Telecom Billing Portal oo

TECHNOLOGY
SERVICES

o System Overview

e Using the Billing Portal

 Who can access the portal?

« Upcoming portal changes

« CNS in Fastinfo

 Billing change requests/Resolving billing issues
e Questions
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ITS CNS Telemanagement System oo

TECHNOLOGY
SERVICES

* Pinnacle is the telemanagement system used to track and bill
ALL telecommunication services on campus.

 ITS CNS hills for over 20,000 telephone lines, 8,000 voice
mailboxes, 1600 cell phones, 1700 pagers.

« Qwest T-1's, long distance, calling card and conference
calling charges are also billed on a monthly basis.

 The system provides for tracking telephone physical location
for E911 purposes, cable pair and switch data for
troubleshooting purposes.

« Also used for tracking of work orders and trouble tickets. ITS
CNS processes between 1300 and 2500 work orders and
trouble tickets per month.
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Ways to Access the Billing Portal o

TECHNOLOGY
SERVICES

GO tO File Edit W“iew Favorites Tools Help

. . OBack > ) Iﬂ IE' ;‘_ = ] - ﬁ ‘:‘5
h ttp n //Its n u n I I I n e d u/COl I l Address @http:mts‘unm.edu;’cnmmunicatmns;’ v aGo Links @Snaglt & @ - Go_,gle G w2 ':) Setkings

. . . The University of New Mexico
munications/ and click CAE _
on the Telecom Web "
Portal link in the lower itg | Voo Communications

The UMM Infarmation Technology Services department is responsible for providing communications
b Home services and products in support of education, patient care and research for the main UMM campus, UM

B o Hospital and clinics, and Yalencia campus
I» Design Guidelines The departrment provides the following types of services:
n I> Services

& ITSHowrs = Contact

: Site Map

2 « Analog and digital phone lines (over 19,000}
pastuderd Semc?s = Woicemail (10,000 mailboxes)
. BiCLSIOMEnNEnICcE « Automated Altendant
I» Contact » ACD ifutomatic Call Distribution)
. ave t e I n to t e [> ITS Voice Alerts » Long Distance and Calling Cards
[expand all menus +] * Conference Calls !

# Cahling design, installation and maintenance
e Pagers
+ Cellphones

For more information on any of the services listed abowe including billing questions or to place a trouble

. .
login page in your
ticket or work order request, contactthe Customer Suppart Genter. Telephane Support Representatives
= wa available Monday - Friday fram 8 AM 10 5 PM and can he reached through Fastinfo (Ask a Guestion or
favorltes Chaty or by calling 277-1111.
n

The University of Hew Mexico, Albuquerque, NM 87131, (505) 2770111

Copyright ® 2005 The University of News hiexico. See our Standard Disclaimer and Copyright Information Page.

In aceordanee with the Americans with Disabilties Act, the information in this site is available in altemate formats upon request.
Comments to docs@unm.edu

@'] http: [, unm.edufcolleges, hktml # Internet
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http://its.unm.edu/communications/
http://its.unm.edu/communications/
http://its.unm.edu/communications/

The Uni\'crsit:\i of New Mexico

L I I f t " INFORMATION
ogin mnrormaton nio
SERVICES

« The USERNAME is
equivalent to a department |~ S e
ORG code in Banner. For
example 408A or 997H. e gy o e g s o
e By default the password is
equivalent to the
SUBSCRIBER ID in
Pinnacle.
 The password can be
changed by the person
controlling the account.
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Accessing the CNS billing web portal oo

TECHNOLOGY
SERVICES

 Web portal access is limited to Department chairs, deans,
directors and their designates, who are generally members of
the accounting groups within the organization.

* Individuals and department representatives who need access
to the portal can submit a request through Fastinfo with a list
of the orgs for which they need access.

* In the case of accountants and department administrators,
the request will be granted.

 For administrative staff and student employees, confirmation
of the request from a supervising accountant, department
administrator, chair or director will be necessary.

IT Connects!



Web Portal Upgrade “eamnon

TECHNOLOGY
SERVICES

 Recently purchased a new server

 Installing and testing a new version of the portal
software.

e EXxpect to role out the new version in mid-May
(possibly the weekend of May 18).

 To improve performance the portal interface has
slight changes.

e The login process is the same.

IT Connects!



Usage by IndexfUsage by Crg || My Reports
E. Select Account and Report CURRENT VEI’SiOH
i report provides detail billing informmation by Banner account/index number. / /
account | 1A0007-408A-PR02-408A25-900356-BAT TELLE-Battelle v el =0 v [ Tnchude
Methad: Individual Detail
accont " lgilingpate | Tota] MR 0Cl  Toll ocal Tax
- Biﬂi?i:g:&'eﬁuz"‘u%z8'9':":'356' Z1-Jul-2004 $739.75 $731.50 $0.00 $£58.25 $0.00 $0.00
&> Bﬁii?i:gggjlzm"mam8'9':":'356' S1-Aug-2004 $747.59 $721.50 $£0.00 $£16.29 $£0.00 $£0.00
] Elﬂi?i:gfijlzuz'4':'8‘9*28'9':”:'356' 30-Sep-z004 $744.52 $731.50 $0.00 12,82 $0.00 $0.00
E 3 Biﬂi?i:g:ﬁ'eﬁuz"‘usm8'9':":'356' Z1-Ock-2004 $750.71 $731.50 $£0.00 $19.21 $£0.00 $£0.00
] Biﬂi?i:g:&'eﬁuz"‘u%z8'9':":'356' Z0-Maou-2004 $757.65 $731.50 $0.00 $26.18 $0.00 $0.00
E 3 Biﬂi?i:g:&'eﬁuz"‘u%z8'9':":'356' Z1-Dec-2004 $511.42 $731.50 $£0.00 §79.92 $£0.00 $£0.00
] Bﬁg;:gj:gg&-eﬁ'lzuz-cmsﬁz8-900356- 31-lan-2005 $790.55 $7321.50 $0.00 $58.85 $0.00 $0.00
» BE‘BEIE'F':'E?_E‘_‘E:&'ETIEM"‘DSM8'9':":'356' 28-Feb-2005 900,21 $731.50 £0,00 $168.71 £0,00 £0,00
] Biﬂi?i:g:&'eﬁuz"‘u%z8'9':":'356' Z1-Mar-2005 $786.51 §711.66 $0.00 £75.15 $0.00 $0.00
E 3 Biﬂi?i:g:&'eﬁuz"‘u%z8'9':":'356' Z0-Apr-2005 $115.72 $115.50 $£0.00 0,22 $£0.00 $£0.00
] Bﬁii?ig_‘ggijlzm"msm8'9':":'355' Z1-May-2005 $53.20 53,20 $0.00 $0.00 $0.00 $0.00
> Elﬂi?i:gfijlzuz'4':'8‘9*28'9':”:'356' 0i-Jul-z005 -§96.02 $24.28 -$120.40 £0.00 £0.00 £0.00
] Biﬂ%?i:g:ﬁ'eﬁuz'ms‘w8'9':":'356' 01-Maou-2005 $£2.00 $0.00 $0.00 $2.00 $0.00 $0.00
E 3 Biﬂi?i:g:&'eﬁuz"‘u%z8'9':":'356' 01-Cec-2005 $52.00 $£0.00 50,00 $£2.00 $£0.00 $£0.00
] Biﬂi?i:g:&'eﬁuz"‘u%z8'9':":'356' 01-Jan-2006 -§52.00 $0.00 -f52.00 $0.00 $0.00 $0.00
&> Bﬁii?i:gggjlzm"mam8'9':":'356' 01-Aug-2006 0,22 $£0.00 $£0.00 $0.22 $£0.00 $£0.00
Selectareporttorun .. and Click Here to run repart, 2
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The New Portal .
SERVICES
 What changed...  What remained the same...
— No longer have a “My — Need to select the
Reports” tab account, the output
— The radio buttons are method and check the
replaced with a link detail box for complete
associated to the bill date. Information
— No longer have to select — All months of reporting are
the report to run at the still accessible

bottom of the page.

IT Connects!



reports | maintenance | home | help | logo

P

B Select Account and Report N EW Vers ion

FHE Account usage report page ¥

customize Your message

An example

This report showr all invoiced charges by account f

sccount: | 140001-408A-PR02-408428-900356-BAT TELLE-Battelle o “ MC::I:E;t FOF L v Indiuaﬁ“;;”t:ﬁ

Account Bilngpate | ot mrc| ool Toll ___local
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' 0l-fug-2006 $0.22 $0.00 $0.00 0,22 $£0.00 $0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' 01-Jan-2006 -$52.00 $0.00 -$52.00 $0.00 £0.00 $£0.00
Bﬁi‘%‘-}'_ﬂ‘_‘g:ﬁeﬂznz"m8A28'9DD35\D1-DE-:-2::1:::5 $52.00 $0.00 $80.00 £2.00 £0.00 £0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' O1-Mou-2005 $2.00 $0.00 40,00 $2.00 £0.00 $£0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' 01-Jul-2005 -$96.02 $24. 38 -$120,40 $0.00 $£0.00 $0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' F1-May-2005 $583. 20 $583. 20 40,00 $0.00 £0.00 $£0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' EF0-Apr-2005 $115.72 $115.50 $0.00 0,22 $£0.00 $0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' F1-Mar-2005 $786.51 $711.66 40,00 $75.15 £0.00 $£0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' Z5-Feb-2005 900,21 $731.50 $0.00 $168.71 $£0.00 $0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' ZF1-Jan-2005 $790.35 $731.50 40,00 $58.85 £0.00 $£0.00
Bﬁii?i:g:ijlzm"mSAEB'BDDSSG' F1-Diec-2004 $511. 42 $731.50 $0.00 $79.92 $£0.00 $0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' Z0-Mou-2004 $757. 65 $731.50 40,00 $26.18 £0.00 $£0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' F1-Cct-2004 $750.71 $731.50 $0.00 $19.21 $£0.00 $0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' Z0-Sep-2004 $744, 32 $731.50 40,00 $12.82 £0.00 $£0.00
Bﬁiﬂ?i:g:ijlzm"mEMB'QDDSSE" 31-Aug-2004 747,89 $721.50 $0.00 $16.39 $£0.00 $0.00
Bﬂi’i?i:g:ﬁ'eﬁ'lznz"mSAZS'QDDSSG' ZF1-Jul-Z004 $739.75 $731.50 40,00 $58.25 £0.00 $£0.00 v
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Using Fastinfo to access CNS services oo

ozilla Firefox _13(x]

Fle Edt View History Bookmarks Tock Help

INM - Knowledge Bas

@ . . @ ﬁ 1] htkp:{#fastinf.unm,edufcns/inde:.php

, Getting Started L_,' Latest Headlines Google Scholar

it 175 Woice o, | | | oh, dontForge.., | | | UNM-Know. [ | | | UMM nine Dir.. UNM Departme... | [ Fnsiopy  TheMewtorkT.., =

‘The information you need, when you need it!

Fastinto Home Goagk UM KM Departmants NN Dicctary
| eed heip? —
ik CH AT CNS Work Orders - Alarms, Voice and Data Services
Choose the appropiiate order type from the lst belom. An order form will apen in a separate mindaw. You il receive
NOW an automatic sdnonlegement of your stderwithin one hour af submission. A CHS sonsultantuil then contsctyou to
complete your request, Ifthe semice you need is not listed, or you have other questions, please submit a request using
Status & Mlerls the sk A Question link atthe bottom of this page.
Campus Computing
Campus Network Alarms
LINK Senvice Center Alerts * Code Activation/Deactiation/Change
o Estimate

Vaice Communications (Telecom)

SR Cell Phones
* 2dd Semice
* Change Plan
# Replace Cell Phone - Under amanty
® Replace Cell Phone - Equipment hore Than 1 Year Old

VoiceData Services

® Chedif data portis active
o AutivateiDeactive Data Port)

* 444 Senice - UNM Voice

o Add Senice - LbiAuth Code

® A44Voisemailfo Existing Semice
® Move Senioe - Vaiceibata

® New Cabling Request- Voice/Data
® Quote Request- Voloerbata Cabling

Paging

* Add Senice
o Replace Pager

General

* Change Index- Any Senice Type
® Disoonneot- All Types

¥ tind Answers e

Search the UNM knowledge base for immediate anawers to the most frequently asked questions,

Ask a Question

Ifyou cannot find the ananer you need, send a question to ane of our specialists, Youwill normally receive & respanse in one -

Dore

R

IT Connects!

SERVICES

Fastinfo enables both CNS
and customers to track
guestions and reqguests
from login through
resolution.

Requests can be submitted
as questions, using the
AAQ format, and attaching
documents as necessary,
or using the CNS forms for
voice, data, cellular, pager,
alarms and billing changes.




Changing billing indexes

¥ http:/ /fastinfo.unm.edu - Mozilla Firefox

=10 |

CNS Change Index - All Service Types

Complete the form below, and click the submit button at the bottom of the
page. Please include as much information as possible in the space provided.
This is used to ensure your request is forwarded to the rost appropriate
persan. If you do not include enough information, we will have to call you to
obtain it; this may further delay processing of your request.

You will receive an automatic confirmation email within one hour, your
request will then be assigned to a consultant to complete.

Your Contact Information:
First Name ||

Last Mame I
Ernail |
Telephone |

Information about your request:
Service Mumber |

Current Index # |
Current Org Code |
Mew Index # |

Mews Org Code
Additional Information:

Submit Request |
Other Ways To Find Help

Remerber you can find solutions to many commaon problems onling in the
Fastinfo Knhowledge Base. You can also submit & written gquestion through
Ask A Cuestion

| Done

A

The University of New Mexico
INFORMATION
TECHNOLOGY

SERVICES

Index changes can be
submitted through Fastinfo
using either the form on the
CNS forms page, or by
attaching a spreadsheet to an
AAQ.

In order to change the index
for a service, we need to know
the service number and the
new index and org code.

We will not migrate a number
to an index without the request
of the receiving organization.

Index changes received by the
20t of the month will be
processed effective the first
business day of that month.
Changes received after the
20" will be processed in the
next month.

IT Connects!



The University of New Mexico

Department ContaCtS INFORMATION

TECHNOLOGY
SERVICES

e Department Contacts

— Currently, anyone within a department who has a valid
Index can place an order for service, which can be chaotic
and lead to confusing hilling.

— Some departments have opted for a department contact
model.
« All billable orders placed by department contact(s)
» Trouble tickets can be placed by anyone

 CNS works with department contact to ensure that billable
work is not requested as TT.

» Because ordering is centralized, OCCs are less surprising
on bill review.

IT Connects!
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RGSO'VIF\g Bl”lng Issues INFORMATION

TECHNOLOGY
SERVICES

« Billing Issues
— Departments should be reviewing bills regularly.
— Billing issues should be brought to CNS’s attention immediately.

— Credits will be issued only to the beginning of the month in which
the issue is identified to CNS.

— There is a known issue in the current version of Pinnacle that
causes the Pinnacle report not to reconcile properly with
Hyperion. This occurs when there is an open order on a service
— Pinnacle appears to double bill for the service, but does not.
This will be resolved in the next version.

— OCCs do not always tie to a service, which can be confusing on
bill review. Please, please do not hesitate to call us and ask us
to research this.

— All the customer service group can help with billing research.

IT Connects!
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