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TelMaster Login

https://hosted.telesoft.com/stateaz
LOGIN and PASSWORD 1 Login:
1. Yourloginis your two digit agency code and your Password:
last name. 2 3 . : .
. . . nguage: |English (United States) B
2. Your password is “welcome” until you change it
when you firstlog in or through Setup> My s

Profile> Change Password.

VIEW AND PRINT YOUR MONTHLY Ej daoctMonagement | Reports | Scip
INVOICE C;:}:iksazrdl p‘ * | userSearch [ | 3 i
1. Go to the Call Accounting Module. — § lLastuame: an l ;‘
2. The User Search screen displays. This can = User Search n :

also be accessed under Tasks. e e ecesses : MMTCZ" »
3. Type your two digit agency code in the e ocessng Location Code: =

Last Name field. SSEndolPernd - PagesSize: (20 |+ Show Expires
4. Click User Search. e = = v s

5. The Agency, PONs, and SubPONs which start with  fusersearsn™ 57 507 77 77770
the code typedin Step 3 display. Click the Last
Name blue hyperlink for the Agency-level record.

Forgot your password? Click here!

P

First Name Last Name

Page 10f252 » Pl mUserResuI* 5
# Profile

e pM AN A,

i 1 = DEPARTMENT OF AD....

5 2 £ Reserved for AZNetin § A Open Detailed Charges?

5 3 = infrastructure

"‘ 4 =5 | Virtual Government Te... AD-020 @ o020 !
Rt A mARn £ e Ao e e R e B A . <im0 AR b e 8.

6.The Detailed Charges window opens. The monthly invoice link displays on the Bill Payer Reportline at the
bottom. Click Download to view and print the invoice for the appropriate Bill Period.

ADM: Reports
Report Type
Bill Payer Report (POF)

HIMHM2 4 13112 12412 1213111 113011
Download Download Download
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VIEW AND PRINT YOUR MONTHLY REPORTS

1. Upon loggingin, you are taken directly to the Report Outputs screen which contains all the reports
published for your access.

L ASET

1a. The All reports tab contains all report produced for your User, Access Group, or Cost Center.
1b. The User Reports tab contains all reports produced for you.

1c. The Access Group tab contains reports distributed to your Access Group.

1d. Cost Center Reports contain all reports distributed to your Cost Center.

Report Qutputs

{=| All Reports (17) &, User Reports (0) || g Access Group (17) || saa CostCenter Reports (0)

er Detail Repor... 05M&6/2012 11:35:25

2. View your User and Access Group reports by clicking the report title.

3. View your Cost Center Reports by utilizing the Magnifying Glass lookup to search for your Cost Center.
Click Query to view the list of reports for that Cost Center. Click the report title to view.

]—‘ All Reports (17) &, User Reports (0) || g8 Access Group (17) sow CostCenter Reports (0)

Show Distributed Reports for a Cost Centg
3 Cost Center: JAD

({8 These reports were produced for Cost Center(s) yo

Page 1|of1 3

Delete? Report

Q Cancel

Consolidated Bill replaces the DSF Monthly Billing report.
Cost Center Summary replaces the Costs by PON and SubPON.
Shared Carrier Detail Report (Infrastructure)

Carrier Detail Report
Recurring Charge Detail Report replaces Seat & Per Occurrence Detail Report
MAC Detail Report
VIEW POSTED PAYMENTS a2 dccountiog | e G [
1. Go to the Call Accounting Module. S T L—— 3
2. The User Search screen displays. This can also be — L - |usma...ei A0 | ?'
accessed under Tasks. mbwbonnll 1= : T
3. Type your two digit agency code in the Last Ea“:m ] cost Contr Code 2
Name field. S gEndotreres Pagesize: 20 |+ Show Expires
4. Click User Search. e sees : US@I
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5. The Agency, PONs, and SubPONs which start with the code s i et s

D R U A AUy I ST S

{ l;;e;r Search =] :;; .
typed in Step 3 display. Click the Last Name blue hyperlink : RIS u:.mm :
for the Agency-level record. Lt prote  Festiame -

. . . . g 1 =z | DEPARTMENT OF AD... Q@
6. The Detailed Charges window opens. The monthly invoice S 7' e
link displays on the Bill Payer Report line at the bottom. Click 3 2 &1  mfrestucure
. . . . . . < 4 =2 | Virtual Government Te... AD-020 @ o020 .;

Download to view the invoice for the appropriate Bill Period. s s comm s et esn e s i

ADM: Reports

Report Type 4130012 6 b 22912 13112 1124112 1203111

Bill Payer Report (PDF} Downloa Download Download Download Dowwnlo:

7.Payments display near the top of the invoice beneath the Balance From Previous Month line.

Billing Detail
Summary Activity
Balance From Previous Month m $114 52516
Payment(s) $55,080_26

VIEW POSTED PAYMENTS NOT INCLUDED ON THE INVOICE

The Invoice is produced around the middle of the month and displays the previous month’s charges and
payments. Payments posted in the current month are not included, but can be viewed on the Agency’s
Detailed Charges screen.

1. Follow steps #1-6 in the next section labeled “VIEW DETAILED CHARGES FOR AN AGENCY, PON, or
SubPON”.
2. Click on the Totals amount for the current month.

3.Payments are listed in the Transactions section near the bottom of the screen.
Detailed Charges

User: AD, DEPARTMENT OF ADMINIS Hierarchy
Account:  (Summary) i

ADM: Invoice Items

Type a2 SN2 4302 M2 2212 13MN2

EIC Charges & 1000%

Charges $0.00 S0.00

Totals: 2 $0.00 $0.00 $0.00 $0.00

ADM: Reports

Report Type B2 San2 A2 w32 229M2 13112

E#l Payer Repornt (PDF) Download Download Download Download
Transactions (&) Z
# Crate Type Quantity Amount = Charge Drescription e # 1=

1 3 SHMan2 PAY 0.0 5110295 PAYMENT
2 SRSHM2 PAY 0.0 56,034 66 PAYMENT
3 Sr31M2  PAY 0.0 S42 04137 PAMENT
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VIEW DETAILED CHARGES FOR AN AGENCY, PON, or SubPON

View calls and transactions for an Agency, PON or SubPON by accessing the Detailed Charges screen.

1. Goto the Call Accounting Module.
2.

The User Search screen displays. This can also be accessed under Tasks.

TeLmAsTER: HEFULHINTs | ELLESOFT

3. Type the agency, PON or SUbPON code in the Last Name field following this format:
AGENCY =2 digit agency code (Example: AD)
PON= 2 digit agency code-3 digit code (Example: AD-025)
SubPON =2 digit agency code-3 digit code-5 digit SubPON code (Example: AD-025-37110)

4. Click Search.

'r'-f Invoice Management Asset Management Mobility Management Reports Setup ?
. Quick Search I User Search I (E= N | 3
Contains |~ = ILast Name: |ad-025 ] .
I [} Tasks - Email:
=p User Search User Type: N7 Cost
=% User Administration
Include Children CC(s): Cost Center
Location Code: Accou
Extn Type: > Bill
(@ Quick Links o Page Size: 20 hd Show Expired?: [ ]
[ ] Saved Searches Detai s, "

5. All results which start with the code typed in vaer semren | B | 5 p
Step 3 display. Select the Last Name field for page] Jorsa || b Pl || [ User Resuis: 1
the Age ney, PON or Su bPON |f the re are # Profile  First Name Last Name Extn (;.st Center Code Bl

. . . 1 .;_l ADOA ISD Int... AD-025 50254, 025 LO
multiple lines for a single Agency, PON, and 2 [E  ADOAmDEL. AD0ZS ouzea.. @ o025 s
SubPON, dick any of those lines as they all 3 [E1  ADOAISDInt 60235... @ Ui 1

4 == ADOA ISD Int 0 .
lead to the same screen. R o g
e et el Lo e ADOQAISDNDL,, e ADD2E s e im w0236, B O2E e s

6. The Detailed Charges screen displays with | aom:tavice rtems ]
charges divided by Bill Period and Charge s iz zmanz ”;12’211222 nzenz g
Type. Click any blue number to view a EIC Charges €.1000% E
breakdown by transactions and calls. oo oo w00 l 5::{2 —

TOLL FREE CALLS $0.00 o
DOMESTIC $0.00 $0.00 -
7. To perform a new Search, close the ncoume $0.00 $0.00 $0.00 i
Detailed Charges screen, and click the }
. OIS s 000 S00O | Seedss L Seo0 LS00
Reset icon.
User Searg .:_3 7 ;
Reset/Clear the Form (F5)
=1 1 of ults:
# Profile First Name Last Name Extn
1 ==l ADOA ISD Int... AD-025 60254235,
2 .i_|l ADOA ISD Int... AD-025 6025423
3 .i_|l ADOA ISD Int... AD-025 5023540
4 .:_7|I ADOA ISD Int... AD-025 5023540

P

PP i
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PERFORM A SEARCH FOR CALL RECORDS

You can look up calls made and received through the Calls Search
1. Gotothe Call Accounting Module.
2. Expand Searches and select Calls.

TeLmAsTER: HEFULHINTs | ELLESOFT

3. Performalook up for the Cost Center (Agency, PON, or SubPON) by clicking the magnifying glass.

Call Search

1) __H_| Summarize By *

Bill Group: ADM
Cost Center:
Switch (PBX):
Number Dialed:
Call Type:

Page Size:

WOICE REMS

Paymenis
Recurring Charges
Transactions

20

Ea

Type the Agency code, the PON code, or the SubPON codein
the Code field (note: Do not use the hyphenated format. For
instance, the PON code should not begin with the Agency code).
Click Search.

Check the Select box for the needed Agency, PON, or SubPON,
and click Select at the bottom.

The Cost Center populates the Search form. After selecting
your Cost Center, use any other fields to narrow your results.
Forinstance, select a Bill Period from the dropdown to find all
calls billed during that timeframe. Use the Call Type lookup to
filter by a spedific type of call, such as Local or 800. Enter a date
in the Call Date field to find calls made on that day. Once
filters are entered, click Search.

o wm

(Save

|callSearch | | ] | Ed | illsSummarize By -

v BHE 8

Bill Group: | ADM v Bill Period:  2/1/12 - 2/20/12 | v
Cost Center: 707 R % Include Children CC(s):
Switch (PBX): v Extension: ol
Number Dialed: Call Date: = v (5 To:
Call Type: |LOCAL R|x Charge: = |~ To:

T |20

n@

o

Bill Period:
Indude Children CC(s): |

Extension:

Current

Call Date:

w

To:

Charge: v To:

» Search

Cost Center Lookup

coe

CC Manager:

Description:

Show Pathin: cc

r=)
O
e i

—

Path

Show Expired?:

Page 1 of1

«F Select? :
E

Code Description

1 787 Accenture Transition Te.. STATEVAD

-

m

sG]

8. The results display. Use the column headers to sort your results. Click the Extension to view the User

Administration information associated to that number.

Published 06/01/2012

|.callsearch| | O | E3 | dllsSummarize By v | | (Saved searches | El= [ i
Y= V_i
Date Time Minutes Cost Type MNum. Dialed Location ‘I—ai
1 WINMZ 12340 0.2 50.00 LOCAL 384-8000 PHOENIX ... 4
2 9991364701 132 02:01:... 0.2 5000 LOCAL 3854-3000 PHOENIX ...

3 AZOT 9991364701 143112 02:04: 03 50.00 LOCAL 354-8000 PHOENIX }
4 AZ0T 9991364701 113112 02:06:... 0.2 50.00 LOCAL 354-8000 PHOENIX ... !‘
5 AZOT 6023640093 143112 02Z:46:... 1.0 50.00 LOCAL 838-0404 PHOENLX ... )

T . . R A T R A g
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PERFORM A SEARCH BY EXTENSION OR LOCATION

You can perform a search for a specific extension or for all accounts with the same location.

1. Go to the Call Accounting Module.

2. The User Search screen displays. This can also be accessed under Tasks.
3a. Type the Extension (phone number or circuit ID) in that field (numbers only). Click Detail Search.

—

TeLmAsTER: HEFULHINTs | ELLESOFT

The resUIts display for that extension. Click the Last name link to view Detail Charges.
3b. Click the Location Code magnifying glass to look up a

Location.

4h. Complete the filter fields, and dick Search. Hover over the
code to view the complete address. Select a Location code.

HE
o

Tl s,

Co

At R Sttt A e

Code: ad Descripfiol
Address 1: Addre]
City, State 7ip: phoenx AZ » 85007
g ype:
Geography: » Show Path in :
Show Expired?: []
Floor#: Suite#:
et 0 e
Page 10fs| b Bl | [id
# Code Description Path
1 ADMAPHOOOM ADMAPHODO1 STATE \ PHOENIX
2 ADMAPHOO00Z ADMAPHODO0Z STATE \ PHOENIX
2 ADMAPHD'D?P") ADMAPHOO04
S ADMAPH
Select? 100 N 15 AVE STE 102, PHOENIX, A7, 85007,
5 ADMAPH USA

5b. The Location code populates the field. Click

Welcon :| Call Accounting '1 1 'e- nagement Asset Management Mobiity Management Reports Setup ‘
4 Quick Search « 8 user Search zl == | l
: hd 2 Tast Name: i
| Tasks - Email: 3a Extension: | 6025422252 1
e User Type: == Tost Center Code: =] %

=+ User Administration
Include Children ©C(s): [+ Cost Center Description: i
Location Code: L Account Number: 'i
Extn Type: " Bill Description: f
4 Quick Links - Page Size: 20 "7 Show Expired?: Exact match on Strings?: g

# () Saved Searches

o User sear:{ 5 @ﬁau Search 33 [ 4

User Search

User Search = ._3

R T —

Include Children CC(s):

Last Name:

Email:

User Type:

Include Children CC(s):
Location Code:

Extn Type:

Page Size:

e e S S PR TR

| E | E
Last Name:
Email:

User Type:

Location Code:

Extn Type:

Page Size: 20

ADMAPHOO04

L TN VI S

o

™

20 Show Expired

3 Ust‘-r{ﬁ:)zarch

User Search to run. The results display for that extension. Click the Last name link to view Detail Charges.

VIEW CARRIER INVOICES

1. Carrier Charges display on the Detailed Charges screen. To view the Carrier Invoice for that charge,
make a note of the Invoice Number. Close the Detailed Charges screen.

Transactions @ Delete?

Ly

Invoice # - j

Lo B o BEIZAY, L ZINZ CARRER s, 218 B0, LOCAL PV | LOCAL PV

4 Extenzion Date Type Cluantity Amount Charge Description
1 280025247034 2MMZ2 CARRIER 1.0 ($9.85) SL Lecal Tax 3
2 887241 212 CARRIER 1.0 54415 MNATIONAL ... NATIONAL 1
3 87241 2z CARRIER 1.0 (30.04) LOCALPVC LOCALPVC

e BB253644T
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2. Gotothe Invoice Management tab. The Invoice Review screen displays. This can be accessed under
Tasks as well.

3. Type the invoice number in the Invoice field and change the Show Status option to All.

4. Click Search.

Welcome Cal Accounting l Invoice Management I Asset Management Mobiity Management Reports Setup
ntains w

o} Tasks Vendor: R Account Number:
=» Invoice Review 2 Summary Account: 02 mnmg Period: =
= User Search ice Status: ¥ l Show Status: ]
= User Administration 3 I Invoice: 1682556441

Group Master Invoices: |/ Page Size: 20 o

4 Quick Links = 4 {BSHr:h
hecthl U] Sausd Searahe . am soon, o somen. A A A Al g M A A iy R e et A A B,

5. Select the Docs icon for that invoice.
Invoice Review ﬂ F_a E& IJ

| WL FTE S E . -n-..u._.-mau-

Results
Page 1 of1 okl e
« Select? # Vendor - Account M Invoice Docs Status Net Tc
[&] 1@ arT @ 20019214438 [ 1se2556441 5 %:1 Paid 52,2

6. Click the file name to download the Carrier Invoice.

[ - — A exa
Document Store
First Name Last Name Title File Wame Posted Remaove
Megan Glau 2012022008043 pdf 6 02212012 @

VIEW AN INVOICE MANAGEMENT REPORT

The Shared Carrier Detail report is stored in the Invoice Management module.

1. Gotothe Invoice Management tab. {=| Reports ™
2. Select Report Outputs under Reports. =53 My Reporis {
3. Select Access Group. = Private Report
4. The screen refreshes to display the reports shared with your Access s Roport Onfouis | 2
Group. Click the report title to view the report. {’5 vieJs Report Output Fies
Report Outputs - IMS ’
View Report Outputs For Filters.
= LAk tson ch
@ Access Group I A
"1 Archived Cost Center ;
") Archived Manager: Kristen Watson d
“ZRefresh | | @
Page Tlof1 | Bkl j
Delete? T Report Type
[- ] Shared Carrier Detail Report (Infrastructure) 2012@%—01—1 73345 fShared Carrier Detail ... g
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