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View eBill List

Introduction

Fields and
Descriptions

The View eBill screen provides you a listing of the account numbers associated to
your Control Center Enterprise ID that are established for eBilling. From this screen
you can access your online bills (eBills). This screen is divided into three sections:
Functions, Filters and View eBill.

e The Functions section allows you to refresh the application for new data.

e The Filters section of the screen allows you to define the criteria for your list
of account numbers. Once your criterion is applied the screen will only
display those account numbers based on the criteria defined.

e The View eBill section displays the account numbers associated with your
Control Center Enterprise ID.

Note: If you have been assigned an eBill Admin User role, you will receive
notification that your current eBill invoice is available in the Control Center system for
review.

The table below describes the fields and buttons displayed on the View eBills
screen.

Field Name | Description

Functions Section

Application Refresh | This link allows you to refresh the application for new data.

Filters Section

Account Number This field allows you to enter the unique identifier of the
account you want to filter.

Note: The system automatically applies a wildcard character
to the value entered. Example: If you enter a partial value
of 3032, the system may return 30321, 30322, 30323. etc.

Name This field allows you to enter the name of the account you
want to filter

Note: The system automatically applies a wildcard character
to the value entered. Example: If you enter San, the
system will return account names Santa Claus. etc.

Type This drop-down list allows you to select the kind of account
you want to filter. Your options include QLD (CenturyLink
Long Distance).

Last Invoice This field allows you to enter the total dollar amount of each
account's previous invoice that you want to filter.
Balance This field allows you to enter the current balance owed for
each account you want to filter.
Go This button allows you to apply your filter.
Clear | This button allows you to clear the current filter.
View eBill List Section
Account # This column displays the unique provider maintained

identifier assigned for each account in the list.

Continued on next page
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View eBill List, continued

Fields and (continued)
Descriptions

Field Name Description

Account Name This column displays the customer maintained identifier
assigned for each account in the list.

Type This column provides the type of account for each listed item.
Values include QLD (CenturyLink Long Distance).

Last Invoice This column displays the total dollar amount of each account's
previous invoice.

Balance This column displays the current balance owed for each
account listed.

Total This row displays the total balance due for all accounts
currently displayed on the screen.
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Procedure

Follow the steps in the procedure below to access the View eBills screen.

Step

Action

1

From the Landing page, click on the Invoices in the Billing section.

Result: The Invoices drop down appears.

Billing
Lomecss
View Bill
Print Bill
Celivery Options

From the Invoices dropdown, click on the View Bill link.

Result: The View Bill screen appears.

View eBill (1-10f 1)

Functions

Application Refrash Inv;f;é}ésup Account # Account Name Type LastInvoice Balance
Filters 60551618 TEST ACCOUNT QLD B82.48 0.00
Invoice Group Number Total - All

Ko anis 1 accounts 0.00
View eBill (1-10of 1)

Account Number

From the Account # column, click on the account number hyperlink to
view the listed eBill.

Result: The eBill invoice screen appears.
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Procedure

Follow the steps in the procedure below to refresh the View eBill screen.

Step

Action

1

From the View eBills list screen, click on the Application Refresh link

from the Functions section.

Result: The View eBills screen refreshes.

Functions View eBill (1-10f 1)
Application Refresh Invoice Group
e Account = Account Name

Filters
Invoice Group Number Total - All 1 accounts

60551618 TEST ACCOUNT

Type LastInvoice Balance

82.46 0.00
0.00

|—| Accounts
————————— [ View eBill (1-10f 1)

Account Number
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Filtering the View eBills List

Procedure

Follow the steps in the procedure below to filter the View eBill list.

Step

Action

1

From the View eBills list screen, enter the unique identifier for your
account in the Account Number field (if applicable).

N

In the Name field (if applicable), enter the name of your account.

From the Type drop down list (if applicable), select QLD for CenturyLink
Long Distance.

From the Last Invoice drop-down list (if applicable), select an operator
(greater than [>], less than [<] or equal to [=]) for the value you enter in
Step 5.

In the Last Invoice field (if applicable), enter the total dollar amount of
each account’s previous invoice to base your search.

Note: The drop-down list and field work together to create the value for
your filter. For example, selecting ">" in Step 4 and typing "500" in Step
5 would return all invoices a previous balance of 500 dollars.

From the Balance drop-down list (if applicable), select an operator
(greater than [>], less than [<] or equal to [=]) for the value you enter in
Step 7.

In the Balance field (if applicable), enter the dollar amount of the
balance on the account(s) for your search.

Note: The drop-down list and field work together to create the value for
your filter. For example, selecting ">" in Step 6 and enter "300" in Step
7 would return all accounts that have an outstanding balance greater
than $300.

Click.

Result: The View eBill list refreshes and displays only the account
numbers that match your filtering criteria.

Functions View eBill (1-10f1)

Invoice Group

Application Refresh

Number Account £ Account Name Type Last Invoice Balance

Filters 50551618 TEST ACCOUNT QLD 52.46 0.00
Total - all
Accounts

View eBill (1-10f1)

Invoice Group Number

L1

Account Number

Name

test zccount

Type

1 accounts 0.00

QLD ¥

Last Invoice

If needed, click to view all the account numbers without a filter.
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Downloading the eBill List

Procedure Follow the steps in the procedure below to download your View eBill list.
Step Action
1 From the View eBills list screen, click on the LowhLast hyperlink.

Result: Your View eBill list is exported to a PDF file.
Result: YourView eBill list is exported to a PDF fie.

Enterpriss Accoant List
Enterprisg Acooant:

S  for IWHCHLESALIE 7 HTEM AS TRA T

|-\:'.T:|5.—:_—| |D\_‘i| u'_n:| :-::n|
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Introduction The Delivery Options screen provides you a listing of the accounts associated with
your Control Center Enterprise ID. This screen is divided into three sections:
Functions, Filters and Delivery Options.

e The Functions section allows you to select the manner in which you want
bills for your accounts to be delivered.

e The Filters section of the screen allows you to define the criteria for your list
of account numbers. Once your criterion is applied the screen will only
display those account numbers based on the criteria defined.

e The Delivery Options section displays a list of accounts associated to your
Control Center Enterprise ID.

Fields and The table below describes the fields and buttons displayed on the Delivery Options
Descriptions list screen.
Field Name Description

Functions Section

Delivery Options

This link allows you to view a listing of the available Delivery
Options.

Paperless Billing

This option is not available to Wholesale customers.

Paper Billing

This link allows you to add accounts to receive a full paper bill;
this is not recommended for Wholesale customers.

One Page Direct

This link allows you to reduce the size of your paper invoice by
receiving a one-page bill summary and remittance slip in the
mail, while still receiving your eBill online.

Request Paper Bill

This option is not available to Wholesale customers.

Bill Reports This link allows you to select reporting details that will be
included in your monthly invoice.

Application This link allows you to refresh the application for new data.

Refresh

Filters Section

Account Number

This field allows you to enter the unique identifier of the
account you want to filter.

Note: The system automatically applies a wildcard character
to the value entered. Example: If you enter a partial value of
3032, the system will return account numbers 30321, 30322,

30323. etc.

Name

This field allows you to enter the name of the account you want
to filter

Note: The system automatically applies a wildcard character
to the value entered. Example: If you enter San, the system
will return account names Santa Claus, Sanitation, etc.

Continued on next page
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Delivery Options, continued

Fields and (continued)
Descriptions

Field Name

Description

Type

This drop-down list allows you to select the kind of account you
want to filter. Your options include QLD (CenturyLink Long
Distance).

Delivery Methods

This drop-down list allows you to select the means by which
bills are sent to the account(s) you want to filter.

Balance The field allows you to enter the dollar amount of the balance
on the accounts you want to filter.
Note: This field displays only under the Bill Reports function.
ER This button allows you to apply your filter.
Clear | This button allows you to clear the current filter.
Delivery Options Section
Account # This column displays the unique provider maintained identifier

for each account listed.

Account Name

This column displays the unique customer maintained identifier
for each account listed.

Type

This drop-down list allows you to select the kind of account you
want to filter. Your options include QLD (CenturyLink Long
Distance).

Delivery Method

This column identifies the delivery method for each account
listed.

Balance

This column displays the current balance owed for each
account listed.

Note: This field displays only under the Bill Reports function.
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Viewing the Delivery Options

Follow the steps in the procedure below to view the Delivery Options screen.

Procedure
Step Action
1 From the Landing page, click on the Invoices in the Billing section.
Result: The Invoices drop down appears.
Billing
o Invoices
2 From the Invoices dropdown, click on the View Bill link.
Result: The View Bill screen appears.
Functions View eBill (1-10of 1)
Application Refrash Inv;f;é}ésup Account # Account Name Type LastInvoice Balance
Filters 60551618 TEST ACCOUNT QLD 82.48 0.00
Invoice Group Number Total - All | SRR 0.00
|—| Accounts
. | View eBill (1-10of 1)
3 From the View eBills screen, click on the Delivery Options menu
option.
Result: The Delivery Options screen appears.
Functions Delivery Options (1-1af 1)
Delivery Options Account # Account Name Type Delivery Method
Paper Billing 50551618 TEST ACCOUNT QLD Paper
CnelEsgeiouect Delivery Options (1-1of 1)
Eill Reports
Application Refresh
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Paper Billing

Introduction The Enroll Full Paper screen allows you to begin the process of signing accounts to
receive only paper bills; this option is not recommend for the Wholesale customer.

e The Functions section allows you to select the manner in which you want
bills for your accounts to be delivered.

e The Filters section of the screen allows you to define the criteria for your list
of account numbers. Once your criterion is applied the screen will only
display those account numbers based on the criteria defined.

e The Enroll Full Paper section displays a list of accounts that are available to
enroll for Paper Billing.

Fields and The table below describes the fields and buttons displayed on the Enroll in Full
Descriptions Paper screen.
Field Name Description

Enroll Full Paper

] This checkbox allows you to select the account(s) you want to
enroll for Full Paper billing.
Account # This column displays the unique provider maintained identifier

for each account listed.

Account Name

This column displays the unique customer maintained identifier
for each account listed.

Type

This drop-down list allows you to select the kind of account you
want to filter. Your options include QLD (CenturyLink Long
Distance).

Delivery Method

This column identifies the delivery method for each account
listed.
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Accessing Paper Billing

Procedure Follow the steps in the procedure below to access the Paper Billing screen.
Step Action
1 From the Delivery Options screen, click on the Paper Billing functions
link.

Result: The Enroll Full Paper screen appears.

Functions Delivery Options (1-10of 1)
Delivery Options Account # Account Name Type Delivery Method
Paper Billing 50551618 TEST ACCOUNT QLD  One Page Direct
EhiE FEEE Pz Delivery Options (1-10f 1)
Bill Reports

Application Refresh

Filters
‘Account Number
Name

Type
v

Delivery Methods

A
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Filtering the Paper Billing List

Procedure Follow the steps in the procedure below to filter the Paper Billing list.
Step Action
1 From the Enroll Full Paper list screen, enter the unique identifier for
your account in the Account Number field (if applicable).
2 In the Name field (if applicable), enter the name of your account.
3 From the Type drop down list (if applicable), select QLD for CenturyLink
Long Distance.
4 From the Delivery Method drop-down list, select the means by which
bills are sent to the account(s) you want to filter.
5 .
C|ICk.
Result: The Enroll Full Paper list refreshes and displays only the
account numbers that match your filtering criteria.
Delivery Options
Functions Delivery Options (1-10of 1)
Delivery Options Account # Account Name Type Delivery Method
Pa = 50551618 TEST ACCOUNT QLD  One Page Direct
E_”-RB : Delivery Options (1-10of 1}
Filters
Account Number
r 1
Derwe:v Methods
6 If needed, click to view all the account numbers without a filter.
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Enrolling Accounts in Full Paper Billing

Procedure Follow the steps in the procedure below to enroll an account for Full Paper billing.
Step Action
1 From the Delivery Options screen, click on the Paper Billing functions

link.

Result: The Step 1 of 3: Choose Accounts to Sign up Full Paper
screen appears.

Step 1 of 3 : Choose Accounts to Sign up Full Paper

Enroll Full Paper (1-1of 1}
r Account # Account Name Type Delivery Method
| 60551518 TEST ACCOUNT QLD One Page Direct
Enroll Full Paper (1-1of 1}

From the Enroll Full Paper list, select the checkbox for each account
listed you want to enroll in Full Paper billing.

Click .

Result: The Step 2 of 3: Confirm your invoice delivery selection
screen appears.

Step 2 of 3 : Confirm you

Enroll Full Paper Billing

Selected Accounts to Sign Up Full Paper
Account # Account Name Type Delivery Option

60551618 TEST ACCOUNT QLD One Page Direct

Enroll Full Paper Billing

[ Ereviou: | [cancar ]

Continued on next page
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Enrolling Accounts in Full Paper Billing, continued

Procedure

(continued).

Step

Action

4

Select the | choose “Full Paper in the Mail” Invoice Delivery
checkbox.

Click.

Result: The Step 3 of 3: Full Paper Enrollment Complete
confirmation screen appears.

Step 3 of 3 : Full Paper Enroliment Complete

Enrcll Full Paper Billing

Enroll Full Paper Billing

cliok [E2re].

Result: The system returns you to the Delivery Options screen.
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Introduction The Enroll in One Page Direct screen allows you to select One Page Direct billing
for one or all of your listed accounts; this is the recommended delivery option for
Wholesale customers. This screen is divided into three sections: Functions, Filters
and Enroll in One-Page Direct.

e The Functions section allows you to select the manner in which you want
bills for your accounts to be delivered.

e The Filters section of the screen allows you to define the criteria for your list
of account numbers. Once your criterion is applied the screen will only
display those account numbers based on the criteria defined.

e The Enroll in One Page Direct section displays a list of accounts that are
available for One Page Direct billing.

Note: One-Page Direct is only available for QLD accounts.

Fields and The table below describes the fields and buttons displayed on the Enroll in One
Descriptions Page Direct screen.
Field Name Description

Enroll in One Page Direct

] This checkbox allows you to select the account(s) you want to
enroll for One Page Direct billing.
Account # This column displays the unique provider maintained identifier

for each account listed.

Account Name

This column displays the unique customer maintained identifier
for each account listed.

Type

This drop-down list allows you to select the kind of account you
want to filter. Your options include QLD (CenturyLink Long
Distance).

Delivery Method

This column identifies the delivery method for each account
listed.
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Accessing One Page Direct

Procedure Follow the steps in the procedure below to access the One Page Direct screen.
Step Action
1

From the Delivery Options screen, click on the One Page Direct
functions link.

Result: The Enroll in One Page Direct screen appears.

Functions

Delivery Options

s :
P=per Billing

per Billing lip in the mail
One Page Direct

Bill Reports ct is only available for account type "QLD" or Qwest Long Distance account(s) in
Application Refresh our enterprise
Filters Enroll in One-Page Direct (1-1 of 1)
Account Number u Account # Account Name Type Delivery Method
l O 605516138 TEST ACCOUNT QLD Paper
e Enroll in One-Page Direct (1-1 of 1)
-
Delivery Methods
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Filtering the One Page Direct List

Procedure

Follow the steps in the procedure below to filter the One Page Direct list.

Step Action
1 From the Enroll in One Page Direct list screen, enter the unique
identifier for your account in the Account Number field (if applicable).
2 In the Name field (if applicable), enter the name of your account.
3 From the Type drop down list (if applicable), select QLD for CenturyLink
Long Distance.
4 From the Delivery Method drop-down list, select the means by which
bills are sent to the account(s) you want to filter.
5 .
C|ICk.
Result: The Enroll in One Page Direct list refreshes and displays only
the account numbers that match your filtering criteria.
Functions
Delivary Options
Paper Billing aonss
T
Filters Enroll in One-Page Direct (1-1 of 1)
1= Il = Account # Account Name Type Delivery Method
| O 60551618 TEST ACCOUNT QLD Paper
e Enroll in One-Page Direct (1-1 of 1)
Type
Delive:vnethnds
6 If needed, click L='%2"1 o view all the account numbers without a filter.

Confidential 19
Copyright 2011. All rights reserved.

No other use of the material is permitted without the express written consent of CenturyLink.




Control Center User Guide August 2011

Enrolling Accounts in One Page Direct Billing

Procedure Follow the steps in the procedure below to enroll an account for One Page Direct
billing.
Step Action
1 From the Delivery Options screen, click on the One Page Direct

functions link.

Result: The Step 1 of 3: Choose Accounts to Sign up One-Page
Direct screen appears.

Step 1 of 3 : Choose Accounts to Sign up One-Page Direct

Enroll in One-Page Direct (1-10of 1)

[ Account # Account Name Type Delivery Method
F 60551618 TEST ACCOUNT QLD Paper
Enroll in One-Page Direct (1-10f1)

Enrall Cancel

2 From the Enroll in One Page Direct list, select the checkbox for each
account listed you want to enroll in One Page Direct billing.

3 Click .

Result: The Step 2 of 3: Confirm your invoice delivery selection
screen appears.

Step 2 of 3 : Confirm your invoice delivery selection

Enroll One Page Direct

Selected Accounts to Sign-Up One-Page Direct
Account # Account Name Type Delivery Option
60551618 TEST ACCOUNT qLp Paper

[ 1 choose "One-Page Direct” Invoice Delivery.

By checking the box above and pressing the "MNext” button you choose to receive a summary of your invoice in
the mail and view your entire invoice online for the above accounts.

Enroll One Page Direct

[ revious | [cancer ]

Continued on next page
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Enrolling Accounts in One Page Direct Billing, continued

Procedure (continued)

Step

Action

4

Select the | choose “One Page Direct” Invoice Delivery checkbox.

5

Click.

Result: The Step 3 of 3: One-Page Direct Request Complete
confirmation screen appeatrs.
Step 3 of 3 : One-Page Direct Request Complete

Request Complete

Enroll One Page Direct

QOne-Page Direct Setup for Account 60551618 was accepted!

Be sure to note any errors listed above. We suggest using your browser's print function to save for your records.

Qwest appreciates your business.

If at any time you feel that you no longer require a paper invoice (including this one page summary), please
select the eBill invoicing method from the list of Invoice Delivery methods available on the "Choose Options
screen.

Enroll One Page Direct

cliok [E2re].

Result: The system returns you to the Delivery Options screen.
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The Request Paper Bill functionality is not available for Wholesale customers and
has been has been disabled by a CenturyLink System Administrator.

Please contact the Wholesale National Service Delivery Center at 1-800-291-7707
with any additional questions.

Bill Reports

Introduction

Fields and
Descriptions

The Choose Bill Reports screen allows you to select an account and generate
reporting details that will be included in your monthly invoice. This screen is divided
into three sections: Functions, Filters and Choose Bill Reports.

e The Functions section allows you to select the manner in which you want
bills for your accounts to be delivered.

e The Filters section of the screen allows you to define the criteria for your list
of account numbers. Once your criterion is applied the screen will only
display those account numbers based on the criteria defined.

e The Choose Bill Reports section displays a list of accounts that are
available for monthly reporting.

The table below describes the fields and buttons displayed on the Choose Bill

Reports screen.

Field Name Description
Choose Bill Reports
" This radio button allows you to choose the account for which
you want to select reports.
Account # This column displays the unique provider maintained identifier

for each account listed.

Account Name

This column displays the unique customer maintained identifier
for each account listed.

Type This drop-down list allows you to select the kind of account you
want to filter. Your options include QLD (CenturyLink Long
Distance).

Balance This column displays the current balance owed for each

account listed.

Report Selections

PAC Summary

This option allows you to include a PAC (Project Account
Code) Summary report with your monthly invoice.

Total Usage

This option allows you to include a Total Usage report with
your monthly invoice.

Continued on next page
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Field Name

Description

High Call Volume

This option allows you to include a High Call (HC) Volume
report with your monthly invoice.

Note: When requesting this report you will need to select a HC
Unit of Measure and a Threshold Value. The values may
include the following:
e HC Unit of Measure = Minutes of Usage, Dollars
Charged or No. of Calls.
e Threshold Value = This value must be between 5 and
999,

Long Duration

This option allows you to include a Long Duration (LD) report
with your monthly invoice.

Note: When requesting this report you will need to select a LD
Unit of Measure and a Threshold Value. The values may
include the following:
e LD Unit of Measure = Minutes of Usage or Dollars
Charged
e Threshold Value = This value must be between 30 and
999,

Unanswered Call

This option allows you to include an Unanswered Call report
with your monthly invoice.

Top City This option allows you to include a Top City report with your
monthly invoice.
Note: When requesting this report you will need to select a
Threshold Value. This value must be between 5 and 100.
Area Code This option allows you to include an Area Code Summary
Summary report with your monthly invoice.

Note: When requesting this report you will need to select a
Sort Order. This value may include Sort by Area Code
(numeric), Sort by State then Area Code or Sort by Total
Charges in Area Code.

LATA Summary

This option allows you to include a LATA Summary report with
your monthly invoice.
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Accessing Bill Reports

Procedure Follow the steps in the procedure below to access the Choose Bill Reports screen.
Step Action
1

From the Delivery Options screen, click on the Bill Reports functions
link.

Result: The Choose Bill Reports screen appears.

Delivery Options

Functions

e "QLD" or Qwest Long Distance account(s) in

your enterprise.

Application Refresh
Choose Bill Reports (1-10f1)
Account # Account Name Type Balance

Filters
Account Number

|—| [ 60551618 TEST ACCOUNT QLD 0.00

Choose Bill Reports (1-10f 1)

P
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Filtering the Bill Reports List

Procedure Follow the steps in the procedure below to filter the Bill Reports list.

Step Action
1 From the Choose Bill Reports list screen, enter the unique identifier for
your account in the Account Number field (if applicable).
2 In the Name field (if applicable), enter the name of your account.

3 From the Type drop down list (if applicable), select QLD for CenturyLink
Long Distance.

4 From the Balance drop-down list (if applicable), select an operator
(greater than [>], less than [<] or equal to [=] for the value you enter in
Step 5.

5 In the Balance field (if applicable), enter the dollar amount of the

balance on the account(s) for your search.

Note: The drop-down list and field work together to create the value for
your filter. For example, selecting ">" in Step 4 and enter "300" in Step
5 would return all accounts that have an outstanding balance greater
than $300.

6 Click .

Result: The Choose Bill Repots list refreshes and displays only the
account numbers that match your filtering criteria.

Bill Reports

Application Refresh

Filters

Choose Bill Reports (1-10f1)

Account # Account Name Type Balance
Account Number
|—| (ol 60551618 TEST ACCOUNT QLD 0.00
— | Choose Bill Reports (1-10f1)
Type
v
Balance
S —
7 . . ; )
If needed, click L=221 to view all the account numbers without a filter.
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Selecting Bill Reports

Procedure Follow the steps in the procedure below to select the Bill Reports that shall be
included in your monthly invoice.

Step Action

1 From the Delivery Options screen, click on the Bill Reports functions
link.

Result: The Choose Bill Reports screen appears.

ce Ck Tro a Variety aor anling

Choose Bill Reports (1-10f1)

Account # Account Name Type Balance
el 60551618 TEST ACCOUNT QLD 0.00
Choose Bill Reports (1-10f 1)
2 From the Choose Bill Reports list, select the radio button for each
account that should be included in your request.
3

Result: The Select the path to take screen appears.
Select the path to take
Account Information

MName: TEST ACCOUNT
Mumber: 60551618
Type: StandAlone
Invoice: Paper
Payment: Cash

Select the path to take

Continued on next page
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Selecting Bill Reports, continued

Procedure (continued)

Step

Action

4

Click for help in completing the report request.

Result: The Get Instructions screen appears.

Get Instructions

Account Information

Name: TEST ACCOUNT
Number: 50551618
Type: StandAlone
Invoice: Paper
Payment: Cash

Click to return to the Select the path to take screen.

Click to obtain contact information for further assistance.

Result: The Call CenturyLink Customer Service screen appears.
Call QWEST Customer Service

Account Information

MName: TEST ACCOUNT
Number: 50551618
Type: Standilone
Invoice: Paper
Payment: Cash

Continued on next page
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Selecting Bill Reports, continued

Procedure (continued)

Step Action

7 .
Click to return to the Select the path to take screen.

8 i , .
C|IC|( to continue the process of selecting the reports to be
included with your monthly invoice.
Result: The Step 1 of 3: Make Report Selection screen appears.
Step 1 of 3: Make Report Selection
Account Information
Name: TEST ACCOUNT
Number: 60551618
Type: StandAlone
Invoice: Paper
Payment: Cash
[0 PAC Summary
[ Total Usage
9

From the Make Report Selection checkbox(es), select each report that
should be included in your monthly invoice.

10
CIiCk.

Result: The Step 2 of 3: View and Save Report Selections screen
appears.

Step 2 of 3: View and Save Report Selections
Account Information

MName: TEST ACCOUNT
Number: sossis18
Type: StandAlens
Invoice: Paper
Fayment: ca=h

Reports Added

Continued on next page
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Selecting Bill Reports, continued

Procedure (continued)

Step

Action

11

Click to confirm your selections.

Result: The Step 3 of 3: Report Selection Complete screen appears.

Step 3 of 2: Report Selection Complete

Account Information

Marne: ®58533 TEST
Murmber:

Type: StandAlone
Inuvoice: onePageDirect
Payrnent:

“rour repart profile has been updated,

“our selections will be reflacted on your next invaice,

If you wish to rodify your seledions at any time, use the "Choose Bill Reparts" tool located under the "Invoice Tools" rmenu,

Step 3 of 2: Report Selection Complete

[ian

12

cliok [E2re].

Result: The system returns you to the Delivery Options screen.
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Refresh the Delivery Options List

Procedure Follow the steps in the procedure below to refresh the Delivery Options screen.
Step Action
1

From the Delivery Options list screen, click on the Application
Refresh link from the Functions section.

Result: The Delivery Options screen refreshes.

Functions Delivery Options (1-1 of 1)

Delivery Options Account # Account Name Type Delivery Method
50551618 TEST ACCOUNT QLD Paper

Delivery Options (1-1 of 1)
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Request Bill Copy [PDF]

Introduction The Request Bill Copy [PDF] allows you to create a full PDF copy of your bill and
download it to your own computer. You will submit a request for a particular month
by account. You can request the previous 12 months. Once you submit a request an
email will be sent to you within 24 hours letting you know the PDF is available. Once
it is available you will click on the PDF REQUEST tab and click on the appropriate

account.
Procedure Follow the steps in the procedure below to request the Request Bill Copy [PDF].
Step Action
1 From the View eBills list screen under table of contents click on
Request Bill Copy.
2 Result: The PDF Request Detail screen appears.
‘PDF Request Detail I
Account Information:
Account Number: 36567389
Invoice Date: 2009-04-23
PDF Request Date:
Request Status: Request Creation
Date
This is a request to obtain your PDF copy of bill. It will be available within next 24 hours. You will be naotified after
the request is complete.
[ SubmitRequest | [ Return To Inveic= |
Please note : The requested document will be purged 14 days after it has been made available for download.
Kindly save the document once it is available.
3 Make sure that the information is correct and click on

I Submit Request |
You will then get a confirmation that the PDF Request Status:
Submitted

PDF Request Detail
Account Information:

Account Number: 36567389

Invoice Date: 2009-04-23

PDF Request Date:

Request Status: Submitted Request Creation 05/05/2009 02:28

Date

This is a request to abtain yvour PDF copy of bill. It will be available within next 24 hours. You will be naotified after
the request is complete.

[ CanceleoFRequest | | Return To Request List |

Please note : The requested document will be purged 14 days after it has been made available for download.
Kindly save the document once it is available.
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Request Bill Copy [PDF], continued

4 Once you receive an email stating that your PDF is ready click on Print
Bill tab.

Result: The PDF Request screen appears.

Filters Existing PDF Requests (1-10f1)

Account #

— Account # +  Invaice Date Status o bateand |
R Download 2009-05-05

EELT 28962827 2008-04-03 343445 Ssspwhs 42764 2p(39431 KB)  19:31:58.0

Existing PDF Requests (1-1of 1)
Status Description:

1. SUBMITTED: Request has been made. Please wait for processing.

2. PENDING: Request is being processed.

3. FAILED: Request could not be fulfilled.

4, AVAILABLE FOR DOWNLOAD: Request successfully processed. Please click on the
link to download.

Please note : The requested document will be purged 14 days after it has been made
available for download. Kindly save the document once it is available.

5 Click on the hyperlink that is available for Download

Result: A window will open asking what action you want to take.
File Download (3]
Do you want to open or save this file?
@ Mame: 9@4s07s[1].5selfsericd.1107.2ip

Type: Compressed (zipped) Folder
From: 10.6.170.26

[ Open | | Save ] [_canca ]

Always ask before opening this twpe of file

harm pour computer. IF you do not trust the source, do not open or

@ "wihile files from the Intermet can be useful. some files can patentially
save this file. What™s the risk?

Note: For large accounts that are over 500 pages the resulting PDF(s)
will be “zipped” to better accommodate the resulting size. This may take
several minutes depending on the performance of your personal
computer.

6 |__Open |
Click on Open |

Result: A separate window will be opened with your PDFs. You will
then be able to open any of the PDF(s) files.

i 9846075 _selfserjcd_1107 9 [=1E3
File Edt WView Favortes Took Help e
Qosk - () [P O seach [ rokders | [

Address ‘@ 9846075 _selfsericd_1107 "‘ Go

2 %2 2 2 2 2 2
75 5. 75 5 75 5.

{3 Extract sl fles SEAE07S selfs} 9846075 5., 98460755, 9G46075_s.. 9846075_s.. 9846075_s.. 9846075
erjcd_1107_1.

Other Places o

F71 GR4ANTEM T Sselfsericd 111 SB4E075. ...

If there are multiple PDFs they will be labeled 1, 2, 3 etc.
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The eBill Summary Report screen allows you to generate an online summary of
billing information across one or more accounts participating in your Control Center
Enterprise ID. You may select a view of one month or six months to display your the
most recent billing information. This screen is divided into three sections: Functions,
Filters and eBill Summary.

e The Functions section allows you to generate a new report.

e The Filters section of the screen allows you to define the criteria for your list
of account numbers. Once your criterion is applied the screen will only
display those account numbers based on the criteria defined.

e The eBill Summary section displays a list of accounts available to generate

your report.

The table below describes the fields and buttons displayed on the eBill Summary

Report screen.

Field Name

Description

Functions Section

eBill Summary
Report

This link allows you view a list of reports generated and
available for review.

Generate New
Report

This link allows you to generate a new eBill Summary report.

Filters Section

Account Number

This field allows you to enter the unique identifier of the
account you want to filter.

Note: The system automatically applies a wildcard character
to the value entered. Example: If you enter a partial value of
3032, the system will return account numbers 30321, 30322,

30323, etc.

Account Name

This field allows you to enter the name of the account you want
to filter

Note: The system automatically applies a wildcard character
to the value entered. Example: If you enter San, the system
will return account names Santa Claus, Sanitation, etc.

Type This drop-down list allows you to select the kind of account you
want to filter. Your options include QLD (CenturyLink Long
Distance).
Last Invoice This field allows you to enter the total dollar amount of each
account's previous invoice.
ER This button allows you to apply your filter.
Clear | This button allows you to clear the current filter.

Continued on next page
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Fields and (continued)
Descriptions

August 2011

Field Name

Description

eBill Summary Section

Report Name

This field allows you to enter a descriptive name for the eBill

Summary report.

Time Period

This drop-down list allows you to select the period for your

report.

Note: You may choose to generate the report for one of the
previous six months or the entire six-month period.

This checkbox allows you select the accounts you want to

include in the report.

Note: If an account has sub-accounts associated with it, you
may select either the primary or the sub-accounts; however not

both.

Account #

This column displays the unique provider maintained identifier

for each account listed.

Account Name

This column displays the unique customer maintained identifier

for each account listed.

Type

This drop-down list allows you to select the type of account.
Your options include QLD (CenturyLink Long Distance).

| Submit Request

This button allows you to generate your eBill Summary report.

Copyright 2011. All rights reserved.
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Viewing the eBill Summary Report List

Procedure Follow the steps in the procedure below to access the eBill Summary report list
screen.
Step Action
1

From the Landing page, click on the Reports in the Billing section.
Result: The Reports drop down appears.

Billing

@ Call Detail Records

—

From the Reports dropdown, click on the Bill Summary link.

Result: The Bill Summary screen appears.

Functions
ebill Summary Report
Generate New Report

pro

Filters

AccountNumber | Report Name: I

l Time Period: Six Month Report %
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Accessing the Generate New Report

Procedure Follow the steps in the procedure below to access the Generate New Report
screen.
Step Action
1

From the eBill Summary Report screen, click on the Generate New
Report functions link.

Result: The Generate New Report screen appears.

Functions

ebill Summary Report

Generate New Report

Filters

Account Number

| Time Period: Six Month Report %

Report Name: |
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Filtering the eBill Summary Account List
Procedure Follow the steps in the procedure below to filter the eBill Summary Report list.

Step

Action

1

From the Generate New Report list screen, enter the unique identifier
for your account in the Account Number field (if applicable).

In the Account Name field (if applicable), enter the name of your

account.

From the Type drop down list (if applicable), select QLD for CenturyLink

Long Distance.

CIiCk.

Result: The Generate New Report account list refreshes and displays
only the account numbers that match your filtering criteria.

EiliEusamary

Functions
ebill Summary Report
Generate New Report
Filters
Account Number Report Name: |
|—| Time Period: Six Month Repart |%
Account Name
eBill Summary (1-30f3)
Type r Actount £ Account Name Type
b r 33333333 Test Wholesale QLD
- T Test Wholesale Qo
m| 78945646 Test Wholesale QLD
eBill Summary (1-3 0f3)

If needed, click

Clear

to view all the account numbers without a filter.
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Generating an eBill Summary Report

Procedure Follow the steps in the procedure below to generate the eBill Summary report.

Step

Action

1

From the Reports application, click on the eBill Summary Report
menu.

2

From the Functions section, click on the Generate New Report link.

Result: The Generate eBill Summary Report screen appears.

Functions
ebill Summary Report

Generate New Report

Filters

‘Account Number | Report Name: [

|—| Time Period: Sixe Manth Repart %

Account Name

|—| eBill Summary (1-3 of 3)

Type [ Account = Account Name Type
| m| 33333333 Test Wholesale aLD

In the Report Name field, enter a brief description to name your report.

AW

From the Time Period drop-down list, select a specific Month/Year or
all Six Months.

Select the checkbox(es) for the accounts that should be included in your
report.

Note: If an account has sub-accounts associated with it, you may select
either the primary or the sub-accounts; however not both.

C"Ckl Submit Request I

Result: The system processes your request and returns you to the
Available Reports screen.

Note: This may take several minutes for reports to be available.

Confidential 38
Copyright 2011. All rights reserved.

No other use of the material is permitted without the express written consent of CenturyLink.




Control Center User Guide

Viewing the eBill Summary Report Details

August 2011

Procedure Follow the steps in the procedure below to view the eBill Summary report details
screen.
Step Action
1 From the eBill Summary Report screen, click on the desired Report

Name link.

T W¥Pebiaabe

[ ———

s Sttt o

the Report Name column name.

Result: The eBill Summary Report Details screen appears.
S —
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Note: To view in a PDF file version, click on the PDF hyperlink under
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Modifying an eBill Summary Report

Procedure Follow the steps in the procedure below to modify the eBill Summary report criteria.
Step Action
2 From the eBill Summary Report screen, click on the radio button next

to the report that needs modify.

3 .
Cliokl 24|

Result: The Generate eBill Summary Report screen appears.

Functions Qw = allo e an online ary billing
ebill Summary Report -

Generate New Report

Filters

Account Number fizparzbimsz: |
|—| Time Period: ,m‘
Account Name
eBill Summary (1-3 of3)
Type u Account # Account Name Type
- 33333333 Test Wholssale ap
4 Modify the fields on the screen, as needed.
S . Submit Request
Clickl 3 |

Result: The system processes your request and returns you to the
Available Reports screen.
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Deleting an eBill Summary Report

Procedure Follow the steps in the procedure below to delete an eBill Summary report.
Step Action
1 From the eBill Summary Report screen, click on the radio button next
to the report that needs deleted.
2
ciick[ 2=t
Result: The Initiate Summary Report Deletion screen appears.
Initiate Summary Report Deletion
ry report: TEST 2 will be deleted by clicking on the confirm button
Initiate Summary Report Deletion
3

ClickL Sentm

Result: The system processes your request and returns you to the
Available Reports screen.
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QTA Spend Report

Introduction

The Spend Report functionality is not available for Wholesale customers and has
been has been disabled by a CenturyLink System Administrator.

Please contact the Wholesale National Service Delivery Center at 1-800-291-7707
with any additional questions.

Analysis Application

Introduction

The Analysis Application (including Information, eBill Companion and LEC Data
Files) functionality is not available for Wholesale customers and has been has been
disabled by a CenturyLink System Administrator.

Please contact the Wholesale National Service Delivery Center at 1-800-291-7707
with any additional questions.

eBill Companion

Introduction

The eBill Companion (including: Data Files, Account Groups, Application
Downloads) functionality is not available for Wholesale customers and has been has
been disabled by a CenturyLink System Administrator.

Please contact the Wholesale National Service Delivery Center at 1-800-291-7707
with any additional questions.

LEC Data Files

Introduction

The LEC Data Files (including: Data Files and Accounts Groups) functionality is not
available for Wholesale customers and has been has been disabled by a CenturyLink
System Administrator.

Please contact the Wholesale National Service Delivery Center at 1-800-291-7707
with any additional questions.

Service Records

Introduction

The Service Records functionality is not available to Wholesale customers and has
been has been disabled by a CenturyLink System Administrator.

Please contact the Wholesale National Service Delivery Center at 1-800-291-7707
with any additional questions.

Confidential 42
Copyright 2011. All rights reserved.

No other use of the material is permitted without the express written consent of CenturyLink.



Control Center User Guide August 2011
Add Accounts
Introduction The Add Accounts application allows you to register your accounts within the

Control Center system. You can enter accounts one at a time or bulk upload accounts

using a single file.

Note: You will need a copy of your invoice to register your accounts.

Fields and The table below describes the fields and buttons displayed on the Add Accounts
Descriptions application.
Field Name Description

Account Number

This required field shall contain your unique customer
Account number and is located in the top left corner of
your monthly invoice/eBill under your Company Name.

Invoice Number

This required field shall contain your unique Invoice
number and is located in the top right corner of your
monthly invoice/eBill under the invoice date.

Browse

This button allows you to browse and upload a CSV
file containing the information for multiple accounts to
be registered under your Control Center Enterprise ID.

This button allows you to save your entries in the Add
Accounts application.
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Procedure Follow the steps in the procedure below to register an account in the Add Accounts
application.
Step Action
1 From the eBilling module, click on the Add Accounts application.

Result: The Add Accounts application appears.

Confidential
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Adding an Account(s), continued

Procedure (continued)
Step Action
2 In the Account Number field, enter your customer Account number.

Note: The customer Account number can be located in the top left
corner of your monthly eBill summary page, under your Company Name.

3 In the Invoice Number field, enter your Invoice number.

Note: The Invoice number can be located in the top right corner of your
monthly eBill summary page, under the invoice date.

4 Repeat Steps 2 and 3 for each account that needs registered/added to
your Control Center Enterprise ID.

Continued on next page
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Adding an Account(s), continued

Procedure (continued)

Step

Action

5

Clickl_Submit |

Result: The Control Center system validates the information you
entered. If everything is correct, the accounts are added to your

CenturyLink Enterprise ID and a confirmation page appears indicating a

success or failure.

ciiok [22r2]
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Uploading Multiple Accounts

Procedure Follow the steps in the procedure below to create and upload file of multiple
accounts.
Step Action
1

From a text editing application such as Microsoft Excel, create an upload
file with the following criteria:
e In the first column enter all the Account Number(s) that will
be added (punctuation, spaces, etc. must be excluded).
e In the second column enter the corresponding Invoice
Number(s) for each account number (punctuation, spaces,
etc. must be excluded).

e Delete sheets 2 and 3 from the excel spreadsheet.

Microsoft Excel - Book1 ' E ‘
@_] Eile Edit W¥ew Insert Format Tools Data  Mnet  Window  Help -8 X
AN RERENEE NEN AR WEENs A RN SRR R RN - ERORY Y
J r I B W B O | [ @_|| "¢ Reply with Changes,.. End Review,.. !
B7 - 5
A | B | c [ o [ E [ F [ 6 [ H [ JF

1 | BBES5533 99955560
2 | BBE55544 99955577
3 | BBE55555 99955550
4 | BBES55EE 99955599
5 | BBES5STT | 99955510
B | BEE55555 995955521
7
g
9

M 4 » M} Sheetl/ < »
Ready IR

Save the file with all the information as a *.CSV file. Note the directory in
which you saved it.

Continued on next page
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Uploading Multiple Accounts, continued

Procedure (continued)

Step Action

3 .
From the Add Accounts screen, chckl—]Br':'WSE'" .

Result: A Choose File dialog box appears.

Choose file @
Look in: | () ABC - emerE-
A IZIJMBC Company
uﬁ %E}'—\n:l-:l}'—\n:n:n:nunts

My Recent
Documents

My Documents

8

by Computer
:
My Network. File name: |AddAcc:ounts j Open
Places
Files of type: | a1 Files (%) | Cancel

N

Navigate to the directory in which you placed the file.

5
0
Select the file and click .

Result: The Control Center system validates the information you
entered. If everything is correct, the accounts are added to your
CenturyLink Enterprise ID and a confirmation page appears indicating a
success or failure.

7
ciiok [22r=]
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Modifying Email Notification

Procedure Follow the steps in the procedure below to modify the email notification.
Note: Only CSA and eBill Admin User Group get email notifications and
therefore these users will only have the option of changing the notification

process.
Step Action

1 From the My Profile screen under Administration, click on the drop
down next to Notification Preferences. You must key in your current
password into the Your Current Password field.
Note: Preference ‘Email’ will send an email of billing notification to
email address on file. Preference ‘Portal’ will have a note on the home
page.

2

Submit

cliok =2me]

Result: A reminder will show.

Microsoft Internet Explorer.

! E The Matification Preference change fram Email ko Portal will not autamatically notify you if the eBill is ready
-

Click OK.

Result: A confirmation page appears, indicating the success or failure
of the addition.
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Paying Bill by ACH (Automated Clearing House) One
Time Payment

Procedure Follow the steps in the procedure below to make a one time payment by ACH.
Note: ACH is only available for customers who are not currently paying by
wire transfer. Most customers already have wire transfer setup to pay their
bills and should continue to use this as their payment method. Payment
should be made according to the terms in your CenturyLink Wholesale
Service Agreement (WSA) see section 6 for Financial Responsibility,
Payment and Security. Any questions regarding payment see your
CenturyLink Service Manager or contact CenturyLink Wholesale Collections
at 1 888 496-7447.

Step Action
1 From the Landing page screen under Billing select Invoices and then
Pay bill.
Billing
Invoices

Result: The Pay Bill screen appears.

Functions Pay Bills Summary (1-4 of4)
Pay Eill

Payment Payment

Account # Account Name Type Mathod ~ Pending Balance
w 123456788 Test Account QLD Cash  261,000.00
987634321 Test Account Qo cash
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2 To make a one time payment click Pay — Bank Account

Result: Step 1 of 5 wizard screen appears.

Pay Bill

Functions Step 1 of 5: 5e counts and Amounts to Pay

One-time Payment (Bank Account) - Each month you must initiate and authorize Qwest
to debit from your bank account to pay your bill. You will continue to receive a paper

Pay - Bank A t
S S S bill in addition to being able to view vour bill online. Currently there is no charge for

Pruto Pay
Application Refresh

Filters

this payment method from Qwest; however, your banking institution may charge you a
fee.

The list below contains accounts which are candidates for payment.

Account Number .
Please select the account(s) which you would like to make a payment on and specify
the amount of the payment.

Name
|—| Pay Bill by ACH (1-3af3)
Last Amount To

Type u Account # Account Name  Type Invoice Balance Pay
-v

Last Invoice r 123456789 TestAccount QLD 11,469.20 136,942.46 [138342.4]
[~

Balance |l 987654321 Test Account QLD 6584.82 684.82 684,82
= VI

Modify the amount to pay as necessary. Make sure you check the
accounts you want to pay. There is an option to select all accounts.

Fay
Click on

Result: Step 2 of 5 wizard screen appears.
Pay Bill

Step 2 of 5: Enter your Bank Account Information

To sign up ta automatically pay your invoice via your checking account, please enter the following information.

Checking Account
120002 02L)i: [B786L BaL® 78BL

T
Routing Transfer Humber L coount Humber
Pay eBills Using ACH
Bank Account Information:

Routing Number:

$177,650.52

Account Number:
Name on Account:

Total Charges:

For security purposes, you will be asked to enter the information in the same manner a second time.

You may cancel this process by choasing an item from the menu or pressing the "Cancel” button.

Pay eBills Using ACH

Notice: Total Charges of what will be submitted is shown.

Follow the steps of inputting Bank Routing Number, Bank Account
Number and Name on Bank Account.
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4
Click on

Result: Step 3 of 5 wizard screen appears.

Pay Bill

Step 3 of 5: Re-enter your Bank Account Information
For security purposes, please re-enter your checking account information from the previous step.

The information must be entered exactly the same as it was on the previous page.

Checking Account
{20002 021 [B788L BBL|* 7884

I
Routing Transter Number L ucoount Humber
Pay eBills Using ACH

Bank Account Information:

Fouting Number: |—|
Account Number: |—|
Name on Account: |—|
Total Charges: $177,650.52

‘You may cancel this process by choosing an item from the menu or pressing the "Cancel” button.

Pay eBills Using ACH

For security purposes please enter your Bank Routing Number, Bank
Account Number and Name on Bank Account in the same manner a
second time.

5
Click on

Result: Step 4 of 5 wizard screen appears.

Pay Bill

Step 4 of 5 : Confirm your payment
Please review the bank account information and Qwest accounts that you have entered and confirm your
payment.

Pay eBills Using ACH
Checking Account Information:

Payment Amount: $177,659.52
Routing Number: 102000076
Account Number: 123456
Mame on Account: Test

Selected Accounts

Account # Account Name Type Balance Amount To Pay
1234567890 TEST ACCOUNT QLD £135,942.45 5135,942.46
987654321 TEST ACCOUNT QLD $684.82 $684.82
34567821 TEST ACCOUNT QLD $40,032.24 $40,032.24

By checking the box below and pressing the "Next” button you authorize Qwest Communications to charge to
your bank account.

[] 1 authorize QWEST to charge my bank account.

You may cancel this process by choasing an item fram the menu or by pressing the "Cancel” button.

Pay eBills Using ACH

Very that all information is correct and check the box Authorizing
CenturyLink to charge your bank account.

I Authorize QWEST to charge my bank account.
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6
Click on

Result: Step 5 of 5 wizard screen appears.

Pay Bill

Step 5 of 5 : One-time Payment by ACH Complste

Pay eBills Using ACH
The results of your paymentis) are below:

Payment for Account 123456789 in the amount of $40,032.24 is pending autharization.

Payment for Account 987634321 in the amount of $684.82 is pending authorization.

Payment for Account 45678932 in the amount of $136,942.46 is pending authorization.

Please note, your ACH payment will not be applied immediately in your current balance. Please allow at least 24
to 48 hours for the transaction to process with your banking institution.

Be sure to note any errors listed above. We suggest using your browser's print function to save for your records.
Please note you may have multiple transactions listed abave due to how Qwest processes transactions.

Qwest appreciates your business.

Pay eBills Using ACH

Deong

Your bank account will be deducted within 48 hours the amount listed on
this screen. An email will be sent notifying you have this transaction.
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Paying Bill by ACH (Automated Clearing House) Auto
Pay

Procedure Follow the steps in the procedure below to have payments by ACH automatically
debited for 1 or more accounts.
Note: ACH is only available for customers who are not currently paying by
wire transfer. Most customers already have wire transfer setup to pay their
bills and should continue to use this as their payment method. Payment
should be made according to the terms in your CenturyLink Wholesale
Service Agreement (WSA) see section 6 for Financial Responsibility,
Payment and Security. Any questions regarding payment see your
CenturyLink Service Manager or contact CenturyLink Wholesale Collections
at 1 888 496-7447.

Step Action
1 From the Landing page screen under Billing select Invoices and then
Pay bill.
Billing
Invoices

Result: The Pay Bill screen appears.

Functions Pay Bills Summary (1-4 of4)
Pay Bills Summary

Payment Payment
Method  Pending

=ILE » 123436789 Test Account QLD Cash 261,000.00

Account # Account Name Type Balance

Application Refresh 987654321 Test Account aLD Cash
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2 To setup Auto Pay click on the Auto Pay and Set Up

Result: Step 1 of 5 wizard screen appears.

Pay Bill

Functions Step 1 of 5 : Choose Accounts to Pay Automatically via ACH
Pay Bills Summary

Payment History

Pay - Bank Account
YAuto Pay
St Up
Madify Enroll in Automatic Payment (1- 3 of 3}
Remave I Account # Account Name Type Balance

Application Refrash

[0 123435789 Test Account QLD 136942.46

Filters
Gree—rmi i O 987654321 Test Account QLD 684.82
| | 0 67890123 Test Account Qo 40032.24
Name

N : -20f3)
|—| Enroll in Automatic Payment (1-3 of 3} Test Account

Check the accounts you want to enroll in Auto Pay. There is an option to
select all accounts.

3
Click on

Result: Step 2 of 5 wizard screen appears.

Pay Bill

Step 2 of 5: Enter Your Checking Account Information

Once you enroll in Automatic Payment funds will automatically be withdrawn from your bank account 18 days
(Qwest local accounts) or 10 days (Qwest LD accounts) after your bill date. You will receive an email notification
each month prior to the automatic debit on your bank account, stating your bill is available for viewing and the
date which your payment will be applied. The balance shawn on the online bill will be automatically debited fram
your account. If you want to stop a payment you must contact yvour bank immediately. Adjustments ar payment
applied after the bill date will not be reflected in the automatic debit, but will be applied to the following month's
bill.

For security purposes, you will be asked to enter the information in the same manner 3 second time.

Checking Account
1120002 02L): [6786L BaLl» 788Y

T
T
Routing Transfer Humber L Account Mumber

Enroll in Automatic Payment
Bank Account Information:
Routing Number:

Account Number:

Mame on Account:

You may cancel this proc at ar ing the "Cancel" button

Enroll in Automatic Payment

Follow the steps of inputting Bank Routing Number, Bank Account
Number and Name on Bank Account.
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Click on

Result: Step 3 of 5 wizard screen appears.

Pay Bill

Step 3 of 5: Re-enter Your Checking Account Information
For security purposes, please re-enter your checking account information from the previous step.

The information must be entered exactly the same as it was on the previous page.

Checking Account
(120002 024)i; [878BL BBL|» 78B4

T
Routing Transfer Humber |— Aceount Mumber

Enroll in Automatic Payment
Bank Account Information:

Routing Number: l:l

You may cancel this process at anytime by choosing an item from the menu to the left or pressing the "Cancel” button.

Enroll in Automatic Payment

For security purposes please enter your Bank Routing Number, Bank
Account Number and Name on Bank Account in the same manner a
second time.
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5
Click on

Result: Step 4 of 5 wizard screen appears.

Step 4 of 5: Confirm Your Automaic Payment ACH Enroliment Information

o

Qwest accounts that vou have entered and confirm vour payment

Flease review the bank account infarmation and

Enroll in Automatic Payment

Account Information:

Payment Method Autematic Payment ACH
Routing Number 102000076

Account Number 123456

MName on Account Test

Selected Accounts
Account # Account Name Type Balance
123456789 TEST ACCOUNT QLD £40,032.24

Authorization

t, vou must au

curring Automatic Payment ACH enrollment request by
full narm Q

d below and click NEXT button ommunications

r incorrect bank statements or incorrect debits to my account. Qwest

-, a fee may be charged from vour bank

no u may also rav e f el nfirm and not
Very that all information is correct and check the box Authorizing
CenturyLink to charge your bank account.

| I authorize Qwest and the financial institution to process variable entries t

Next fill in your name in the Name: field.

o

my financial account

‘ I'-lame:|T95t|

6
Click on

Result: Step 5 of 5 wizard screen appears.

Step 5 of 5: Enroll Auto Payment by ACH Complete

Enroll in Automatic Payment

Your payment selection has been processed.

The results of your enrollment(s) are below:

Recurring ACH enrollment for Account 123456789, TEST ACCOUNT was accepted.

Please note, vour recurring ACH enraliment for local accounts will not be applied immediately.
Be sure to note any errors listed above. We suggest using your browser's print function to save for your records.

Qwest appreciates your business.

Enroll in Automatic Payment

Your account is now setup to be deducted on a monthly basis.

7 If you want to Modify Account(s) enrolled in Auto Pay click on the Modify
and select the account you would like to modify and follow the wizard in
the same manner as described above
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8 To Remove accounts enrolled in Auto Pay click on the remove button
and follow the steps to remove accounts(s).
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Account Groups for Data Files

Procedure Follow the steps in the procedure below to setup Account Groups. You must setup
account groups first to make your Data files available.

Step Action
1 From the Landing page screen under Billing select Analytics then eBill
Companion.
Billing

Result: The Data Files screen appears.

Data Files

Generate Request for New Data
Data Parameters

Group: chris data file W

Charges: 50. no charge for web dovmloads
Data Files (1-1of 1}
Group File + Bill Month Date File Created Last Download Dats Downloaded By File Size Type
chrisdata fle * 08/2009 2009-09-17 00:53:12 706211 On Demand

Data Files (1-10f 1}

* On-Demand data files are denoted by *

Documents (1-1 of 1)

File Name + Date File Created File Size
eBC Extended File layout without COR.pdf 2009-09-17 00:17:45 40010
Documents (1-1of 1)

Note: The first time a user selects eBill Companion you will be directed
to setup an Account Group. Follow the steps below to setup Account
Groups.
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2 From the Account Groups page select Create New Group
Result: The Account Group page appears.
Account Groups
Account Group
Group Information (* Required Fields)
Group Name: * |—|
Billing Day (Billing 31 (74) ™
Cycle): =
Lead Account: * 60302771 - NETWORK BILLING SYSTEMS, LLC %
How do you want te & Wweb File Dovmlozd (no chargs)
receive your data?
When do you vant your & Monthly
=i  on-Demznd
What data file format do & Extended data file format vithout call detail
you need? * -
3

Select a Group Name and the Lead account for the account. Click
Mext

Result: Add Accounts To Group screen appears.

Functions Account Group
View Accounts In Group | Group Information
Add Accounts To Group | Group Name: Test Account
Madify Group Profile Lead Account Number: 60302771
. Lead Account Name: METWORK EILLING SYSTEMS, LLC
Filters | e (Eilling 31 (74)
Account Number Cycle):
|—| Frequency: Monthly
Account Name e ey oo
l—| File Type: Extended

Accounts Available For Group:

Test Account(1-3 of 3) Selected: 0
[0  Account # & Account Name
[T 66287425 NETWORK BILLING SYSTEMS, LLC
[T 76952994 NETWORK BILLING SYSTEMS, LLC
[T 79302551 NETWORK BILLING SYSTEMS, LLC
Test Account(1-3 of 3) Selected: 0

[ “esign selected to Group | [E==]
Select by check mark which accounts you want included in the group.

Assign Selected to Group I

Click on I

Your account group will be setup. If needed you can add other accounts
or modify by following the left side navigations.
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Data Files

Procedure Follow the steps in the procedure below to get your Data files. Data files can be
downloaded to a customers own database. Once downloaded, the files can then be
opened in their own database where the data can be viewed and arranged by the
customer.

Note: Only the last 3 months worth of data is available. If users want months
prior to the last 3 months a request will need to be made the customer care

center or a service manager.

Step Action
1 From the Landing page screen under Billing select Analytics then eBill
Companion.
Billing

Result: The Data Files screen appears.

Data Files

Generate Request for New Data
Data Parameters

Group: chris data file v

Charges: 50, no charge for web dovmloads

Data Files (1-10f 1)
Group File # Bill Month Date File Created Last Download Date Downloaded By File Size Type
chrizdata fle *  08/2009 2009-09-17 00:53:12 706211 On Demand

Data Files (1-10f 1)

* On-Demand data files are denoted by *

Documents (1-1 of 1}

File Name + Date File Created File Size
gBC Exiznded File lavout without CDR.pdf 2009-09-17 00:17:45 40010
Documents (1-1 of 1)

Note: The first time a user selects eBill Companion you will be directed
to setup an Account Group. Follow the steps in section Account Groups
of Data Files to setup an account group.
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Next select the Data File you want to download. Click on the Group file
hyperlink.

Data Files (1-10f 1)

Group File + Bill Month Date File Created Last Download Date Downloaded By File Size Type
e atale 08/2009 2009-09-17 00:53:12 706211 On Demand
Data Files (1-10f 1)

Result: Zip file is made available you can either open the file or save it
to your desktop.

&)

Do you want to open or save this file?

[@. Mame: 135663200305 zip

Type: Comprezsed [zipped] Folder, B39KE

From: geoontrol-ede.gwest.com

[ Open ] [ Save ] [ Cancel

harm pour computer. If you do nat trugt the zource, do not open or

|§ ‘while files fram the Intemet can be useful, zome files can potentially
zave thiz file. What's the rigk?

Once you open this file you will have access to the Data Files
B
8 Fil=

Edit  Yiew Favorites Tools  Help

\_) Back \_/l l’@} /4:\1 Search i Folders v

: address “D C:\Documents and JettingsjeschoiLocal Settingsi Temporary Internet Files\Content, IES\W73029MCN 135665, 200908 1], zip V| Go
Folder Tasks ) % E E E] E]

{E3 Extract al fles access_ling...  adjustment.., audio_conf_... customer_a... customer_p... discounts.bxt enterprise_...
Other Places = E E E] E;] |:| D

lata.kxt  mon_metere... other_char... payments.txt product_acc... taxes.bxt

IE
@

£ Ww7sozamMc
Py Documents
\‘d Iy Metwork Places

Details ¥

These files can be opened in Excel or imported into a data base. The
data can be viewed and arranged by the user.

If you do not see a file listed in the last 3 months click on the Group you
want the files generated for and the month then click on

[ Generate Reguest

]. An email will be sent to the user once the

data files are available.
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