP Performance Reporting

View All

A Notifications

Search

& Holly

Select Manage Account | Billing.

Figure 4 Manage Account
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Invoices Overview

The Verizon Enterprise Center Invoices tool enables you to view invoices, generate reports, and pay your
bills online. You can view current charges, previous charges and adjustments, providers, legacy invoices, a
summary of charges by account, and other billing related information. Other features include:

Pay Online - pay your accounts via online payment by credit card (American Express, Discover,
MasterCard, or Visa), or Electronic Funds Transfer (EFT) from your checking account. A Pay by
Mail option also exists, allowing you to print a remittance slip and mail your check to the
appropriate payment center.

Reporting and Analysis - analyze invoice reports for specific corporate, location, and service
level details, identify exceptions through call record sorting, and make invoice inquiries online.

Billing Inquiry - get the status on open tickets for billing discrepancies, questions, and concerns.

Notifications - control whether or not to receive an e-mail and/or pager notification from eligible
billing systems when your online invoice is available.

View Historical Invoices - view invoices from up to seven years ago depending on the billing
system. You are provided with an online image of your historical invoice.

Manage e-Media - access any of your billing data downloads.

Paperless Billing - manage your paperless subscriptions.
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View Invoices

The Invoices tool is entitlement based. When your account is created, your account team must entitle you
to see invoices. Contact your account team if you do not see the invoices you need.

The Invoices page lists all of your invoices. You can sort by recently viewed, search by account number,
choose the columns you want displayed, and access additional actions.

Invoices Payment History Billing Inquiries Reporis

Customize
table columns

Filter by recent inveices
or account number

Actlions v i ~ Viewby: Most Current w Filter Account MNumber () o ﬂ-

Current

Account Number Inwoice Number Charges Currency Account Alias Account Name
& 20Feb 2017 0.00 USD
Expand to view account
details and activit],t & 20Feb 2017 470 USD
+ B ¥ 20Feb2017 4674 USD
=+ B 4 20Feb20M7 107200 USD
+ B 4 20Feb2017 808946 USD . -
Feedback v

Figure 5 Invoices Home
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View By

You can view the most recent invoices, historical invoices, or search by account number.

Bi“il'lg Make a Payment >

Invoices PaymentHistory Billinginquiries Reporis

Actions v ¥+ v Viewby: | Most Current Filter Accountbumber O | () ﬂ-
Most Current
Mareh 2017
- Account Number Invoice Number I cy Account Alias. Account Name
February 2017
January 2017
+ B .

1 Diecember 2018
Movember 2018

+ B & I October 2018
September 2018
August 2016
+ B t 3 July 2016
June 20168
+ = ! 3 May 2018
April 2018
+ B & - Mareh 2018
Most Current with Historica
Show Selected Invoices
+ B s :
<+ B & 20Feb 2017 693 USD

Figure 6 Filter Invoices
Select a recently viewed invoice from the View by drop-down list.
-OR-
Enter a full or partial account number in the search field.

Click Filter. Additional filter options appear where you can provide more specific information on the type
of invoices you want to view.

10
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Filter Invoices

You can filter invoices by different account variables.

1. Click Filter at the top of the screen. A drop-down menu appears with different filter options.

Invoices PaymentHistory BillingInquiries Reports

Actions Vv ¥V Viewby:  Most Current v | | Account Number
Corp/Group/CGI: State: Paper Settings: Select
Account Number: City:
Account Aligs: Currency:
Invoice Number: Current Charges:  ajl v
Account Name: Previous Charges: Al v
Giobal Billing
Report:

a Account Number Invoice Number Invoice Date & Current Charges Currency

+ A vomsss lippe &4 & 10 Jui 2018 1,784.41 USD

Make A Payment >

0 &
x
v
Clesr All
Previous Charges
nnn -
Send feedback

Figure 7 Filter
2. Enter the filter criteria you want.

3. Click Apply. Invoices matching your criteria are displayed.
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Download
You can export the invoice table, selected rows, invoices, and the remittance slip.
1. Click * . A drop-down list appears with different options to download.
~
Billing

Actions w

+ @
+ £
+ E
+ ®
+ F
+ £

$ v

Y

Download
1 Export Table

Export Selected Rows

nvoice

Remittance Slip

TO325055

TO33a059

7030306

70335000

Invoices PaymentHistory Billinginquiries Reports

View by: Most Current

L]

L]

L]

Invoice Date

20 Feb 2017

20 Feb 2017

20 Feb 2017

20 Feb 2017

20 Feb 2017

20 Feb 2017

W

Current
Charges Currency

00 UsD

4674 USD

107200 USD

£,089.46 USD

3, 767.2T WUSD

Filter Account Mumber ‘f\)

Account Alias

Account Name

¢ &

Figure 8 Download

2. Select one of the following options:

Export Table - save the list of invoices to a spreadsheet.

Export Selected Rows - check the boxes next to specific invoices to save to a

spreadsheet.

Invoice - save the selected invoice.

Remittance Slip - save the remittance slip of the selected invoice.

A pop-up appears at the bottom of the screen allowing you to save.

3. Click Save. The spreadsheet is downloaded and you can open it.

4. Click Open to open the spreadsheet and edit or save it.
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Customize Table Columns

1. Click ﬁ. The Customize Table pop-up appears.

Actions v

+ &
+
+ b
+ =
+ b
+ B
+ &

B  Account Number

| v

Invoice Number

L]

L]

L]

L]

I

4=

Invoices PaymentHistory Billing Inquiries Reporis

Invoice Date

20 Feb 2017

20 Feb 2017

20 Feb 2017

20 Feb 2017

20 Feb 2017

20 Feb 2017

20 Feb 2017

view by: Most Current

W Filter

Customize Table
Select the columns and customize

Available Columns
Corp Group
Eilling City

Eilling State >

Global Billing Report

Use default column settings

Make a Payment >

Account Number

Selected Columns
Acoount Number

™
L

Row Settings

Items Per Page: 10 W

692 USD

Closs

Apply >

Feedback

Figure 9 Customize Table Columns

2. Add/remove the columns you want to display in the order list.

-OR-

Check Use default column settings.

3. Click Apply.

13
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View Invoice Details

You can view the details of any invoice, including current balance, last payment amount, and a link to view
account details and activity.

1. Click + next to an order to expand the details.

Billng

Invoices PaymentHistory Billing Inquiries Reports

Actions v ¥+ v View by: | Most Current v Filter Account Number O | (% tn\-
] Account Number Invoice Number Invoice Date & Current Charges Currency Previous Charges
{F:) 1 o E naem : 10 Sep 2016 1,784.41 USD 000
Account Number YO 8 VIEW ACCOUNT DETAILS AND ACTIVITY 3
Account Summary as of 20 Sep 2018
Current Balance: 1784.41 USD duz by Mske a Payment Billing Address Change
Last Payment: 0.00 USD on  Payment History INTERNAL#4-IVA
2370 PR ELVD
Paper Setting: ’ Paperless TR T —
+ B v 561 4+ 10 Sep 2016 0.00 USD oo0
+ B vz 58! * 10 Sep 2016 270.07 USD oo
Feedback v
1 | = | I

Figure 10 Invoice Details

Click ¥ to open or save the order details in PDF or TXT format.
Click Make a Payment to pay this invoice.

Click Payment History to see the payment history on this account number.

o & 0D

Click Update Paperless Billing to choose to receive an electronic invoice instead of a paper
invoice.

6. Click VIEW ACCOUNT DETAILS AND ACTIVITY to view the details and activity for the account
number (Figure 9).
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Details and Activity

You can view the current balance and the last payment applied for this account number, as well as view
invoices. You can also make a payment, access additional actions, edit the billing address, set up
recurring payments, or update your paperless billing preferences.

There is an additional download option on this page. You can download the payment receipt for an
invoice.

Account-SV st ~

as of 18 Mar 2017

Make a Payment > Actions v
Billing Address Change
Current Balance Due by
2144.00 USD 22 Mar 2M7
Last Payment applied on 20 Jan 2017 Last Invoice
-1077.00 USD 20 Feb 21T
Payment Settings
Setup Recurring
Account Activity
E;I:er Al W Description 0 O
Download

Same download options that are on

Export Table the Billing home page.

Export Selected Rows 20 Feb 2017
There is an additional option for
downloading the payment receipt.

Invoice

20 Jan 2017

Remittance Slip
Payment Receipt invoice Number - 20 Dec: 2018 20 Dec 20M5
|— Imvoice invoice Nurnber - 20 Nowv 2018 20 Now 2016

Figure 11 Details and Activity

15
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Actions

There are several actions available on the Invoices Home page and the Account Details and Activity
screen.

Click Actions to access links to manage payments, historical invoices, disputes, accounts, inquiries, and
e-rate. Note: Instructions on using these functions are included in the other sections in this user
guide.

la)
- - >
B|“|ng Make A Payment
Invoices PaymentHistory Billinginquiries Reports
¥ Vv Viewby: | Most Current v | AccountNumber O Fiter () Q
Manage Payments Manage Accounts
Charges Currency Previous Charges
Make a Payment Updste Paperiess Silling
Set Up Recurring Payment Change Billing Address 178441 USD 0.00 ’
View /Edit Upcoming Payments Manage Payment Methods
0.00 USD 000 @
View Account Payment History Manage Electronic Media
International Account Line items 27007 USD 000 @
Invoice Inquiries
Historical Invoices Question on my tax exempt status 1,440.75 USD 000 &
View Invoice Images and Detsil Files Receive credit for extended down time of service
Retrieve Archived Invoices Transfer a credit balance to another account 31605 UsD 0.00 '
Inquire on 8 missing payment
Disputes 141.87 USD 000 &
Request s refund for credit bslance
Dispute a charge for disconnected service
1,75291 USD 000 @
Dispute or inquire about charges on my bill E-Rate
Dispute s charge for service not activated Request E-rate BEAR form processing 6,176.63 USD 0.00 ’
Dispute lste payment charge Request E-rate SPIF discount processing
Request E-rate information/forms 23802 UsH 00 @
v
s T T e - Crversv Ty 522192 GBP e paiestack

Figure 12 Actions

16




Verizon Enterprise Center CALNET 3
Invoices User Guide

View an Invoice

You can download and view available invoices. The Summary Bill provides access to previous invoices,
payments, actions, reports, and inquiries. You can also change the billing address, set up recurring
payments, and update your paperless billing preferences.

1. Click ¥ next to an invoice number. The Download pop-up appears.

Figure 13 Download Invoice

2. Select PDF or TXT.
3. Click OK.
4. Click Open or Save.

17
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Billing = Invoice

Invoice

ViewEdit Upcoming Payments
View Account Payment History

Pay by Mail

Make APayment Actions V $ | Y Invoice Date:  Jyly 10. 2018 v oo Table of Conten
Bill Payer ID Billing Address Change
Y26840842 Select Another MC] INTERNATIONAL
Invoice Number PO BOX 1550
07717586 orriTase < RYE BROOK.NY 10573-8550 .
Payment Settings Set up a Recurring Payment
o Paper Setting Update Paperless Billing
93333752 Select Another
Paperless
Download & Reports Statement Summary
View Invoice Imsage Cument Usage Charges 0.00
Current Monthly Recurring Charges 1,028.16
View Invoice Image and Detsil Current Non-Reaurring Charges 0.00
Files Lzte Pzyment Charges 0.00
Discounts and Promotions 0.00
Retrieve Archived Invoices Subtotal Qurrent Charges 1,028.16
Federal Excise Tax 0.00
View Reports for this Invoice Seate and Local Taxes 17536
Federal, State, and Local Surcharges 45.56
Mansage Electronic Media Fedzral Universal Senvice Fee (FUSF) 191.07
Total Taxes/Surcharges 412,59
View Invoice Inquiries Total Current Charges 1,440.75
Tozal Past Duz 0.00
Index of Accounts Total Amount Due $1.440.75
Payments 1 Show Instructions

Figure 14 Summary Bill

5. Click Make a Payment to pay this invoice.

6. Click Actions to access links to manage payments, historical invoices, disputes, accounts,
inquiries, and e-rate. Note: Instructions on using these functions are included in the other
sections in this user guide.

Click *

8. Select a previous invoice from the Invoice Date drop-down list, if applicable.

9. Click Select Another to return to the Invoices home page to select another invoice to view, if

applicable.

to download the invoice or remittance slip.

18
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Charges

You can view a breakdown of payments, charges by account, and charges by provider.

Previous Charges and Adjustments

Previous Amount 1,069.94
1,027.61 CR
Adjustments 0.00
Adjustments transferred from sub-accounts 0.00
Amount past due 42,33
Current Charges
Current Charges - Summary Account 587 CR
For your information Your late payment charge this month is 0.00
Current Charges - Subordinate Accounts 1,758.12 CR
Total Currant Charges 1,763.99 CR
Summary Of Charges by Account
1,758.12 CR
Summary of Charges by Provider
WVerizon 1,763.99 CR
Total Amount Due by October 28,2015 51,721.66 CR

Figure 15 Charges

e Payments - view payments made on this account, including the date and amount.

e Summary of Charges by Account- view a summary of charges by account, including the bill date,

previous charge, and current charge.

e Summary of Charged by Provider - view a summary of itemized charges, including calls and

taxes.

19
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Download & Reports

The Download & Reports section within an invoice provides access to various functions you can perform
on the invoice.

Figure 16 Download & Reports

View Invoice Image - open or save the invoice
as a PDF. It is an image of your paper bill.

View Invoice Image and Detail Files - see
invoices older than 13 months for an account.

Retrieve Archived Invoices - invoices older
than 13 months are archived. You can request
to retrieve those invoices for viewing. Once
requested, archived invoices are available
within 24 hours and accessible for 30 days.

View Reports for this invoice - view bill
reports for a single account or multiple
accounts. Refer to Section 5 for more
information.

Manage Electronic Media - request your
invoices in three different eMedia formats:
BillManager, Electronic Data Interface (EDI),
and VZ450 Direct. You can own multiple
profiles to which accounts can be added or
deleted. Each profile is associated with a
unique media distribution method. Refer to
Section 7 for more information.

View Invoice Inquiries - you can initiate a bill
inquiry if you find a discrepancy on your bill or

Download & Reports

View Invoice Image

View Invoice Image and Detail

Files

Refrieve Archived Invoices

‘View Reports for this Invoice

Manage Electronic Media

View Inwoice Inquiries

iew Service Record

View Important Messages

Previous Charge

Total Amount Dy

Payments

iew/Edit Upcoming Payments

View Account Payment History

Pay by Mail

Previous Amount
Payments
Adjustments
Adjustments transf
Amount past due
Current Charges
Current Charges -
For your inform]
Current Charges -
Total Currant Char
Summary Of Cha
Accounts
Summary of Cha

Werizon

if you have a question about an invoice. You can them view those inquiries you submitted and
track the progress. Refer to Section 4 for more information.

View Service Record - view the billing account number and name, service and equipment, service

ID, and a summary of products and rates.

View Important Messages - view any messages regarding the Verizon Enterprise Center.

20
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Payments

You can view/edit upcoming payments, payment history, or make a payment by mail. Refer to the

Payments section for more information.

Download & Reports

‘Wiew Inwoice Image

‘fiew Inwoice Image and Detail

Files

Refrieve Archived Invoices

‘fiew Reports for this Invoice

Manage Electronic Media

‘View Inwoice Inquiries

‘Wiew Service Record

‘iew Important Messages

Payments

‘View/Edit Upcoming Payments

‘Wiew Account Payment History

Pay by Mail

Previous Chari

Previous Amaoun
Payments
Adjustments
Adjustments tra
Amount past du
Current Charg)
Current Charged
Far your infg
Current Charges
Total Current CH
Summary 0f G
Accounts
Summiary of CJ

Verizon

Total Amount

Figure 17 Payments

¢ View/Edit Upcoming Payments - view all accounts that are set up for a recurring payment or a
scheduled payment.

¢ View Account Payment History - view previous payments made on this account.

e Pay by Mail - open or save the remittance slip in PDF format to mail a payment.

21
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Historical Invoices

You can view invoice images (image of your paper invoice) and detail files, as well as retrieve archived

invoices.

Actions v $& Vv

Manage Payments

Maske s Payment

Set Up Recurring Payment
View /Edit Upcoming Payments
View Account Payment History

International Account Line ltems

Historical Invoices
View Invoice Images and Detail Files
Retrieve Archived Invoices

Disputes

Dispute a charge for disconnected service
Dispute or inquire about charges on my bill
Dispute a charge for service not activated

Dispute late payment charge

Invoices PaymentHistory Billinginquiries Reports

ccount Number O Filter O a

Viewby: Most Current

Manage Accounts

Updste Paperiess Billing
Change Billing Address
Manage Payment Methods

Manage Electronic Media

Invoice Inquiries

Question on my tax exempt status
Receive credit for extended down time of service

Transfer a credit balance to another account

Inquire on 8 missing payment

Request a refund for credit balance

E-Rate

Request E-rate BEAR form processing

Request E-rste SPIF discount processing

Request E-rate information/forms

Charges

1,784.41

270.07

1,440.75

3,318.05

141.87

1,752.91

6,176.63

238.03

5,221.92

Make APayment

Currency Previous Charges

usD 000 @
usD 000 &
usD 000 @
usD 000 &
usD 000 @
usD 000 @&
usD 000 @
usD 000 @
usD 000 &
GBP Send feedback

A

Figure 18 Historical Invoices

1. Click Actions on the Billing home page.

2. Click View Invoice Images and Detail Files under Historical Invoices (Figure 19).

-OR-

Click Retrieve Archived Invoices under Historical Invoices (Figure 24).
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View Invoice Images and Detail Files

View Invoice Images and Detail Files

Use this tool to find and see invoices older than 12 months for an account

Search to Add Account

vy x O

Cancel

Figure 19 View Invoice Images and Detail Files

1. Enter an account number.

2. Click ©. A list of invoices for that account number is listed.

View Invoice Images and Detail Files

Use this tool to find and see invoices older than 13 months for an account

Summary Account Account Number

93t e Y2843 change

Select months from the below list and click Show Details to view the invoice details.

IBRS INVOICES

m Jan Feb Mar Apc May Jun Jul

m Jan Feb Mar Apc May Jun a Aug Sep Oct Nov Dec
“ Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
m Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
n Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
m Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
. Selected Invoice Unavsilsble

ShowDetails Ceneel

Figure 20 View Invoice Image and Detail Files
Click on the months for which you want view details. They become highlighted in red.

Click on a month again to unselect it, if applicable.

Click Show Details. A table displays at the bottom of the screen listing the invoices for the
months you selected.

23




Verizon Enterprise Center CALNET 3
Invoices User Guide

I

m Jan Feb Mar Apr May Jun Jul

n Jan Feb Mar Apr May Jun Aug Sep Oct Nov Dec
n Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
m Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
“ Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
m Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
. Selected Invoice Unavasilable

Bill Payer Invoice Number Issue Date Pages Links

Y2t 3 0006~ 288 10 Jul 2015 ") View Start-zip

O

Figure 21 View Invoice Image and Detail Files

6. Click view start-zip to submit a request to have the invoice zipped and available for download.
The Zip Request pop-up appears.
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Zip Request

Charge disputed and account information

Corp 1D Bill Payer |ssue Date Imepice Mumbser
O3 g f Dletimtien: 10 Jul 2015 (O] ——

Total pages are B

Requester Information
Name:

Mary Smmith
Email:

mary.smithi@company.con

Phone Mumiser:

T105354444| x

An e-mail nofification will be sent fo you once the request has been completed.
Onee you receive the e-mail, please retumn to download your zip file.

Cancel

Figure 22 Zip Request

7. Enter your Name, Email, and Phone Number.

8. Click Submit. An email notification is sent to you when the request is complete and you can return
and download the file. The invoice is available to download for 30 days.

9. Click view next to the invoice on the View Invoice Image and Detail Files screen. The invoice
image opens in another browser window.
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You can view the invoice image in PDF or TXT. The default is PDF. You can also view different pages of

the invoice by selecting the page you want from the Table of Contents on the left.

Invoice Number OO0 @# 5 [ & "9 IssueDate 10 Apr2015 CorpID 93MU™88  Bill Payer Y2&wm $ -
Format: (s PDF | TXT Search Previous set  Select page range Next Set Showing 1 to of 9 Pages
| Table Of Contents « | Content
i Current Charges Summary ) .
= SBBeBE =] o[> [k too | sion | commen
Index to Accounts with Totals = 3
i D Current Chargea Susmary 2
Data Services Summary [ |————— =
i 3625 g A DR 15
Data Services - Metro Private Line Detail TR, WL . pal =
Corporation ID s3mmwms  Bill Payer Y2 Node ¥o. 15
Data Services - Metro Private Line Location Summary
Estimated
Us: i i & Estimat
.. 00000777 Description dun;ﬁ Chargea mn;:f- Promotions e
... Current Charges Summary by Account Akl e
Dats Transpert $0.00 $0.00 $0.00 s0.00 s0.0
Data Services Summary by Account Total Data Services $0.00 $0.00 $0.00 $0.00 0.0
Data Services - Metro Private Line Detadl by Account Fotal Current Gharges $9.00 $0.00 5.0 ERT) o
Data Services - Metro Private Line Location Detail by Account *Taxes may include Surcharges & Universal Service Fees.
-
< > 1064x8.03in ¢ . )

Figure 23 Invoice Image
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Retrieve Archived Invoices

You can access your invoices for the past seven years.

—

A 0D

Click Actions on the Billing home page.
Select Retrieve Archived Invoices. The Retrieve Archived Invoices screen appears.
Enter an account number.

Click -©. A list of archived invoices for that account number is listed.

Billing > Retrieve Archived Invoices

Retrieve Archived Invoices

Invoices older than 12 months are archived. You may request to retrieve those invoices for viewing. Once requested, archived invoices will be
avsilable within 24 hours and accessible for 30 days.

Account number :

#Y28HIRS Change

l 0 Select the invoice months you want to retrieve and click Retrieve Invoices. You will be notified by email when they are available.

“ Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
“ Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
m Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
m Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
m Jan Feb Mar Apc May Jun Jul Aug Sep Oct Nowv Dec
m Jan H Mar Apr May Jun Jul Aug Sep Oct Nov Dec
“ Jan Feb Mar Apr May Jun Jul

. Selected Invoice Already Retrieved Unavasilsble

Retrieve Invoices Cancel

Send feedback

!

Figure 24 Retrieve Archived Invoices

Click on the month for which you want retrieve invoices. It becomes highlighted in red.

Click on the month again to unselect it, if applicable.

Click Retrieve Invoices. A pop-up confirmation appears informing you that invoices will be

retrieved in 24 hours.

After 24 hours, come back to the Retrieve Archived Invoices screen. A list of archived invoices is

displayed at the bottom of the screen.

Click view next to the invoice you want to view. The invoice image opens in another browser

window.
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Paperless Billing

You can set up paperless billing so that you no longer receive a paper invoice in the mail. You can set up
paperless after you receive your first invoice.

1. Select Manage Account | Update Paperless Billing (under Billing). The Update Paperless Billing
screen appears.

G3vechat W Favorites M Notifications g Holly » v A

-
VerIZOI‘I‘/ Manage Account  Support Search 0O

Billing> Update Paperiess Billing

Update Paperless Billing

Change your scoounts paper settings in one plsce

Search to Add Account

sV L

Figure 25 Update Paperless Billing

2. Enter the account number.

3. Click ‘9. The paperless settings display.

Billing> Update Paperless Billing A

Update Paperless Billing

Change your accounts paper settings in one place

Account Number Billing Address Current Settings New Settings

sV CA Full Invoice Full Invoice v 8

Opted in for Paper

Add another account Condensed Paper

PaQi”ESS

0

SV

Cancel

Figure 26 Update Paperless Billing
Select Paperless from the New Settings drop-down list.

Accept the terms and conditions.

Click Save Settings.

N o &

Repeat steps 1 - 6 to set additional accounts as paperless.
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8. Check the accounts you want to set as paperless.

Payments

The Payments tool provides easy account and invoice availability, accurate balance information, a clear
indication of scheduled vs. recurring payments, bank card options for invoices that cannot be paid using a
credit card, and intuitive search options. There are several different ways to access payment options.
Click Manage Account | Make a Payment at the top of the screen.

-OR-

Click Manage Account | Manage Payment Methods at the top of the screen.

-OR-

Click Make a Payment on the Billing home page or the Summary Bill screen.

-OR-

Click a payment option under Payments on the Summary Bill screen.

Click Actions on the Billing home page and select an option under Manage Payments.
Billing MakeaPayment >
Invoices PaymentHistory  Billing Ingquiries

Actions v? ¥+ v Viewhy: | Most Current v Filter accountbumeer O | (4 'ﬁ'
Manage Payments Manage Accounts
Make & Payment Update Paperiess Bl Invoice Date + Current Charges
Satup Recurming Payments Changs Billing A4 -
e bl b 20 Nov 2016 2819.02 USD
View'Edit Upcoming Payments ianage Payment Methods
View Account Payrrent History Manape Elecronic Meds 20 Nov 2016 2819.03 UsD
memational Accound Line [terrs
Invoice Inquiries
20 Nov 2016 E43.72 USD
Histonical Invoices Question on my (e exes
View Invosce Images and Detail Files Reoeive credi for exiended down time of service 20 Now 2018 14212 USD
Ratrigve Archived Invoices Transfer a credi balance o ancthar account
TIUINE 0N 8 MISSANG payment 20 Mow 2016 000 UsD
Disputes.
Request & refund for credll balanos
Dispute 8 changs for disconnecied senvice
20 Nov 2016 B3ITTSE USD
Dispuie or inquire sbout changes: on my bill E-Rate
Dispute & change for s&rvice not activabed Request E-rate BEAR fofm processing 2 Mow 2018 1777182 USD
Dispute late payment charge Request E-rate SPIF discount processing
Request E-reie informationforms 20 Nov 2016 231248 USD
L <] IETaLEL-] QWA EAD A Ll aLl-3 EQi047 j1en

Figure 27 Access Payments

29




Verizon Enterprise Center CALNET 3
Invoices User Guide

30




Verizon Enterprise Center CALNET 3
Invoices User Guide

Manage Payment Methods

You can add bank accounts as well as credit/debit cards for making payments.

Click Manage Account | Manage Payment Methods at the top of the screen. The Manage Payment
Method(s) screen appears listing any saved bank accounts or credit cards that were previously added.

Billing = Manage Payment Methods

Manage Payment Method(s)

Add new or medifiy, saved payment bank account(s) and credit card(s).

Add Bank Account Add Credit Card Search 0 &
Payment Method Payment Method Name Payment Account Billing Address. Expiry Status Actions
g;erjit Card/Debit E Visa-ust 1111 EE?ESEd S Alpharetta GA oozog Active
Bank Account @ aedas 12s30000:58 Active Y |

Figure 28 Manage Payment Method(s)
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Add Bank Account

1.

Click Add Bank Account on the Manage Payment Method(s) screen. The Create a New Bank
Account screen appears.

Create a New Bank Account

Complete the following form, All fields are mandsatory

Save Method as:*

Corp Account

Example: Sales Visa Credit Card, Johns Amex

Mote: You can edit. delete and change your payment methods from manage payment methods section.

Enter Account Information
Routing Mumber:

10102220 L1 ]
Confirm Routing:

10102220 w

Bank Name:

ABC Bank

Account Number:

111222333

Confirm Account:

111222333

canee m

Feedback

—_

N o o~ 0D

Figure 29 Create a New Bank Account

Enter a name that identifies the bank account in the Save Method as field.
Enter the Routing Number.

Confirm the routing number.

Enter the Bank Name.

Enter the Account Number.

Confirm the account number.

Click Submit. The system verifies that the routing number is accurate and the bank account is
listed as a payment method.
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Add Credit Card

1. Click Add Credit Card on the Manage Payment Method(s) screen. A form appears for you to enter
credit card information.

verizon’ g
Save Method As*:
Corp Card
Example: Sales Visa Card. Johns Amex 1.
Note: You can =dit, add or delete payment methods
Information on Card Billing Address
Name on Card*: Address Line 1%
ABC Company 123 Main 5t.
Card Type*: Country*:
|American Express [+ |United States v
) - |5} State{Us Only):
Card Number*: ICD
111122222233333 City*:
o Colorado Springs

Expiration Date*:
|D1 . i |2D2E] . Zip Code*:
P o 80919
1234

Canesl Add Credit Card >

W

< 2>

Figure 30 Add Credit Card

2. Complete all the fields to add a credit card.
3. Click Add Credit Card. The credit card is listed as a payment method.
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Edit/Delete Payment Methods

Billing = Manage Payment Methods

Manage Payment Method(s)

Add new or medifiy, saved payment bank account(s) and credit card(s).

.....

Status

Active

Active

Add Bank Account Add Credit Card Searc
Payment Method Payment Method Name Payment Account Eilling Address Expiry
g;ergit Card/Debit @ Visa - uat a——1111 f'DnEit.Zd — Alpharetta GA oez018
Bank Account @ —— 12s30000:58

Actions

/

m

¢

Figure 31 Manage Payment Method(s)

Click #/ next to a bank account or credit card to edit the information.
-OR-

Click [l next to a bank account or credit card to delete it.
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Make a Payment

You must first add an account in order to make payments (refer to Manage Payment Methods).
There are several different ways to be able to make a payment.

Select Manage Account | Make a Payment at the top of the screen.

-OR-

Click Make a Payment on the Billing home page or the Summary Bill screen.

-OR-

Click a payment option under Payments on the Summary Bill screen.

-OR-

Click Actions on the Billing home page and select an option under Manage Payments.

The Make a Payment screen appears.
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Entitled to Less Than 10 Accounts

The following screens are an example of the payment process if you are entitled to less than 10 accounts.

Billing = Make a Payment

Make a Payment

Select Payment Method
#) Apply this payment method to all selected accounts: | Wisa - ust v

#Apply payment method individually for each selected account

Review the pay t t and tdate for selected t: Search 0
B  Account Number '[;';‘:i“ ¥  Due Date Payment Method Payment Date Ci‘;"';:: A"‘"“"E :‘:r::z;
+ B foyment S:hed-_llg:l: 23Aug 2018 18 Sep 2016 Visa - ust 18 0ct 2015 [T 178111 1781.11 | USD
+ [ s eese001 23 Aug 2018 13 Sep 2016 Visa - ust 18 et 2016 ) 2367722.55 236772256 | USD
+ B 002 23 Aug 2016 13 Sep 2016 Visa - ust 13 Oct 2016 56.68 58.68 | USD
+ [ owew003 23 Aug 2018 2 Ot 2016 522,60 522,60 | USD

Hover over Payment Scheduled

0o : rr
=+ = Payment Scheduled 23 Aug 2016 to see when the paymentis 2018 823836.37 523536.37 | USD
"{fﬁv) scheduled.

+  Payment Scheduled on 12 Nov 2018 | 2015 2016 m 57611 578.11  USD

Click Payment Scheduled to edit
the recurring payment.

+ O payment Schedd 23 Aug 201e 16 [ 4523528 4633.28 | USD
+ D Payment S:hed'_::::} 23 Aug 2016 12 Sep 2016 Wisa - uat 13 Oct 2016 2350.02 235002 | USD
+ L] Payment S:hE::llsiIEd 168 Jul 2018 15 Aug 2018 Visa - uat 18 Oct 2016 8920210 60883.10 | USD
+ R —— S:hz%?la:l 20Jun20M16 19 Jul 2016 Visa - ust 12 Oct 2016 52.08 2200 | USD

Personal Reference Tracking Nllml:ero

A ion emasil for this fion will be sent to vijay -

+ Add another email

SubmitPayment > Cancel

Figure 32 Make a Payment

1. Check Apply this payment method to all selected accounts and select a payment method from
the drop-down list. Your selection is listed in the Payment Method column.

-OR-

Check Apply this payment method individually for each selected account, if applicable. You
can select an option in the Payment Method column for each account number.
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2. Start typing an account number you want to search for in the search field, if applicable. As you
type, a list of matching account numbers display.

Review the payment amount and payment date for selected accounts 254 x 0

302 - {b
382)

Charges Currency

Account Number Invoice Date Due Date Payment Method Payment Date

+ B Ea”:'fm chadeq  204un2018 10.Jul2018 Visa - uat 20 0ct 2018 22.08 2200 | USD
=

+ 282 23 Aug 2016 18 Sep 2018 Visa - ust 20 Oct 2016 58.68 56.68 | USD

Figure 33 Make a Payment — Search

3. Select the account number you want.
4. Click -©. The current bill due for that account number is listed.

5. Click + next to an account to expand the details and review the payment amount and date.

Review the payment amount and payment date for selected accounts | jol ~
. Current Amount to Pay |
B  AccountMumber Invoice Date Due Date Payment Method Payment Date Charges Currenty
08 , 2 . e [ o . o
+ O poymentschedyled 2090012016 190012010 Viss - uat 20 Oct 2018 22.00 82.00 | USD
i 002 23 Aug 2018 18 Sep 2018 Visa - ust 20octz0te [T 56.68 56.68 | USD
EEE
001 23Aug 2018 13 Sep 2018 Visa - uat noctaoie [ 223336.37 523836.37 USD
{5 ug p 115
Account Number EVSSSS Voo,
Account Summary ss of 20 Oct 2016 history for this Billing Adrress:
account number. UVW CORP
VZW TEST
Current Balance: Unavailable due by 1% Sep 2016
UVW CORP
FO BOX
Last Payment: 0.00 USD on 23 Aug 2018 | Payment History Y B (B RS
001 23Aug 2018 18 Sep 2018 Visa - uat moctaoe [T 236772265 2367722.66 | USD
) 0 EEER
002 23Aug 2016 18 Sep 2018 Visa - uat 0 octzoie [T 822 60 82260 | USD
g 0 L]
W saaug20ts 13sepa0is Visa - uat moctaoe [T 2350.02 2360.02 | USD
Payment Schaduled B

Figure 34 Make a Payment — Details

6. Click Payment History to view all the payments made for the selected account.

7. Select the date you want to make a payment in the Payment Date column. Note: There is a note
to let you know if a payment has already been scheduled.

8. Enter the amount you want to pay for each account. The amount in the current charges field is the
current balance. If your payment amount cannot be paid by credit card, it will not be eligible for a
one-time payment. You will receive a pop-up message that you can either use a bank card, which
will allow you to pay more than the limit, or you could set up a recurring payment that does not
have that limitation.

9. Scroll to the bottom of the page when you are done and enter a Personal Reference Tracking
Number, if applicable. The reference tracking number is displayed in the payment history.

10. Click Add another email if you want to add others to receive an email notification of the
transaction.

11. Click Submit Payment to make your payment.
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Entitled to More Than 10 Accounts

If you are entitled to more than 10 accounts you will see steps at the top of the Make a Payment screen.
The first step shows the billed amount, and the second step retrieves the real time balances for the
selected accounts.

Billing = Make a Payment

Make a Payment
Select A . Review P Steps are shown at the top of
1= [=3H coounts view ﬂ!ll‘lEIlt . .
Payment Method Jr—— the screen if you are entitled to
more than 10 accounts.
Select Payment Method
#) Apply this payment method to all selected accounts: | Corporate Account A

Apply payment method individusally for each selected account

M| ::?;ET &  Invoice Number IDrl:tlzlce * Due Date Payment Method Payment Date ETIE %t?:g:;
+ B 413 17 Ot 2018 12 Mov 2018 Corporate Account 01 Now 2018 40,64 USD
+ F 508 25 Dot 2018 25 Mow 2018 GCorporate Acsount 01 Now 2018 B564.78 USD
+ 510 22 Feb 2018 18 Mar 2016 - 0.00USD
A& There is no paymant dus for this account as the amount to pay is $0.00
+ 512 22 Oct 2018 16 Mow 2018 - 0.00 USD
A\ There iz no payment dus for this account as the zmount to pay is $0.00
+ 512 22 Oct 2018 22 Mov 2018 - 0.00 USD
Displaying 11 - 20 of 40 10 records W < Fage 2 |of4 >
Cancel Next >

Figure 35 Make a Payment

1. Check Apply this payment method to all selected accounts and select a payment method from
the drop-down list. Your selection is listed in the Payment Method column.

-OR-

Check Apply this payment method individually for each selected account, if applicable. You
can select an option in the Payment Method column for each account number.
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2. Start typing an account number you want to search for in the search field, if applicable. As you
type, a list of matching account numbers display.

Review the payment amount and payment date for selected accounts kLR x 0

302ma e s {b
382)

Charges Currency

Account Number Invoice Date Due Date Payment Method Payment Date

+ ] Eau?nﬁem ehedueq  Z04Un 2016 130012018 Visa - uat 2oc20s [ 5200 2200 USD

+ O 382 23 Aug 2ME 13 Sep 2018 Wisa - uat 20 Oct 2016 E 5863 56.68 | USD

Figure 36 Make a Payment — Search
3. Select the account number you want.

4. Click /2. The current bill due for that account number is listed.

5. Click + next to an account to expand the details and review the payment amount and date.

Billing - Make a Payment

Make a Payment

Select Accounts & Review Payment
Payment Method Amount

Select Payment Method
=+ Apply this payment method to all selected accounts: | Gorporate Account v

Apply payment method individually for each selected account

Search _O
Account _ Invoice Current Charges /
] Number &  Invoice Number Date ¥  Due Date Payment Method Payment Date Currency
+ Fl 413w 17 Oct 2018 10 Nov2018  Corporate Account 01 Nov 2018 E 40.64 USD
db 1] 508/ 25 Oct 2018 25 Nov 2018 GCorporate Account 01 Nov 2016 E 850478 USD
Account Number 5088 iiaie
Account Summary as of 01 Nov 2016 View the Pa\m"e"t S5
history for this IRELESS
Current Balance: 9594.76 U 5D due by 25 Mov 2016 account humber. IOTN
WAY
Last Payment: -4797.38 USD on 17 Oct 2018 | Payment History HEURG MJ 03878
51 22 Feb 2018 12 Mar 2016 - 0.00 USD
+
M\ There is no payment dus for this account as the ameount to pay is $0.00
Displaying 11 - 20 of 40 10records W < Page 2 ofs4 >

Figure 37 Make a Payment — Details

6. Click Payment History to view all the payments made for the selected account.
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7.

10.

1.

Select the date you want to make a payment in the Payment Date column. Note: There is a note
to let you know if a payment has already been scheduled.

Enter the amount you want to pay for each account. The amount in the current charges field is the
current balance. If your payment amount cannot be paid by credit card, it will not be eligible for a
one-time payment. You will receive a pop-up message that you can either use a bank card, which
will allow you to pay more than the limit, or you could set up a recurring payment that does not
have that limitation.

Scroll to the bottom of the page when you are done and enter a Personal Reference Tracking
Number, if applicable. The reference tracking number is displayed in the payment history.

Click Add another email if you want to add others to receive an email notification of the
transaction.

Click Next. The Review Payment Amount screen appears.

Billing = Make a Payment

Review Payment Amount

Select Accounts & Review Payment
Payment Method Amount

Review Amount to Pay

Invoice Invoice Payment Currend Amount to Pay /

Account Number Mumber Date ¥  Due Date Payment Method Date Charges [—_

508M151518118 25 Oct 2018 28 Nov 2018 Corporate Account 01 Nowv 2018 onp4.TE B8504.76 | USD

Personal Reference Tracking Number 0

A confirmation email for this transcation will be sent to kristine. betts@verizon.com

+ Add another email

-
U

Feedback

12.
13.
14.

Figure 38 Review Payment Amount

Review the payment amount for the accounts you selected.
Click Add another email if you want someone else to be notified of the transaction, if applicable.

Click Submit Payment to make your payment.
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Payment History

You can view previous payments from any page in the Billing tool. You have the same functions that you
have when viewing invoices. You can download, select the columns you want to view, and filter.

Click Payment History on the Billing home page.

-OR-

Click Payment History on the Billing Inquiries screen.

-OR-

Click Actions on the Billing home page and select View Account Payment History.

Actions v
Transaction

= Humber

E 4875

[ 23807

E  a.s

History Billing Incuiries Reports

Filter by:

Payment Method Account Number

CARTA EXPRESS 0000 P
Jgeannannn 55
CARTA EXPRESS OO0 s
Jgaanannnn 55

OO

Vel'IZOI'I‘/ Manage Account  Support

B3 Live Chat

All Btatus

Payment
Amount

-548 45

o0.oo

n.0o

CUR

usoD

usD

usoD

* Favorites

v Filter o meer O G KF
Status Payment Date User

Mo Payment 19 Mar 2010 Henry

Required

Mo Payment 01 Mar 2010 Henry

Required

Mo Payment 01 Mar 2010 Henry F

Required

‘ Notifications i Kristine v ~

Search

Feedback v Y|

Figure 39 Payment History
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Billing Inquiries

You can initiate a bill inquiry or dispute if you find a discrepancy on your bill or if you have a question
about an invoice. You can then view those inquiries you submitted and track the progress.

Click Manage Account | View Billing Inquiries at the top of the screen.

-OR-

Click Actions on the Billing home page to access Invoice Inquiries and Disputes.

-OR-

Click Billing Inquiries on the toolbar on the Billing screen.

B||||ng Make aPayment >
Invoices PaymentHistory Billing Inguiries
Actions v + v Fiterby: Al Status v Filter nauiry 1D o ¢
I Inquiry 1D Category Account Number Requester Created Status
B INQ2016 Credit'Debit amount =1t WerizenWVZE Customer 17 Mov 2018 Closed
Incorrect Service
1] INQ2016 Credit/Debit amount =1 WerizonVZE Customer 01 Sep 2018 Pending Customer
Incorrect Service Requested Close
M INQ2016 CreditDebit amount SV WerizonVZE Customer 13 May 2016 Closed
Incarrect Senvice
] INCE2016 Credit’Debit amount =1l 11 Mar 2016 Closed
Incorrect
] INQ2016 Credit'Debit amount =10 WerizonVZE Customer 13 May 2018 Closed
Incarrect Service Feedback w

Figure 40 Access Inquiries & Disputes
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Reasons for Creating an Inquiry

The following table lists the reasons for creating an invoice inquiry:

Request an Action

Disagree with a Charge or Payment

Receive a copy of an invoice

Charge for inactivated service

Change the billing address

Charge for service still being installed

Change the point of contact or authorized
user for an account

Charge for unusable service due to inactivated
hub location

Go paperless

Charge from an unauthorized carrier

Receive credit for extended down time of
service

Charge for disconnected service

Receive refund for credit balance

Tax charge but company is tax exempt

Transfer a credit balance to another
account

Charged twice for same service

Cancel a contract or service agreement

Late payment charge

Payment not reflected on invoice

Unrecognized charge

Payment applied to incorrect account

Service rate does not match expectation

Service rate does not match contracted rate

Promotional price, rate or credit not reflected
on invoice

Incorrect credit or debit adjustment
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Submit an Inquiry

1. Click Actions on the Billing home page. A pop-up appears with actions you can perform.

Billng

Invoices PaymentHistory Billing Inquiries Reports

Actions v & | v View by: | Most Current v Filter account humber SO | (Y Q
Manage Payments Manage Accounts Ent Charges Currency Previous Charges
Make a Payment Update Paperess Billin
s i & — 178441 USD 000
Setup Recurring Payments Change Billing Address
View/Edit Upcoming Fayments Manage Payment Mathods 0.00 USD oo g
Wiew Account Payment History Manage Electronic Media
270.07 USD oo g
International Account Line liems
Invoice Inquiries
144075 USD oo g
Historical Invoices Question on my tax exempt status
Wiew Invoice Images and Detail Files Receive credit for extended down time of service 221205 USD 0.00 ,.
Retrieve Archived Invoices Transfer a credit balanee to another aceount
Inquire on a missing payment 142.24  USD 0.00 ’
Disputes
Request a refund for credit balance
Dispute & charge for disconnected service 1.753.04 USD oo &
Dispute or inquire about charges on my bill E-Rate
6,176.86 USD [T
Dispute a charge for service not activated Request E-rate BEAR form processing
Feedback
Dispute late payment charge Request E-rate SPIF discount processing

Request E-rate informationforms.

Figure 41 Invoice Inquiries

2. Select the inquiry you want to submit.
3. Enter the account number.

4. Click -©. The details you need to provide to submit an inquiry depends on the option you choose.
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Inquire on a missing payment

Issue Details Review & Submit

Account No. Invoice Date

[0 g gt 30 Jun 2016
Account Primary Contact

Account Name:

Lkem vg e, CORP

* First Name * Last Name
Msry Smith
* Telephone * Email
7105354444 mary.smith@compsny.com
Alternate E-mail (Optiona Customer Internal Tracking No. (Optiona
lssue
* Description
Missing payment |
Related Documents

Browse and aftach any relevant documents here.

+ Attach documents

Cancel GOBACK PROCEED ?

W

Figure 42 Create an Inquiry

5. Enter the relevant information pertaining to your inquiry.
6. Click PROCEED. The Review & Submit screen appears.
7. Click SUBMIT.
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View Billing Inquiries
You can view your inquiries and track the progress. You have the same functions that you have when
viewing invoices. You can download, select the columns you want to view, and filter.
1. Click Manage Account | View Billing Inquiries at the top of the screen.

-OR-

Click Actions on the Billing home page to access Invoice Inquiries and Disputes.

-OR-

Click Billing Inquiries at the top of the screen.

2. Click on an Inquiry ID to view the details of the inquiry. The inquiry detail screen appears.

Inquiry -INQ2016071964879

Account Number Date Submitted Status
Y2 19 Jul 2016 Working - Under Investigation
Payment notreflected oninvoice Contactinformation
Description : This is a test Full Name : Kristine, ©
Telephone : 719535
- E-mail add: : kristine, izon.
Comment history -mail address kristine, {144 @verizon.com
| Send copy to
Internal Tracking No. : 7770 NENENE  Eqit

Problem solved Other inquiries on this account

No Records Found

Betts, Kristine Related Documents
02:07:17 PM

+ ments
This is still a test Attach documen

Betts, Kristine
02:06:04 PM

Attachment Sent By :: Kristine B kristine il @verizon.com

Betts, Kristine
02:06:03 PM

Payment not reflected on invoice

Betts, Kristine
02:08:03 PM Send feedback

Figure 43 Inquiry Detail
3. Click an inquiry number to view other inquiries on this account.
-OR-
For Working inquiries, click Add Comment to add comments to the inquiry, if applicable.
-OR-

Click Problem solved if the issue was resolved and you want to cancel the inquiry.
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Submit a Dispute

You can view pending disputes for the bill you are viewing or from the Invoice Inquiries screen if there is a
tracking number. Disputes are created by a Verizon account representative based on a billing inquiry
submitted by a customer. Approved claims typically appear on the invoice as a credit adjustment between
two and three billing cycles from the date the issue is received by bill inquiry. This depends on complexity
of the issue and calculating the correct claim amount. Some claims can take up to 10 -12 months; however
most are resolved within 60 days.

1. Click Actions on the Billing home page. A pop-up appears with actions you can perform.

[— ~
Billing

Invoices PaymentHistory ( Billing Inquiries )Reports

Actions v ¥+ v Filter by: | All Status v Filter nquiry |0 O ¢ a
Manage Payments Manage Accounts
Customer Tracking

Make a Payment Update Paperess Billing pated Status Number
Setup Recurring Payments Change Billing Address

Jun 2016 Closed
View/Edit Upcoming Paymenis Manage Payment Methods
View Account Payment History Manage Electronic Media

Jul 2018 Closed T

International Account Line ltems

Invoice Inguiries

Jun 2016 Closed
Historical Invoices Question on my tax exempt status
View Invoice Images and Detsil Files Receive credit for extended down time of service Jul 30143 Closed N
Retrieve Archived Invoices Transfer a credit balance to another account
Inguire on a missing payment Jun 20MB Closed
Disputes
Request a refund for credit balance
Dispute a charge for disconnected service
Jun 2016 Closed
Dispute or inguire abd={ charges on my bill E-Rate
Dispute a charge for service not activated Request E-rate BEAR form processing
Jun 2016 Closed
Dispute late payment charge Request E-rate SPIF discount processing v
Feedback

Request E-rate informationforms

Figure 44 Submit a Dispute

2. Select the type of dispute you want to submit.
3. Enter the account number.

4. Click -©. The Dispute Details screen appears.
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Issue Details

Account No.

817 IR ng

Account Primary Contact

Account Name:
Lmet vis e CORP

* First Name

Mary

* Telephone

719-5354444

Alternate E-mail (Options

Issue
* Product/Service Type

Long Distance

* Original date of disconnect

* Attached original letter of disconnect

NO

Description (Optiona

Invoice Date

30 Jun 2016

Dispute a charge for disconnected service

Review & Submit

* Last Name

Smith

* Email

mary.smith@company.com

Customer Internal Tracking No. (Optona

Cancel

GOBACK

PROCEED ?

Figure 45 Dispute Details

5. Enter the details of your dispute.

6. Click Proceed to review and submit.
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Quick Tasks

You can create an inquiry using Quick Tasks on the Account Login screen without having to sign in.

¢ Confract Information

b Servica Level Agreements
¢ Produc] Cataicg

¥ Edbng

¥ Trouble Ticket Tool

b CALKET 3 Escalation Procaduns
¢ Taues and Fees

* Training

b Frequently Asked Questions
k Announcements

b Liser Instnctions

¢ Contadi Us

Account Login ]
verizon’
BUSINESS SIGN-IN

Manage your My Business of Viafizon Enfarprise
Coenler account
New—Enfarpriza Cender on the go. Watch =

QUICK TASKS
Repairs  Invoices

Vi Esting invoios inquiry [/ actount
management requests
Create a billing inquiry »
Disconnect a service »
Check ticket status >

Mion-U.5. and Winsless invoice inquiry stahusss aee
cusrenty el suppored

Sefvices andior atunes afd Hol availabie in all Countniesnocations, and may b procured Fom in-Country rovidies 1 St counlfias.
We continus 1o expand our sanice availatility anound the workd. Please consull your Verzon Business represantative for sanvice
avaikabiity. Contac] us

Figure 46 Account Login

Select one of the following options:

Create a billing inquiry - a billing inquiry is a request for information, clarification, or correction on
an invoice. Submitting a billing inquiry online eliminates the need to call the help desk and saves

time. You can create an inquiry without logging in.

Disconnect a service - you can submit a request to disconnect service without logging in. Refer

to the Disconnect Services User Guide for more information.

Check ticket status - view the status, who opened the inquiry, comments about the issue, and

any other inquiries on this account.

Note: A billing inquiry is used in the following example.
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Create a Billing Inquiry

A billing inquiry is a request for information, clarification, or correction on an invoice.

1. Click Create a billing inquiry under Quick Tasks on the Account Login screen. The Invoice
Inquiry/Account Management pop-up appears.

Close window | X
- ]
verizon’
- - 1 o~
Invoice Inquiry/Account Management” 2
e Step 2: Step 3
Inguiry Details Review & Submit
* indicates required fields
Issue & Account
“Inquiry Issue Select Issus ot
| want to request an sction I}E
. B | disagree with a charge or peyment
Account Identifier & ) o 00 manage my accounts
| want to add more of a service | already have
* Region 3 | want to change or move my existing service | *Billing Zip Code {3
eglon | want to disconnect my service :I fing Sp Lode I:l
| want E-rate processing
Can't Find Your account nj Other
[1] For more detailed information, log in to the Werizon Enterprise Center. |f you do not hawe a Verizon Enterprise Center User
D. register for a User I0.
Please confirm that your billing account number and zip code are accurate before submitting your reguest. An incomect entry
mzy result in your inwoice inguiry not being processed. L¥ )

Figure 47 Issue & Account

Select the Inquiry Issue category and issue from the drop-down lists.

3. Enter the Account Identifier. It can be a billing account number, telephone number, circuit ID,
group account number, bill payer ID, summary account number, or corporate ID.

4. Select the Region in where the services are billed: In the U.S., Outside the U.S.
5. Enter the Billing Zip Code. You can find the billing zip code on your invoice.

Click Next. The Inquiry Details screen appears.
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Invoice Inquiry/Account Management” @

Step 1: L Step 3:
Issue & Account Review & Submit

* indicates required fields

Account & Primary Contact

Account Number 000143119149

Requestor “First Name “Last Name “E-Mail “Telephone

Mary | [Smith | [mary.smith@company.com | (7195354444

Additional E-mail [ |

Customer Internal Tracking Number |

Issue

Inquiry Issue Go paperless (stop the $20 paper invoice charge)
“Description Disagree with a charge

Attachments =2 Browse. . Aftach

Figure 48 Inquiry Details

7. Enter the Requestor information: First Name, Last Name, E-Mail, Telephone.
Enter an Additional E-mail, if applicable.

9. Enter aninternal tracking number, if applicable.

10. Enter a brief description of the inquiry.

11. Add an attachment, if applicable.

12. Click Next. The Review & Submit screen appears.
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Invoice Inquiry/Account Management” @

~

Step 1: Siep 2:
Issue & Account Inquiry Details
Review

Account Number 000149119149

Requestor Mary Smith
mary.smithi@company.com
7195354444

mm@

1D, register for a User ID.

Inquiry Issue  Go paperless (stop the $20 paper invoice charge)
Description Disagree with a charge

[1] For more detailed information, log in to the Verizon Enterprise Center. If you do not have a Verizen Enterprise Center User

13. Review the information.

Figure 49 Review & Submit

14. Click Submit. A confirmation appears.
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If you need to register your account, click Have an Invitation Code or Don’t Have an Invitation Code at
the bottom of the screen. Refer to the Registration and Log In Process in the Calnet 3 Verizon Enterprise
Center Overview User Guide for more information on registering for the Verizon Enterprise Center.

Click Create Another Inquiry at the bottom of the screen if you need to submit another inquiry.

Close window [x

Enterprise Center

Confirmation - Invoice Inquiry Submitted

Thank you for your invoice inguiry. Use the Inquiry Tracking Number to follow the status of this inquiry at the Inguiries page of the Verizon
Enterprise Center. Enter the Inquiry Tracking Mumber and its PIN for Quick Status from the Verizon Enterprize Center login page.

Inquiry Use the tracking number and PIN to
. INQ2014101685358 . .
Tracking Number check the status of your inquiry from the
PIN for Quick Status Ma (first 2 letters of your first name) Account Login screen.
Date Submitted October 16, 2014
Inquiry Issue Go paperless (stop the $20 paper invoice charge)

Account Number 000149119149

Register your account now on Verizon Enterprise Center and manage your inguiries online

O Have an Invitation Code {3

0 Don’t Have an Invitation Code 3)

Create Another Inquiry

Figure 50 Confirmation - Invoice Inquiry Submitted
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Reports

You can view bill reports for a single account or multiple accounts. You can also schedule to view a report
at a later date, as well as schedule recurring monthly reports. Create a Reporting Structure if you want to

view reports for a certain account or group of accounts.

Not all reports are available for all invoices. Some reports give you the option to filter for certain types of
information, such as the Summary of Current Charges report that enables you to sort by Provider,
Summary Account/Provider, Type of Charge, or type of Charge and Provider.

Select Manage Account | Reports at the top of the screen.
-OR-

Click Reports on the Billing toolbar at the top of the screen.

Invoices PaymentHistory Billing Inguiries ( Reports

Report Name, Report Category, Keyword, Descripfion

%

Customized Reports

= Holly Franz
® City of San Jose Test Report

= fest report

VIEWALL »

Charges & Payments Usage Services & Inventory

» Audio CRC Summary » Audio Conference Service Level... » Account TM And Circuit Listing

= Audio Conference [msice Sum... = Conference Connection Detsils -... = Carrier PIC Report

= Audio Conference [meoice Sum... = Conference Details - Audio & Net = Service Mame and Address by...
WIEW ALL ¥ VIEW ALL ¥ WIEWALL

@ Reporting Tools

Bill Report Inbo:x

i

o

=)

Access Service Level E

Agreement Credit E‘

Detail reperting =
Feedback

Figure 51 Reports
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Standard Reports

You can run standard reports by category.

Invoices PaymentHistory Billing Inquiries Reports

Report Mame, Report Category, Heyword, Description

,o‘

Charges & Payments Usage

Audio Conference Service Level

Audio CRC_Summary
Audio Cnn{}_rlﬁce Inwoice Sum.._.

Audio Conference Invoice Sum._. Conference Dl

VIEWALL » VIEWALL »

Customized Reports

Conference Connection Details -

OR

o O

Services & Inventory

s Account TH And Circuit Listing

= Carrier PIC Report

Select a report under a
category.

Click Yiew Allto see all
available reports in a
category.

Make aPayment >

(® scheduled Reports

Monthly Service Charges - Circuit
Account Number: All Accounts

Last Run Date: | og pmay 2018 W

Monthly Service Charges - Billing
Number
Account Number: All Accounts

Last Run Date: | q3 pmay 2018 W

Monthly Service Charges - Circuit
Account Number: All Accounts

Last Run Date: 15 apr 2018 W

Account TM And Circuit Listing

®e

|4

I

I

Account Mumber: All Accounts Feedback

noy paping i

Figure 52 Standard Reports

1. Click a report name under a category to run the report (see example in Figure 40).

-OR-

Click VIEW ALL to a list of all standard reports under a category. Figure 39 shows a list of
standard reports available in the Charges & Payments category.
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Billing Reports > Charges & Payments

Would you like to customize a report? o

¥ View by: lbharges&Payments v ‘ l:e::T'la“‘»:— Keyword, Deseription O 'o

All
Ao Oy o e P P _

Scheduled Reports

Charges & Psyments Conferencing - Invoice Audio CRC . Reference Code Summary
Altemnate View Reports and Favorite Reports
Call Details Customized Reports

Charges & Payments Conferencing - Invoice Audio Coni  Reports by Category :nce Invoice Summary Report displays sudio conference
Summary Reports Summary - jce Level requested when scheduling calls, minutes for

Charges & Payments Sx

i, the charge amount, number of participants on cslis and
Usage total calls. It identifies the Top 5 festures and breaks out
1 and the sccess type participants used to join calls, the

Services & inventory 3 with each sccess type, the charge, the number of

Other e total participant percentage.
Charges & Payments Conferencing - Invoice Audio Conference Invoice This report will summarize scross all Billing Accounts (BAN) under that
Summary Reports Summary - Summary Account Summary Account (MAN/RAN) for the given invoice month.
Level
Charges & Payments Conferencing - Invoice Audio Conference Summary Audio - Conference Summary
Alternste View Reports and
Call Detsils
Charges & Payments Conferencing - invoice Audio Leader Summary Audio - Leader Summary
Alternate View Reports and
Call Detsils
Charges & Payments Charges / Discounts / Charge By Service & Service ID Charge By Service & Service ID
Adjustments / Payments
Charges & Payments Charges / Discounts / Consolidsted Bill Summary

Adjustments / Payments Send feedback

INo 1 _papine =i

Figure 53 Charges & Payments Reports
2. Select a View By option, if applicable:
e Al
e Standard Reports
e Scheduled Reports
e Customized Reports
e Reports by Category: Charges & Payments, Usage, Services & Inventory, Other
Search by a report name, key word, or description.

4. Click on a Report Name to run the report. Figure 40 shows the Audio Conference Invoice
Summary - Account Level report.
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Billing = Audio Conference Invoice Summary - Account Level

Audio Conference Invoice Summary - Account <
1:}/ Set Favorite

Level

The Audio Conference Invoice Summary Report displays audio conference usage by the Service Level requested when scheduling calls, minutes for each Service
Level, the charge amount, number of participants on calls and the percentage of total calls. It identifies the Top 5 features and breaks out each Service Level and the
access type participants used to join calls, the minutes associated with each access type, the charge, the number of participants and the total participant percentage.

® . All My Accounts Account(s) Multiple Accounts
Automatically includes all your accounts Select one or more accounts for this report. Select a group of accounts from a
that are applicable for this report You can select up to 10 accounts folder in your Company, Billing or 93
Reporting structure Q
s
2
=
2
pun 18 v Jun 16 v @)
PREVIEW
Download Schedule
Figure 54 Run Report
5. Select All My Accounts to include all of your accounts applicable to this report.
-OR-
Select Account(s) to select up to 10 accounts for this report.
-OR-
Select Multiple Accounts to select a group of accounts from your Company, Billing, or Reporting
Structure.

Select the date range.
6. Click Run Report to run the report immediately.
-OR-

Click Download to receive an email when your report is ready and accessible from the Download
Center (next page).

-OR-

Click Schedule to schedule it for a date in the future or schedule it has a recurring report.
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Download

You are notified via email when your request is complete. You can then retrieve your invoice by clicking
the link in your email or going directly to the Download Center.

1. Click Download. Your request is submitted and the Invoices home page appears.
2. Click on your name in the top right corner of the screen.

3. Click Download Center. The Download Center screen appears.

a Kristine Sty

i v .
verlzon Manage Account Support Krlstlne M Logout

User Settings Tools

My Profile Download Center

Home
Profile Administration Documen! nagement

@

Download Center (2 Manage Notifications .
Training & Feedback

Requested Downloads Structure Contact Us & Send Feedback

Go here to retrieve your recent download requests.
Reporting Structure Support Overview

Invoices Requested Downloads

Go here to retrieve your recent Invoices Requested Downloads. Access Settings

Access Request
BillManager Download

Current Access Settings
BillManager is a bill data anslysis tool. You can download both the anslysis software and your

Pending Request
Direct Dats Downloads

Direct Data is billing dats in a standard ASCII text file format avsilable for sll accounts.

Legscy Billing Data Downloads

Legscy Billing Data Files contain billing data in a predefined data formst available for certsin regions. This offering will eventuslly be replaced
by the standard Direct Data Offering.

Figure 55 Download Center

4. Click Requested Downloads to retrieve your recent download requests.

Note: If the number of items in a drop-down menu exceeds 50, a Select Another link to a
selection page appears instead of a drop-down menu.

Select a Summary Account Number from the drop-down list.
Select a Summary Bill Date from the drop-down list.
Select an Account Number from the drop-down list.

Select the Bill Date from the drop-down list.

© ® N o o

Click Download to download the report.
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Customized Reports

You can customize any of the standard reports.

Bl“lng Make a Payment >
Invoices PaymentHistory Billing Inquiries Reports
‘:5::- lame, Report Category. Keyword, Description _O ‘
@ Scheduled Reports @ o
e Monthly Service Charges - Circuit
é Account Number: All Accounts s
Last Run Date: og pay 2016 W
Charges & Payments Usage Services & Inventory -
|
. . . _ ) Maonthly Service Charges - Billing @
* Audio CRC Summary = Audio Conference Service Level... = Account TH And Circuit Listing s
Mumber =
= Audio Conference Invoice Sum... = Conference Connection Details -... = Carrier PIC Report Account Number- All Accounts i 3
= Audio Conference Invoice Sum... = Conference Details - Audio & Met = Service Mame and Address by... E'
Last Run Date: 45 pay 2016w =
VIEW ALL » WIEW ALL » WIEW ALL »
Monthly Service Charges - Circuit
Account Number: All Accounts 3
Last Run Date: | 15 apr2018 W
Account TN And Circuit Listing
Customized Reports Account Humber: All Accounts s
Last Run Date: 43 apg 2016w
= My Report
= Marilyn’s Monthly Report
= My new report Current Charges - BTN, WTHN, Circuit
and Charge Type
. +
VIEW L'& Account Number: All Accounts -
Last Run Date:| 45 jun 2018 W

Figure 56 Customized Reports

1. Select the custom report you want to view from the Customized Reports category on the Reports
screen. Report options appear allowing you to select accounts/dates.

-OR-

Click VIEW ALL to view a list of all custom reports. The Customized Reports screen appears
allowing you to filter, sort, and download.
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Billing Reports = Customized Reports

b4
Report Name
My Report
Marilyn's Monthly Report
My new repori - Service Address
My Cumrent Charges Summary - Service ID {(Rapid Delivery)
Current Charges2 - BTN, WTHN, Circuit and Charge Type

Current Charges1 - BTN, WTHN, Circuit and Charge Type

View by:

Would you like to customize a report? @

Customized Reports W Resort Name o (:)
Date Modified Action
15 Mar 2018 /B
04 Mar 2046 Edit or delete
a report

24 Sep 2015 /7 B
14 Sep 2015 J ©
25 Aug 2015 , @
08 Jun 2015 /B

no| paping i

2. Select a View By option, if applicable:

e Al
e Standard Reports
e Scheduled Reports

e Customized Reports

Figure 57 Customized Reports

e Reports by Category: Charges & Payments, Usage, Services & Inventory, Other

3. Search by a report name, key word, or description.

4. Click f to edit a report.

5. Click m to delete a report.

6. Click on a Report Name to run the report.
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Scheduled Reports

The Scheduled Reports section lists the five most recently executed reports by the user via a schedule.
The list of reports is generated dynamically each time the page is rendered based on the standard or
customized reports you executed most recently via the scheduling function. The ranking is based on real
time activity. A message appears stating that no reports are available if no scheduled reports were run.

The Scheduled Reports screen has the same Filter, Sort, and Download options as Standard Reports.
Click a scheduled report in the Scheduled Reports section to open and view it.

-OR-

Select a Last Run Date for a scheduled report to open and view it.

-OR-

Click View All in the Scheduled Reports section on the Reports page. The Scheduled Reports screen
appears on the Voice Data & IP tab.

Billing

Invoices PaymentHistory BillingInquiries Reports

~

‘-- e Report Catese 0 ‘
@ Scheduled Reports @ V]
. Monthly Service Charges - Circuit E;
Account Number: All Accounts =
+ |8
Last Run Date: | pg may 2018 v E
=)
Charges & Payments Usage Services & Inventory =
20 May 2016
Monthly Service
= Audio CRC Summary + Audio Conference Service Level... = Account TM And Circuit Listing Numbe): 20 Apr 2018
= Audio Conference Invoice Sum... = Conference Connection Details -... = Carrier PIC Report Account Humbe 15 Apr 2018 i
= Audio Conference Invoice Sum... = Conference Details - Audio & Net = Service Mame and Address by...
Last Run Date: | 13 pay 2015 W
VIEW ALL » WIEW ALL » VIEW ALL »
Monthly Service Charges - Circuit
Account Number: All Accounts 3
Last Run Date: | 15 apr20186 v
Account TH And Cincuit Listing
Customized Reports Account Humber: All Accounts "
Last Run Date: | 42 a5 2018 =
e — E Feedback |

Figure 58 Scheduled Reports
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Reporting Structures

A structure is a collection of accounts. You can create your own customized structure of accounts and
sub folders, as well as edit, delete, import, and download structures you created. A structure that was

created by one user can be shared with other users. The users with whom it is shared can view the

accounts added in the structure if they have the entitlements to view them.

A Reporting Position must be defined when a Reporting Structure is created. Set the Reporting Position at
the level of a structure, a folder within a structure, or an account to filter accounts that appear on the

Reports screen.

Note: Both Verizon Wireline and Verizon Wireless accounts can be used in Billing Structures by users

that have both types of accounts.

1. Click on your name in the top right corner of the screen.

2. Click Reporting Structure. The Structures screen appears.

Home > Structures

Structures

Reporting Structure

Actions v

Structure Name
(] Kristine Test 4

i Kristine test 3

* Favorites

u
VBI'IZOI"I‘/ Manage Account  Support Kristine Betts

User Setfings
My Profile
Profile Administraticn

Manage Motifications

Structure

Reporting Structure
Access Eeﬂings

_ e

Pending Reqguest

Description

Hristine Test 4

Kristine test 3

B Notifications g Kristine Betts v

Tools
Download Center

Diocument Management

Training & Feedback
Contact Us & Send Feedback

Support Overview

Kristine Betts

Kristine Betts

Logout

Figure 59 Structures
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Create Reporting Structure

Home = Structures
Structures —_—
W

Reporting Structure

Actions v Q
Structure Name Description Crwmier

] Kristine Test 4 HKristine Test 4 Kristine Betts

D Kriztine test 2 Kristine test 3 Kristine Batts

Figure 60 Structures

1. Click Create Structure. The Create Reporting Structure screen appears.

Home = Structures = Create Reporting Structure

Create Reporting Structure

Get Started > Greate Folders Move A ts M A ts

Get Started @

Enter a name and descripfion for your structure and select Continue.

Structure Name*

Store 70

Description

Colorado Springs store|

-

2. Enter a name in the Structure Name field (required). Names cannot contain characters other than
0-9, a-z, A-Z, hyphen, space, and single quote. Any other special characters are not allowed.

Figure 61 Create Reporting Structure

Enter a description in the Description field, if applicable.

w

Click Continue to create folders.
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Folders created within a Reporting Structure are used to organize accounts for reporting purposes. Once
accounts are added to folders, you can pick any folder to run the report you want.

Home = Structures = Create Reporting Structure A

Create Reporting Structure

Get Started Create Folders  » Move Accounts Manage Accounts

Create Folders for Store 70 @

Folders created within a2 Reporting Structure are used to organize accounts for reporting purposes. Once accounts are added fo folders, you can pick any folder to
run the desired report.

Create Folder

Figure 62 Create Reporting Structure

5. Click Create Folder. The Create Folder pop-up appears.

Create Folder

Folder Name*

Lomg Distance Callsl o Add Another

Cancel

U

Figure 63 Create Folder

6. Enter a name in the Folder Name field.
7. Click Add Another to add another folder, if applicable.

8. Click Create. Your folder(s) is created and you can assign accounts.
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Home = Structures = Create Reporting Structure

Create Reporting Structure

Create " N " N
Get Started Fol Move

° A new folder has been created. Drag and drop the accounts to the desired folder

Move Accounts for Store 70 @

Reporting Structure Account Group o four
Not Set Mot Set and =

MFDM m

Q Current Account Group

Folder Navigator Accounts Available
Search Folder _O Accou mbe ,O o
Expand Al
[} Account Number & Account Name Type Status
Long Distance
Calls + 81 Billing Account Active A
MNumber
+ 1 : Summary Billing Active
Account Mumber
New folder
=+ a1 : Summary Billing Active
Account Mumber
+ B e Summary Billing Active
Account Number
+ B e Summary Billing Active
Account Number
+ B e Summary Billing Active
Account Number
+ B e Summary Billing Active
Account Number
W
+ B o1 i Summary Billing Active
< > Showing 1 - 10 of 314 records ~ Page 1 of 32 ?

Figure 64 Move Accounts

9. Check the accounts you want to add to the folder. An account cannot be added to more than one
structure.

10. Drag and drop the accounts to the folder. The Move Records pop-up appears.
11. Click Yes to confirm.
-OR-

Click Move Accounts.
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12. Click @ to see additional actions you can perform for the folder.

Folder Navigator Accounts Available

Search Folder ,O Account Number _O c;

Expand All

] Account Number & Account Name Type Status
Long Distance
Calls -+ = nnnk a Biling Account Active ~

Rename Folder Hunks

Move LOMG DISTANCE CALLS to Another Folder Summary Billing Active
Account NMumber

\iew Folder Contents
Summary Billing Active
Account Mumber

Delete Folder

Summary Billing Active

Share with Users Account Number

Create Sub-Folder - 3
Summary Billing Active

Account Mumber
Set Group for Reporis

I = T Summary Billing Active
Account Number

Feedback v

=t I A1T, uramory Silline Lt

Figure 65 Move Accounts

¢ Rename - change the folder name.
¢ View Folder Contents - view the accounts you added to the folder.
o Delete Folder - delete the folder.

e Share with Users - share your structures with users to provide them access to specific
accounts.

e Create Sub-Folder - create sub-folders for your reporting structure. For example, you could
create a sub-folder to track and categorize accounts or numbers.

o Set Group for Reports — make this folder/accounts the default for running reports.

13. Click Next when you are done.
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You can configure your reporting structure to keep the information organized.

Home = Structures = Create Reporting Structure

Create Reporting Structure

Create
Folders

Move
Accounts

Get Started Manage Accounts

Manage Accounts for Store 70 @

Account Group

Reporting Structure

Q Current Account Group

Account Mumber

Store T LONG DISTANCE CALLS | Clesr
Move to Create Sub v
Rename Folder Another Fold Fold Delete Folder More {l'_"? Set Group for Reports
Share with Users
Create Folder
Folder Navigator Accounts Accounts Available Clesr Group for Reports
SEsrE e O Showing Accounts of Long Distance Calls Account Number O |G
Expand All
] Account Number & Account Name Type Status
Long Distance
Calls + - Biling Acsount Active
MNumber
+ ] 81 Billing Account Active
Mumber
+ |:| 81 P Summary Billing Active

Feedback

v

Figure 66 Manage Accounts

Rename a Folder

1. Select a folder if you have more than one.

2. Click Rename Folder to change the name. The Rename Folder pop-up appears.

X
Rename Folder

Enter a new folder name*

Long Distance Calls

Submit > Cancel

Figure 67 Rename a Folder

3. Enter a new folder name and click Submit.
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Move to Another Folder

1. Select a folder if you have more than one.

2. Click Move to Another Folder. The Move to Another Folder pop-up appears.

Move to Another Folder

Selected Folder
LONG DISTANCE CALLS

Select Location | Expand & Search Folder

Long Distance Calls

International Calls

. [

Figure 68 Move to Another Folder

3. Select the folder to which you want to move the selected folder.

4. Click Move.

68




Verizon Enterprise Center CALNET 3
Invoices User Guide

Create a Sub Folder

1. Select a folder if you have more than one.

2. Click Create Sub Folder. The Create Sub-Folder pop-up appears.

Create Sub-Folder

Folder: LONG DISTANCE CALLS

Sub Folder Name*

Intl Calls| b4

.. I

Figure 69 Create Sub-Folder

3. Enter the Sub Folder Name.
4. Click Create.

Delete Folder

1. Select a folder if you have more than one.

2. Click Delete Folder. The Delete Folder pop-up appears.

Delete Folder

Are you sure you want to delete the folder Long Distance Calls and any sub-folders?

R -

Figure 70 Delete Folder

3. Click Yes to confirm.
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Share with Users

You can share your structures with users to provide them access to specific accounts.

1. Click More | Share with Users. The Share/Unshare with Users pop-up appears.

Share / Unshare with Users
Selected Folder
Currently shared with 0 Users
Shared Users Awailable Users
0 ¢
= User Id =~ First Name Last Name Email
F 100 company1
[ arrF apri
E saL Dennis
= BMC Bruce
= BRI Userd
E  cry Chad
F Jus Justin
[ ssu Stewen
D TES Hector
[ wven Fanel
Showing 1 - 10 of 4488 records W Page 1 of 450 >
Share > Cancel

Figure 71 Share/Unshare with Users

2. Click Available Users to see a list of users you can share with.

3. Check the users you want.

4. Click Share. The structure is now available to the user you selected.
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Create Folder

1. Select a folder if you have more than one.

2. Click More | Create Folder. The Create Folder pop-up appears.

Create Folder

Folder Name*

Long Distance Callg b4 Add Another

-
U

Figure 72 Create Folder

3. Enter a name in the Folder Name field.
4. Click Add Another to add another folder, if applicable.

5. Click Create. Your folder(s) is created and you can assign accounts.
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Set/Clear Group for Reports

You can make folder/accounts the default for running reports, or clear it.

1.

Select a folder.

Store 70 @

Q current Account Group

Reporting Structure

Delete Folder

Account Group

Long Distance Calls

Clear

More 7

Share with Users
Create Folder

Set Group for Reporis

Set Group for Reports

Store 7O
Move to Create Sub
TETE AL AnotherFolder Folder
Folder Navigator Accounts Accounts Available
Searen Folde 0O Showing Accounts of Long Distance Calls
Expand All

Long Distance
Calls

International
Calls

]
+ O
+ O

Account Number &

F —r— —

61— -

Account Name

Type

Billing Account
Number

Billing Account
Nurnber

Status

Active

Active

-OR-

Figure 73 Manage Accounts

Click Set Group for Reports (button next to More button).
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Click More | Clear Group for Reports to clear it as default.

Click More | Set Group for Reports to make it the default when running reports.
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Manage Reporting Structures

Home = Structures

Structures

Reporting Structure

Actions v o
iew Folder Contents
Description Owner
EShare with Users ) o
Colorade Springs store Hristine Betts
Create Folder
Kristine Test 4 Kristine Betis
Clear Group for Reports
Kristine test 3 Kristine Betts

Delete Structure

Figure 74 Structures

1. Click on a reporting structure to edit it. See Create a Reporting Structure for instructions on
organizing a reporting structure.

2. Select a reporting structure and click Actions to see a list of actions you can perform to manage
your structures.

¢ View Folder Contents — update and organize your reporting structure, e.g., add accounts,
rename folders, delete folders, move to another folder, etc. See Create a Reporting
Structure.

e Share with Users - share your structures with users to provide them access to specific
accounts.

¢ Create Folder - add another folder to your structure.
e Clear Group for Reports - clear the default account for running reports.

e Delete Structure - delete the selected structure.
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Customer Support & Training

Customer Support - Verizon Enterprise Center

Contact customer support for any Verizon Enterprise Center issues.

Contact your account team with any account specific questions on equipment or service, pricing
information, or adding additional users to the Verizon Enterprise Center.

e Select on your name in the top right corner of the screen. Click Contact Us & Send Feedback.
e Call toll-free at 1-800-569-8799
e LiveChat if you have questions or need help

¢ Send an e-mail for technical questions or to inquire about purchasing products or services

Training

Go to https://customertraining.verizon.com to enroll in training or to download user and reference guides.
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