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About This Document

Purpose

The purpose of this document is to describe the Emersion Billing, Invoicing, Accounts and Ledger
Management functions. Other Emersion user manuals describe the use and operation of other system
modules, such as Customers and Accounts Management and Product Management, which may be
mentioned or referred to within this manual.

Intended Audience

The intended audience for this user manual are account receivable or other administration staff of a
service provider who manage customer accounts, fees, charges and invoices within the Emersion
System.

Document Control

Version | Date Description
1.0 1/7/2010 Initial version Dean Cowan
1.1 12/8/2010 Renamed document “Invoice | Dean Cowan

Management” to represent new features
not specifically ‘approval’ related

Added ‘cardline management’

1.2 15/9/2010 Continued with ‘Cardline Management’ | Michael O’Connor
and finished ‘Allocate Cardline’

Added section on Invoice Delivery and

Method
1.3 1/11/2010 Added ‘Approved — Do Not Send’ status | Dean Cowan
2.0 6/07/2012 Major revision to reflect latest system | Kathy Berkidge

updates, and reformatted
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Emersion® Umbrella System

The Emersion® Umbrella System was developed specifically to satisfy the needs of service providers
selling complex products such as telephony, broadband and 3G mobile phone plans with bolt-ons to
the wholesale and retail markets. The unique Emersion Umbrella Architecture allows products,
services and packages to be created, provisioned, billed, and managed as an end to end process
using our Thunder™ Workflow Manager. This single Umbrella System allows service providers to be
more efficient and reduce the human resource requirements to manage their operations, whilst
providing complete control over customers and services from a single interface.

Emersion’s end-to-end solution interfaces with Australia’s leading national carriers and aggregators
making ordering, provisioning, and billing of data and telephony products and services effortless. The
Umbrella system workflow guides the user through the service qualification and ordering process,
removing the confusion and complication and costly re-keying of information. Customer invoices are
generated automatically for all charges associated with their services.

Emersion comprises core systems developed on the robust Emersion Umbrella Architecture and a
number of system modules, managed and operated by Emersion, that interact to each other via the
Umbrella Architecture, as well as interface to external systems via the Batch Mediation System
(BMS), Cyclone (for provisioning services), and EPS (Electronic Payment System).

The B2B Application Programming Interface (API) interfaces with multiple carriers and service
providers using different communications protocols, such as web services (XML and SOAP) and FTP.
CDRs and RADIUS data usage are retrieved from carriers or the service provider without user
intervention.

Emersion’s super-flexible Billing System allows plans for all types of products and services to be
created. The Rating component allows rate cards to be created and managed to associate with plans,
including shifting rates based on time, quantity or usage, call block partitions, and traffic zones. Plans
can be linked making it easy to build packages and apply discounts or concessions without needing to
create countless plans that are both confusing and difficult to manage.

As well as all the flexibility provided in the Plan and Rate modules, Emersion also stores historical
rate information allowing historical invoicing as well as re-rating to be performed. The Billing Engine
integrates with the Invoice Generation system to automatically generate invoices for customers,
whether they are service providers, agents or end users. A single, unified bill is presented, showing
customers’ packages, services and charges. Customers may view their bills on-line through the User
Interface or receive them via email in Adobe® Acrobat® PDF format. Emersion also supports
integration to external mail houses for paper invoice generation and posting.

Teamed with the other system modules for Customer Management, Support (Ticketing), Provisioning,
Payment Services, Data Retrieval and verification, the Emersion platform provides a degree of
flexibility not often seen in services of this kind to date.

Emersion meets the requirements of even the most demanding service provider:
> Improved efficiency - provisioning, billing & support from one system (no re-keying) v’

> Flexible pro-rata billing, rating and invoicing solutions, bundling, credit management and
customer management solutions v/

Intuitive User Interface v/

Customisable Workflows v/

Documentation and training v/

Scalable, available and secure, ready to go equipment, software and solutions v/

YV VYV YV

Support backed by an industry leading Service Level Agreement v/

© 2012 - Emersion Software Systems Pty Ltd Page 7
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Introduction

On behalf of the team at Emersion, we would like to take this opportunity to welcome you to
Emersion. Emersion may update the system to improve your experience. Enhancement and new
features and changes may be implemented beyond the date of the creation of this document.
Therefore, some information or screens in this version of the manual may become slightly out of date.

Note that other Emersion modules referred to in this manual are not described in detall
in this document. Please refer the specific Emersion system manual for further
information about each module if required.

Emersion, or your Wholesale Service Provider will provide you with a username and password to
access the Emersion system. The Emersion system components are seamlessly integrated and you
will access the Emersion Billing and Accounts modules, and all other Emersion system modules from
a single Web interface through the Emersion Cumulus user interface.

Document Conventions

The following conventions are used throughout this manual to describe information and procedures:

Italics Indicates the name of a screen, field or setting. The capitalisation and
punctuation are the same as displayed on the screen. For example:

Complete the Address field.

Bold text Bold text indicates either the name of a command, button or other
interactive element. For example:

Type the user’'s name in the Customer Name field, and then click Search.

BOLD CAPITALS Text in bold capitals indicates the name of a key on a keyboard. For
example:

Type your password, and then press ENTER.

Navigation > Menu options or navigation paths are described in shorthand using the
following convention:

Module > Functional Area > Option

For example, selecting the Account Profile area can be described as:

Select Admin > Settings > Account Profiles from the Menu.
Monospace text Used to represent the text you may type in a field. For example

Type abc in the Search field.

® The ® symbol indicates some useful information or a handy tip.

Where possible all images are taken directly from the Cumulus User Interface

© 2012 - Emersion Software Systems Pty Ltd Page 8
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Assumptions Made

As this manual cannot hope to cover more than the operation of the Emersion Billing and Accounts
functions, the following assumptions have been made:

>

YV YV VYV VY

You are familiar with the Emersion Customer Management module and you can competently
use it.

You have a computer that you can competently operate.

You have an Internet connection, and are capable of establishing a connection.

A Web Browser capable of supporting Web 2.0 functionality is installed on your computer.
Acrobat® Reader version 6.00 or higher is installed on your computer.

You have a basic understanding of computer and Internet terminology.

You have a basic understanding of the day-to-day business operations of a Service Provider.

© 2012 - Emersion Software Systems Pty Ltd Page 9
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Invoice Management Set up and Configuration

The Emersion system has a number of tools and settings to control invoice management.

> Invoice Template defines the logo, colours, billing information, and company
information that appear on your invoices. Multiple invoice
templates may be set up to enable you to use different invoice
layouts for different customers.

> Invoice Email Template this template defines the layout, text, and other variables of the
email that is sent to customers containing their invoice.

> Invoice Delivery controls how invoices are sent to customers. Available methods
are ‘Email’, ‘Post’, ‘Fax’, ‘Do Not Send’, and ‘Email and Post’. A
system default can be set up, which is applied to all customers.
This default setting may be overridden on a customer by customer
basis.

> Invoice Approval controls whether invoices are automatically approved after they
are generated, or if they require manual approval. This setting may
be applied at a system level for all customers and invoices, or on a
customer by customer basis.

Invoice Templates

The Invoice template defines the layout of your invoices. You can set up multiple invoice templates to
enable you to use different invoice layouts for different customers e.g. if you have multiple trading
names, or wish to use different invoice layouts for your residential and business customers etc. Each
invoice template can be configured with a logo, colours, your company physical, postal and payment
addresses, organisation details such as ABN, contact numbers and emails etc, and your bank and
BPAY account details. These details will appear on your invoice.

To Display Invoice Templates

1. Select Admin > My Invoice Template from the Menu. The Invoice Layouts page will appear
showing a list of existing invoice templates.

Home Customers Billing Services Packages and Plans Products Core Report Finance Events Admin
Staff  OrgUnits & Roles L LL LR Ll Ledger Mapping  Settings

Invaoice Layouts

Name:

Hame A Description Default
My Retail Layout My Retail Invoice Layout ®

My Business Layout My Business Invaice Layout O

. 50 200

Figure 1. The Invoice Layouts page

2. Locate the required invoice template, and click the template in the Name column. The Invoice
Layout Summary page will be displayed, showing six tabs; Summary, Layout Name, Logos &
Colours, Addresses, Organisation Details, and Bank & Bpay Account Details, which contain the
invoice template information.

Staff  Org Units & Roles My Invoice Template Ledger Mapping  Settings

Invoice Layout : My Business Layout
m Layout Mame Logos & Colowrs  Addresses  Organisation Details Bank & BPay Account Details
| avouit Informatinn

Figure 2. The Invoice Layout page

3. Click the required tab to display the details.
4. To return to the Invoice Templates list, click the My Invoice Template menu.
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To Set Your Default Invoice Templates

The default invoice template is assigned to all customers initially when the customer account is
created. You can then select another invoice template for each customer as required (see below).

1. Select Admin > My Invoice Template from the Menu. The Invoice Layouts page will appear

showing a list of existing invoice templates.

2. Click the radio button beside the required invoice template in the Default column of the invoice
template list. An information box will appear advising that the default invoice template has been

successfully saved.

Default

®
O
O

Figure 3. The Default column

The Invoice Layout

Header Logg\

Physical

Address
Tax Invoice —

PO BOX xcx, Suburb VIC 3023 Org. Phone Number
P 13002520
CMGNoN Fax s0iem— | Org Fax Number
Email: suppongartak net
ABN 361
\Eeturn Email
Account Details o o
Customer Org. Registration
181 Exhibition Street
MELBOURNE, VIC 3000 Amount Due $130.24 Number
AUSTRALIA Pay Due Date 10 JUL 2010 —
Account 101897
Number
Invoice Number 134003
Date of Issue 03 JUL 2010
Invoice Panod 01JUN 2010 - 01 JUL 2010
Page Number 10f5
Invoice Background Account Summary
Colour m——— e —c ) ———
[ ses | oses |8 00 J= 00 |CEEEEE D ]
Graph Light Colour Billing History Charges Summary
1w Ex GST GST payable  Total ine GST
11808 31180 312089
SiiA0 e T0n
Payslip Logﬂ\
Payment Advice
W cmeonon
Ol'ganisation 1 paying by mal, please send ths payment advice wih your Account Number 101897
D it t cheque or money order payable i Invoice Number 134003
epartmen Emerslon Overdue Amount $0.00
Accounts Receivable Total Amount Due $130.24
POST OFFICE BOX 3xxx Payment Due Date 10 JUL 2010
Pay To CSUBURB VICTORIA 3023
Address St
Faoc 0390128x0x
Figure 4. The Invoice Layout Page 1
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Account Number 101897
Header Logo Invoice Number 134003
Date 03 JuL 2010
‘ EMEMON ivice Perod 01 JUN 201001 JUL 2010
Page Number 205
important information
Transaction History

The followng information detals iransactions (payments, credits and debits) that have ocourmed during the nvoice perod.

() Date Description Amount
L) Z N Faymant EFT127744405058287 310
Total $131.00
] How To Pay
EFT or Direct Deposit 0 BPay
Pary your bl directly from your nominated bank @ Contact your pacticpating Bank, Credit Union or
s/  acoount to Airtalk with our EFT details Building soecety to make payment from your cheque
Q’ belos PAY| o savings account. Quote the biler code and
Cheque Piease Note your Account Number on the Transfer cusiomer number shown on the payment advice.
m&upmmmmu = ot 13002820 =Pwaneh Lreckt Covd and Org Payment
YOS, Chomuas shovidie e SN2 Account Munter Ready Phone Number

payabie 0

nr Credat Card =

Pioase call the Account Enquines number for an [T

B  suthorty form or 9o oniine and make your credit Org Payment
-

.

R ety et e | Website URL

0% Visa, 0% Mastercard, 2% Diners.

Bank Account
'E:ct(a):ilBNSfmé::: [ Payment Method ' T e——
~~EFT or Direct Deposit
a mwy visald amex[] omes] mcara(]
ount Number: oo
Bpay Details IO OI0 [OII0 OIm
Biller Code and z o Jeumn
Reference Reference: cadExpiyoste 1)+ [T
Signed:..
£ Accourt Enquines
Ph 130025200
Fax: 03901 240

Figure 5. The Invoice Layout Page 2
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To Create an Invoice Template

1. Select Admin > My Invoice Template from the Menu. The Invoice Layouts page will appear.
2. Click the Create New button. The New Invoice Layout page will appear.

New Invoice Layout

* Layout Name:

Layout Description:

Save Layout

Figure 6. The New Invoice Layout page

Layout Name

3. Enter the template name in the Layout Name field.

4. Enter a description for the invoice template in the Layout Description field.
5. Click the Save Layout button.
6

The Invoice Layouts page will reappear showing the new layout name created with an information
box showing the invoice layout has been saved.

7. Click the new invoice template name in the Name column. The Invoice Layout page will be
displayed, showing the Summary page.

Logos & Colours

8. Click the Logos & Colour tab. The Logos and Colour information page will be displayed.
9. Click the Edit button. The page will update to show the fields enabled for editing.

nvoice Layout : My Business Layout
Summary | Layout Name = (RFTRYSINAY Addresses | Organisation Details | Bank & BPay Account Details

Logos and Colours Information

— |

Header Logo Wicdth Max width is 80mm
(mm)

* Header Logo Max hieight is 30mm
Height(mm).

ol Lot | (Ewee )
('f not populated will use the Header Logo)
* Payslip Logo With Max width is 50mm

(mm):

*Payslip Logo Max height is 15mm
Height(mm):

(*Colours below must be ertered either using Colour name or Hex Color Codes ( Ref. hitp:ihwww w3 org/TRicss3-color #svg-color)
Graph Light Color
Graph Normal Color:
Graph Dark Color:

Invoice BG Color:

Cancel
Save Logos and Colours Info

Figure 7. The Logos & Colour Information page

10. Select the Header Logo file (e.g. .jpg, .png etc). Click the Browse button beside the field. The File
Upload window will appear. Navigate to and select the required logo graphic file, and then click
Open. The file name will appear in the field.

11. Enter the Header Logo Width (in millimetres). The maximum width is 80 mm.
12. Enter the Header Logo Height (in millimetres). The maximum height is 30 mm.
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13. Select the Payslip Logo file that appears near the bottom of the invoice along with the remittance
advice. Click the Browse button beside the field. The File Upload window will appear. Navigate to
and select the required logo graphic file, and then click Open. The file name will appear in the
field.

14. Enter the Payslip Logo Width (in millimetres). The maximum width is 60 mm.
15. Enter the Payslip Logo Height (in millimetres). The maximum height is 15 mm.
16. Enter the Graph Light Colour (see diagram above).

Note: The colours for the usage graph bars and invoice background must be
entered using the standard colour name or hex colour code (refer to
http://www.w3.0rg/TR/css3-color/#svg-color).

17. Enter the Graph Normal Colour.
18. Enter the Graph Dark Colour.
19. Enter the Invoice BG Colour for the invoice background.

20. Click the Save Logos and Colours Info button. The Invoice Layout Summary page will appear
with an information box showing the invoice colours and logo have been saved.

Addresses

21. Click the Addresses tab. The address information page will be displayed, which will be empty
initially as no addresses have been set up.

nvoice Layout : My Business Layout
Summary  Layout Mame Logos & Colours Organisation Details | Bank & BPay Accourt Details
Physical Address Return Address Payto Address

Figure 8. The empty Address Details page

22. Click the Edit Address button below Physical Address. The page will update to show the address
fields enabled for editing.

nvoice Layout : My Business Layout
Summary | | Layout Name | (Logos & Colours Organisation Details Bark & BPay Account Details
lAddress Details Return Address Payto Address

hoose Address Type: [Standard Address (inc LOT) ¥/| Eot Address ot Address

[You have entered:

1C
IAUSTRALIA

Street Number
(Start):

Street Number
(End)

Lot Number:
Street
Street Type: [SelectOne (v
Strest Suffix: | Select One v
Subur:
Posteode:
State: [ Victoria ~

Country: [ Australia v

Figure 9. The Address Details page, showing address fields
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23. Select an address type from the Choose Address Type drop list. By default, the “Standard
Address (inc LOT)” is displayed. The page will update to show the fields relevant to the address
type you choose.

Available address types include:

. Standard Address (inc LOT) a regular street address with street number range, lot
number, street name, type and street suffix, suburb,
postcode, state and country.

. Unit / Complex / Campus a complex street address with building name, site
details, unit type and number, level type and number
street number range, lot number, street name, type
and street suffix, suburb, postcode, state and country.

. Postal Address (PO Box) a postal address with postal delivery type, box
number, suburb, postcode, state and country.

. Unstructured Address a simpler address with address line 1, address line 2,
suburb, postcode, state and country.

24. Enter your address details in the appropriate address fields displayed according to the address
type you have selected.

25. Click the Save Address button to save the physical address information.

26. Click the Edit Address button below Return Address. The page will update to show additional
address fields enabled for editing.

27. Repeat steps 23 to 25 to enter your return address details.

28. Click the Edit Address button below Payto Address. The page will update to show additional
address fields enabled for editing.

29. Repeat steps 23 to 25 to enter your pay to or remittance address detalils.

Organisational Details

30. Click the Organisational Details tab. The Organisational Details page will be displayed, which
will be empty initially as no details have been set up.

31. Click the Edit button. The page will update to show the fields enabled for editing.

woice Layout : My Business Layout
Summary | Layoit Name | Logos & Colours | | Addresses  (STEETReTeeTRg) | Bk & BPay Accourt Detsils

Drganisational Details
Cheque PayableTo
Name:

Organisation | Select Organisation Department v
Department

Return Address | Select Return Address Department v
Department

Org Registration | Select Org Registation Number %
Number:

O Phone Number.

Org Payment Phone
Number:

Return Phone
Number:

Org Fax Number.
Return Email
Return Fax Number

Org Paymert
Website URL

Cancel

Save Organisational Details

Figure 10. The Organisational Details page

32. Enter your company’s account name for cheque payments in the Cheque Payable To Name field.

33. Select the department responsible for accounts receivable from the Organisation Department
drop list. This should contain all of the organisational units set up in the Org Units & Roles
function.
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34. Select the department responsible for correspondence from the Return Address Department drop
list.

35. Select your company number (i.e. ABN / ACN) from the Org Registration Number drop list. This
will contain all registration numbers entered by the Emersion support team when you were set up
to use Emersion.

36. Enter your company’s main contact phone number in the Org Phone Number field.

37. Enter your company’s accounts receivable phone number in the Org Payment Phone Number
field.

38. Enter your company’s return phone number in the Return Phone Number field.

39. Enter your company’s fax number in the Org Fax Number field.

40. Enter your company’s main email address in the Return Email field.

41. Enter your company’s return fax number in the Return Fax Number field.

42. Enter your company’s payment web site (if used) in the Org Payment Website URL field.
43. Click the Save Organisational Details button to save the organisational information.

Bank and BPay Account Details

44. Click the Bank & Bpay Account Details tab. The Bank Account Details page will be displayed,
which will be empty initially as no details have been set up.

voice Layout | My Business Layout
Summar Colours | Addresse

ry_ | Layout lame | Logos & Cola

SRR e PGl Ol Bank & BPay Account Details

Bank Account Details Bpay Account Details

Bank: | Select Bank v *Biller Code:
+BSB *Reference:
+ Acoount Nurber
*Branch:
* Account Name:

* Reference:

Save Bank Account Details

Figure 11. The Bank Account Details page

45, Click the Edit button below the Bank Account Details. The page will update to show the fields
enabled for editing.

46. Select your bank from the Bank drop list. If your bank does not appear in the list, please contact
Emersion support.

47. Enter your bank account’s BSB number in the BSB field.

48. Enter your account number in the Account Number field.

49. Enter your bank’s branch name in the Branch field.

50. Enter your bank account name number in the Account Name field.

51. Enter a reference number that your customers should enter when paying their account through
electronic funds or direct bank transfer in the Reference field.

52. Click the Save Bank Account Details button to save your bank information.

53. Click the Edit button below the Bpay Account Details. The page will update to show the fields
enabled for editing.

54. Enter your Bpay biller code in the Biller Code field.

55. Enter a reference number that your customers should enter when paying their account using
Bpay in the Reference field.

56. Click the Save BPay Account Details button to save your BPAY information.
57. To return to the Invoice Templates list, click the My Invoice Template menu.
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To Edit an Invoice Template

1. Select Admin > My Invoice Template from the Menu. The Invoice Layouts list page will appear.

2. Locate the required invoice template, and click the template in the Name column. The Invoice
Layout Summary page will be displayed.

3. Click the required tab (i.e. Layout Name, Logos & Colours, Addresses, Organisation Details, and
Bank & Bpay Account Details).

4. Enter or modify the invoice template information in the appropriate fields, as required (see above).
5. Click the Save buttons where appropriate
6. Click the My Invoice Template menu to return to the Invoice Templates list.

Invoice Email Template

The Invoice email template defines the content and layout of the email that is sent to your customer
containing the .PDF invoice attachment. A number of variables are available to include in the email,

such as customer number, customer name, invoice number, invoice amount, and invoice due date.

To Display Invoice Email Templates

1. Select Events > Templates > from the Menu. A list of all existing event templates will be shown.

11 Results Found

Customers Billing Services Packages and Plans

Templates Message Queue Logs Mass Mailout

Products Report Finance Events

Admin

T
Create Newv Template

[R2 Hame

Event

Event Mapping

Account Profile

Invoice Layout _Delete Mapping

1105 |Invoice Delivery - APPROVED

1606 |Motification of Account Creation
2906 |i.v.... . . ReRendered

4306 |Reminder to pay your 7 5. c Y .
4307 |Account Restriction Netification - APPROVED
4308 |Account Suspension Notification - APPROVED
4303 |Automated Payment Received - APPROVED
4310 |Manual Payment Received - APPROVED

4311 |Invoice Due Today - APPROVED

4427 i - .~ Australia) Report Schedule Template
4706 |Gain for service not in Cumulus

Invoice - APPROVED

Invoice Delivery
Account Creation

ReRendering an invoice from the Ul
Invoice Overdue

Invoice Overdue

Invoice Overdue

Automated Payment Received
Manual Payment Received

Invoice Due

Report Schedule Process Message
Gain notification from '~ .

\alid against all mappings
\alid against all mappings
Valid against all mappings
7 * \nvoice due in 3 days
Invoice Overdue 2 days
« invoice Overdue 4 days

ey utomated Payment Received
Valicl against all mappings
~.i. Invoice Due
* Report Schedule Process Message

Newv Services provisioned

... Invoice Profile
- . Invoice Profile

.. invoice Profile

wwoice Profile

... voice Profile

. invoice Profile

invoice Profile  |i" ..

Delete Template
Delete Template
Delete Template
Delete Template
Delete Template
Delete Template
Delete Template
Delete Template
Delete Template
Delete Template

Delete Template

1

=]

in the ID or Name column. The invoice email template will be displayed.

Figure 12. The template list page
2. Locate the Invoice Delivery template in the Event column, and click the template number or name

3. Click the Return to list button to exit.

© 2012 - Emersion Software Systems Pty Ltd

Page 17



Emersion — Billing and Accounts Management

To Create an Invoice Email Template

1. Select Events > Templates > from the Menu. A list of existing templates will be shown.

2. Click the Create New Template button. The Create a Template page will appear.

* Name:

* Event Type:
Event Mapping:
* Sender:

Recipient:

cC.

BCC:

* Subject:
Priority:

Attachments

Selection:

Content:

[ Select Event Type

Invoice Template |

Create a Ternplate

=

i}’a\id against all mappings V\

@ Default Account Recipient

O Primary Contact

O Biling Contact

O Custom ... (Use comma as a separator)

[Detaut Priority |

[ invoice
D Use attachment provided by event

<

Mone

=3 |

& F @ (g

B 7 U #8c
KB @mE =

]
]

&

Variables

Cancel I

Save I

Figure 13. The Create a Template page

3. Enter the Name or description to give the invoice email template.

4. Select “Invoice Delivery” from the Event Type drop list. This indicates that the current template is
related to invoice delivery. Depending on the event configuration set up, you will see other event
types in this list, such as Invoice Due and Invoice Overdue. You can use this function to set up
other templates for these event types (for further information, refer to the Events User Manual).

5. Select the Event Mapping required.

®

The list will only show the event mappings that Emersion has mapped for you.
Events are configured by Emersion’s support team specifically to your individual
requirements. If no event mapping is shown for the Invoice Delivery event type,
please contact the Emersion support team.

6. Enter the Sender name / email address. This name will appear in the email message From field.
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7.

10.
11.

12.
13.
14.

15.

16.

17.
18.
19.

Select the required Recipient using the option buttons, as follows:
> Default Account Recipient

Primary Contact

Billing Contact

Secondary Contact

YV V V VY

Custom - enter the email address(es) to send the email, separated by a comma

The system uses the email address recorded against the customer account, or the email address
entered in the Custom field, to send the invoice email.

Enter a CC recipient to send a copy of the invoice to another person, if required.
Enter a BCC recipient if required.
Enter the Subject text to show in the invoice email subject line.

Select variables to include in the invoice email subject line from the list of Variables that appear
beside the Subject field. Variables available include:

Y

Account ID

Y

Contact First Name
Contact Surname

Y VY

Previous Balance (incl GST)
Invoice ID

Invoice Issue Date

Invoice Due Date

Amount Due (incl GST)
Invoice Amount (Excl GST)
Invoice Amount (Incl GST)

Cumulus Username

YV V VYV VY VY

Previous Balance (Incl GST)
> Payments Received

Click the variable name in the list. The variable code (e.g. faccount->id}’, ‘% %FNN%%’, etc.) will
be added to the subject field text. Position it within the text as required.

Select the email Priority from the drop list (i.e. Low, Default, or High).
Tick the Invoice check box under Attachments to attach the invoice to the email.

Select the invoice template to associate with the event from the Invoice Template Selection drop
list.

Enter the message text in the Content box. The Content box is a basic HTML editor (i.e.
tinyMCE). Some standard text formatting options are available.

To add graphics to the message, such as an image or logo, the image file needs to be hosted
externally. This is the preferred way of handling images in a message, rather than as
attachments. This is done by editing the HTML directly, using the Edit HTML Source function, and
including the image in the HTML code directly.

Insert the required account and invoice Variables into the message. These are shown beside the
Content box, per step 11 above. Click the variable name in the list. The variable code will be
added to the subject field. Position it within the text as required.

Use the Preview function to see how the invoice email will appear to the customer.
Click the Save button. The Invoice Email Template details will display.
Click the Return to list button to exit.

© 2012 - Emersion Software Systems Pty Ltd Page 19



Emersion — Billing and Accounts Management

To Edit an Email Invoice Template

1.
2.

Select Events > Templates > from the Menu. A list of existing event templates will be shown.

Locate the Invoice Delivery event template, and click the template number or name in the ID or
Name column. The invoice email template details will be displayed.

Click the Edit button. The page will be updated to show the fields enabled for editing.
Enter or modify the invoice email information in the appropriate fields.

Click the Save button. The updated template details will display, with an information box showing
the template has been saved successfully.

Click the Return to list button to exit.

To Delete an Email Invoice Template

1.

Select Events > Templates > from the Menu. A list of existing templates will be shown.

Click the Delete Template link beside the required template in the Delete Mapping column. An
information box will display showing that the template has been deleted.
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Invoice Delivery and Invoice Approval Settings

The Invoice Delivery and Invoice Approval settings control the way your invoices are sent to
customers, and whether invoices are automatically approved, respectively. Both settings can be
applied at a system level for all customers, or set individually customer by customer.

Invoice Delivery is controlled by the Invoice Method setting available in the Invoice Management
system administration settings, as well as available in each customer’'s account settings. This
determines how invoices are sent to your customer. Invoice delivery methods available are: ‘Email’,
‘Post’, ‘Fax’, ‘Do Not Send’, or ‘Email and Post'.

Invoice Approval is controlled by the Auto Invoice Approval setting in the Invoice Management system
administration settings, and by the Auto Approve Invoice setting available in each customer’s account.
When enabled, invoices are automatically set to Approved status when they are generated (i.e. after
the bill run). If you also set your invoice delivery method to email, this will have the effect of
automatically emailing invoices to customers without any manual intervention (i.e. provided you have
an email invoice template set up correctly and your customers have valid email addresses set up).

To Set System Default Invoice Management Settings

1. Select Admin > Settings > Invoice Management from the Menu. The Invoice Management
page will display.

lome Customers Billing Services Packages and Plans Products Core Report Finance Events

Staff  OrgUnits & Roles My Invoice Template  Ledger Mapping JCTSULNES

LUy  UserPortal Setting  Account Profiles  Signup Seftings  Promations:

Auto Approve Invoices

[ Auto Invoice Approval

[ Reset all customers

Account Invoice Method
The Accourt Invoice Method setting here allows you to configure how by default all your clients will be delivered their invoices. If no setting is provided, the system wil use the system defautt which is Do Hot Send
Please Hote: If one of the child accounts under this account has their own specific sefting for Account Invaicing Method, their setting will take precedence over this one

Invoice Method: | Email M

[ Reset all customers

Save

Figure 14. The Invoice Management page

2. Tick the Auto Invoice Approval check box to enable automatic approval of your invoices. This will
be applied to all new customers that are created. Leave blank if you do not wish to automatically
approve invoices.

3. Tick the Reset all customers check box to update all existing customer accounts to use the
automatic invoice approval setting as set in step 2.

4. Select the required invoice delivery method from the Invoice Method drop list. This will be applied
to all new customers that are created. By default, this is set to “Do not send”.

5. Tick the Reset all customers check box below the Invoice Method drop list to update all existing
customers to use the Invoice Method setting selected in step 4. This will overwrite all existing
customer invoice delivery methods set up.

6. Click the Save button. An information box will appear showing the invoice management setting
was saved successfully.
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To Set Invoice Settings for a Customer
Select Customers > Customer List from the Menu. The Customer List page will display showing

1.

all customers.

Locate and select the required customer in the list. The Customer Summary page will display.

Click the Detail tab. The Account Detail page will display showing Account Summary and Trading

Terms.

Summary  (FEETR Contacts | Package Subscriptions

ccount Summary

T T
Service Subscriptions_ Pendind Ledger Cardines | invoices | | Transactions - Profile

Order

Purchase  Payment Methods | Receive Payment  Take Paymert | Portal fiotes

Account Owner: JoruiVéale: .
Accourt Type: End User
Accourt Status: Active

Account Status

Reason:
Start Date: 15 Dec 2011

End Date:

Customer Since: 15 Dec 2011
Account Tax Rate: Australian GST (10%) (System Default)
Invoice Method: Email (Provider Defaul)

Default Accourt My Commercial Layout (Provider Defaut)
Invoice Template:

Auto-approve Invoices

[rading Terms

Sales Person:

Sales Contact 1

Sales Contact 2

Credit Manager. w0

Referral Name:
Upload Source:
Upload Reference:

Export Reference:

Security

Emile:

Admin

Admin

Edit Account Summary

Invoice Due Days: 7

Credit Limt (3): 10000

Period Length 1
Morths (1-36)

Current Invoice Thu 1 Mar 2012 - Sat 31 Mar 2012
Period

Please note: Invoices
are generated 2 days
after the end of the
account invoice period

Align Phgs To Acct: Yes

Trading Review

Last:

Next Review:

Security Helet

Security Value () 0.00

Security Note:

Edit Trading Terms

Eclt Security

Figure 15. The Account Detail page

4. Click the Edit Account Summary button. The Account Detail page will update to show the fields

enabled for editing.

Summary Cortacts  Package Subscriptions _ Servios Subisoriptions_Pending Ledger Cardines - Invoicss Transactions_ Prafile

Order | Purchase | Payment Methods | Receive Paymert | Take Paymert | Portal | Motes

Account Status | [ Sl

Account Owner: ! A rs
Accourt Type: End User

Account Status: | Active o

Reason:
Start Date: 15 Dec 2011

End Date:

Customer Since: | 15 Dec 2011

Account Tax Rate: | Australian GST (10%) (System Default) |
Invoice Methoc: | Email (Provider Defautt) |

Defauit Accourt My Commercial Layou (Provider Defaut) /]
Invoice Template:

Auto-approve Invoices

Sales Person:

Sales Contact 1

Sales Contact 2:

Credit Manager:

Referral Name:

Upload Source:

Upload Reference:

Export Reference

Ll hdmin v

L e Admin )|

oo. Admin |

Save Account Summary

Figure 16. The Account Detail page enabled for editing.

Select the required invoice delivery method for this customer from the Invoice Method drop list.

Select the required invoice template to use for this customer from the Default Account Invoice
Template drop list. This will override the system default setting.

Tick the Auto-approve Invoices check box to enable automatic approval of invoices for this

customer.

Click the Save Account Summary button. An information box will appear showing the account

has been updated.
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Invoice Method for New Customers
The Invoice Method setting can be set for a new customer as you create the account.

1. During account creation on the Create New Account page, the system default Invoice Method will
display. If no system default is set, it will show ‘Do not send’.

2. To change the system default, tick the Override? check box beside the Invoice Method field. The
Invoice Method drop list will become enabled for editing.

Select the required invoice delivery method from the Invoice Method drop list.

4. Complete the account creation process as normal.

Home Customers Billing Services Packages & Pla

Customer List  Create

Create New Account

Choose Account Type: Individual -

Account Type: | End User

* Start Date: | 15 Sep 2010

Account Profile: - None -
Invoice Method: | Do Nat Send O override?
(*) Indicates system default template
Account Billing Day: | 1 O overrige?
Credit Limit (). | 0 [ override?
Trading Due Days: | 21 O overrige?

Figure 17. The Create New Account page showing the invoice method setting
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Invoicing

Introduction

Accounts have services, such as mobile or landline phones, or ADSL data access. The services are
linked to packages, plans and rate cards that are used to determine the charges to invoice the
accounts when the system processes usage data provided by upstream suppliers. The Emersion
Billing and Rating Engine takes into account the tariff as supplied from the supplier, the rate card
attached to the plan, plus any rate overrides that may be currently active for the relevant account,
such as bolt ons and caps, as well as package level discounts and fees.

On the billing day (as defined by the accounts’ settings), the Billing System automatically creates
invoices in Adobe® Acrobat® PDF format. The PDF invoices can then be downloaded, emailed,
printed, saved and viewed. If your supplier uses the Emersion Billing Platform, you may also be able
view invoices received from them.

Invoice .PDFs files are created based on the invoice templates set up (see Invoice Templates on
page 10). The .PDF templates contain the design of the invoice, including the header page, payment
options, account summary, and service details, along with the company logos and other specific
branding. Details are inserted into each account’s invoice, including the account’s name and address,
invoice number, account number, invoice date, with all current items and charges, as well as the
invoice due date. These variables are placed in pre-defined areas of the invoice.

All invoices created for all accounts in the system are listed in the Finance > Accounts Receivable >
Invoice List page. You can also view invoices created for a specific account in the Invoices tab of the
Customers > Customer List > view Account page. Invoices should be reviewed to check for any errors
or missing charges. Once any adjustments have been made, the invoices should be approved. Once
the invoices are approved, the system sends the invoices to customers via the default invoice delivery
methods set up in each customer account’s record.

@ The system does not send invoices to an account until the invoice has been successfully
Approved. Rejected invoices are not sent.

Immediate Invoices

In addition to the invoices automatically created by the Billing and Rating engine, the system allows
you to create ad-hoc or immediate invoices. Immediate invoices can contain any pending cardlines
held against the account, which may include cardlines created by the Billing and Rating engine for
charges associated with services, product purchases, and ad hoc charges created manually. See the
Unallocated Cardlines and Immediate Invoices section on page 40 for more details.

Batch Mediation System (BMS)

The Batch Mediation System (BMS) obtains batched (i.e. non real-time) Service Information Records
(SIRs) from supplier(s). The SIRs (e.g. usage data such as Call Detail Records or RADIUS
accounting records) are generally retrieved from an FTP location. Verification is performed on the
usage information retrieved to ensure the information is complete and corruption free. Sequence
checking is performed to detect any missing files or sequence errors. Inbound mediation is then
performed, which translations the data into Emersion standardised formats for use within the system
for rating and invoicing.

BMS assigns a tariff to the SIR record. BMS locates the service within the system based on the
service identifier, which may be the calling party, or charged number identifier within the SIR record.
Using this information, all accounts that are to be invoiced for the record are located. As the system
supports a multi-tiered account hierarchy, the end customer, the service provider, and the wholesaler
may all be invoiced from the single usage record, per the service package, plan and rate information
set up at each level.
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Rating, Billing and Invoicing Process

The Billing and Rating engine provides powerful processing algorithms to calculate charges for your
products and services. Combined with the Batch Mediation System (BMS), usage and provisioning
information obtained from your systems and your suppliers’ systems can be bound to a customer’s
service, and the associated Package, Plan and Rate Card will be used to calculate the correct
charges for each Service Information Record (SIR) into your account invoices.

Below is a summary of the Rating, Billing and Invoicing process:

1.

10.

11.

12.

13.

Mediation — BMS translates incoming SIRs from upstream carriers and suppliers into formats
usable by the system (e.g. telephony service usage CDRs). BMS also assigns a Tariff to the SIR
(see below for further explanation).

Service Association — BMS associates the incoming SIRs with the correct services ready for the
billing and rating engine. From the service, the correct Packages, Plans, and Rate Cards are
determined for rating.

Bucketing —Usage SIRs are assigned into the correct invoicing period ready for rating.

Rating — Individual usage SIRs are rated according to the Rate Cards associated with the Service
Plan and the charge profiles set up to create the Rated Amount.

Usage Record Manipulation — Any changes to the rated usage SIR’s are handled at this stage
based on Plan attributes and special features like Neighbourhood Calls and Free periods (e.g.
Optus “Yes" time).

Service Bolt On Usage — Bolt On rating is then processed to isolate any records relevant to
Service Bolt Ons and the Rated Amount and Charged Amount are updated.

Charging — Groups of SIRs are aggregated together and package discounts, capping and other
billing rules are applied to them. This generates the Invoice Amount for these records.

Rounding — Any rounding rules are applied and the Charged Amount and Invoiced Amount for
these records are updated.

End of Period (EOP) and Start of Period (SOP) Billing — Access Fees and other recurring
charges not based on service usage are applied and cardlines are produced ready for the
invoicing system.

Invoice Generation — Invoices are generated based on the summation of the cardlines
generated.

Package Discounts — Any package level discounts set up are applied that may alter the invoiced
amount by applying discounts (or surcharges) based on the package defined rules.

Invoice Auditing — The process of auditing invoices can be performed manually, or the system
can be set to be fully automated so invoice auditing is by-passed (see Invoice Delivery and
Invoice Approval on page 21).

Invoice Presentation — Invoice presentation is the rendering of the invoice card lines and bundle
discounts together with any payments made, credits, debits, and adjustments made to the
account during the invoice period. The Invoice is then created as an Adobe® Acrobat® PDF
format document.

The invoice may then be emailed to the customer automatically, printed, downloaded, made
available to the Customer to view in the User Portal, or transferred to a mail house for printing and
posting to the customer.
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Quarantine

During the rating, billing and invoicing process, issues may arise for many reasons, such as missing
service information, incorrect rating data, or issues with the service usage file received from your
upstream service provider. The Billing and Rating engine places these records into Quarantine for
manual investigation (see the Quarantine section on page 54). Once the issue is resolved, the
records can be re-processed through the billing and rating engine to place the associated charges on
to the required account’s invoice. You should regularly review Quarantine to resolve billing issues to
ensure your account’s invoices are generated correctly.

Invoice Auditing

Once the Billing and Rating engine has generated invoices, they will initially be set to the status of
Pending. If the Invoice Approval settings have been set to be fully automated (i.e. either via the
system default settings or for specific customers), invoices will be automatically approved and sent to
customers, as defined in the Invoice Delivery methods. In this case, invoice auditing will by-passed,
and the system will automatically update the invoices’ statuses to Approved.

Pending invoices should be audited to verify the invoice details and charges are correct. Once
verified, the invoice should be approved. The system will not send an invoice to an account until it has
been approved. Invoices can be approved individually using the Manage Invoice function, or multiple
invoices can be approved at once using the Bulk Approve (of course after you have performed the
necessary checking). Once approved, the invoice will be automatically sent to the customer account
via the Invoice Method set in the account’s options (refer

To Set Invoice Settings for a Customer on page 22).

If the invoice details are not correct, the invoice may be rejected. Invoices can be rejected individually
using the Manage Invoice function, or multiple invoices can be rejected at once using the Bulk Reject
function. Rejected invoices are investigated by the Emersion Billing Support team. Notes should be
added to provide details about the problems found with the invoice. Any invoice problems can be
corrected and addressed by the Emersion Billing Support team, in consultation with you, and the
invoice can be re-generated for you to re-check and approve.

Invoice Statuses
Invoices can have one of the following statuses:

> Pending invoices that have been created & rendered and not yet approved.
Invoices that are re-rendered or re-rated will return to Pending status.

> Approved invoices that have been manually approved, or automatically
approved by the system. Once the invoice is approved, it is
committed to the account ledger and cannot be undone.

> Rejected rejected invoices will not be committed to the account ledger and will
remain rejected until otherwise modified (e.g. re-rated or re-rendered
after addressing any issues found during the invoice audit).

> Rendering invoices that are in the process of being re-rendered by the system.
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Invoice Approval Process
Before you approve an invoice, you should review the invoice and check the following information:
1. Display the invoices generated (see Displaying Invoices on page 28).
2. Manage the invoice (see Manage Invoices on page 32). This includes the following actions:
a. View the invoice (see To View an Invoice on page 33).
b. Review any service usage (see To View Usage on an Invoice on page 34).

c. Review the allocated cardlines, and modify as required (see Invoice Cardline
Management on page 35).

3. Re-Render the invoice if you have modified or added cardlines (see To Re-Render an Invoice on
page 48).

4. Once you are satisfied the invoice is complete and correct, approve the invoice (see To Approve
an Invoice page 44).

5. If you have checked multiple invoices and are satisfied the invoices are all correct, use the Bulk
Approve action (see To Bulk Approve Multiple Invoices on page 45).
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Displaying Invoices
There are two methods to display invoices generated by the system for your customer Accounts:

> Customer Account Record via the Invoices tab of the Customers > Customer List >
view Account page. This will only show the selected
customer account’s invoices.

> Accounts Receivable Invoice List via the Finance > Accounts Receivable > Invoice List
page. This function will show all invoices generated for all
accounts.

From either Invoice list page, you can Manage or Download an invoice.

To Display Invoices from the Customer Account Record

The customer account Invoices page displays a list of all invoices generated by the system for the
selected customer account only.

1. Select Customers > Customer List > from the Menu. The Customer List page will appear.
2. Select the required customer account. The Account Summary tab will display.
3. Click the Invoices tab. The Invoice List page will appear showing all invoices for the selected

Customer: wiatthew «{x,"2"" (Account ID : 165032)[ Has 3 averdue Invoice JOldest::Amount:45 Age: 269 days
Summary | Defail Contacts | Package Service Fending Ledgsr Cardines (RS Transactions Profile | Order (Purchase PaymertPlan  PaymentMethods | Receive Payment  Take Payment Portal | Notes
Invoice
Invoice ID:

Invoice ID__Current Charges (ExTax) _ Current Charges (Tax) _ Current Charges (Total) _ Outstanding _Disputed _Balance at Generation _ Start Date_End Date _lssue Date A Due Date __ Approval Status_ Action __PDF
308561 2728 272 3000 30.00 0.00 15000 1Feb2012] 1Mar2012] 4 apr2012] 10 nar 2012[pending Manage [Download
300083 6364 538 7000 000 000 61500| 1Jan2012| 1Feh2012|  SFeb2012| 10Feh2012|Approved Manage [Download
292584 6354 538 70.00 000 0.00 545.00| 1Dec2011| 1Jan2012| 13Jan2012| 10 Jan 2012|mpproved Manage [Downiosd
233308 8354 538 7000 000 0.00 475.00| 1Mov2011| 1Dec2011|  5Dec2011| 10Dec 2011 [approved Manage [Download
277794 5364 538 7000 000 0.00 405.00| 10ct2011] 1Nov2011| 7 Nov2011| 10Nov 2011 |approved Manage [Downioad
270812 000 0.00 0.00 000 000 335.00| 15ep2011| 10ct2011|  40ct2011| 100ct2011|Approved Manage [Download
261019 8354 638 7000 500 0.00 33500 14ug2011| 1Sep2011|  9Sep2011| 10Sep 2011 |approved Manage [Download
247753 5364 538 7000 70.00 0.00 26500 12011( 18092011| 5 Aug2011| 10.Aug2011 [Approved Manage [Downloadt
238814 5354 638 70.00 45.00 0.00 195.00| 1dun2011| 1 Jul2011 40u12011| 10 4l 2011 [Approved Manage [Download
229350 5354 538 7000 000 000 125.00| 1May2011| 10un2011|  144un2011| 10 Jun 2011 [pproved Manage [Downioad
217954 50.00 500 55.00 .00 0.00 55.00] 1Apr2011| 1May2011|  4May2011| 10May 2011 [approved Manage [Downioad

' 50 200

Figure 18. The Invoices page of an Account

Search

You can locate an invoice in the Invoice List by using the Search function. The following fields can be
used to search for invoices:

> Invoice ID
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To Display Invoices using the Invoice List
The Invoice List function displays a list of all invoices generated by the system.

1. Select Finance > Accounts Receivable > Invoice List from the Menu. The Invoice List page will
appear showing all invoices for all customers.

ustomers ing  Services PackagesandPlans  Products  Report
ccounts Receival Accounts Payable  Securities
[Receive Paymert Unallocated | Transactions  Pending Cardines | Paymerts  Disputed  Credit  VWite off  Refund  Payment Plans
Invoice List
Account Number
Customer Name:
Invoice ID:
Approval Status: | Select Status (v
Due From
Due To
Invoice ID_Account Humber Customer Hame Date Issued A _Date Due _Delivered Current Charges Amount Paid_Amount Outstanding Amount Disputed Amount Payable Balance at Generation Approval Status Action _ PDF
308016 [2..927 Gee & 3 Apr 2012{ 10 Apr 2012 15195 000 000 151.95 136.95 Pending Manage [Downioad
308013 [260050 I.f oo 27 Mar 2012| 3 Apr 2012 15.00 000 000 15.00, 15.00 [Pending Manage [Downioad
307708 |27 e 7 Mar 2012 14 Mar 2012 000 000 0.00 000, 0.00 |Pending Manage [Downioad
305374 Ada.r 202 6 Mar 2012| 13 Mar 2012| 6 Mar 2012 10588 000 000 10588 31284 |Approved Manage [Downioad
306490 Bingo . wepucs 3 Mar 2012 10 Mar 2012| 6 Mar 2012 65.00 000 0.00 65.00, 130.00 [Approved Manage [Downioad
308405 3 Mar 2012| 10 Mar 2012| 6 Mar 2012 254.00 000 0 0.00 254.00 608,09 |approved Manage [Download
306707 3 Mar 2012| 10 Mar 2012 | 6 Mar 2012| 549.31 0.00 23.00 526.31 54931 |Approved Manage |Download
306706 3 Mar 2012| 10 Mar 2012 | 6 Mar 2012| 111 61 0.00 0.00 11161 111 61 |Approved Manage |Download
306705 3 Mar 2012 10 Mar 2012 2399 000 000 2399, 118.46 [Pending Manage [Downioad
306702 3 Mar 2012 10 Mar 2012 6 Mar 2012| 231.50 0,00 0.00 23150 231 51 [Approved Manage [Download
306626 3 Mar 2012 10 Mar 2012 CR104.28 000 CR104.28 0.00 000, CR 104.28 |Pending Manage Downioad
306608 3 Mar 2012 10 Mar 2012 6 Mar 2012| 109.85 bl 10995 0.00 109.95 109.95 [ Appi Manage [Download
308563 3 Mar 2012| 10 Mar 2012| 6 Mar 2012 20345 20315 000 0.00 0.00 20315 |Approved Manage [Downioad
308561 3 Mar 2012 10 Mar 2012 30,00 000 000 3000, 150,00 [Pending Manage |Download
306277 3 Mar 2012| 10 Mar 2012| 7 Mar 2012 000 000 000 000 000, 0.00|Approved Manage [Downioad
306253 3 Mar 2012{ 10 Mar 2012| 6 Mar 2012 1985 1995 000 000 000, 19.95|Approved Manage [Downioad
306210 3 Mar 2012| 10 Mar 2012|6 Mar 2012 1994 19.94, 000 0.00 000 19.95|Approved Manage [Downioad
306209 3 Mar 2012| 10 Mar 2012| 6 Mar 2012 1994 19.94) 000 0.00 000, 19.95|approved Manage [Downioad
306208 3 Mar 2012 10 Mar 2012 000 000 000 000, CR 19.93 [Pending Manage [Downioad
306207 3 Mar 2012| 10 Mar 2012| 6 Mar 2012 2985 2995 000 0.00 0.00 29.95|Approved Manage |Downioad
12345 _117»
50][100]

Figure 19. The Invoice List page in Accounts Receivable

Search

You can locate an invoice in the Invoice List by using the Search function. The following fields can be
used to search for invoices:

Account Number

Customer Name

Invoice ID

Approved Status - All, Pending, Approved, Rejected or Rendering
Date From; - allows date selection via a Calendar tool

YVV VYV VY

Date To - allows date selection via a Calendar tool

© 2012 - Emersion Software Systems Pty Ltd Page 29



Emersion — Billing and Accounts Management

To Download an Invoice
1. Locate the invoice required in the Invoice list.

2. Click the Download link in the PDF column of the required invoice. The Opening... download
window will display.

Opening invoice-309307. pdf

You have chosen to open

1 invoice-309307.pdf

which is a: Adobe Acrobat Document
from: https:/fcumulus.emersion.com.au

What should Firefox do with this file?

(5 Open with: iAdobeHReader {default)

]

() Save File

[] Do this automatically For Files like this From now on.

[ OK ] [ Cancel ]

Figure 20. The Opening invoice ... download window

3. Select the Open with option to open the invoice with Adobe Reader. You may select another
application to open the file with by selecting an application from the drop list, if required.

4. Select the Save File option to save the invoice file to your system.

5. Tick the Do this automatically for files like this from now on checkbox to perform the option
selected automatically every time you download PDFs.

6. Click the OK button. The invoice .PDF file will open in Adobe or download to your system,
depending on the option you selected.

© 2012 - Emersion Software Systems Pty Ltd Page 30



Emersion — Billing and Accounts Management

Bulk Invoice Actions

When the Invoice List page is initially displayed in the Accounts Receivable module, all invoices of all
statuses are shown. However, once you filter the invoices by Approved Status, the Invoice List page
will update to display Bulk Action options. Note that the Bulk Action options will not appear when the
Invoice List page is displaying invoices with varying statuses. Details about how to use the Bulk
Actions are provided in the sections related to the individual invoice actions.

The Bulk Actions available will differ depending on the status of the displayed invoices, as follows:
> Pending invoices  Bulk Approve

Bulk Reject

Bulk Re-Render
> Approved invoices Bulk Re-Send.

Y

Rejected invoices  Bulk Approve.
Bulk Re-Render

@ Note: To display the Bulk Actions, filter the invoices by selecting the required
status in the Approval Status drop list and then clicking the Search button.

eceive Paymert Unaliocated | Transactions |  PendingCardines Paymerts  Disputed | Credit Whieoff  Refund | Payment Plans
Invoice List

Account Number.

Customer Name:

Invoice ID:
Approval Stetus: [Pendng |

Due From

Due Tor
Invoice ID Account Number Customer llame  Date Issued X Date Due Delivered Current Charges Amount Paid Amount Outstanding Amount Disputed Amount Payable Balance at Generation Approval Status Action  PDF  []
309016 |2in— 3 Apr 2012{10 Apr 2012 13545 000 000 13545 12045 |Pending Manage [Download| []
306561 [1ouuos 3 Apr 2012/20 Apr 2012 3599 000 000 3599 155.99 |Pending Manage [Download| []
307709 |25 7 Mar 2012{14 Mar 2012 000 000 000 000 0.00|Pencing Manage [Download| []
306705 3 Mar 201210 Mar 2012 2399 000 000 2399 118.46 Pending Manage [Download| []
306626 3 Mar 2012{10 Mar 2012 CR101.45 000 CR101.45 000 000 CR 101.45 |Pending Manage [Download| []
306208 3 Mar 201210 Mar 2012 000 000 000 000 CR 19.93 |Pending Manage [Download| []
306089 Prui. 3 Mar 2012{10 Mar 2012 145.00 000 000 145.00 59409 |Pending anage [Download| []
306068 B e 3 Mar 201210 Mar 2012 14385 000 000 14385 71530 |Pending Manage [Download| []

1

0 200

pulk Approve

[ Do Mot Send the approved invaices
[ Reset Issue Date to Today and Due Date as per terms when approved

Issue Date instead

of today,
Due Date instead of
according to
account terms:
Approve Selected
Bulk Reject
Dote:

Figure 21. The Accounts Receivable, Invoice List page showing Bulk Actions
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Manage Invoices

The Manage Invoice page will contain command buttons to perform various actions. The actions
available will differ depending on the status of the selected invoice, as follows:

> View Invoice all invoice statuses.

> Approve pending and rejected status

> Approve — Do Not Send pending and rejected status

> Reject pending status only

> Re-Render pending and rejected status

> Re-Rate pending and rejected status

> Dispute approved status

> Re-Send approved status

> Cancel returns to the Invoice list page on all invoices.

You can also View Usage (depending on the service and cardline type) from the Manage Invoice
page.

To Manage an Invoice

1. Locate the invoice required in the invoice list in either the account record or in the Accounts
Receivable module.

2. Click the Manage link in the Action column of the required invoice. The Manage Invoice page will
display.

[ [ Deseription Aer Tan Ledgws Code " Covess from Cowers To Varsky Covers Faomn Vil Covers To.

Deserton At e s e Cobe. st [z Tots

Figure 22. The Manage Invoice page
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To View an Invoice
1. On the Manage Invoice page, click the View Invoice button. The Opening... download window

will display.
Opening invoice-309307. pdf X

‘ou have chosen to open

%1 invoice-309307.pdf
which is & Adobe Acrobat Document
from: https:fcumulus.emersion.com,au

What should Firefox do with this file?

@ Openwith |Adobe Reader (defaut) v

() SaveFile

[] Do this automatically For files like this From now on.

[ OK ] [ Cancel

Figure 23. The Opening invoice ... download window

2. Select the Open with option to open the invoice with Adobe Reader.

3. Select the Do this automatically for files like this from now on checkbox to perform the option
selected automatically every time you download PDFs.

4. Click the OK button. The invoice .PDF file will open in a new Adobe Reader window.
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To View Usage on an Invoice
1. In the Allocated Cardlines section of the Manage Invoice page, locate the required service usage

cardline.
Ledger Code Covers From Covers To___ Vanity Covers From _Vanity Covers To
s Jpmee Jowwe e
vl |01 Few 2012 [EED [5rimmzn
[ [cu s 2012 ri'f-;vv:m? !\va-;m E: 4

Figure 24. The Allocated Cardlines section showing the Usage link

2. Click the View Usage link beside the required usage cardline. The Service Usage page will
appear in a new window.
Service Unitel Telstra Mohile Usage for £1--o8d i ™
Usage Period: |2012-03-01 to 2012-03-31 ¥
Destination Mumber:
Tariff Type: }7/-\“ [
| Call to National Networks
‘ Call to Telstra Mobile
| Callto other Networks
lsws ]
[ View Package Plan ]
( View Service Plan ]
[ Back ]
[ Filter ]
Date ¥ Charged Service Source Destination Type Usage Invoiced Amount Tax
5 Mar 2012 17:39:12 (61409810655 +614095.. 7 [T SMS 1 Message 000 000
8 Mar 2012 17:28:19 61409810655 +6140031 0l Call to National Networks 00:00:14 000 000
11 Mar 2012 21:17:12|61409810655 +6140981 ... SMS 1 Message 000 000
13 Mar 2012 10:46:56 61409810655 +6140871.257 Call to other Networks 00:00:21 000 000
15 Mar 2012 13:23:03 (61409810655 +6140984- .. SMS 1 Message 000 000
15 Mar 2012 14:04:12 (61409810655 +6140987 0 . SMS 1 Message 000 000
18 Mar 2012 19:21:39 (61409810655 +614098 io. SMS 1 Message 000 000
25 Mar 2012 20:29:40 61409810655 +614096 " 7007 SMS 1 Message 000 000
1
5] o] ]

Figure 25. The Service Usage page

3. Filter the usage data by entering Start Date, End Date and selecting the required Tariff Type, as
required, and then click the Filter button. The page will update to show the usage data

corresponding to the criteria entered.

4. To view the package, click the View Package Plan button. The package will appear in a new

window.

5. To view the service plan, click the View Service Plan button. The plan will appear in a new

window.
6. When complete, close the window.

The Approve Rated Data Usage check box and the Approve Selected Data Period
button should not be used unless the service plan has been set up with manual

period approval, which is not used often.
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Invoice Cardline Management

Cardlines are the individual charges, credits, or items that are presented on customer invoices, such
as service fees, usage, products etc. A cardline may either summarise or itemise a service’s usage
records as applicable to the specific service type. The Billing and Rating engine creates cardlines
automatically, based on package plan’s and service plan’s setup fees, access fees, service usage,
service features, bolt-ons and other service fees and equipment. In addition, cardlines are created by
the system for product purchases and installment plans. Cardlines can also be manually created for
ad hoc charges.

@ Cardlines are the items related to charges and credits that are presented on
customer invoices.

Pending Invoice Cardlines

Pending invoice cardlines are cardlines that have been created against an account for charges and
credits (e.g. purchases, package fees, plan fees etc), but have not yet been included on, or allocated
to, an invoice. The Billing and Rating engine creates pending cardlines throughout the billing period,
based on the attributes of the package plans and accounts (such as pro-rata, billing in
advance/arrears, align package period to account period etc).

Pending cardlines are also created when a charge or credit is raised when there is an existing
pending Invoice against the account (e.g. when a product purchase is made after the bill run but
before the pending invoice was approved). Pending cardlines may be also created manually against
an account for ad hoc charges or credits using the Pending Ledger Cardlines function (see To Create
an Unallocated Pending Ledger Cardline on page 40 for details).

Any pending cardlines held against an account, which are not allocated to the current pending
invoice, will be available on the Manage Invoice page. They can then be allocated to the invoice as
required.

Managing Cardlines on Pending Invoices

The Manage Invoice page allows various invoice cardline management operations, as follows:
»  Modify an existing Cardline

Allocate Pending Cardlines to the Invoice

De-allocate a Cardline from an Invoice

Delete a Cardline

YV V V V

Add a New Cardline to an Invoice
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To Modify an Existing Cardline

Cardlines that are the result of an aggregate calculation, such as system generated usage charges,
cannot be modified. These cardlines will appear on the Manage Invoice page greyed out. Only the
cardlines that appear in enabled, active fields will be enabled for editing. Cardlines on Approved
invoices will appear inactive and cannot be modified.

@ Cardlines on Approved invoices cannot be modified.

1. Inthe Allocated Cardlines section of the Manage Invoice page, locate the required cardline.

Allocated Cardlines
D Date ipti Amnt  Tax Ledger Code Covers From Covers To Vanity Covers From  Vanity
(4 1900987 01 er 2012 Package Pln Access [01-03:2012- 31-032012) [|6364 (636 ' PACKAGE_PLAN_ACCESS, FEE_ADV (No mapped code) v 01 Mar 2012 ‘m A2 |0t e 2012 3 Mar
A, [#1904796 (102 Mar 2012 Package Plan Access [Package Credt for Simple Al-36.36 |(-3.64 PACKAGE_PLA!Q_:,CCESS_FEE_ARR (Mo mapped code) ¥ 01 Feh 2012 ‘101 Mar 2012 101 Fek 2012 29 Feh|
A\ [#1808523 (102 Mar 2012 ‘ OffPeak Service Usage [Shaped 25GB) for Service ||(0 \ 0 \ SOUL_ADSL2_USAGE (No mapped code) ‘ 01 Feh 2012 ‘301 Mar 2012 01 Feh 2012 29 Feh|
A\ [#19085241 02 Mar 2012 Peak Service Usage [Shaped 256B] for Service #2€(0 ‘ 0 SOUL_ADSL2_USAGE (No mapped cade) | 01 Feh 2012 ‘301 Mar 2012 lU1 Feh 2012 |[|28 Feb
914318][04 e 2012 Misc Fez ’ 6 |5 |[FcreRcE (o mapped code) )04 £pr 2t2 (04 e 2012 espran2 |[od 4

Figure 26. The Allocated Cardlines section showing editable and non-editable cardlines

2. Update the cardline date by clicking on the cardline’s Date field. A calendar tool will appear to
allow you to select the required cardline date. This date will appear on the Invoice as the date the
cardline charge was incurred.

3. Edit the cardline Description by entering and / or overtyping text as required. This description will
appear on the Invoice against the cardline charge.

4. If required, enter an updated amount in the Amnt field. Note that the cardline amount is exclusive
of tax.

5. Update the Tax amount as applies to the updated cardline amount. Note that the system will not
automatically re-calculate the cardline’s tax amount when you update the cardline amount.

6. Select a different Ledger Code using the drop list if required. The cardline will be recorded against
the selected ledger in the system for accounting purposes.

7. Update the Covers From and Covers To dates as required. These reflect the period that particular
charge applies to, such as a service access fee that covers from the 1* to the 31* of the month.

8. Update the Vanity Covers From and Vanity Covers To dates as required. These dates will appear
on the invoice, which you may update to be different dates than the actual Covers From and
Covers To dates i.e. to assist the customer understand their invoice and charges.

9. Click the Save button below the Allocate Cardlines section. The system will update the cardline
information on the current pending invoice.

10. Click the Re-render button to re-create the invoice .PDF to reflect the changes made to the
cardlines.

The system usually re-renders the invoice immediately (or within 10 minutes at most). The
updated invoice .PDF file will then be available to download, review and approve as required.
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To Allocate a Pending Cardline to an Invoice

Allocating a pending cardline to an invoice adds the selected charge to the current pending invoice.
Once you allocate the pending cardline to the invoice, it will appear in the Allocated Cardlines section
of the Manage Invoice page.

1. Inthe Pending Ledger Cardlines section of the Manage Invoice page, locate the required pending
cardline.

Pending Ledger Cardlines

Transaction Date ¥ Description Acct Hame Billing Type Code ExGST GST Total

4 Apr 2012 |Poirt of Sale [Line Fitter] Gean Beck Advance 15.00 1.50 16.50

1]
O
4 Apr 2012 |Point of Sale [MBB-SIM] Gean Beck Advance 1364 1.36 15.00 D
]

4 Apr 2012 |Point of Sale [Linksys AM300] Gean Beck Advance 7273 727 80.00

1
o) |
Add Pending Cardlines

Figure 27. The Pending Ledger Cardlines section

2. Tick the check box beside each pending cardline you wish to allocate to the current invoice.
Multiple cardlines can be selected.

3. Click the Add Pending Cardlines button. A message will display at the top of the screen
informing that the cardline was allocated successfully.

4. The selected cardline(s) will appear in the Allocated Cardlines section of the Manage Invoice
page.

5. Click the Re-render button to re-create the invoice .PDF to reflect the allocated cardlines.

The Difference between ‘Deleting’ and ‘De-Allocating’ a Cardline

Deleting a cardline simply removes the charge from the system. The charge cannot be restored. De-
Allocating a cardline removes the cardline from the current invoice, but it will remain on the account to
be picked up and allocated to a subsequent invoice.

To De-Allocate a Cardline from an Invoice

De-Allocating a cardline removes the charge associated with the cardline from the invoice, but not
from the customer’s account. Once you de-allocate the cardline from the invoice, it will appear in the
Pending Ledger Cardlines section of the Manage Invoice page. The pending cardline can be allocated
to a subsequent invoice as required.

@ Cardlines on Approved invoices and cardlines that are the result of an aggregate
calculation cannot be de-allocated.

1. Inthe Allocated Cardlines section of the Manage Invoice page, locate the required cardline.

2. Click the De-Allocate link beside the required cardline entry. A message will display at the top of
the screen informing that the cardline was de-allocated successfully.

Vanity Covers From _Vanity Covers To

E

I
==

|
[

1
ISEEK
|

= =
| -

E
| De-Aocats|
|

[Peak Service Usage [ULL ADSL2+ Service

Amet__Tax Lodger Code

Figure 28. The Allocated Cardlines section showing the De-Allocate link

3. The selected cardline will appear in the Pending Ledger Cardlines section of the Manage Invoice
page.
4. Click the Re-render button to re-create the invoice .PDF to reflect the de-allocated cardline.
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To Delete a Cardline from an Invoice

Deleting a cardline removes the charge from the system, not just the current invoice. The cardline
charge cannot be restored. If the cardline is deleted in error, you will need to either create a new
cardline, or contact Emersion Billing Support to assist, which will considered as chargeable work for
which you may be invoiced.

@ Cardlines on Approved invoices and cardlines that are the result of an aggregate
calculation cannot be deleted.

1. Inthe Allocated Cardlines section of the Manage Invoice page, locate the required cardline.

2. Click the Delete link beside the required cardline entry. A message window will appear prompting
you to confirm that you want to delete the cardline.

Amet__ Tax Ledger Code Covers From Covers To___ Vanity Covers From _Vanity Covers To

|

|28 dn 2012
I

I

26 Jan 2012

spped code) ¥

’ e

[P RLRL 2

} 01 dan 2012
=
[0t 3n 2012

E
for
o1 2092

|243n 2012

Figure 29. The Allocated Cardlines section showing the Delete link

3. Click the Yes button to delete the cardline. A message will display at the top of the screen
informing that the cardline was deleted successfully.

Click the No button to cancel the cardline deletion and return to the Manage Invoice page.
4. Click the Re-render button to re-create the invoice .PDF to reflect the Deleted cardline.
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To Add a New Cardline to an Invoice

From time to time you may need to manually create a charge on an invoice (e.g. for a service fee or
charge that has not been automatically created by the system etc). The system allows you to create
and add a new cardline to the current pending invoice. The cardline will appear in the Miscellaneous
Charges section of the invoice, and the charge will be added to the invoice total. If the cardline is a
credit (i.e. a negative cardline amount) the amount will appear in the Adjustments section of the
invoice, and the amount will be deducted from the invoice total.

@ Cardlines entered for a negative amount will appear as a credit against the account.

1. In the Add new cardline to invoice section of the Manage Invoice page, update the Transaction
Date as required. A calendar tool will appear to allow you to select the required date. This date
will appear on the Invoice as the date the cardline charge was incurred.

Add new cardline to invoice

Transaction Date: | 4 &pr 2012
Total (inc Tax):
Tax Type: [ Austraien GST 9]

* Actual Value (ex
Tax)

* Tax Amount: O anually enter tax
* Description:
* Ledger Code: ‘7Selec1 Ledger Code v

(*Ledger Code is an alpha numeric code to represent the transaction. it is used for reporting. (A-Z, 0-9 and _ permitted only))

[ Cancel ]

Figure 30. The Add new cardline to invoice section

2. Enter the charge amount including tax in the Total (inc. Tax) field. The system will automatically
calculate the Actual Value (ex Tax) and the Tax Amount and display in the corresponding fields.

Alternately, enter the cardline amount in the Actual Value (ex. Tax) field. The system will
automatically calculate the Total (inc Tax) and the Tax Amount.

3. Select the Tax Type applicable to the cardline in the drop list. By default, this is set to ‘Australian
GST'.

4. If you need to enter a manual tax amount, tick the Manually enter tax check box. The Tax Amount
field will re-display enabled for editing. Enter the tax amount required.

5. Enter the description to show on the invoice in the Description field.

6. Select the Ledger Code in the drop list. The cardline will be recorded against the selected ledger
in the system for accounting purposes.

7. Click the Save button. A message will display at the top of the screen informing that the cardline
was created and allocated to the invoice successfully.

8. The created cardline will appear in the Allocated Cardlines section of the Manage Invoice page.
9. Click the Re-render button to re-create the invoice .PDF to reflect the added cardline.
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Unallocated Cardlines and Immediate Invoices

Unallocated Ledger Cardlines

As discussed in the Manage Invoice section, you can add a cardline to an existing pending invoice.
However, you can also manually create an unallocated cardline, or pending cardline, against an
account when there is no existing pending invoice, or for other charges and credits you do not wish to
allocate to an existing pending invoice. Unallocated, pending ledger cardlines can be created at any
time during the billing period independently to the regular billing cycle.

The pending cardline amount will not be reflected in the account’s balance until it is allocated to an
invoice, and the invoice then approved. The manually created cardline will appear in the
Miscellaneous Charges section of the invoice. If the cardline is a credit (i.e. a negative cardline
amount) the amount will appear in the Adjustments section of the invoice, and the amount will be
deducted from the invoice total.

@ Cardlines entered for a negative amount will appear as a credit against the account.

Once an unallocated, pending ledger cardline has been created against an account, you can perform
a number of actions:

> add the pending cardline to an existing pending invoice, via the Manage Invoice function

> if there is no current pending invoice for the account, you can create an immediate invoice that
will automatically allocate the pending cardline created, as well as any other pending cardlines
stored against the account, to the new invoice created (see Immediate Invoices below)

> leave the pending cardline to be processed with all other charges and cardlines during the next
bill run. It will then be automatically picked up by the billing process, and appear on the
account’s next invoice.

To Create an Unallocated Pending Ledger Cardline
1. Select Customers > Customer List > from the Menu. The Customer List page will appear.
2. Select the required customer account. The Account Summary tab page will display.

3. Click the Pending Ledger Cardlines tab. The Pending Ledger Cardlines page will appear
showing any unallocated pending ledger cardlines held against the account.

Pending Ledger Cardlines
Create New Unallocated Cardine
Please approve the Pending Invoice for this customer before attemptingto creste another invoice
11 Results Found
Transaction s " Billing .
Edit 1D s Description Acct Hame: Package service Code Status  ExGST GST Total Actions
Q 119787 7 May 2012|Overdue fees Yaihew advance  [Misc 2273[2.27| 25.00|Delete
L Jra1s721 1 May 2012|Package Plan Setup [1300 Test Package - SP SELL] e (Advance  [PACKAGE_PLAN_SETUP_FEE 98.30/9.69(108.73 Delete
(orotas] <27:apraora| P SSven s It 25001 o et 700948 (L 2201 M M Do for perka DV Oa0A2- et Sinle ADSL2t Lo gglawems  [souL_ADSL2,USAGE | 000|Gma| om0
e I it 1) 0 5 si sL2+
r e ;r;;;;; SN SRR SN 98] (OMb UMb Dovwn) for period 010372012 - |Metthew Sile ADSLZ gy calarears  [SOUL_ADSL2_USAGE e e
(X |1908457 14 Mar 2012 |Package Plan Setup [1300 Test Package - SP SELL] MB““E‘W sdvance  [PACKAGE_PLAN_SETUP_FEE ed| 95.90(9.83/108.73 [Delete
52 " si 2
bl & bar 2012|PEK Service Usage [Shaped 25GB] for Service #266948 [02-.5.. " 208] (OMb UpiOMs Dowr) for period 010262012 Metthew imple ADSL: e e . el b
2910272012 A 2508
e & Miar 2012|O1Pesk Service Usage [Shaped 25G6] for Service #266943 (0733¢ 1 ..4] (OMb Upio Down) for period 0110202012 - |Matthew Sile ADSI2%, o alaews  |Rovh apsiz USAGE 7 e e i
2910272012 s 2568
L 1838851 24 Feb 2012|Package Plan Access [01-02-2012 - 28-02-2012) et [SopB DR advance  |PACKAGE_PLAN_ACCESS_FEE_AD c 63.64(6.36| 70.00|Delete
M Simple ADSL2+
C{[1891853| 24 Feb 2012|Package Plan Access [01-01-2012 - 31-01-2012) wiliy Sk ADStS [advance  [PACKAGE_PLAN_ACCESS_FEE_AD 63.64(6.36| 70.00|Delete
cso106| 24 Fep 201|PE3K Service Usage [Shaped 25GB] for Service #266348 [03. T -£208] (OMb UpiOMb Down) for period 1012012 |Mtthew S DS e | ros | |Sou AbaL2 hce e e
31012012 e 2568
" v et Ro12- Si SL2+
1sootos] 724 praona| ) ek Serve s St 506 o s 20048 £ . (MR o) o P L2 el Sile A0SL2t o plawewrs  [cv:_ADSL2,USAGE = | 000 d0a| 10
1
50 150][200

Figure 31. The Pending Ledger Cardlines page
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4.

Click the Create New Unallocated Cardline button near the top of the list. The New Unallocated
Cardline page will appear.

New

Unallocated Cardline

Transaction Date: | 7 May 2012

* Actual Value (ex

Select Ledger Code v

Total (inc Tax):

Tax Type: | Australian GST v

Tax):
* Tax Amourt: DManua\ly enter tax
* Description:

* Ledger Code:

(*Ledger Code is an alpha numeric code to represent the transaction, It is used for reporting
(A-Z,0-9 and _ permitted only))

[ Save ]

[ Cancel J

9.

10.

11.

12

Figure 32. The New Unallocated Cardline page

Enter the date for the cardline in the Transaction Date field. A calendar tool will appear to allow
you to select the required date. This date will appear on the Invoice as the date the cardline
charge was incurred.

Enter the amount including tax in the Total (inc. Tax) field. The system will automatically calculate
the Actual Value (ex Tax) and the Tax Amount and display in the corresponding fields.

Alternately, enter the cardline amount in the Actual Value (ex. Tax) field. The system will
automatically calculate the Total (inc Tax) and the Tax Amount.

Select the Tax Type applicable to the cardline in the drop list. By default, this is set to ‘Australian
GST'.

If you need to enter a manual tax amount, tick the Manually enter tax check box. The Tax Amount
field will re-display enabled for editing. Enter the tax amount required.

Enter the description to show on the invoice for the cardline in the Description field.

Select the Ledger Code in the drop list. The cardline will be recorded against the selected ledger
in the system for accounting purposes.

Click the Save button. A message will display at the top of the screen informing that the cardline
was saved successfully.

. Click the Cancel button to cancel the cardline creation.
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Immediate Invoices

The system allows you to create an ad-hoc or immediate invoice to create an invoice outside the
regular bill run for any new charges or pending cardlines. For example, if you sell a piece of hardware
to a customer, you can create an immediate invoice to update the account balance and bill the
customer immediately outside the invoice cycle without waiting for the bill run. You can then manage
the invoice and receive payment against that invoice in the same way as other invoice functions.

When you create an immediate invoice, it will automatically allocate any pending cardlines held
against the account to the new invoice, which may include cardlines created by the Billing and Rating
engine for charges associated with services, product purchases, and ad hoc charges created
manually.

You cannot create an immediate invoice if the account already has an existing
pending invoice. Use the Manage Invoice function to add pending cardlines to the
invoice (see Invoice Cardline Management on page 35)

To Create an Immediate Invoice
1. Select Customers > Customer List > from the Menu. The Customer List page will appear.
2. Select the required customer account. The Account Summary tab page will display.

3. Click the Pending Ledger Cardlines tab. The Pending Ledger Cardlines page will appear
showing all unallocated pending ledger cardlines held against the account, with a Create
Immediate Invoice button.

Summary _ Detal _Contacts _ Package Subscriptions _ Service Subscriplions Transactions | Profie_ Order | Purchase  Paymert Methods _ Receive Payment | Take Payment_ Portal_ Notes
Pending Ledger Cardlines
Create New Linallocated Cardine | Create immediate nvoice |
11 Results Found
Edit 1D A m':ls:c"“" Description AcctHame  Package  Service B;"'"g Code Status  ExGST GST Total Actions
ate ype
s Matthew
[1919787| 7 May 2012[Overdue fees s, sdvance [MiSC Prealocated| 2273[2.27| 25.00|Delete
G [1919721| 1 May 2012 Package Pian Setup (1300 Test Package - SP SELL] e sdvance  [PACKAGE_PLAN_SETUP_FEE Prealiocated| 98.90(a.89108.73|Delete
Peck Service Usage [Shaped 25GB) for Service #266948 [727°0238]  |Matthew  |Simple DSL2s | - = ~
BT 2R T o L oty Svitats vl 03¢ ... 08| Arrears  [SOUL_ADSL2_USAGE Preatocated| 000fooo| 000
OftPeak Service Usage [Shaped 25GB] for Service #266348 0300 .. 03] |Matthews  |Simple ADSL2s [
eteteal N or mpania e o e 03 < 208|arrears  [SOUL_ADSL2 USAGE Prealocated| 000fo0o| 000
G [1909057| 14 Mar 2012 [Package Plan Setup [1300 Test Package - SP SELL] b advance [PACKAGE_PLAN_SETUP_FEE Prelocated| 95.90/3.89[108.78 |Delete
Peak Service Usage [Shaped 25GB) for Service #286948 (0367 .. 208]  |Matthew  |Simple ADSL2+ | _
1a0ate4 {1 s Mer 212l ot s oos e B 03030, .08 |Arrears  [SOLL_ADSL2_USAGE Preslocated| 000fo0o| o000
OftPeak Service Usage [Shaped 25GB] for Service #266348 03¢ 5. 208] |Matthew  |Simple DSL2+ | -
5163 3 . 208 |arears  [S 2. usa oofooo| o
nammteal s Mt e e Ty S sl el o 08|Arrears  |SOUL_ADSL2_USAGE Preslocsted| 000foco| 000
C{ |1896651| 24 Feh 2012 |Package Plan Access [01-02-2012 - 28.02-2012) ‘f"?“he."" g‘s'“efge EDRE advance |PACKAGE_PLAN_ACCESS_FEE_ADY |PreAliocated | 63.64[6.36| 70.00|Delete
C{ |1891853| 24 Feh 2012 |Package Plan Access [01-01-2012 - 31.01.2012] f‘”’f’“f‘e.;" g‘q’“e": ADSE2Y advance |PACKAGE_PLAN_ACCESS_FEE_ADY |PreAliocated | 63.64[6.38| 70.00|Delete
Peak Service Usage [Shaped 250B) for Service #266948 03, 5o "08]  |Matthew  |Simple ADSL2+ |
tasatos( o Fer il o e e oot it e 05e 72 _o3|arears  [SOUL_ADSL2_USAGE Preslocated| 0o0fooo| 000
OftPeak Service Usage [Shaped 25GB] for Service #266348 [03:.6_. 208] |Matthewr  |Simple ADSL2s | ___
& 5
(LS BT b it b, alew [ 0303, 208 |Arrears  [SOLL_ADSL2_USAGE Preslocated| 000foco| 000
1
el

Figure 33. The Pending Ledger Cardlines page showing the Create Immediate Invoice button

4. If the account already has an existing pending invoice, the Create Immediate Invoice button will
not appear. A message will appear at the top of the page stating that “Due to this account having
a Pending Invoice, the 'Create Immediate Invoice' button has been disabled”.
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5. Click the Create Immediate Invoice button. The Pending Ledger Cardlines Create Immediate
Invoice page will appear showing all cardlines that will be allocated to the new invoice.

Pending Ledger Cardlines : Create Immediate Invoice

Please confirm that you want to create an invoice based on the following cardines.
*Issue Date: | 7 May 2012
*Due Date: | 14 May 2012
[ Auto Approve

Please Note: If you create an immediate invoice on a cardine that is preallocated, it will be assigned to this invoice only.

Confirm & Create Invoice
——

Transaction Date ¥ ipti Acct Name  Billing Type Code Status  ExGST GST Total

11 Results Found

24 Feb 2012 |Peak Service Usage [Shaped 25GB] for Service #266945 (07 .. (OMb Up/OMb Down) for period 01/01/2012 - 31/01/2012 Matthewy | «j.. |Arrears [SOUL_ADSL2_USAGE PreAllocated | 0.00(0.00( 0.00
24 Feb 2012|OffPeak Service Usage [Shaped 256B] for Service #266945 [03577° ~ 78] (OMb Up/OMb Down) for period 0101/2012 - 31012012 |Matthew ... s |Arrears SOUL_ADSL2_USAGE Presliocated | 000[0.00) 0.00
24 Feb 2012 [Package Plan Access [01-01-2012 - 31-01-2012] 3 " |Advance PACKAGE_PLAN_ACCESS_FEE_ADY |PreAllocated | 63.64(6.36| 70.00
24 Feb 2012 |Package Plan Access [01-02-2012 - 28-02-2012] Matthew . ..., |Advance PACKAGE_PLAN_ACCESS_FEE_ADY |PreAllocated | £3.64|6.36| 70.00
B Mar 2012 |Peak Service Usage [Shaped 25G8] for Service #266948 [03€™ " ..8] (OMb Up/OMb Down) for period 01/02/2012 - 29/02/2012 Matthews ' ="~ |Arrears SOUL_ADSL2_USAGE Presliocated | 000[0.00] 000
6 Mar 2012 |OffPeak Service Usage [Shaped 25GB] for Service #266948 [0Z.. -....1.."8] (OMb Up/OMb Down) for period 01/02/2012 - 29/02/2012  [Matthew _.i.g... |Arrears [SOUL_ADSL2_USAGE |PreAliocated | 0.00(|0.00| 0.00

Advance PACKAGE_PLAN_SETUP_FEE PreAllocated | 98.90(9.89(108.79
Arrears [SOUL_ADSL2_USAGE Predllocated | 0.00(0.00( 000
I |Arrears [SOUL_ADSL2_USAGE PreAllocated | 0.00(0.00( 0.00
. |Advance PACKAGE_PLAN_SETUP_FEE PreAllocated | 98.90(9.89(108.79
- | Advance MISC PreAllocated | 22.73(2.27| 25.00

o) e )

14 Mar 2012 |Package Plan Setup [1300 Test Package - SP SELL]
27 Apr 2012|Peak Service Usage [Shaped 25GB] for Service #266948 (0392
27 Apr 2012|OffPeak Service Usage [Shaped 25GB)] for Service #266948 (027"~
1 May 2012 |Package Plan Setup [1300 Test Package - SP SELL]

7 May 2012 |Overdue fees

8] (OMb Up/OMb Down) for period 0110372012 - 3110312012
18] (O Uip/Dtl Down) for period 010342012 - 310312012

Figure 34. The Pending Ledger Cardlines Create Immediate Invoice page

6. Enter an updated Issue Date if required. A calendar tool will appear to allow you to select the
required invoice issue date. This date will appear on the Invoice as the Date of Issue.

7. Enter an updated Due Date if required. A calendar tool will appear to allow you to select the
required invoice due date. This date will appear on the Invoice as the Payment Due Date.

8. Tick the Auto Approve check box if you want the invoice to be automatically approved, instead of
being created in a Pending state to be managed manually.

9. Click the Confirm & Create Invoice button. A message will appear at the top of the page stating
that the invoice was created.

10. Click the Cancel button to cancel the invoice creation.

Approve Invoices

Invoices can be approved individually or bulk approved to approve many invoices at once. Once
approved, the invoice approval cannot be undone. The cardlines on the invoice are committed to the
account ledgers for accounting purposes as defined on each cardline. The invoice will then be
automatically sent to the customer (depending on the Invoice Method settings).

@ Once an invoice is approved, it is committed to the account ledger and cannot be
undone.

Approve — Do Not Send

The system also allows you to approve customer invoices but not send them to customers
irrespective of the customers’ Invoice Method. Approve and do not send is available when approving
invoices individually or in bulk. The system processes the invoices in the same way, but simply does
not send them. This may be helpful if the invoice amount is very small, or if the customer has notified
that they will be away for a period of time etc.
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To Approve an Invoice

1. On the Invoice Management page, review and confirm you are satisfied with the invoice details,
cardlines and charges (see Invoice Cardline Management on page 35).

Manage Invoice

Invoice ID: 309016
Account Number: 2..,i%
Customer Name: Gean Lu.
Approval Status: Pending
Hotes History
Date/Time: 04 Apr 201211:3317
Added By: Emersion Support

Details:
The invoice has a problem.

Wiew Invoice

Approve

Reset Issue Date to Today and Due Date as per terms when approved
Approve - Do Not Send
Reject
Re-Render
Re-Rate
Cancel

Set Invoice Dates

Due Date: | 10 Apr 2012 Save Dates

Issue Date: | 3 Apr 2012

Figure 35. The Invoice Management page

2. Review the Due Date and Issue Date in the Set Invoice Dates section.

3. Tick the Reset Issue Date to Today and Due Date as per terms when approved check box, if
required. The system will then automatically update the invoice Due Date and Issue dates.
Alternatively:

a. Enter an updated Due Date. A calendar tool will appear to allow you to select the required
invoice due date. This date will appear on the Invoice as the Payment Due Date.

b. Enter an updated Issue Date. A calendar tool will appear to allow you to select the required
invoice issue date. This date will appear on the Invoice as the Date of Issue.

c. Click the Save Dates button to save the updated dates. A message will display at the top of
the screen informing that the issue and due dates have been updated for the invoice.
4. Click the Approve button. A message will display prompting you to confirm you wish to approve
this invoices.

5. Click the Yes button to confirm the invoice approval. The Invoice List page will re-display,
showing a message at the top of the screen stating that the Invoice has been approved and
logged under a journal entry.

6. Click the No button to cancel the invoice approval.

7. Alternatively, click the Approve Do Not Send button. The Invoice List page will re-display,
showing two messages at the top of the screen; one stating that the Invoice has been approved
and logged under a journal entry; and the other stating that the invoice will not be sent.
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To Bulk Approve Multiple Invoices

1. Select Finance > Accounts Receivable > Invoice List from the Menu. The Invoice List page will
appear.

2. Filter the invoices shown by selecting Pending in the Approval Status drop list and clicking the
Search button. The Invoice List page will update to show only pending invoices, and show the
Bulk Actions fields below the list.

Fel\:\/g:;;w;; [UGREIRED  Unallocsted  Transactions  Pending Cardlines  Payments  Disputed  Credit . Wite off  Refund Paymert Plans

Account Number.
Customer Name:
Invoice ID:
Approval Status:
Due From

Due To:

Pending v

Invoice ID Account Humber Customer Name Date Issued X Date Due Delivered Current Charges Amount Paid Amount Outstanding Amount Disputed Amount Payable Balance at Generation Approval Status Action PDF ]
309016 PR Gran L .. 3 Apr 2012[10 Apr 2012 13545 0.00 0.00 13545 120.45|Pending Manage |Dovwnload D
306561 1 itos 3 Apr 2012|120 Apr 2012 3599 0.00 0.00 3599 155.99|Pending Manage |Download D
307709 2iEuh 7 Mar 2012|14 Mar 2012 0.00 0.00 0.00 0.00 0.00|Pending Manage |Download D
306705 223 3% 3 Mar 2012{10 Mar 2012 2399 0.00 0.00 2399 118.46 |Pending Manage |Dovvnload D
306626 2.0 00 3 Mar 2012|10 Mar 2012 CR101.45 0.00 CR101.45 0.00 0.00 CR 101.45|Pending Manage [Download | []
306208 ) 3 Mar 2012{10 Mar 2012 0.00 0.00 0.00 0.00 CR 19.93 [Pending Manage [Download D
306089 126 [Precs.. i 3 Mar 2012{10 Mar 2012 145.00 0.00 0.00 145.00 594 09 |Pending Manage |Dovwnload D
306068 16735 | A 3 Mar 2012{10 Mar 2012 143865 0.00 0.00 143865 715.30|Pending Manage |Dovvnload D
1
50 1200
Bulk Approve
[ Do Net Send the approved invoices
[[] Reset Issue Date to Today and Due Date as per terms when approved
Issue Date instead
of today:
Due Date instead of
according to
accourt terms:
Bulk Reject
o
Figure 36. The Invoice List page showing Bulk Actions for Pending invoices
3. Review and confirm you are satisfied with the all the required invoices’ details, cardlines and

charges.
Tick the check box beside each invoice you wish to approve. Multiple invoices can be selected.

All invoices on the page can be selected by ticking the check box in the invoice list’s heading row.
The check boxes beside all invoices on the displayed page will be ticked.

If you do not wish to send the approved invoices to the customers, tick the Do Not Send the
approved invoices check box. Otherwise, leave this check box empty to send the invoices.

Tick the Reset Issue Date to Today and the Due Date as per terms when approved check box, if
required. The system will then automatically update the invoices’ Due and Issue dates.

Alternatively:

a. Set the invoices’ issue dates by entering the required date in the Issue Date instead of today
field. A calendar tool will appear to allow you to select the required invoices’ issue date.

b. Set the invoices’ due dates by entering the required date in the Due Date instead of according
to account terms field. A calendar tool will appear to allow you to select the required invoices’
due date.

Click the Approve Selected button. A message will display prompting you to confirm you wish to
approve all the selected invoices.

Click the Yes button to confirm the bulk invoice approval. The Invoice List page will re-display
showing a message at the top of the screen stating that the Bulk Approval has been completed to
the selected invoice numbers.

Click the No button to cancel the bulk invoice approval.
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Rejecting Invoices

During the invoice review process, if you determine that the invoice details are not correct (perhaps
missing usage charges, duplicate charges, or other inaccurate details etc), the invoice may be
rejected. Rejected invoices can be investigated by the Emersion Billing Support team with your
assistance. Detailed notes should be added to provide details about the problems found with the
invoice. These notes will assist the Emersion Billing Support team when investigating your rejected
invoices. It is recommended that you enter as much detail as possible to allow a speedy response
and action, and avoid any delays in obtaining the required information. Any invoice problems can be
corrected and addressed by the Emersion Billing Support team, in consultation with you, and the
invoice can be re-generated for you to re-check and approve.

Invoices can be rejected individually or bulk rejected to reject many invoices at once. Once rejected,
the system will automatically notify the Emersion Billing Support team that there are rejected invoices
for review if indicated on the rejected invoice. They will investigate the invoices and contact you to
confirm the action required. Once any actions are completed to correct your invoices, the Emersion
Billing Support team will re-generate your invoices and they will be returned to Pending status.

@ Enter as much detail as possible about the problems or errors found on rejected
invoices to assist with correction as quickly as possible.

To Reject an Invoice

1. On the Manage Invoice page, review the invoice details, cardlines and charges and update any
cardlines that can be corrected (see Invoice Cardline Management on page 35).

2. If you cannot modify the cardlines to correct the invoice as required, click the Reject button. The
Reject Invoice page will appear.

Reject Invoice

Invoice ID: 309016
Account Number: 250923
Customer Name: Gean Beck

* Note:

Rejecting an invoice can be used in two ways, in the first instance, you can use the rejection of an invoice to group invoices for further investigation and action by your team members
If 'Emersion to Action' is selected, an Emersion Support Team member will be notified of the invoice rejection.

In situations where the invoice being rejected has experienced no system fault, or biling error caused by the Emersion Systems, and you are requesting action by the Support Team, it is important to
note that these requests will most likely be chargeable

[[] Emersion to Action?

[ Submit

[ == Back ]

Figure 37. The Reject Invoice page

3. Enter detailed information about the problem found with the invoice in the Notes field.

Tick the Emersion to Action? Check box to notify the Emersion Billing Support team that you have
rejected the invoice and require their assistance to resolve the problem.

Note that in situations where the rejected invoice has experienced no system fault or error caused
by the system, and you request action by the Billing Support Team, the investigation work
conducted will considered as chargeable work for which you may be invoiced.

5. Click the Submit button. The Invoice List page will display with a message at the top of the
screen stating that the Invoice status has been updated.

© 2012 - Emersion Software Systems Pty Ltd Page 46



Emersion — Billing and Accounts Management

To Bulk Reject Multiple Invoices

1. Select Finance > Accounts Receivable > Invoice List from the Menu. The Invoice List page will
appear.

2. Filter the invoices shown by selecting Pending in the Approval Status drop list and clicking the
Search button. The Invoice List page will update to show only pending invoices, and show the
Bulk Actions fields below the list.

Recsive Payment | ([IEISYEE])  Unallocsted  Transactions |  Pending Cardines | Payments | Disputed | Credit  Wiite off | Refund Payment Plans
Approval Status: [Pending v

Due From:

Due To:

Invoice IDAccount Humber Customer Hame Date Issued A Date Due Delivered Current Charges Amount Paid Amount Outstanding Amount Disputed Amount Payable Balance at Generation Approval Status Action  PDF  []

306561  [165052 Matthew Magliolo 3 Apr 2012| 20 Apr 2012 35.99 0.00 0.00 3593 155.99|Pending Manage |Download | []

306089 125628 Prodent 3 Mar 2012| 10 Mar 2012 14500 0.00 000 14500 594 09 |Pending Manage |Dowrload | []

306088 196354 BKE Internet 3 Mar 2012| 10 Mar 2012 14385 0.00 000 14365 715.30|Pending Manage |Dowrioad | []
1

50{|100|[150 || 200

Bulk Approve

[ Do Nat Send the approved invoices
[JReset Issue Date to Todiay and Due Date as per terms when approved
Issue Date instead
of today;

Due Date instead of
according to
accourt terms:

Approve Selected
Bulk Reject
Note:

Rejecting an invoice can be used in two ways, in the first instance, you can use the rejection of an invaice to group invoices for further investigation and action by your team members.
It Emersion to Action' is selected, an Emersion Support Team member will be notified of the invoice rejection
In situations where the invoice being rejected has experienced no system fautt, or biling error caused by the Emersion Systems, and you are requesting action by the Support Team, it is important to note that these requests will most likely be chargeable.

Reject Selected
Re-Render Selected

[] Emersionto Action?

Bulk ReRender

Figure 38. The Invoice List page showing Bulk Actions for Pending invoices

3. Tick the check box beside each invoice you wish to reject. Multiple invoices can be selected.
All invoices on the page can be selected by ticking the check box in the invoice list’'s heading row.
Enter detailed information about the problem found with the invoices in the Notes field.

Tick the Emersion to Action? Check box to notify the Emersion Billing Support team that you have
rejected invoices and require their assistance to resolve the problems.

Note that in situations where the rejected invoices have no fault or error caused by the Emersion
system, and you requested action by the Billing Support Team, the investigation work conducted
will considered as chargeable work for which you may be invoiced.

6. Click the Reject Selected button. A message will display prompting you to confirm you wish to
reject all the selected invoices.

Click the Yes button to confirm the bulk invoice rejection. The Invoice List page will re-display
showing a message at the top of the screen stating that the Bulk Rejection has been completed to
the selected invoice numbers.

8. Click the No button to cancel the bulk invoice rejection.

o &

~
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Re-Render Invoice

Pending or rejected invoices that have been modified (i.e. if cardlines added or modified) must be re-
rendered to reflect any changes made to the invoice cardlines and re-create the invoice .PDF files.

Invoices can be re-rendered individually or in bulk to re-render many invoices at once. Once set to be
re-rendered, the system will automatically re-create the invoice .PDF. The updated invoice .PDF file
will then be available to download, review and approve as required.

@ The system usually re-renders invoices immediately, but you should allow 10
minutes for the system to complete processing.

To Re-Render an Invoice

1. On the Manage Invoice page, review the invoice details and update cardlines as required (see
Invoice Cardline Management on page 35).

2. Click the Re-Render button. A message will display prompting you to confirm you wish to re-
render the invoice.

3. Click the Yes button to confirm the invoice re-render. The Invoice List page will re-display
showing a message at the top of the screen stating that the invoice status has been updated.

The system will re-generate and re-render the invoice .PDF, which should be complete within 10
minutes. You can then return to the Manage Invoice function to view and approve the invoice as
required.

4. Click the No button to cancel the invoice re-render.
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To Bulk Re-Render Multiple Invoices

1. Select Finance > Accounts Receivable > Invoice List from the Menu. The Invoice List page will
appear.

2. Filter the invoices shown by selecting Pending or Rejected in the Approval Status drop list and
clicking the Search button. The Invoice List page will update to show only pending or rejected
invoices. The Bulk Actions will be shown below the list.

Receive Paymert | ([[ERE]) (Unalocated | Transactions |  Pending Cardines | (Payments | Dispuled (Credit (VWifeoff (Refind) (PaymertFians

Approval Status: Pendll’\gr v
Due From:
Due To:
Invoice ID Account Humber Customer Name Date lssued X Date Due Delivered Current Charges Amount Paid Amount Outstanding Amount Disputed Amount Payable Balance at Generation Approval Status Action PDF D
306561 165052 Matthew Magliolo 3 Apr 2012| 20 Apr 2012 3599 0.00 0.00 3599 155.99 |Pending Manage [Download D
306089 125628 Prodent 3 Mar 2012| 10 Mar 2012 145.00 0.00 000 145.00 594.09 |Pending Manage (Download D
306068 196354 [BKB Internet 3 Mar 2012| 10 Mar 2012 143865 0.00 0.00 14365 715.30|Pending Manage |Download D
1
=5 )

Bulk Approve

] Do Mot Send the approved invoices
[ Reset Issue Date to Today and Due Date as per terms when approved

Issue Date instead
of today:

Due Date instead of
according to
accourt terms:

Approve Selected
Bulk Reject
Note:

Rejecting an invoice can be used in two ways, in the first instance, you can use the rejection of an invaice to group invaices for further investigation and action by your team members.

If ‘Emersion to Action! is selected, an Emersion Support Team member will be notified of the invoice rejection

In situations where the invoice being rejected has experienced no system fault, or billing error caused by the Emersion Systems, and you are requesting action by the Support Team, it is important to note that these requests will most liely be chargeable.
[ Emersion to Action?

__Rejem Selected
Re-Render Selected

Bulk ReRender

Figure 39. The Invoice List page showing Bulk Actions

3. Tick the check box beside each invoice you wish to re-render. Multiple invoices can be selected.

4. Click the Re-Render Selected button. A message will display prompting you to confirm you wish
to re-render all the selected invoices.

5. Click the Yes button to confirm the bulk invoice re-render. The Invoice List page will re-display
showing a message at the top of the screen stating that the Bulk Re-Render has been initiated.

6. Click the No button to cancel the bulk invoice re-render.
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Re-Rate Invoices

When you audit your invoices following a bill run, some invoices may have fees, charges, or rates that
are incorrect. For example, telephone calls made to a particular country rated with the wrong charge
per minute, or a plan with an incorrect monthly access fee. You should use the functions in the
Package and Plans Management module to review and update your packages, plans, rates, bolt-ons
etc as required to correct the errors. After you have made the necessary corrections you should re-
rate the invoice to prompt the system to re-calculate the invoice charges using the updated plan,
package, and rate card information. The system will also re-render (or re-generate) the invoices after
they have been re-rated. The updated invoice .PDF file will then be available to download, review and
approve as required.

The system immediately initiates the billing and rating engine’s workflows to re-rate
® and re-render invoices. Depending on the size of the invoice, the re-rating should
complete within 30 minutes.

To Re-Rate an Invoice
1. Update the package, service plan, rate card etc to correct any errors as required.
2. Locate and display the required invoice in the invoice list.

3. On the Manage Invoice page, click the Re-Rate button. A message will display prompting you to
confirm you wish to re-rate the invoice.

4. Click the Yes button to confirm the invoice re-rating and re-rendering. The Invoice List page will
re-display showing a message at the top of the screen stating that the invoice will be re-rated.

The system will re-rate and re-generate the invoice .PDF. When complete, the system will trigger
the Re-Rate Invoice Complete event to notify you (or the user set up in the event configuration)
that the invoice re-rating has completed (see the Events User Manual for information about
system events). You can then return to the Manage Invoice function to view and approve the
invoice as required.

5. Click the No button to cancel the invoice re-rating.
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Re-Send Invoices

Approved Invoices may be re-sent to the customer for whatever reason e.g. customer misplaces their
original invoice etc. Invoices can be re-sent individually, or in bulk to re-send many invoices at once.
Once initiated, the system will automatically re-send the invoices to the customers via the invoice
delivery method set up in the customer accounts’ records.

To Re-Send an Invoice

1. Display the required Approved invoice. The Manage Invoice page will display showing the options
available for approved invoices.

Manage Invoice

Invoice ID: 307709 First Time Delivered:
Account Number: 221554 Last Time Delivered:
Customer Name: B BERRY & R C BERRY Family partnership trading as MANHATTAN DRY CLEANING GQueue Delivery: false

Allocated Cardlines

D Date i Amnt__ Tax Ledger Code Covers From Covers To Vanity Covers From _ Vanity Covers To
« ‘ # aagnsz| 06 Feb 2012 0 | 0 ‘ SERVICE_PLAN_ACCESS_FEE (No mapped code) - | ‘ 01 Feb 2012 |;m Mar 2012 ‘ 01 Feb 2012 \l 23 Feb 2012

Service Plan Access [Adjusted Service Plan Acces

C \‘msasuss

o o |[service pLan_access ree tiomapped coy | | o1 Feb 2012 [fot e 2072 [lotFev 2012 || renzor2 |

Please Hote
Amourt on each cardine is exclusive of Tax

Figure 40. The Manage Invoice page showing an Approved invoice

2. Click the Re-Send button. A message at the top of the screen stating that the invoice has been
queued for re-delivery.
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To Bulk Re-Send Multiple Invoices

1. Select Finance > Accounts Receivable > Invoice List from the Menu. The Invoice List page will
appear.

2. Filter the invoices shown by selecting Approved in the Approval Status drop list and clicking the
Search button. The Invoice List page will update to show only approved invoices, and show the
Bulk Actions below the list.

Receive Payment | ([EIENEY) (Unialicated (Transactions | (PendingCardines (Payments  (Dispufed | (Credit) (VWHteoff) (Refund.  Payment Placs
approval Status: [Approved ¥
Due From:
Due o

Invoice ID Account Humber Customer Hame Date Issued A Date Due Delivered Current Charges Amount Paid Amount Outstanding Amount Disputed Amount Payable Balance at Generation Approval Status Action PDF [
308626 (220755 BLACK BOX PRODUCTIONS 5 Apr2012[12 Apr 20125 Apr 2012 CR101.45 0.00 CR101.45 0.00 0.00 CR101.45|approved Manage |Downioad | [
306705 |223855 THE BLU TULIP 5 Apr2012(12 Apr 20125 Apr 2012 2393 o .00 | 0.00. 2399 118.46 | Approved Manage |Download [ [
307709 (221554 MANHATTAN DRY CLEANING 5 apr2012(12 Apr 2012 0.00 0.00 0.00 0.00 0.00 0.00|#pproved Manage |Download | []
309013 (250930 iy Wieh 4 2pr2012(11 Apr 2012 15.00 0.00 15.00 15.00|Approved Manage |Download | []
305374 (101906 Addam Poirton 6 Mar 2012[13 Mar 20126 Mar 2012 10588, 0.00 10588, 31284 |Approved Manage |Download | []
308490 (218157 Bingo Prospect 3 Mar 2012(10 Mar 20126 Mar 2012 65.00 0.00 65.00 130.00 (Approved Manage |Download | []
308405 (217554 Souvenir Scene 3 Mar 2012[10 Mar 20126 Mar 2012 254.00 0.00 254.00 608.09 [ Approved Manage |Download | []
306707 (223654 ACA WEALTH MANAGEMENT 3 Mar 2012(10 Mar 20126 Mar 2012 54931 23.00 52631 549.31 | Approved Manage |Download | []
306706 (223854 Marryatvile Dry Cleaners 3 Mar 2012(10 Mar 20126 Mar 2012 11161 0.00 1161 11161 [Approved Manage |Download | []
306702 (224454 Pack and Send Unley 3 Mar 2012[10 Mar 20126 Mar 2012 23150 0.00 23150 23151 |Approved Manage |Download | []
308608 (222454 Andrewy Mine 3 Mar 2012[10 Mar 20126 Mar 2012 109.95 0.00 109.95 109.95 | Approved Manage |Download | []
308583 (218654 Print SA 3 Mar 2012[10 Mar 20126 Mar 2012 20315 0.00 0.00 20315 |Approved Manage |Download | []
308277 [154952 Matt Test 3 Mar 2012(10 Mar 20127 Mar 2012 0.00 0.00 0.00 0.00|&pproved Manage |Download | []
306253 [199854 Shannon Dowd 3 Mar 2012[10 Mar 20126 Mar 2012 19.95 0.00 0.00 19.85|Approved Manage |Download | []
306210 (126535 Cecile Whitlock 3 Mar 2012[10 Mar 20126 Mar 2012 19.94 0.00 0.00 19.95 | Approved Manage |Download | []
306209 (126537 Elizabeth Wheat 3 Mar 2012(10 Mar 20126 Mar 2012 19.94 0.00 0.00 19.85|Approved Manage |Download | []
308208 (126539 John Saint 3 Mar 2012[10 Mar 20125 Apr 2012 0.00 0.00 0.00 CR19.93 | Approved Manage |Download | []
306207 (126540 Hodgson & Finlayson Solictors 3 Mar 2012[10 Mar 20126 Mar 2012 2995 0.00 0.00 29.85|Approved Manage |Download | []
306206 (126541 Margaret Quinn 3 Mar 2012[10 Mar 20126 Mar 2012 19.94 0.00 0.00 19.95 | Approved Manage |Download | []
306124 (125734 CHRISTADELPHIAN HOMES 3 Mar 201210 Mar 2012 |6 Mar 2012 9995 0.00 9395 99.95|Approved Manage |Downioad | [

12345 ..116> A==

Bulk ReSend
Re-Send Selected

Figure 41. The Invoice List page showing Bulk Actions for Approved Invoices

3. Tick the check box beside each invoice you wish to re-send. Multiple invoices can be selected.

4. Click the Re-Send Selected button. A message will display prompting you to confirm you wish to
re-send all the selected invoices.

5. Click the Yes button to confirm the bulk invoice re-send. The Invoice List page will re-display
showing a message at the top of the screen stating that the Bulk re-send has been initiated.

6. Click the No button to cancel the bulk invoice re-send.

© 2012 - Emersion Software Systems Pty Ltd Page 52



Emersion — Billing and Accounts Management

Raising Disputes

Disputes may be raised by a customer if they believe a charge appears on their invoice in error. For
example, calls to an overseas number that they did not make, or charges for a service feature that
they do not have activated on their service etc. The amount disputed can be entered against an
approved invoice to temporarily reduce the invoice amount payable. If automatic payment processing
is enabled, the amount disputed will be excluded from the payment total that will be processed.

@ Disputes may only be raised against approved invoices.

Any disputed amounts will appear on the Invoice List page against the relevant invoice. The invoice
will also appear in the Accounts Receivable, Disputed function (see Disputed Amounts on page 81).
Disputes can be investigated with the customer and / or your upstream service provider and then
resolved in one of two ways:

> Approve the dispute to raise a credit against the account for the disputed amount; or
> Reject the dispute to retain the amount on the invoice with all other invoice charges.

See To Resolve a Dispute on page 82 for details about approving and rejecting disputes on invoices.

To Raise Dispute

1. On the Manage Invoice page of the approved invoice, click the Dispute button. The Dispute
Invoice page will appear.

Dispute Invoice
Disputed Amourts are amourts marked as disputed from invoices. These will be exclude from any automated payments o auto allocations:
Customer Name: Matthew hug:i.
Account Number: 165..
Total Debit (Inc Tax):
Tax Type: | TaxExempt ¥
Amount (Ex Tax):
Tax Amourt:
Disputed Reference;
Disputed Note:

Submit

Cancel

Figure 42. The Dispute Invoice page

2. Enter the disputed amount in the Total Debit (Inc Tax) field. The system will automatically
calculate the Amount (Ex tax) and the Tax Amount and display in the corresponding fields.

Alternately, enter the disputed amount in the Amount (Ex Tax) field. The system will automatically
calculate the credit Total Debit (Inc tax) and the Tax Amount.

3. Select the Tax Type applicable to the dispute in the drop list.

4. Enter a unique reference or identifier for this dispute in the Disputed Reference field. This will
appear on the customer’s invoice with the credit if the dispute is approved.

5. Enter a description or other information about the dispute in the Disputed Note field.

6. Click the Submit button. A message will display at the top of the screen stating that the dispute
has been created against the invoice.

7. Click the Cancel button to cancel raising the dispute.
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Quarantine

The Quarantine function is used to review and resolve any billing issues encountered by BMS and the
Billing and Rating engine during the Rating, Billing and Invoicing process. Issues may arise for many
reasons, such as missing service information, incorrect rating data, or issues with the service usage
file received from your upstream service provider. The Billing and Rating engine places these records
into Quarantine for manual intervention. Once the issue is resolved, the records can be re-processed
through the billing and rating engine to place the associated charges on to the required account’s
invoice.

Throughout the billing cycle, and particularly around the bill run, you should regularly review
Quarantine to resolve billing issues placed into Quarantine to ensure your account’s invoices contain
all the appropriate charges. Records in quarantine may result in missing or incorrect charges on your
invoices, and lead to missing revenue.

Note that this section outlines the system actions performed to resolve billing issues identified by the
Billing and Rating engine. It does not describe the business processes involved in determining the
required action to resolve each issue.

The quarantine issues are categorised into broad two categories: BMS and Rating. BMS quarantine is
separated into three types: Telephony BMS, Data BMS, and Misc BMS.

BMS Quarantine

The Telephony BMS, Data BMS and Misc BMS quarantine pages list issues identified during the
supplier file mediation process for your telephony services, data services, and miscellaneous service
charges respectively. These issues will only appear if you receive service files (e.g. CDRs, usage
feeds etc) directly from your supplier. If you are reselling services through an Emersion Wholesale
Service Provider, you may not see any BMS quarantine issues.

BMS Quarantine Reasons
The following table lists all BMS Quarantine reasons and the recommended action for each:

Recommended Action

Quarantine Reason

Description

Bucketer Called on Records
With Rated Records

A duplicate usage fault

Submit an Emersion Support
Ticket to rectify

Could not process all
Accounts

An account was not able to be
processed.

Submit an Emersion Support
Ticket to rectify

Duplicate Usage Fault

The record received from the
supplier satisfies the criteria for
a duplicate record

Write Off

Fatal Exception Thrown

Internal Error

Emersion to rectify the cause
and cleanse the CDR

Incorrect Duration Fault

Incorrect usage duration found
in the record

Emersion maintains an internal
exception list that determines
which usage items can have 0
duration (e.g. SMS) - usage
items not in the exception list
are put into quarantine

If you believe the usage should
be charged, the internal
exception list may need to be
updated

Submit an Emersion Support
Ticket or Write Off
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Quarantine Reason

Description

Recommended Action

Mismatched Service Account
Fault

Service is in the system but is
not owned by you

Write Off and make a claim with
your service supplier

No Accounts to Bill

Service is in the system but is
not owned by you

Write Off and make a claim with
your service supplier

No Package Available

The service is assigned to a
Package ID that does not exist
in the system.

Submit an Emersion Support
Ticket to rectify

No Tariff Found

The billing system is unable to
allocate a tariff to apply the
charge

Submit an Emersion Support
Ticket to add the missing tariff
and then cleanse

No Valid Package Period

The service exists in the system
but the Package Period is
outside the usage date

Submit an Emersion Support
Ticket to change the package
periods and then cleanse

No Valid Service Sub Period

The service exists in the system
but the Service Period is outside
the usage date

Submit an Emersion Support
Ticket to change the service
periods and then cleanse.

No Valid Service
Subscription Period

The service exists in the system
but the Service Period is outside
the usage date

Submit an Emersion Support
Ticket to change the service
periods and then cleanse.

Non Existent Service Fault

Service usage data has been
received from the supplier that
contains charges but the Service
could not be located in the
system

Add the Service to the
appropriate account and then
cleanse

Non Existent Tariff Key Fault

The billing system is unable to
allocate a tariff to the usage to
apply a charge

Submit an Emersion Support
Ticket to add the missing tariff
and then cleanse

Obsolete Usage Fault

The usage is in excess of the
service supplier’s back billing
threshold (usually 180 days)

Write Off and make a claim with
your service supplier

Product Does Not Exist

Product is not found for the
miscellaneous charge received
from the supplier

Add the Product in the system
and then cleanse

Unmatched Withdrawal Fault

A Withdrawal record cannot be
matched to the original CDR

Investigate with supplier then
Cleanse or Write Off

© 2012 - Emersion Software Systems Pty Ltd

Page 55




Emersion — Billing and Accounts Management

To View BMS Quarantine Records

1. Select Billing > Quarantine from the Menu. The Quarantine page will appear showing the BMS
Usage Telephony Quarantine page by default.

Customers [IETTRY
(ARG Mon Existent Service No Package Available  Period Manage

Services  Packages andPlans  Products  Report Finance  Events  Admin

Quarantine

Telephony BMS WU M= U ()

BMS Usage Telephony Quarantine

Quarartine D Service ertifer Stetus: [Bll Stauses_ A

 uacrine I
— — Crances )
Carrier Name: | Al v Carter e Type: [A1 9] . . pMed ~l
Date Fitering: | No Date Fitering v Saciicey warantine Reason: |
o eServiceSubeertonperiod

.

13 Resuts Found

Ouarantined D A Batch File llumber Batch File lNlame Status Service Identifier Carrier llame  Carrier File Type  Record Type  Record Value Tariff Key Date Updated Date Released Ouarantine Reason [m]
15456745 334570 COR2012.06-30csv  [Quarartined  [6124648777 |sphone |sphone Tetephony 0.00[AUST-Speciatinbound 2012.07.01 10:31:40 [NorEistent TariftkeyFaut =]
15456744 334570 CDR2012-06-30.csv. |Quarartined 6124298 IsPhone: |sPhone: Telephony 0.00|AUST-Special Inbound |2012-07-01 10:31:40 |NonExistert TariffkeyFautt [m]
15456743 34570 COR2012.05-30csv  |Quarantined  [61242987 57 sphane Isphane Tetephony 0.00|AUST-Speciatinbound l201207.01 10:31:40 INorEistert Trifey Faut &)
15456742 34570 COR2012.08-30csv  |Quarartined  [612429¢ 57 sphone Isphone Telephony 0.00|AUST-Speciatnbaund 2012.07.01 10:31:40 INorEistent TarifiKey Faut O
15456741 34570 COR2012.05-30csv  |Quarartined (61242957255 sphone Isphone Tetephony 0.00|AUST-Speciatinbound l201207.01 10:31:40 a]
15456740 334570 COR2012.06-30csy  |Quarantined (6124296 v |sPhone |sphone Telephony 0.00|AUST-Speciat nbound l201207.01 10:31:40 INorEistent Tariffkey Faut O
15456739 1334570 CDR2012-06-30.csv. |Quarantined 6124297 7227 IsPhone IsPhone Telephony 0.00|AUST-Special Inbound |2012-07-01 10:31:40 |NonExistert TariffkeyFautt [m]
15456736 334570 COR2012.06.30 sy [Quarartined  [61242805c- |sphone |sphone Telephony 0.00|AUST-Speciat nbound l2012.07.01 1031:40 INorEistert Tarifkey Faut O
15456737 334570 CDR2012-06-30.csv. |Quarantined 61242€. % 7 IsPhone IsPhone Telephony 0.00|AUST-Special Inbound 2012-07-01 10:31:40 |NorExistert TariffkeyFaut o
15456736 34570 cOR2012.05-30 sy [Quarartined  |612429¢ - |sphone |sphone Tetephony 0.00|AUST-Speciat nbound l2012-07.01 10:31:40 INorEistert Ty Faut O
15456735 34570 COR2012-08-30csv  |Quarartined  [612429%. sphone Isphone Tetephony 0.04 MALAYSIA: Malaysia Mobile: 2012.07.01 10:31:40 INorEistert Tarifey Faut O
15456734 34570 COR2012.06-30sv  [Quarertined  [612429¢.. sphone |sphone Tetephony 0.12|RELAND:eland l2012-07.01 10:31:40 INorEistent Ty Fautt O
15456733 334570 COR2012.05.30csv  |Quarantined  [612¢295.. sphone Isphone Tetephony 0.25|RELAND elandt l201207.01 10:31:40 INorEistent Tariftkey Faut O
1
[solfie] ] [z

Update To: [Cleansed w0

Figure 43. The BMS Quarantine page

2. To view quarantine information for your telephony services, select the Telephony BMS tab. The
BMS Usage Telephony Quarantine page will appear.

3. To view quarantine information for your data services, select the Data BMS tab. The BMS Usage
Data Quarantine page will appear.

4. To view quarantine information for miscellaneous service charges (e.g. telephony products etc),
select the Misc BMS tab. The BMS Usage Misc Quarantine page will appear.

® The Telephony BMS, Data BMS and Misc BMS quarantine pages all look the same
and operate in the same manner.

Search

You can locate BMS quarantine records by using the Search function. The following fields can be
used to search for records:

Quarantine 1D the system generated quarantine record 1D

Batch number the system generated batch file number

Carrier Name the service supplier

Date Filtering No Date Filtering, Date Updated, or Date Released

From allows date selection per the Date Filtering option via a Calendar tool
To allows date selection per the Date Filtering option via a Calendar tool
Service ldentifier the service’s unique identifier, such as the phone number

Batch File name as received from the supplier

Carrier File Type dependant on the Carrier Name option selected

Tariff Key the tariff key of the usage record

Status All, Quarantine, Cleansed, Completed, Withdrawn, Write off, or Pending

VVYVY VY VYV VYVYYVYYVYVY

Quarantine Reason see the BMS Quarantine Reasons table above.
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To Process records in BMS Quarantine

1. After reviewing the quarantine records and determining the required action, locate the required
records in the list on the BMS Usage Telephony Quarantine page, the BMS Usage Data
Quarantine BMS page, or the Usage Telephony Quarantine page. Use the search fields as
required.

2. Tick the check box beside each required record in the list.

To select all records on the current page of the list, tick the check box in the column heading row.
All recorded will be ticked.

Quarantined ID A Batch File Number Batch File Name  Status  Service Identifier Carrier Hame Carrier File Type Record Type Record Value Tariff Key Date Updated Date Released Quarantine Reason D
14793232 275528 EBILLDAY120223 |Cleansed 615050 TelstraRetail ltelstra-ebill Telephony 0.09|217030W0_USAGE_NL [2012-03-15 11:16:00 [NoValidPackagePeriod [:l
14793224 275528 EBILLDAY120223 |Cleansed TelstraRetail  [telstra-ebill Telephony 0.27|608384W0_USAGE_V2 [2012-03-15 11:16:00 NoValidPackagePeriod D
14790968 275148 EBILLDAY120222 |Cleansed TelstraRetail ltelstra-ebill Telephony 0.27 |608384W0_USAGE_V2 (2012-03-15 11:16:00 [NoValidPackagePeriod D
14743464 274072 EBILLDAY120219 |Cleansed TelstraRetail ltelstra-ebill Telephony 0.09)|217030W0_USAGE_NL [2012-03-15 11:16:00 [NoValidPackagePeriod D
14748454 274071 EBILLDAY120218 |Cleansed TelstraRetail  [telstra-ebill Telephony 0.09|217030W0_USAGE_NL [2012-03-15 11:16:00 NoValidPackagePeriod O
14725286 272608 EBILLDAY120215 |Quarantined TelstraRetail  [telstra-ebill Misc 2.72|68264000_RENTAL 2012-02-16 10:46:06 FatalExceptionThrown D
14690577 271528 EBILLDAY120212 |Cleansed TelstraRetail ltelstra-ebill Telephony 0.27 |608384W0_USAGE_V2 (2012-03-15 11:16:00 [NoValidPackagePeriod D
14668734 269588 EBILLDAY120207 |Cleansed TelstraRetail ltelstra-ebill Telephony 0.09)|217030WW0_USAGE_NL [2012-03-15 11:16:00 [NoValidPackagePeriod |:|
14664900 264603 EBILLDAY120124 |Completed TelstraRetail  [telstra-ebill Telephony 0.16|132020\W0_USAGE_VA [2012-03-01 12:10:04 (2012-03-01 12:10:04 |NonExistentTariffKeyFautt O
14664893 259708 EBILLDAY120110 |Completed TelstraRetail ltelstra-ebill Telephony 0.08|307094W0_USAGE_VR [2012-03-01 12:10:04 |2012-03-01 12:10:04 |NonExistentTariffKeyFautt D
14664898 252328 EBILLDAY111220 |Completed TelstraRetail ltelstra-ebill Telephony 0.07|962330W0_USAGE_VO [2012-03-01 12:10:04 |2012-03-01 12:10:04 |NonExistentTariffKeyFautt D
14664897 252328 EBILLDAY111220 |Completed TelstraRetail  [telstra-ebill Telephony 0.02|962330WW0_USAGE_VO [2012-03-01 12:10:04 (2012-03-01 12:10:04 |NonExistentTariffKeyFautt O
14664896 251988 EBILLDAY111219 |Completed TelstraRetail ~ [telstra-ebill Telephony 0.26|962330W0_USAGE_VO [2012-03-01 12:10:04 (2012-03-01 12:10:04 |NonExistentTariffKeyFautt D
14657464 267376 EBILLDAY120201 |Cleansed TelstraRetail ltelstra-ebill Telephony 0.09)|217030W0_USAGE_NL (2012-02-06 13:45:21 [NoValidPackagePeriod
14648297 252328 EBILLDAY111220 |Quarantined TelstraRetail ltelstra-ebill Telephony 0.09|217030W0_USAGE_NL [2012-01-31 16:58:33 MismatchedServiceAccountFault
14648296 243309 EBILLDAY111213 |Quarantined TelstraRetail  [telstra-ebill Telephony 0.09|217030WW0_USAGE_NL [2012-01-31 16:58:33 MismatchedServiceAccourtFault
14648295 245908 EBILLDAY111202 |Quarantined TelstraRetail ltelstra-ebill Telephony 0.27|058384W0_USAGE_V1 [2012-01-31 16:58:33 MismatchedServiceAccountFault
14645294 255248 EBILLDAY111228 |Quarantined TelstraRetail ltelstra-ebill Telephony 0.09|317030W0_USAGE_NL [2012-01-31 16:58:31 (MismatchedServiceAccourtFault
14648293 255908 EBILLDAY111230 |Quarantined TelstraRetail  [telstra-ebill Telephony 0.09|317030W0_USAGE_NL [2012-01-31 16:58:31 MismatchedServiceAccourtFault
14648292 252688 EBILLDAY111221 |Quarantined [B1€ .7 . zi. TelstraRetail  [telstra-ebill Telephony 0.09|317030W0_USAGE_NL [2012-01-31 16:58:31 MismatchedServiceAccourtFault

=123456..446> SUQDO

Updiste To: [Cleansed %]
WiriteOff
Quarartined |

Figure 44. BMS Quarantine showing records selected for processing

3. Select the required action to update the selected records in the Update To drop list, which is
located below the list of records.

The Actions and their results are as follows:

Action RE s

Cleansed You or the Emersion Billing Operations team have made the necessary
changes in the system to resolve the issue. The record will be marked as
ready to be re-processed by the billing and rating engine, which will place the
charge on the appropriate account’s invoice.

Action Places the item into a pending status. This can be used to mark the record as
Pending being actioned where it may take a few days for you to resolve the issue.

Write off The record will be flagged in the system as not billed and ignored by the billing
and rating engine. These records will appear in the write off report.

Quarantined | Leaves the record in the list for further investigation.

4. Click the Submit button. The system will update the selected records and display a message at
the top of the page showing the records have been updated.

© 2012 - Emersion Software Systems Pty Ltd Page 57



Emersion — Billing and Accounts Management

Rating Quarantine

Rating quarantine lists all rating, billing and invoicing issues identified by the Billing and Rating engine
other than those identified during the supplier file mediation process by the BMS process.

Rating Quarantine Reasons and Error Codes
The following table lists all Rating Quarantine reasons and the recommended action for each:

Quarantine Reason

Description

Recommended Action

Invalid Service Type

The Service Type is not set
correctly for the usage data
received from the supplier

Submit an Emersion Support
Ticket to rectify

Missing Service Subscription

Service exists in the system but
the Service Subscription is
missing

Submit an Emersion Support
Ticket to rectify

Invalid Package Period

The service exists in the system
but the Package Period is
outside the usage date

Submit an Emersion Support
Ticket to change the package
periods and then cleanse

Invalid Rounding Type

The underlying Service Plan
setup is incorrect

Submit an Emersion Support
Ticket to rectify

Rating Failed — Unknown
Reason

Internal Issue

Emersion to rectify the cause
and cleanse

Invalid Carrier Cost

A missing or invalid carrier cost
is found in the record where one
should exist

Submit an Emersion Support
Ticket to rectify

Invalid Usage Hierarchy

Internal Issue

Emersion to rectify the cause
and cleanse

Missing Rate Card

A Rate card has not been
allocated to Service Plan

Add a Rate Card to the required
service plan and then cleanse

If you need to backdate the
usage, submit an Emersion
Support Ticket to assist

Missing Rate Although the Rate Card exists in | Add a Rate Card to the
the system, no rate is found for appropriate Service Plan and
this tariff then cleanse

Invalid Rate An error has been detected in Review the rate card

the rate configuration.

configuration

If required, submit an Emersion
Support Ticket to assist

Bolting Failed — Unknown
Reason

Internal Issue

Emersion to rectify the cause
and cleanse

Invalid Bolt On

Bolt on type is not valid for the
Service Plan

Submit an Emersion Support
Ticket to rectify

Invalid Bolt On Subscription

Bolt on subscription exists in the
system but the bolt on has been
removed

Submit an Emersion Support
Ticket to rectify
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Quarantine Reason Description Recommended Action

Invalid Bolt On — Markup Set | Internal Issue Submit an Emersion Support

On Underlying Rate Ticket to rectify

Charging Failed — Unknown Internal Issue Emersion to rectify the cause

Reason and cleanse

Invalid Charging Attribute An invalid charging attribute was | Submit an Emersion Support
detected Ticket to rectify

Invalid Charging Attribute — Internal Issue Submit an Emersion Support

Mark-up Set on Underlying Ticket to rectify

Rate

Invoicing Failed — Unknown Internal Issue Emersion to rectify the cause

Reason and cleanse

Invalid Cap Attribute The Plan Cap has not been set | Add the required Cap amount to
however the Rate Card has the Plan and then cleanse
capped tariffs

Invalid MaxType Cap Internal Issue Submit an Emersion Support

Attribute — Mark-up Set on Ticket to rectify

Underlying Rate

Invalid MaxType Cap Mismatched cap type was Correctly set the Cap Max type

Attribute detected (e.qg. tariff is in seconds | attribute and then cleanse
but the Cap type is KB)
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To View Rating Quarantine Records
1. Select Billing > Quarantine from the Menu. The Quarantine page will appear.
2. Click the Rating tab on the Quarantine page. The Rating Quarantine page will appear.

Customers Billing Services Packages and Plans Products Report Finance Events Admin
Quarantine Non Existent Service  No Package Available Period Manage
Quarantine
Telephony BMS  Data BMS | Misc BMS
Rating Quarantine
Usage Rating ID: Batch File Number: Status:
Service Idertifier: Batch File Name: [ Statuses &
Invalid Service Type 3
Call Date From: Tariff Key: Missing Service Subscription =
Invalid Package Period
Call Date To: | Invalid Rounding Type v
3566 Results Found
DY Service Identifier Call Date Tariff Tariff  Record Value () Quarantine Reason Service D Batch File Humber Batch File Hame Rate Card  []
94631398 61295200777 - J1u5r.\0280132 Calls to 1300 Numbers 0.25|Missing Rate 388691 334275 CDR2012-08-29.csv O
94631633  |6129526.. @ & iugozsog Non-Intercapital Calls 0.05 |Missing Rate 388689 334275 (CDR2012-06-29.csv O
94631704 (61235260, . . £ Jfgfgg Non-Intercapital Calls 0.34 [Missing Rate 338659 334275 CDR2012-06-29 csv O
04631800 [6129526 &l i”;‘:a”;g Non-intercapital Calls 0.02|Missing Rate 388659 334275 CDR2012-06-29.csv O
94642283  [612952L. .. £ ‘JD";;UDE Non-Intercapital Calls 0.02|Missing Rate 338659 334570 CDR2012-06-30 csv O
94642289 612952020 . o J;gszglf [Non-Intercapital Calls 0.05 |Missing Rate 388689 334570 CDR2012-06-30.c5v O
<1.. 174175176177 178179
50 200

Figure 45. The Rating Quarantine page

Note that the page may take a few moments to appear.

Search

You can locate Rating quarantine records by using the Search function. The following fields can be
used to search for records:

Quarantine ID the system generated quarantine record 1D

Service ldentifier the service’s unique identifier, such as the phone number
Call Date From allows date selection via a Calendar tool

Call Date To allows date selection via a Calendar tool

Batch File Number the system generated batch file number

Batch File name as received from the supplier

Tariff Key the tariff key of the usage record

YVV YV VY YV

Status see the Rating Quarantine Reasons table above
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To Cleanse Records in Rating Quarantine

Once you, or the Emersion Billing Operations team, have made the necessary changes in the system
to resolve the issue, the Rating Quarantine record must be updated as cleansed so it is marked as
ready to be re-processed by the billing and rating engine, which will place the charge on the
appropriate account’s invoice.

1. After reviewing the quarantine records and correcting the issues, locate the required records in
the list on the Rating Quarantine page. Use the search fields as required.

2. Tick the check box beside each required quarantine record in the list.

To select all records on the current page of the list, tick the check box in the column heading row.
All recorded will be ticked.

0Y Service Identifier  Call Date Tariff Tariff _ Record Value ($) Quarantine Reason  Service D Batch File Humber Batch File Hame Rate Card [E]
93962426 [B1.ucern. 12 Z "':”2“ ff;f Call To Mokl 0.19|Missing Rate 268354 309848 40028457_00000149_20120509_6853 cdr Telstra PSTN Rete Card
93962535 [B1:1..22.753 2 "':?';Ugé National 0.01 |Missing Rate 337652 309848 40028457_00000143_20120509_6853.cor Telstra PSTN Rete Card
93962551 [61uo. . "’:‘3" fgmzé Call To Mokl 0.01 |Missing Rate 337652 309845 40028457_00000149_20120509_6853.cdr Telstra PSTN Rate Card O
93962764 [B1%502377.2 2 '“:‘35"224'313 Call To Mokl 0.01 |Missing Rate 288954 309845 40028457_00000143_20120509_6853 cdr Telstra PSTN Rete Card O
93962802 (12 ....7 M5 N N:ES";S”‘S; Call To Mokl 0.00|Missing Rate 289051 309845 40028457_00000149_20120509_6853 cdr Telstra PSTN Rete Card O
93962855 [61%3 N "’:Eﬁvéu;é Call To Mokl 0.00|Missing Rete 265954 309845 40028457_00000149_20120509_6853 cdr Telstra PSTN Rate Card
93962861 [61.2 7 Mfa‘;mé Call To Mokl 0.01 |Missing Rate 288954 309845 40028457_00000149_20120509_6853.cor Telstra PSTN Rete Card O
93962677 (612477232 3 ":1"0210123 Call To Mokl 0,08 |Missing Rate 288954 309845 40028457_00000149_20120509_6853 car Telstra PSTH Rate Card O

<1 ...257 258 259 260 261 262 =

Figure 46. The Rating Quarantine page showing records selected for cleansing

3. Click the Cleanse button. The system will update the selected records and display a message at
the top of the page showing the records have been cleansed.

The records will now be ready to be re-processed by the billing and rating engine.
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Accounts Receivable

The Finance > Accounts Receivable menu contains a number of functions to allow you to manage
your accounts:

Receive Payment
Invoice List
Unallocated
Transactions
Pending Cardlines

Payments
Disputed

Credit
Write off
Refund

record a payment from an account either manually or through
Electronic Payment System (EPS)

displays a list of all invoices generated by the system, which can then
be downloaded and managed

shows a list of all unallocated payments received, which can be
allocated against invoices

lists all financial transactions, including payments, invoices, debits,
credits, refunds

shows all cardlines that have not yet been included in an invoice.
These can be viewed and modified

lists all payments that can also be viewed

lists all disputed amounts raised against invoices, which can be
resolved

allows you to raise a credit against an account or invoice
allows you to write off outstanding or credit amounts
allows you to refund credit amounts to customers.

The following sections provide details about each of these functions.

Accounts Receivable

The system maintains a number of account related balances for easy reference. The Accounts
Receivable page lists all accounts with their balances:

;

;

;

;

Account Balance

Unallocated Payments
Security Deposit Held

Disputed Amounts

the total balance of all credit and debit transactions, excluding
security deposits. This amount will be highlighted if the account
balance is overdue as follows:

red highlight the amount is 14 or more days overdue
orange highlight the amount is overdue by less than 14 days
payment amounts not allocated against an invoice

the sum of any security deposits recorded (note - security deposits do
not attract tax) these amounts do not affect the account balance

any amounts marked as disputed from invoices.
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To View Accounts Receivable

1. Select Finance > Accounts Receivable from the Menu. The Accounts Receivable page will
appear showing a list of all accounts in the system with their balances.

Customers Billing Services Packages and Plans Products Report Finance Events Admin

Accounts Receivable Accounts Payable Securities Bulk import

RV | Invoice List | Unallocated Pending Cardlines  Payments | Disputed | Credit Write off | Refund
Customer Search
Payments are displayed on the next issued invoice and reduce the Outstanding Account Balance Immediately
Account Number:
Customer Name:
BPay Ref Number:
Invoice Id:
153 Resutts Found
Account lumber ¥ Customer Hame Account Balance Unallocated Payments Security Deposit Held Disputed Amount BPay Ref lumber Action 1
101897 0.04 0.00 0.00 0.00(1018977 Receive Payment | Transactions | Take Payment
101898 0.00 0.00 0.00 0.00]1018985 Receive Payment | Transactions | Take Payment
101599 CR36.73 0.00 0.00 0.00]1018993 Receive Payment | Transactions | Take Payment
101900 0.02 0.00 0.00 0.00(1018008 Receive Payment | Transactions | Take Payment
101801 CRO.05 0.00 0.00 0.00[1019017 Receive Payment | Transactions | Take Payment
101902 CR0.02 0.00 0.00 0.00]1018025 Receive Payment | Transactions | Take Payment
101903 CR0.02 0.00 0.00 0.00(1018033 Receive Payment | Transactions | Take Payment
101904 0.00 0.00 0.00 0.00{1019041 Receive Payment | Transactions | Take Payment
101905 0.00 0.00 0.00 0.00{1018058 Receive Payment | Transactions | Take Payment
101906 [ 11821 0.00 0.00 0.00 (1019086 Receive Payment | Transactions | Take Payment
101807 0.00 0.00 0.00 0.00{1019074 Receive Payment | Transactions | Take Payment
101908 0.00 0.00 0.00 0.00(1018082 Receive Payment | Transactions | Take Payment
101909 0.00 0.00 0.00 0.00(1019090 Receive Payment | Transactions | Take Payment
101910 Syt O1Y. LTD: 0.02 0.00 0.00 0.00]1019108 Receive Payment | Transactions | Take Payment
101911 £ IO 0.00 0.00 0.00 0.00(1018116 Receive Payment | Transactions | Take Payment
101912 PTY Limited CRO.01 0.00 0.00 0.00]1019124 Receive Payment | Transactions | Take Payment
101913 2 14.30 0.00 0.00 0.00]1019132 Receive Payment | Transactions | Take Payment
101914 0.00 0.00 0.00 0.00[1019140 Receive Payment | Transactions | Take Payment
101815 X - 0.00 0.00 0.00[{1019157 Receive Payment | Transactions | Take Payment
101916 SRS e CR 82.44 0.00 0.00 150.00|1019165 Receive Paymert | Transactions | Take Payment
12345..8>
=

Figure 47. The Accounts Receivable page

The Accounts Receivable page lists all accounts, with a number of functions available to be accessed
directly from the Action column of the list:

> Receive Payment record a payment from the customer that was received manually

> Transactions displays a list of all financial transactions recorded against the
account

> Take Payment process a payment through the automated Electronic Payment

System (EPS).

Search

You can locate a customer in the Accounts Receivable list by using the Search function. The following
fields can be used to locate customers:

> Account Number
Customer Name
Bpay Reference Number

Y V V

Invoice Number.

© 2012 - Emersion Software Systems Pty Ltd Page 63



Emersion — Billing and Accounts Management

Payments

After you have issued invoices, your customers should pay for the goods and services that you have
provided. Payments received should be recorded against invoices to allow you to manage your
accounts receivable. The system allows you to manually record payments, or payment processing
can be automated and integrated with Emersion’s automated payment processor, Electronic Payment
System (EPS). In addition, the system provides support for managing payments received via BPAY.

Each account can be individually configured with payment details. Information that can be recorded
for each account includes:

> payment Status determines whether automated payment processing (through
EPS) is enabled for the account

> Minimum Payment Amount the minimum amount that an automated payment can be
processed

> Automated Payment Terms the number of days after the invoice Due Date a payment is
automatically processed for the account

> Payment Method details the customer’s Credit Card, Direct Debit, and / or BPAY bank
account details
> Finance Charges fees that can be automatically applied to the account for each

payment method type (i.e. to recover charges and fees from
your bank or financial institution).

These details are maintained via the Customers > Customer List > view account >Payment Methods
page (see the Customers and Accounts User manual for further information).

Electronic Payment System (EPS)

Electronic Payment System (EPS) is a system module that is implemented in conjunction with your
payment gateway provider or bank. It is fully integrated with payment gateway providers to enable
seamless, real-time, payment processing. For more information about enabling EPS, please contact
the Emersion Sales team.

When enabled, EPS can be used to automatically process payments against invoices on the invoice
due date, or you can manually process a payment through the EPS gateway at any time using the
user interface (see To Take a Payment on page 69).

By default, the system sets the automated payment status to disabled when an account is created to
prevent accidental automated payments from being processed. To activate automated payment
processing for a customer, you must ensure that both the automated payment status is set to enabled
and the payment method details are recorded correctly.
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The Automated Payment Process

At 10am daily, EPS examines each account to determine whether an automated payment should be
processed. Below is a summary of the EPS automated payment processing checks performed
against each account.

1. Check if the account has automated payment processing enabled. If not, the account is
ignored.
Check if the account has payment details recorded. If not, the account is skipped.

3. Check if the account has an existing incomplete payment. If so, the payment is not processed.
Incomplete payments are listed with a status of Pending.

4, Check if the account has any outstanding invoice(s). If none exist, the account is not
processed.

5. For all outstanding invoices held against the account, determine whether each invoice needs to

be paid based on the account’s automated payment terms. If so, add the invoice’s outstanding
amount to the total payment amount to be processed.

6. Check if the total payment amount calculated is greater than account’'s minimum payment
amount. If not, the payment is not processed.
7. Once all these checks are successful, EPS generates a payment for the total calculated in step

5. The payment receipt details are then stored, which can be viewed on the Accounts
Receivable > Payments page.

BPAY

BPAY is a payment collection method that allows customers to pay bills over the Internet or phone
banking via their bank or financial institution. Registered BPAY billers provide payment information on
their customer’s bills which includes their BPAY biller code and a unique reference number for the
customer to use when making payments. The invoices created by the system will also include BPAY
details if you are a registered BPAY biller, and your BPAY details have been configured correctly. For
more information about setting up your BPAY biller details, please contact the Emersion Sales team.

You can configure the BPAY reference number format to use (i.e. per your bank’s or financial
institution’s requirements) that will help you identify BPAY payments made by your customers (see To
Modify BPAY Details on page 66). The system can then automatically generate each customer’s
unique BPAY reference number based on the reference number format set up. The system uses the
customer’s account number as well as the reference number format information to generate a
number, which is then processed through a Luhn algorithm to generate a check digit, which is then
appended to produce the customer’s unique BPAY reference number.

Each account is individually configured with BPAY details including:
> Biller Code your BPAY biller code to show on the account’s invoice

> Reference the BPAY reference number to uniquely identify BPAY
payments made by your customer. This reference number will
appear on the account’s invoice

> Finance Charges fees that can be automatically applied to the account when a
BPAY payment is processed.

These details are maintained via the Customers > Customer List > view account >Payment Methods
page (see the Customers and Accounts User manual for further information).
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The BPAY Payment Process

1. The system generates and sends an invoice to your customer containing your BPAY biller code
and the customer’s system generated BPAY reference number.

2. Your customer logs into their Internet banking site, or uses phone banking, to make a BPAY
payment.

3. Your customer will enter your biller code and reference number, as well as the amount they wish
to pay.

4. The customer’s bank or financial institution validates the payment and provides the customer a
receipt number.

5. Your customer’s payment details are forwarded from their bank or financial institution to your bank
or financial institution via BPAY.

6. Your bank or financial institution forwards a payment information file to you, and deposits the
cleared funds into your bank account.

7. You upload the payment information file into the system to allocate the payments against your
customers’ accounts (see Bulk Import Payments on page 93).

To Modify BPAY Details

1. Select Admin > BPAY Details from the Menu. The Bpay Biller Codes list page will appear
showing a list of configured BPAY billers.

BPay Biller Codes

Create New Biller Code

1 Results Found

Biller Code ¥ Reference Code Prefix Reference Code Length Default Actions
B77. 123 14 [yes Ediit Set as Default Delete
1

=) o]

Figure 48. The Bpay Biller Codes list page

2. Click the Edit link in the Actions column of the required Biller code. The Edit Biller Code page will
display.

Edit Biller Code

* Biller Code: 677,

Reference Number | 123
Prefix:

Reference Number 14
Length:

Is Default Biller Code

[ Save ]

[ Return to List

J

Figure 49. The Bpay Biller Codes list page

3. Enter the BPAY reference number prefix to use when generating your customers’ unique BPAY
reference numbers in the Reference Number Prefix field.

4. Enter the length of the BPAY reference number to generate in the Reference Number Length
field.

5. If you have multiple BPAY biller codes configured, tick the Is Default Biller Code check box if you
wish the system to use the current biller code as the default biller code (i.e. for all new customer
accounts created) You can override the biller code to use for each account individually if required
(see below).

6. Click the Save button to record the BPAY details.
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Receive Payment

There are two methods to record payments from customers:

>

\;

Receive Payment record a manual payment from a customer that has been
received outside Emersion e.g. cheques, cash, or non-
integrated credit card payments etc.

Take payment process a manual payment through the automated EPS
gateway. Depending on your set up, you can process the
payment via Credit Card or Direct Debit.

The system allows you to automatically allocate the payment against one or many invoices with an
outstanding amount, or you can manually allocate the payment against a specific invoice.

@ Default finance charges can be set up and applied automatically to payments. To set
up or modify the default finance charges, please contact the Emersion Support team.

To Receive a Payment

The Receive Payment function allows you to record a payment from a customer that was received
manually. The actual payment must be processed outside of the system.

1. Select Finance > Accounts Receivable from the Menu. The Account Receivable Customer list
page will appear.

2. Locate the customer to receive payment from in the list.

3. Click the Receive Payment link in the Action column of the required customer. The Receive
Payment page will appear, showing a list of all outstanding invoices for the selected customer,
with the oldest invoice shown first. Invoices that have been paid in full will not appear.

Receive Payment

Bustomer Name:.t e Finance Account Balance: -19.95

Charges(%):
Total Unallocated Funds: 20.00
Finance Charges($); |0.00
Payment Reference:
Use this option to create a payment surcharge.
Payment Method: | Please Select A Method (v
Card Type: | Select Card type v
Payment Date: 8 Feb 2012 10:20:37
Payment Note:

Invoice ID ¥ Invoice Period Issue Date Due Date Total Amount ling Amount Disputed Amount Allocated Amount
115058 Mar 10 Mar 2010 17 Mar 2010 104.91 om 0.00
118014 [(Apr 8 Apr 2010 15 Apr 2010 104.91 0m 0.00 I
122979 May 6 May 2010 13 May 2010 12986 0m 0.00
130161 Jun 4 Jun 2010 11 Jun 2010 131.01 om 0.00
134003 [ Jul 3Jul 2010 10 Jul 2010 13024 0m 0.00 L
146743 Sep 9 Sep 2010 16 Sep 2010 129.86 00 0.00 |

: s0][100] 150
Figure 50. The Receive Payment page
4. Enter the total amount of the payment in the Total field.
5. Tick the Auto Allocate check box to prompt the system to automatically allocate the payment

against outstanding invoices. Funds can be allocated across multiple invoices. The system will
allocate the payment against the oldest outstanding invoice.

If the total payment amount is greater than the oldest outstanding invoice, the system will allocate
payment against the next oldest outstanding invoice, and so on, until the payment total amount is
fully allocated. If the total payment amount is greater than the total of all outstanding invoices, the
system will record the balance as an unallocated payment and show the amount as a credit on
the account balance.
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10.
11.
12.

13.

14.
15.

16.

17.

Alternately, clear the Auto Allocate check box to manually assign the payment against the
required invoice(s). Enter the amount(s) in the Allocated Amount field beside each outstanding
invoice as required.

If you do not allocate the payment against any invoice, the system will record the payment as an
unallocated payment.

Enter the Payment Reference, if applicable.

Select the Payment Method from the drop list. Options available include: Direct Debit, EFT or
Direct Deposit, EFTPOS, Cash, Cheque, Money Order, Bpay, Pay By Phone, Australia Post Bill
Pay, Credit Card, Agent Collected, and PayPal.

Depending on the payment method selected, the system will display the Card Type field. Select
the credit card type from the Card Type drop list. Options available include: American Express,
Diners, MasterCard and Visa.

Enter the Payment Date. A Calendar tool will appear to allow you to select the required date.
Enter any notes or other details in the Payment Note field.

The system will show the default Finance Charge (%) and Finance Charge ($) in the
corresponding fields as read only by default.

Click the Create Surcharge check box to override the default payment surcharge details. The
fields will enabled for editing.

Enter the Finance Charge (%) or Finance Charge ($) in the corresponding fields as required.

Click the Submit button. A window will appear showing the payment details entered, along with
any surcharges, to confirm the payment.

Click the Yes button to confirm the payment. The Accounts Receivable customer list page will
appear with an information box showing the payment has been allocated to the account.

The system will record the payment against the customer account, update the account balance,
and create a transaction in the ledger. If a payment surcharge was applied, the system will create
an unallocated cardline for the surcharge amount.

Click the No button to cancel the payment and return to the Receive Payment page to make any
changes as required.
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To Take a Payment

The Take Payment function allows you to process a payment through the automated Emersion
Electronic Payment System (EPS). You must have the EPS module configured to use this function,
and charges may apply. For further information, please contact the Emersion Sales or Support teams.

1. Select Finance > Accounts Receivable from the Menu. The Account Receivable Customer list
page will appear.

2. Locate the customer to take payment from in the list.

3. Click the Take Payment link in the Action column of the required customer. The Take Payment
page will appear, showing a list of all outstanding invoices for the selected customer, with the
oldest invoice shown first. Invoices that have been paid in full will not appear.

Take Payment
Customer Name: L i ineacs v Finance Account Balance: 0.04
Charges(%).
* Total Unallocated Funds: 0.00
Finance Charges($):
“ [[] verride Payment Surcharge
O it
Payment Method ) Customer's Stored Payment Method
S coittui Use this option ta override the default payment surcharge amount
= ‘ shown above
O Direct Debit
6 Results Found
Invoice ID ¥ Invoice Period Issue Date Due Date Total Amount ing Amount Disputed Amount Allocated Amount
115058 Mar 10 Mar 2010 17 Mar 2010 104.91 001 0.00
118014 Apr 8 Apr 2010 15 Apr 2010 10491 0.01 0.00
122979 May 6 May 2010 13 May 2010 129.86 0o 000
130161 Jun 4Jun 2010 11 Jun 2010 131.01 001 000
134003 Jul 3Jul2010 10 Jul 2010 13024 001 0.00
146749 Sep 9 Sep 2010 16 Sep 2010 129,86 0.01 0.00
1
2] )

Figure 51. The Take Payment page

4. Enter the total amount of the payment in the Total field.

5. Funds can be allocated across multiple invoices. Tick the Auto Allocate check box to prompt the
system to automatically allocate the payment against outstanding invoices. The system will
allocate the payment against the oldest outstanding invoice.

If the total payment amount is greater than the oldest outstanding invoice, the system will allocate
payment against the next oldest outstanding invoice, and so on, until the payment total amount is
fully allocated. If the total payment amount is greater than the total of all outstanding invoices, the
system will record the balance as an unallocated payment and show the amount as a credit on
the account balance.

Alternately, clear the Auto Allocate check box to manually assign the payment against the
required invoice(s). Enter the amount(s) in the Allocated Amount field beside each outstanding
invoice as required. If you do not allocate the payment against any invoice, the system will record
the payment as an unallocated payment.
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6. Select the method to process the payment from the Payment Method option boxes, as follows:

a. To process the payment using the customer’s existing payment details (i.e. if the customer
has existing payment details recorded in the system), select Customer’s Stored Payment
Method in the Payment Method options. The stored payment details will appear. If the
customer has stored credit card details, the card number will appear masked.

Take Payment

Customer Name: Lt ic Mv .l
* Total:
Auto Allocate
Payment Method @' Customer's Stored Payment Method

O credi Card
O Direct Debit

Stored Payment ® visa 0000000000242 (22014)
Method

Figure 52. The Take Payment page showing the stored payment method fields

If there are more than one payment details recorded in the system, select the required Stored
Payment Method to use for this payment using the option boxes displayed beside each
payment method.

b. To process a credit card payment, select Credit Card in the Payment Method options. The
credit card fields will appear:

Vi.

Take Payment

Customer Name: Loi.c .ice. oo
* Total:

Auto Sllocate

Payment Method C Customer's Stored Payment Method
® credit Card
O pirect Debit

Payment Note:
Mame On Card :
Card Type: 7f3&|er:l Card Type V|
Credit Card Mo
Expiry Month: V§é|8diéxpiir‘f Mortth vif
Expiry Year: | Select Expiry ‘.’garﬂvi

CVY

Figure 53. The Take Payment page showing the credit card fields

Enter notes about the payment in the Payment Note field, that can be used for
reference.

Enter the Name on Card of the credit card.

Select the Card Type from the drop list. Options available include: American Express,
Diners, MasterCard and Visa.

Enter the card number in the Credit Card No. field.
Select the card expiry date from the Expiry Month and Expiry Year drop lists.
Enter the credit card verification number in the CCV field.
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C.

To process a direct debit account payment, select

options. The debit account fields will appear:

Direct Debit in the Payment Method

Take Payment

Customer Name:

* Total

Payment Method

Account Number

[¥] Auto Allocate

redi Card

2/ Direct Debit

Select Bank

~
U Customer's Stored Payment Metho

d

Figure 54. The Take Payment page showing the direct debit fields

i. Select the Bank from the drop list. The list will contain all Australian banks. If the bank
you require is not in this list, please contact the Emersion Support team.

il Enter the customer’s bank account’'s BSB number in the BSB field.

Enter the customer’s bank account name in the Account Name field.
Enter the customer’s bank account number in the Account Number field.

7. The system will show the default Finance Charge (%) and Finance Charge ($) in the
corresponding fields read only by default.

8. Click the Create Surcharge check box to override the default payment surcharge details. The

fields will enabled for editing.

9. Enter the Finance Charge (%) or Finance Charge ($) in the corresponding fields as required.

10. Click the Submit button. A window will appear showing the payment details entered, along with
any surcharges, to confirm the payment.

11. Click the Yes button to confirm the payment.

The system will validate the credit card or direct debit details entered before sending the payment
through the EPS gateway for processing. If any payment details are invalid (e.g. credit card
number, expiry date etc), the system will return to the Take Payment page showing a red error
message beside the invalid fields. You must correct the information before the payment will be

processed.

Once the payment has been successfully processed, the Accounts Receivable customer list page
will appear with an information box showing the payment has been allocated to the account.

The system will record the payment against the customer account, update the account balance,
and create a transaction in the ledger. If a payment surcharge was applied, the system will create
an unallocated cardline for the surcharge amount.

12. Click the No button to cancel the payment and return to the Take Payment page to make any

changes as required.
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Invoice List

The Invoice List function displays a list of all invoices generated by the system.

1. Select Finance > Accounts Receivable > Invoice List from the Menu. The Invoice List page will
appear showing all invoices for all customers.

Invoice List
Account Number:
Customer Name:
Invoice ID:
Approval Status: | Select Status (¥
Due From
Due To
Invoice ID_Account Humber Customer Name Date Issued ¥ _Date Due _Delivered Current Charges Amount Paid_Amount ing_Amount Disputed_Amount Payable Balance at Generation Approval Status _Action __ PDF
282612 [1mzz e 9 Dec 2011 [ 16 Dec 2011  Dec 2011 1848 000 1848] 117.18approved Manage [Downioad
282611 |12 [ 9 Dec 2011| 16 Dec 2011 |3 Dec 2011 99,00 000 99.00, 99.00|approved IManage [Downioad
282615  [154952 Matt Test 15 Dec 201122 Dec 2011 70033 000 70033 700.33 |Pending Manage |Download
282616 |16 ’ 15 Dec 2011 | 22 Dec 2011 25373 000 25373 63373 |Pending Manage [Downioad
282618 [1emse2 . 20 Dec 2011| 27 Dec 2011 17.99 000 1799 17 99 Pending Manage [Downioad
282619 |10 ez - 20 Dec 2011 27 Dec 2011 11.00 000 11.00 11.00 Pending Manage [Download
282808 [15m Sh " 21 Dec 201128 Dec 2011 1995 000 1995, 19.95|Pending Manage |Download
282837 |1z Lo 21 Dec 2011| 28 Dec 2011 CR 267 000 000, 3585 |Pending Manage [Download
262838 ] o 21 Dec 201128 Dec 2011 101 000 101 CR 31 88 |Pending Manage [Downioadt
262839 & e 21 Dec 201128 Dec 2011 CR399 000 000 CR 3.99|Pending IManage [Downioad
P ) 2 21 Dec 2011 28 Dec 2011 122 000 122, 11.23|Pending Manage |Download
282840 [1259% Lt Sasche? 21 Dec 201128 Dec 2011 CR14.01 000, CR1401 0.00 000 CR14.01 |Pending Manage [Downioad
282843 |12 P 21 Dec 2011 26 Dec 2011 CR2.93 0.00) CR289) 000 0.00) 396,77 |Pending Manage [Downioact
282842 [1250 E e 21 Dec 2011 28 Dec 2011 CRE7 .45 000, CR87.45] 000 000 242918 |Pending Manage [Download
283128 |1 e, 21 Dec 2011 | 28 Dec 2011 CR3259 0.00 CR3259 0.00 0.00 CR 32.58|Pending Manage |Download
283129 |1 Emersion Software Systems 21 Dec 2011 | 28 Dec 2011 4960 0400, 4960, 000 4960, 49,60 Pending Manage [Download
283130 |1 c = wiERs | 21 Dec 2011 |28 Dec 2011 CR4.01 000 CR401 000 000, 65.40 [Pending Manage [Downioad
283131 |11 e 21 Dec 2011 28 Dec 2011 CR26.66) 000, CR 2666/ 000 0.0, CR 26,42 |Pending IManage [Downioad
283132 [110m Phi o 21 Dec 201128 Dec 2011 6466 0.0, 6466, 000 64.66, 64.66 |Pending Manage |Download
283261 |1 = — 21 Dec 2011{ 28 Dec 2011 06 000, 06/ 000 06/ 096 |Rejected Manage [Downioad
<1...9597 9399100101 102>
50| [100][150 -

Figure 55. The Invoice List page

Search

You can locate an invoice in the Invoice List by using the Search function. The following fields can be
used to search for invoices:

Account Number
Customer Name
Invoice ID

>
>
>
> Approved Status All, Pending, Approved, Rejected or Rendering
> Date From; allows date selection via a Calendar tool

>

Date To allows date selection via a Calendar tool

From the Invoice List page, you can Manage or Download an invoice.
1. Locate the invoice required in the Invoice List.

2. Click the Manage or Download link in the Action or PDF column of the required invoice. See the
Manage Invoices section on page 32 for information about this function.
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Unallocated Payments

The Unallocated function displays a list of all payments received from a customer that were not
allocated against an existing invoice i.e. via the Receive Payment or Take Payment functions. You
can allocate an unallocated payment against an invoice using this function.

1. Select Finance > Accounts Receivable > Unallocated from the Menu. The Unallocated List
page will appear showing all customers that have unallocated payments recorded, with the
Account Balance and the Unallocated Payment amount.

Customer Search
Account Number
Customer Name:
BPay Ref Number
Account Humber ¥ Customer Hame Customer BPay Ref Account Balance Unallocated Payments Security Deposit Held Disputed Amount view Payments
[ 1018977 CR19.96 2000 000 0.00|view Unallocated
i o = - 1019132 20,00 0.00] 80.00|View Unallocated
1019199 CR129.95 129.93 0.00 0.00View Unallocated
= r—— 1057207 CR5342.71 519301 000 0.00|View Unallocated
Fe 1081207 0.00 003 0.00) 0.00|View Unallocated
e G 1123231 0.00 298.90 0.00] 0.00| View Unallocated
% I v 1166271 CR49.90 4380 000 0.00View Unallocated
e TS 1168339 CR1444.38 144438 0.00] 0.00|View Unallocated
1 e 1166479 CRO.00 1000 000 0.00View Unallocated
= A i 1168251 CRAT.64) 1764 0.00] 0.00|View Unallocated
ou Gavar 1257302 CR167 166 0.00 0.00View Unallocated
Leanne St 1257328 CR10.00 1000 000 0.00|View Unallocated
v e 1257419 CR1045 1015 000 0.00|View Unallocated
12580 Hesdi) ws 1259381 CR 000 0ot 0.00] 0.00 View Unallocated
128 aliciz 1262294 0.00 001 000 0.00|View Unallocated
1gaser David 1265289 CR19.95 1995 0.00] 0.00|View Unallocated
12 Barbara s 1265339 CRO63 064 000 0.00|View Unallocated
1= John S 1265396 CR59.81 5982 0.00] 0.00|View Unallocated
1
5]

Figure 56. The Unallocated List page

Search

You can locate a customer in the list by using the Search function. The following fields can be used to
search customers:

> Account Number
> Customer Name
»  Bpay Ref Number
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To Allocate Unallocated Funds
1. Locate the required account in the Unallocated Payments list.

2. Click the View Unallocated link in the View Unallocated Payment column of the required
account. The Unallocated Payment page will appear listing all unallocated payments received
from the selected customer.

Unallocated Payments

Back to Search

Journal ID ¥ Account Humber Customer Hame Amount Date Modified Date Paid Action
618518 105520 & CR1,187.81 11 Aug 2011 Allocate
618520 L vz CR412.74 1 Aug 2011 Allocate
618522 =D G s CR 297.01 11 Aug 2011 Allocate
518524 1Ra3aD € § CR 33275 11 Aug 2011 Allocate
618526 CR1,14245 11 Aug 2011 Allocate
618528 CR 330,02 11 Aug 2011 Allocate
618530 s t CR807.59 11 Aug 2011 llocate
715557 Bt CR19662 7 Nov 2011 llocate
715721 CR49232 8 Nov 2011 Allocate

s0[100

7

I
|

Figure 57. The Unallocated Payment page

3. Click the Allocate link in the Action column of the required payment to allocate. The Allocate
Unallocated Payment page will display.

Allocate Unallocated Payments

Customer Name: G mermes e S s
Total (inc Tax): 412.74
[] Auto Allocate
Payment Reference:
Payment Date: | 8 Feb 201212:35:22

Paymert Note:

Invoice ID Y/ Invoice Period Issue Date Due Date Total Amount Outstanding Amount Disputed Amount Allocated Amount
196227 Feb 3Feb 2011 10 Feb 2011 CR1,137 61 0.00 .00 ]

1

20 . 100[150][ 200

Unallocated Amount: §412.74

Figure 58. The Allocate Unallocated Payment page

4. Tick the Auto Allocate check box to prompt the system to automatically allocate the payment
against the invoices. The system will allocate the amount against the oldest outstanding invoice.

If the unallocated amount is greater than the oldest outstanding invoice, the system will allocate
the amount against the next oldest outstanding invoice, and so on, until the total unallocated
amount is fully allocated.

Alternately, clear the Auto Allocate check box to manually assign the amount against the required
invoice(s). Enter the amount(s) in the Allocated Amount field beside each invoice as required.

Enter the Payment Reference, if applicable.
Enter the Payment Date. A Calendar tool will appear to allow you to select the required date.
Enter any notes or other details in the Payment Note field.

Click the Submit button. The system will record the unallocated funds against the selected
invoice(s).

© N o o
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Transactions

The Transactions function displays a list of all financial transactions recorded against all customers,
including payments, invoices, debits, credits, and refunds.

1. Select Finance > Accounts Receivable > Transactions from the Menu. The Transaction list
page will appear showing all transactions for all customers.

Recelve Payment | Invoice List | | Unaliocated Pending Cardines |  Pending Payments | Failed Payments  Disputed | Credt Write off | Refund

Transactions
Account Number Transaction Type: | All Types Al
Invoice
Customer Name: Allocate Unalocated Payment |
o
Batch D;
Journal ID:

BatchID __Journal ID Created By Account Humber Customer Hame Transaction Type Reference Date 2 Debit __Credit
67ases  [723399 Emersion Support mer E=— unallocatedPayment te3234 8Feb2012( 0.0 41274
673597 723397 Emersion Support 4 i = LnallocatedPayment 15256 8Feb2012)  0.00 20,00
679596 (723396 Emersion Support 1 1 1234 8Feb2012| 000 2000
67eses  [723390 Emersion Support i e crecit 345334 1Feb2012| 000 25.00
679354 723202 Emersion Software Sys f = n llocatel i 184an2012|  0.00] 48002
679354 723293 Emersion Software Sys 1 e = allocatel i 18dan2012|  0.00) 47992
679354 723290 Emersion Software Sys 23 i llocatel ati 18 Jan 2012 0.00] 442,
679354 [723291 Emersion Software Sys [1pmtr 2 = llocatel = 184an2012|  0.00) 48002
67a200 (723193 Emersion Support 18 Leanne = unallocatedPayment testing123 124an2012|  0.00] 000
e7azs2  [723190 Emersion Support Sutm ot securtyPaymert 114an2012| 0.0 10000
e7a27s (723184 Emersion Support 1 B credititeOft hardship 114an2012|  0.00 50.00
e7a2rs  [723188 Emersion Support 142 = = unallocatedPayment hardiship 114an2012|  000| 144438
679224 (723138 Emersion Support 1 o LnallocatedPayment 34an2012| 000 1994
673223 [723136 Emersion Support % Johm?sint unallocatedPayment 34an2012| 000 1994
67a016  [722027 Emersion Support gz Nar st invoice invoice 262612 aDec2011| 1848 000
679015 722926 Emersion Support [Narelle L. invoice Invoice 282611 9 Dec 2011 93.00 0.00
e7ea07  [722819 Emersion Software Sys 12 Barbar” o offsetL y sto-Allocei 28Nov2011| 064 000
678907 1722820 Emersion Software Sys 1= Barbar: unallocatedPayment | Auto-Allocation 28 Nov 2011 0.00| 064
67sa06 (722817 Emersion Software Sys 1me H fisel, v to-Allocsti 28Nov2011| 001 000
67aa0s  [722818 Emersion Software Sys 18 Hou unallocatedPayment Auto-Allocation 28Nov2011] 000, 001

2345 =
12345512 S

Search

You can locate a transaction in the Transaction list by using the Search function. The following fields
can be used to search for transactions:

YV VYV YV VYV

Figure 59. The Transaction list page

Account Number

Customer Name

From
To

allows date selection via a Calendar tool
allows date selection via a Calendar tool

Batch ID
Journal ID

Transaction Type

All, Invoice, Allocate Unallocated Payment, Debit, Debit Write Off,
Security Payment, Security Refund, Unallocated payment, Payment,
Credit, and Refund

You can also display all transactions for a particular customer directly, but selecting
Finance > Accounts Receivable from the Menu to display the Account Receivable
Customer list page, and clicking the Transaction link in the Action column of the required
customer.
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Pending Cardlines

The Pending Cardlines function displays all cardlines that have been created for charges (e.g.
purchases, package fees, plan fees etc), but have not yet been included on, or allocated to, a
customer invoice. This function also allows you to allocate pending cardlines against pending
invoices, if a pending invoice exists for the customer (see the Unallocated Cardlines and Immediate
Invoices section on page 40 for more information).

1. Select Finance > Accounts Receivable > Pending Cardlines from the Menu. The Pending
Cardlines list page will appear showing all pending cardlines for all customers.

Receive Payment | Invoice List | Unallocated  Transactions ([T ICIgIIY Pending Payments = Failed Payments Disputed  Credit Wiiteoff  Refund

Pending Cardlines

Account ID:
Account Name:

Service Idertifier:

¥ D Transaction Date Description Acct Hame Package Service Ident Billing Type Code Status  EXGST GST Total Pending Invoice [ ]
& |1828008 31 Jan 2012 Package Plan Access [08-11-2011 - 30-11-2011] C: = Extended ADSL1 15001256 5GB advance  [PACKAGE_PLAN_ACCESS_FEE_ADV 40.00(4.00{44.00|ves O
. [1828019 31 Jan 2012 |Package Plan Access [13-11-2011 - 1142-2001] |, . Extended ADSL1 15001256 568 Advance  [PACKAGE_PLAN_ACCESS_FEE_ADV 54.55(5.46(80.01 [ves O
& |1828020 31 Jan 2012|Package Plan Access [13-11-2011 - 1112:2011] Extended ADSL1 15001256 568 Advance  [PACKAGE_PLAN_ACCESS_FEE_ADY 54.55(5.46(80.01 [ ves O
 [1828025 31 Jan 2012 Package Plan Access [16-11-2011 - 30-1-2011] [, >+ 2 = 2 . |[Extended ADSL1 8000/384 568 [Advance  [PACKAGE_PLAN_ACCESS_FEE_ADY 31.82|348{35.00 No O
Q|1628033| 31 an 2012|Package Plan Access [17-11-2011 - 15:42:2011] [mv e Extended ADSL1 80001384 508 advance  [PACKAGE_PLAN_ACCESS_FEE_ADV 53.64|6.38(70.00|ves O
{ |1828038 31 Jan 2012 |Package Plan Access [17-11-2011 - 15-42-2011] |- ™74 2cba s ™, = Extended ADSL1 8000384 568 advance  [PACKAGE_PLAN_ACCESS_FEE_ADV 63.64|6.36(70.00[Ves O
(1828038 31 Jan 2012 |Package Plan Access [17-11-2011 - 15-12:2011] 3 Voo g Extended ADSL1 8000384 568 advance  [PACKAGE_PLAN_ACCESS_FEE_ADV 63.64|6.36(70.00[Ves O
<12
[so][1co]rs0][2e0]
Update Tor | Alocate selected carding, to existing pending invoice if avaiable v

Figure 60. The Pending Cardlines list page

Search

You can locate a cardline in the Pending Cardlines list by using the Search function. The following
fields can be used to search for cardlines:

> Account Number
> Account Name
> Service ldentifier
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To Edit a Pending Cardline

Pending Cardlines can be edited to update the amounts or other details. However, Pending cardlines
that are the result of an aggregate calculation, such as system generated usage charges, cannot be
modified. Only the cardlines that appear with a magnifying glass symbol beside them may be edited.

1. On the Pending Cardlines page, locate the required cardline and click the magnifying glass
symbol % beside the cardline ID. The Edit cardline section will appear below the selected

o Ty PO OOz T u = Tz
Service BotOn Usage [MBB - Usage 2GB] for Service #178812 [Tru.,  |BKEB Home ol &
1875022| 30 Jan 2012 [6: 460w 37] during period 0107/2011 - 3110712011 - MBE - 24M 61 .£.. . 3137 |Advance [MOBILE_BROADBAND_USAGE PreAllocated| 0.00({0.00( 0.00]Yes O
o - |Service BottOn Usage [MBB - Usage 2GB] for Service #178812 |~ ..., L7 Home 3 & o i o
1875023 30 Jan 2012 (47 33+ 37) during period 01/0812011 - 3110812011 - o MEB - 2am B1-ruui o0 7 |Advance IMOBILE_BROADBAND_USAGE Presllocated| 0.00(0.00( 0.00|Yes O
Service BottOn Usage [MBB - Usage 2GB] for Service #178812 ™. BKB Home A
1475, 137 | Ady e
1875024 | 30 Jan 2012 (61637 . 7] during period 01/09/2011 - 3000972011 ER MEE - 24M 6147 2.1 o137 |Advance [MOBILE_BROADBAND_USAGE Predllocated( 0.00{0.00( 0.00|Yes O
| 30 Jar 2012 8rVice BotOn Usage [MBB - Usage 208 for Service #178312 | ™ Home L - i = ;-‘
1875025 30 Jan 2012 (6% Lo o 7] during period 014102011 - 314012011 e |MBB-2aM 61 Zi... 37|Advance |MOBILE_BROADBAND_USAGE Presllocated| 0.00(0.00( 0.00|Yes O
Service BoltOn Usage [MBB - Usage 2GB] for Service #178812 KB Home =
R Y 2 Gl
1875026| 30 Jan 2012 1613672 . 57] during period 01 /172011 - 3071112011 - oy [MBB - 24m 61 37 |Advance |MOBILE_BROADBAND _USAGE Predllocated( 0.00(0.00( 0.00|Yes O
= Service BoltOn Usage [MBB - Usage 2GB] for Service #178812 |Trudy  [BKB Home T e o
1875027 | 30 Jan 2012 (61 Z5C. 7. 7] during period 014 202011 - 311202011 MBE - 24M 6 L. 37 |Advance |MOBILE_BROADBAND_USAGE PreAllocated( 0.00({0.00( 0.00|Yes O
{ = Bolt-On Access [MBB - Usage 2GB Bolt-On access fee for T BKB Home: ¥
b 3 % G X X C:
\\[1875093 | 30 dan 201200 oe 0 5041 - 50.04.2011) PRl el ] 37 | Advance [MOBILE_BROADBAND_ACCESS_FEE_ADY |PreAllocated | 20.88(2.09|22.97 [Yes O
Edit cardline
Transaction Date: | 30 Jan 2012 * Covers From: | 8 Apr 2011
* Description: | Bot-On Access [MBB - Usage 2GB Bo * Covers To: | 1 May 2011
* Ledger Code: | MOBILE_BROADBAND_ACCESS_FEE_ADY (No mapped code) *Vnity Covers From: | 8 Apr 2011
* Actual Value (ex | 20.88 *Vanity Covers To: | 30 Apr 2011
GST)
* Tax Amount: | 2.08
2 = G -On acc udy { e
C |1875094| 30 Jan 2012 Ss::ﬂg%ﬁ?z;‘:"?; lj:z%j 12]“8 Bob:omsccess feefor ;:f" 4 3:;2 Hﬂ':,"‘ 51466010137 | Advance [MOBILE_BROADBAND_ACCESS_FEE_ADV |Preallocated| 27.23|2.72|20.95|ves l O ‘

Figure 61. The Edit Cardline section

2. Update the cardline date by clicking on the Transaction Date field. A calendar tool will appear to
allow you to select the required cardline date. This date will appear on the Invoice as the date the
cardline charge was incurred.

3. Edit the cardline Description by entering and / or overtyping text as required. This description will
appear on the Invoice against the cardline charge.

4. Select a different Ledger Code using the drop list if required. The cardline will be recorded against
the selected ledger in the system for accounting purposes.

5. If required, enter an updated amount in the Actual Value (Ex GST) field. Note that the cardline
amount is exclusive of tax.

6. Update the Tax Amount as applies to the updated cardline amount. Note that the system will not
automatically re-calculate the cardline’s tax amount when you update the cardline amount.

7. Update the Covers From and Covers To dates as required. These reflect the period that particular
charge applies to, such as a service access fee that covers from the 1* to the 31 of the month.

8. Update the Vanity Covers From and Vanity Covers To dates as required. These dates will appear
on the invoice, which you may update to be different dates than the actual Covers From and
Covers To dates i.e. to assist the customer understand their invoice and charges.

9. Click the Save button. The system will update the pending cardline information.
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To Allocate Pending Cardlines

Pending Cardlines can be allocated against existing pending invoices in bulk using this process,
which can be used instead of the Manage Invoice function to allocate pending cardlines.

1. On the Pending Cardlines page, tick the check box corresponding to the required pending
cardline(s) in the Pending Cardlines list. Multiple cardlines can be selected, or you can click the
check box at the top of the list to select all pending cardlines.

2. From the Update To drop list below the Pending Cardlines list, select the required option, as
follows:

> Allocate selected cardlines to existing pending invoice if available;

> Allocate all pending cardlines to existing pending invoices, if available, for selected
account.

3. Click the Submit button. The selected pending cardlines will be assigned to the relevant
accounts’ pending invoices.

If you selected the Allocate all pending cardlines to existing pending invoices, if available, for
selected account option, all pending cardlines for the selected account(s) will be assigned to
pending invoices, even if the cardline wasn’t ticked in the list.
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Payments

The Payments function displays a list of all payments recorded in the system. You can also view

detailed information about the payments from this function.

1. Select Finance > Accounts Receivable > Payments from the Menu. The All Payments list page

will appear showing all payments.

Receive Payment_ Invaice List | Unallocated | Transactions | Pending Cardines Disputed | Credt | WAhite off | | Refundl
All Payments
Account Number: Paymert Status: [ All Status A
|Failed
Customer Name: | Initial
|Pending
Payment ID |Pracessing. v
Electronic Paymert Payment Methoct | &1l Methods Al
[ | agert Collected
| Australia Post Bil Pay
Ref |Bray
|cash v
Payment By: | Select option ~
1553 Results Found
PaymentID___ Account Humber Customer Hame Method Hote  Reference _Electronic Payment ID Status DateY  Amount
5819 101906 EFT or Direct Deposit 161209 Successful 16 Dec 2009 88.83
5818 101906 EFT or Direct Depostt 161209 Successtul 16Dec2008| 11693
5514 101920 EFTPOS 361975 Successful 28Dec2008|  505.02
5504 101897 EFTPOS 360506 Successful 28Dec2008| 22814
5805 101898 Direct Debit 360628 Successful 28Dec2008| 24577
5506 101910 o = )PTY.LTD EFTPOS 360202 Successful 28Dec2008|  309.08
5807 101900 3 EFTPOS 360994 Successful 28Dec2008| 20434
5508 101912 i PTY Limted EFTPOS 361110 Successful 28Dec2008| 39676
5509 101913 e Mt et L e s O T Rora iets. o EFTPOS 361211 Successful 28Dec2008| 17752
5810 101301 Davic = ... EFTPOS 361289 Successful 28Dec2008| 22793
5811 101302 Luke © oo EFTPOS 361379 Successful 28Dec2008| 20982
5812 10103 Marti. EFTPOS 361461 Successful 28Dec2008| 19689
5813 101916 B am— EFTPOS 361575 Successful 28Dec2008| 21589
5817 101915 Australian EFT or Direct Deposit 318017 Successful 7dan2010[ 21170
5816 101914 EFT or Direct Deposit 1718375 Successful 154an2010| 22252
5515 101899 Direct Debit 625377 Successful 204an2010|  178.46
741 101919 Direct Debit 23012009 7219009 Successful 1Feb2010| 12885
7309 101908 EFT or Direct Deposit 110449 Successful 1 Feb 2010 9150
7310 101919 EFTor Direct Depostt 29122008 |7219009 Successful 1Feb2010| 12085
6816 101920 s Direct Debit 196147 Successful 2Feh2010| 16194
424994
12345..78>
=
Figure 62. The All Payments list page

You can locate a payment in the list by using the Search function. The following fields can be used to
search for payments:

YV V VYV VYV

Account Number
Customer Name
Payment ID

Electronic Payment ID

Ref (Payment Reference number)

Payment Status
Payment Method

Failed, Initial, Pending, Processing, Uncleared
All Methods, Agent Collected, Australia Post Bill Pay, Bpay, Cash,

Cheque, Credit Card, Direct Debit, EFT or Direct Deposit, EFTPOS,
Money Order, and Pay By Phone.

Payment By

EPS (Electronic Payments) or Manual Payments
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To Display a Payment

1. Click the Payment ID link of the required payment. The payment page (depending on the
payment method) will appear showing all the details of the payment.

Credit Card Payment

Payment ID: 321251
Account Number: 12777
Customer Name: "1 .- .1, L0t s an Dradent
Payment Method: Credit Card

Reference:

Transaction
Reference:

Note:
Amourt: 399.76
Gateway: anz
Last Commert

Aucit:

Refresh

Figure 63. The Payment page showing a Credit Card payment

2. For a Pending or Processing payment, click the Refresh button to update the payment status
information.

3. Click the Back button to return to the All Payments list page.
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Disputed Amounts

The Disputed function allows you to view all disputed amounts against all invoices. Disputes are
raised against invoice, in the Manage Invoice function (see the Raising Disputes section on page 53
for details). Disputed amounts are excluded from any automated payments. From this function, you
can Resolve the Dispute in one of two ways:

> Approve the dispute to raise a credit for the disputed amount; or

> Reject the dispute so the amount remains on the invoice and becomes due per all other
charges.

1. Select Finance > Accounts Receivable > Disputed from the Menu. The Disputed Amounts list
page will appear showing all disputes raised.

Receive Payment  Invoice List  Unallocated  Transactions  Pending Cardiines  Pending Paymerts  Failed Paymerts fUSJLEDE  Creclit  Write off  Refund

Disputed Amounts

Account Number.

Customer Name:

Invoice ID;
Due From:
Due To:
Invoice ID Account Humber ¥ Customer Hame Date Issued Date Due Disputed Reference Current Charges Amount Paid Amount Outstanding Amount Disputed Amount Payable Action
104566 20 May 2008 | 20 May 2008 |6055321 169.96 169.96 0.00 12.39 0.00 |Resolve
104520 20 May 2008 | 20 May 2008 |1002366 171.38 17139 0.00 14.83 0.00 |Resolve
104551 20 Jul 2008 20 Jul 2008 (10045699 110.80 11080 0.00 15.98 0.00|Resolve
104538 20 Oct 2008 20 Oct 2008 [1003666 12852 12852 0.00 43.66 0.00 |Resolve
1046393 % 20 May 2008 | 20 May 2008564990 40286 40286 0.00 56.95 0.00|Resolve
104656 = 20 Apr 2008 20 Apr 2008 (10065336 394.00 394.00 0.00 2123 0.00|Resolve
1
OmIEIE
Figure 64. The Disputed Amounts list page

You can locate a dispute in the list by using the Search function. The following fields can be used to
search for disputes:

> Account Number

> Customer Name

> Invoice ID

> Due From allows date selection via a Calendar tool
> Due To allows date selection via a Calendar tool
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To Resolve a Dispute

1.

Click the Resolve link in the Action column of the required dispute. The Resolve Dispute on
Invoice page will appear, showing the Invoice ID and disputed amount.

Resolve Dispute on Invaoice

Approved Disputed Amourts will be placed as a credit on the customers account

Customer Name:: 5% - it el Sttt U e T E g e

Account Number: 101914

Invoice ID: 236625

Disputed amourt: | 59.95

Credit Reference:

Credit Type: | Misc W

Credit Note:

[ Approve Dispute

[ Reject Dispute

( Cancel

N o g A

Figure 65. The Resolve Dispute on Invoice page

Enter a Credit Reference if required. This will appear on the customer’s invoice with the credit if
the dispute is approved.

Select the Credit Type from the drop list. Options include: Misc (miscellaneous), SLA (Service
Level Agreement), Marketing, and CSG (Customer Service Guarantee).

Enter any notes or other details in the Credit Note field.
To approve the dispute, click the Approve Dispute button.
To reject the dispute, click the Reject Dispute button.

The Disputed Amounts list page will appear with an information box showing the dispute was
processed on the invoice if you approved the dispute, or showing the dispute was rejected if you
rejected the dispute.

If you approved the dispute, the system will record a credit against the selected invoice(s), update
the account balance, and create a Credit transaction in the ledger.

If you rejected the dispute, the system will remove the disputed amount from the invoice, as well
as remove the dispute from the Disputed Amounts list page. The account balance will not be
affected.
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Credit

The Credit function allows you to raise a credit against a customer’s account. The amount can be
automatically allocated so the system applies the credit amount against the oldest invoice(s) first, or
you can manually apply to an invoice.

Credits reduce the customer’'s outstanding balance immediately. If not allocated to an invoice, the
credit will appear on the customer’s next invoice. Credits also create a transaction in the ledger.

You can also create a credit on an account by raising a manual cardline for a negative amount. This
method allows the credit to be raised without allocating the credit amount against an invoice (see the
Unallocated Ledger Cardlines section on page 40 for more details about creating cardlines).

1. Select Finance > Accounts Receivable > Credit from the Menu. The Customer Search list page
will appear showing all customers.

Recelve Payment | Invoice List | Unallocated | Transactions | Pending Cardlines | Pending Payments  Failed Payments Disputed  [ethI@ Write off  Refund
Customer Search
Credits are able to be allocated to invoices with outstanding amourts. If they are not allocated they are displayed on the next issued invoice. Credits reduce the Outstanding Account Balance Immediately.
Account Number:
Customer Name:
BPay Ref Number.
= )
Account Humber ¥ Customer Hame Account Balance Unallocated Payment Security Deposity Held Disputed Amount Action
1 Loriizm— 20.00 0.00 0.00|Credit
il et 0.00 0.00 0.00 0.00|Crecit
Hay ™\ WiCHi, = CRE78 0.00 0.00 0.00 |Credit
1oL P | — 0.00 000 0.00|Crecit
Daniy CR0.0S 0.00 0.00 0.00|Crecit
Luke CR0.02 0.00 0.00 0.00 |Credit
gL Martin o CR0.02 0.00 0.00 0.00|Crecit
S T 0.00 0.00 0.00 0.00|Credit
WUQET | Aclric n 0.00 0.00 0.00 |Credit
OB A clar nd 0.00 0.00 0.00|Crecit
10 Jew 0.00 0.00 0.00|Crecit
10WRa> " 0.00 0.00 0.00 |Credit
0.00 0.00 0.00|Crecit
AmRAN g oS Ty, LTD. 0.00 0.00 0.00|Crecit
1 # By 0.00 0.00 0.00 |Crecit
Lo e e 0.00 0.00 0.00|Crecit
i e R 2000 0.00 80,00 |Credit
AT s 0.00 0.00 $59.95 |Credit
T 0.00 0.00 0.00|Crecit
Sl CR 5316 0.00 CR100.00 0.00|Credit
12345 .8>
5 o]l

Figure 66. The credit Customer Search list page

2. Locate the required customer in the list, and click the Credit link in the Action column. The Credit
page will display, showing a list of all outstanding invoices for the selected customer, with the

oldest invoice shown first. Invoices that have been paid in full will not appear.

Credit

Customer Name:
Total (Inc Tax):
Tax Type:
Amount (Ex Tax):

Tax Amount:

* Credit Reference:
Crexdit Type:
Creit Date:

Credit Note:

RN S

[Australian G5T v

Auto Allocate

(Msc )

8 Feb 201215:49.03

= R—

Invoice ID ¥ Invoice Period Issue Date Due Date Total Amount Outstanding Amount Disputed Amount Amount
217964 May 3 May 2011 10 May 2011 55.00 30.00 0.00
229350 Jun 3 Jun 2011 10 Jun 2011 70.00 70.00 0.00
236814 Jul 3 Jul 2011 10 Jul 2011 70.00 70.00 0.00
247759 | Aug 3 Aug 2011 10 Aug 2011 70.00 70.00 0.00
261019 Sep 3 Sep 2011 10 Sep 2011 70.00 70.00 0.00
277794 Nov 3 Nov 2011 10 Nov 2011 70.00 70.00 0.00
262616 Dec 15 Dec 2011 22 Dec 2011 25373 25373 0.00 |

‘ B B

Figure 67. The Credit page
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3. Enter the credit amount in the Total (Inc Tax) field. The system will automatically calculate the
credit Amount (Ex tax) and the Tax Amount and display in the corresponding fields.

Alternately, enter the credit amount in the Total (Ex Tax) field. The system will automatically
calculate the credit Total (Inc tax) and the Tax Amount.

4. Select the Tax Type applicable to the credit in the drop list. By default, this is set to ‘Australian
GST.
5. Tick the Auto Allocate check box to prompt the system to automatically allocate the credit against

the customer’s outstanding invoices. The system will allocate the credit amount against the oldest
outstanding invoice.

If the credit amount is greater than the oldest outstanding invoice, the system will allocate the
credit against the next oldest outstanding invoice, and so on, until the total credit amount is fully
allocated.

Alternately, clear the Auto Allocate check box to manually assign the credit amount against the
required invoice(s). Enter the amount(s) in the Allocated Amount field beside each invoice as
required.

6. Enter the Credit Reference. This will appear on the customer’s invoice with the credit amount.

7. Select the Credit Type from the drop list. Options include: Misc (miscellaneous), SLA (Service
Level Agreement), Marketing, and CSG (Customer Service Guarantee).

8. Enter the Credit Date. A Calendar tool will appear to allow you to select the required date.
9. Enter any notes or other details in the Credit Note field.

10. Click the Submit button. A window will appear showing the credit details entered to confirm the
credit.

11. Click the Yes button to confirm the credit. The Credit customer list page will appear with an
information box showing the credit has been applied to the account.

The system will record the credit against the selected invoice(s), update the account balance, and
create a transaction in the ledger.

12. Click the No button to cancel the credit and return to the Credit page to make any changes as
required.
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Write Offs

The Write Off function allows you to write off an outstanding balance, either as a debit for accounts in
credit, or as a credit for accounts in debit. Write offs zero the account balance. Write offs can only be
raised against accounts that have no unallocated payments and no outstanding disputes.

The write off amount can be automatically allocated so the system writes off all outstanding invoices,
or you can manually write off individual invoices.

1. Select Finance > Accounts Receivable > Write off from the Menu. The Write Off Customer
Search list page will appear showing all customers with an account balance that is in credit or with
an outstanding balance, that also have no unallocated payments nor disputed amounts.

ieceive Payment  Invoice List  Unallocated  Transactions: ~Pending Cardiines: ~Pending Payments | Falled Payments  Disputed | Credit  fCHail  Refund
Customer Search
Write Off Credits zero Outstanding Account Balance Immediately if the Outstanding Account Balance is a debit. They will be displayed on the next issued invoice
Write Off Debits zero Outstanding Account Balance Immedistely if the Outstanding Account Balance is in Credit. They will be displayed on the next issued invoice.
Write Offs can only be performed against accounts once all Unalloced Funds and Disputes have been resolved.
Account Number:
Customer Name:
BPay Ref Number:
[ Search ][ Clear ]
Account Humber ¥ Customer Hame Account Balance Unallocated Payments Security Deposit Held Disputed Amount Action
1 = — y CRE78 0.00 0.00 0.00 [rite Off Debit
1 0.00 000 0.00 [Wirite Off Crecit
CRO.0S 0.00 0.00 0.00 [Wirite Off Debit
o CR0.02 0.00 0.00 0.00 [itrite Off Debit
CR0.02 0.00 0.00 0.00Write Off Dehit
0.00 0.00 0.00 [wiite Off Credit
e = G 0.00 0.00 0.00 [wirite Off Credit
T 0.00 CR100.00 0.00 [nrite Off Debit
T 0.00 0.00 0.00 [Write Off Credit
_ F 0.00 0.00 0.00 finrite Off Debit
Liiz 0.00 0.00 0.00 [Write Off Credit
L 0.00 0.00 0.00 [Write Off Credit
..... U o & i 0.00 0.00 0.00 [Wirite Off Credit
= [z s =t = 0.00 0.00 0.00 [Wite Off Crecit
Sam 0.00 000 0.00|write Off Crediit
Annsims 0.00 0.00 0.00 [wite Off Debit
1 Kerrs 0.00 0.00 0.00 [Wiite Off Credit
Ann T 0.00 0.00 0.00{tite Off Credit
Dearm 0.00 0.00 0.00 [Write Off Credit
Darremiimissm CR0.02 0.00 0.00 0.00 [Write Off Debit
123>
2] o] )

Figure 68. The Write Off Customer Search list page

2. Locate the required customer in the list.

3. Click the Write Off Credit link for accounts with an outstanding balance, or Write Off Debit for
accounts in credit in the Action column, of the required customer. The Write Off Credit, or Write
Off Debit page will appear, depending on the account selected.
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To Write Off a Credit

1. For accounts with an outstanding balance, the Write Off Credit page will display, showing a list of
all outstanding invoices for the selected customer.

By default, the write off Total (Inc Tax), Amount (Ex Tax) and the Tax Amount fields will be
automatically populated with the account’s total outstanding amount.

Write Off Credit

Customer Name: 5 i 5 JCenianisl) CF dlia e
Total (Inc Tax): 538.79
Amount (Ex Tax): 490.74
Tax Amourt: 43.05
Auta Sllocate

Wiite Off
Reference:

Credit Type: | Misc v
Write Off Date: |9 Feb 201211:14:39
Wite Off Note:
( Subrmit ]
[ Cancel ]
Invoice ID ¥ Invoice Period Issue Date Due Date Total Amount Outstanding Amount Disputed Amount Allocated Amount
271234 Oct 3 Oct 2011 10 Oct 2011 70.00 70.00 0.00|70
278074 MNov 8 Mov 2011 15 Nov 2011 469.80 463.80 0.00|(469.79
1
2o

&l funds allocated

Figure 69. The Write Off Credit page

2. Tick the Auto Allocate check box to prompt the system to automatically allocate the write off
against all the customer’s outstanding invoices. This option should remain checked by default and
shouldn’t be altered.

3. Enter a reference number in the Write Off Reference field.

4. Select the type of write off from the Credit Type drop list. Options include: Misc (miscellaneous),
Remaining Balance, and Rounding.

5. Enter the Write Off Date. A Calendar tool will appear to allow you to select the required date. By
default, this is set to the current date.

6. Enter any notes or other details in the Write Off Note field.
7. Click the Submit button. A window will appear showing the write off details entered to confirm.

8. Click the Yes button to confirm the write off. The Write Off customer list page will appear with an
information box showing the write off has been applied to the account.

The system will zero the account balance and create a credit write off transaction in the ledger.

9. Click the No button to cancel and return to the Write Off Credit page to make any changes as
required.
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To Write Off a Debit

1. For accounts in credit, the Write Off Debit page will display, showing unallocated credit
transactions for the selected customer.

By default, the write off Total (Inc Tax), Amount (Ex Tax) and the Tax Amount fields will be
automatically populated with the account’s credit amount.

Write Off Debit

Customer Name: [ "%
Total (Inc Tax): 32.89
Amount (Ex Tax): 29.89
Tax Amourt: 3.00

Wiite Off
Reference:

Credit Type: | Misc |
Wiite Off Date: | 9 Feb 2012 11:16:01

Wite Off Note:

[ Submit

[ Cancel

Invoice ID ¥ Invoice Period Issue Date Due Date Total Amount Outstanding Amount Disputed Amount

Nothing Found

1

Unallocated Amount: $32.89

Figure 70. The Write Off Debit page

2. Enter a reference number in the Write Off Reference field.

Select the type of write off from the Credit Type drop list. Options include: Misc (miscellaneous),
Remaining Balance, and Rounding.

4. Enter the Write Off Date. A Calendar tool will appear to allow you to select the required date. By
default, this is set to the current date.

w

5. Enter any notes or other details in the Write Off Note field.
6. Click the Submit button. A window will appear showing the write off details entered to confirm.
7. Click the Yes button to confirm the write off. The Write Off customer list page will appear with an

information box showing the write off has been applied to the account.
The system will zero the account balance and create a debit write off transaction in the ledger.

8. Click the No button to cancel and return to the Write Off Debit page to make any changes as
required.
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Refund

The Refund function allows you to return unallocated payments or credits to customers. The
customer’s account balance is adjusted immediately and the refund will appear in the customer’s next
invoice.

To Create a Refund

1. Select Finance > Accounts Receivable > Refund from the Menu. The Refund Customer Search
list page will appear showing all customers with an account balance in credit and accounts with
an unallocated payment.

Receive Paymert | Invoice List | Unallocated | Transactions Pending Cardlines | Pending Payments | | Failed Payments | Disputed | Credt  White off

Customer Search
Refunds are used to when returning Unallocated Funds to the Customer. They are displayed on the next issued invoice and change balances immediately.
Account Number:
Customer Name:

BPay Ref Number.

T

Account Humber ¥ Customer Hame Account Balance Unallocated Payments Security Deposit Held Disputed Amount Action
TR 394 20.00 0.00 0.00 [Refund
1 e Ty 2000 0.00 80.00 [Refund
T el CR129.95 129.99 0.00 0.00 [Refund
o CR 562565 5611.75 0.00 0.00|Refund
e 0.00 003 0.00 0.00 [Refund
11 L 2385 295.90 0.00 0.00|Refund
1R Ti CR 43.90 49.90 0.00 0.00|Refund

BTse TSR CR1,444.38 144438 0.00 0.00|Refund
lar CRO.00 10.00 0.00 0.00|Refund
L Annesmmsses. CR17.64 17.64 0.00 0.00|Refund
1 Gavar CR1.67 166 0.00 0.00|Refund
1 Lean o CR10.00 10.00 0.00 0.00|Refund
1 CR10.15 1015 0.00 0.00|Refund
125 HIZ05. carioey CR0O.00 001 0.00 0.00 [Refund
T Slicia 0.00 0.01 0.00 0.00|Refund
1 Davic CR19.95 1995 0.00 0.00 |Refund
1 Barbars: CROB3 064 0.00 0.00|Refund
13 [Johri e CR59.81 59.82 0.00 0.00 [Refund
1
=] e ) e

Figure 71. The Refund Customer Search list page

2. Locate the required customer in the list.

3. Click the Refund link in the Action column of the required customer. The Refund page will appear
showing a list of all credit transactions, or journal entries for the selected customer.

Refund Unallocated Funds

Customer Name: ! .-

* Total (Inc Tax):
Auto Allocate
Refund Reference:
Refund Type: Mlsciv'
* Refund Date: |9 Feb 2012 09:41:08
Refund Note:

Methocdk:

[ Cancel J Refund

Journal ID ¥ Customer Hame CUSTOMER_ID Amount Transaction Date Allocated Amount
|101913 Izo I BFeb 2012 \

2] o]

723397 [ SR e

Figure 72. The Refund page
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10.

11.

Enter the refund amount in the Total (Inc Tax) field.

Tick the Auto Allocate check box to prompt the system to automatically allocate the refund against
the journal entries. The system will allocate the refund against the oldest journal entry, and so on,
until the total refund amount is fully allocated.

Alternately, clear the Auto Allocate check box to manually assign the credit amount against the
required journal entry(ies). Enter the amount(s) in the Allocated Amount field beside each journal
entry as required.

Enter the Refund Reference. This will appear on the customer’s invoice.

Select the Refund Type from the drop list. Options include: Misc (miscellaneous), Account
Closure, Overpayment, and Marketing.

Enter the Refund Date. A Calendar tool will appear to allow you to select the required date.
Enter any notes or other details in the Refund Note field.

Select the Refund Payment Method from the drop list. Options available include: Agent Collected,
Australia Post Bill Pay, Bpay, Cash, Cheque, Credit Card, Direct Debit, Direct Deposit, EFTPOS,
EFT, Money Order, Pay By Phone, and PayPal.

Click the Refund button. The Refund Customer List page will appear with an information box
showing the refund has been issued to the account.

The system will record the refund against the selected account, update the account balance, and
create a transaction in the ledger.
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Accounts Payable

The Finance > Accounts Payable function displays a list of all invoices generated by the system
from your upstream suppliers that also use Emersion as their billing platform. You can view the details
as well as download the invoice .PDF file.

Invoices Payable

1. Select Finance > Accounts Receivable > Invoices Payable from the Menu. The Invoice
Payable List page will appear showing all invoices from all suppliers.

Accounts Receivable [EUILELEVTEM Securities  Bulk Import

Invoices Payable
Invoice Payable List
Invoice ID:
Due From:
Due To:
39 Results Found
Invoice ID ¥ SPID Service Provider Date Issued Date Due Amount of the invoice Amount Paid Amount O Amount Disputed Amount Payable PDF
119934 1 Emersion Software Systems 8 Apr 2010 8 Apr 2010 20.00 20,00 000 000 0.00[Download
120034 u Emersion Software Systems 8 Apr 2010 8 Apr 2010 143.00 149.00 000 000 0.00[Download
120036 1 [Emersion Software Systems 8 Apr 2010 8 Apr 2010 149.00 148.00 0.00 0.00 0.00|Download
120134 1 [Emersion Software Systems 9 Apr 2010 9 Apr 2010 20.00 1868 132 000 0,00 [Download
120136 1 [Emersion Software Systems 9 Apr 2010 9 Apr 2010 20.00 0.00 2000 0.00 0.00|Download
120234 i Emersion Software Systems 9 Apr 2010 9 Apr 2010 20.00 000 20.00 000 0.00|Download
120236 1 [Emersion Software Systems 9 Apr 2010 9 Apr 2010 20.00 000 20.00 000 0.00|Download
120238 1 [Emersion Software Systems 9 Apr 2010 9 Apr 2010 2000 0.00 20,00 0.00 0.00|Download
120013 1 Emersion Software Systems 12 Apr 2010 19 Apr 2010 1,547.52 000 1,547.52 000 0.00|Download
121334 1 [Emersion Software Systems 19 Apr 2010 26 Apr 2010 1745 0.00 1745 0.00 0.00|Download
121638 1 [Emersion Software Systems 21 Apr 2010 28 Apr 2010 263.78 0.00 26378 0.00 0.00|Download
121840 1 [Emersion Software Systems 224pr 2010 29 Apr 2010 1440 000 1440 000 0,00 [Download
121946 1 [Emersion Software Systems 23 Apr 2010 30 Apr 2010 0.00 0.00 0.00 0.00 0.00|Download
122144 i Emersion Software Systems 27 Apr 2010 4 May 2010 17659 000 176.59 000 0.00|Download
122370 1 [Emersion Software Systems 29 Apr 2010 6 May 2010 57664 000 57664 000 0.00|Download
123088 1 Emersion Software Systems 6 May 2010 13 May 2010 30,597 .58 0.00 30,597 .58 0.00 0.00|Download
123959 1 Emersion Software Systems 10May 2010 17 May 2010 15294 000 15294 000 0.00|Download
129636 1 [Emersion Software Systems 4 Jun 2010 11 Jun 2010 38,143.33 0.00 38,143.33 0.00 0.00 |Download
134480 1 [Emersion Software Systems 3 Jul 2010 10 Jul 2010 3762343 0.00 3762343 0.00 0.00|Download
140644 1 [Emersion Software Systems 44ug2010] 11 Aug 2010 3354589 000 3354589 000 0.00|Download
12>
[so] ] 1] o]

Figure 73. The Invoice Payable List page

Search

You can locate an invoice in the Invoice List by using the Search function. The following fields can be
used to search for invoices:

> Invoice ID
> Due From; allows date selection via a Calendar tool
> Due To allows date selection via a Calendar tool

To Download an Invoice

From the Invoice Payable List page, you can Download an invoice.

1. Locate the invoice required in the Invoice Payable List.

2. Click the Download link in the Action or PDF column of the required invoice.

3. The system will display a window prompting you to select whether you wish to open or save the
invoice .PDF file.
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Securities

Security Deposits

You can elect to take a security deposit (or payment) from some customers, for example, if they are a
credit risk etc. The Securities function allows you to record a Security Deposit Payment, as well as
Refund the deposit.Security payments are displayed on the customer’s invoice for informational
purposes only, and do not adjust the account balance.

To Receive a Security Payment

1. Select Finance > Securities > Payment from the Menu. The Payment Customer Search list
page will appear showing all customers in the system.

Reund

Customer Search
Security Deposit Payments are displayed on the next issued invoice for informational purposes only and do not adjust he Account Balance only the Security Deposit Balance.
Account Number:
Customer Name:
BPay Ref Number:
[ Search ][ Clear ]
Account Humber Customer Hame Account Balance Unallocated Funds Security Deposit Held ¥ Disputed Amount Action
Toud | 'uuuun'\g . CR1225 1225 0.00 0.00|Security Payment
0.00 0.00 0.00 0.00(Security Payment
R R AR RN T 0.00 0.00 0.00 0.00(Security Payment
n.00 0.00 0.00 0.00{Security Payment
0.00 0.00 000 0.00(Security Payment
0.00 0.00 0.00 0.00|Security Payment
Z 0.00 0.00 0.00 0.00 |Security Payment
s 0.00 0.00 0.00 0.00|Security Payment
ioul 0.00 0.00 0.00 0.00|Security Payment
ic 0.00 0.00 0.00 0.00|Security Payment
0.00 0.00 0.00 0.00|Security Payment
0.00 0.00 0.00 0.00|Security Payment
0.00 0.00 0.00 0.00|Security Payment
0.00 0.00 0.00 0.00|Security Payment
0.00 0.00 0.00 0.00|Security Payment
0.00 0.00 0.00 0.00|Security Payment
a4 0.00 0.00 0.00 0.00|Security Payment
RN Hillsice # 0.00 0.00 0.00 0.00 |Security Payment
2 Caroline ... 0.00 0.00 0.00 0.00|Security Payment
o« | ST G e 331 60 0.00 0.00 0.00|Security Payment
3 >
12345 .27 =

Figure 74. The Payment Customer Search list page

2. Locate the customer to record the security payment from in the list.

3. Click the Security Payment link in the Action column of the required customer. The Security
Deposit Payment page will appear, showing the account balance, unallocated funds and the
current security deposit amount held.

ecurity Deposit Payment

Security Deposit Payments are displayed on the next issued invoice for informational purposes only and do not adjust he Account Balance only the Security Deposit Balance.
Customer Name: oi S oriiny couily G 3wl gy o W70 e ol % E
Accourt Balance | 0.00
(%)
Unallocated Funds | 0.00
€2}

Current Security | 0.00
Deposit &mount Held
()

Security Deposit | 0.00
Payment Amount
€2}

Payment Date: | 10 Feb 2012 10:46:04

( Subrmit

[ Cancel

Figure 75. The Security Deposit Payment page
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B

Enter the security payment amount in the Security Deposit Payment Amount ($) field.

Enter the date the security payment was received in the Payment Date field. It is set to the current
date by default. A calendar tool will appear to allow you to select the required date.

6. Click the Submit button. The Payment Customer Search list page will appear, showing the
customer list updated with the payment received.

7. Click the Cancel button to cancel the security deposit payment.

o

To Refund a Security Payment

1. Select Finance > Securities > Refund from the Menu. The Refund Customer Search list page
will appear showing all security deposits held in the system.

Customer Search
Security Deposit Refunds are displayed on the next issued invoice for informational purposes only and do not adjust he Account Balance only the Security Deposit Balance
Account Number.
Customer Name:

BPay Ref Number:

[ Search ][ Clear ]
Account Humber ¥ Customer Hame Account Balance Unallocated Funds Security Deposit Held Disputed Amount Action
1 - ke, s, CR 4.83 0.00 CR 500.00 0.00 |Security Refund
TuL D S 818 0.00 CR100.00 0.00|Security Refund
16y The&us ..t CRS5.01 0.00 CR1,000.00 0.00|Security Refund
1
=5 o] )

Figure 76. The Refund Customer Search list page

2. Locate the customer with the security payment to refund in the list.

3. Click the Security Refund link in the Action column of the required customer. The Security
Deposit Refund page will appear, showing the account balance, unallocated funds and the current
security deposit amount held.

Security Deposit Refund

Security Deposit Refunds are displayed on the next issued invoice for informational purposes only and do not adjust he Accourt Balance only the Security Deposit Balance.

Customer Name: S.4, RENTALS Pty Ltd

Accourt Balance | 7.44
($)

Unallocated Funds | 0.00
($)

Current Security | -100.00
eposit Amount Held
()

Security Deposit | 0.00
Refund &mount ($):

Payment Date: |10 Feb 201211:34:54

I Submit

I Cancel

Figure 77. The Security Deposit Refund page

4. Enter the amount to be refunded in the Security Deposit Refund Amount ($) field.

5. Enter the date the security deposit was refunded in the Payment Date field. It is set to the current
date by default. A calendar tool will appear to allow you to select the required date.

6. Click the Submit button. The Refund Customer Search list page will appear, showing the
customer list updated with the payment refunded.

7. Click the Cancel button to cancel the security deposit refund.
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Bulk Import Payments

The Bulk Import function allows you to import payment details received from external sources, e.g.
Bpay etc. The payments are then applied against customer accounts without requiring manual entry
using the Receive Payment or Take Payment functions.

Emersion supports two import file formats: Emersion Format Comma Separated Value file (.CSV),
and Australian Bankers Association format ((ABA).

Emersion File Format

The Emersion Bulk Payment file is in .CSV format, as follows:

Field Description

DATE Payment Date in ‘'YYYY-MM-DD’ format.

ACCOUNT_ID Customer account number to record the payment against.
BPAY_BILLER_CODE | The BPay Biller Code the payment was made against.
BPAY_REFERENCE The BPay Reference number entered by the customer the payment

was made.
CUST_REFERENCE Customer Reference number.
AMOUNT Payment total amount (including tax) in ‘$9999.99” format
SURCHARGE Payment Surcharge applied (excluding tax) in ‘$9999.99’ format.
METHOD The payment method.

ABA File Format

The Australian Bankers Association (ABA) file format is used by many banks for batch transactions.
Though not an Australian standard, many banks have adopted this format (e.g. Bank of Queensland,
NAM, Westpac etc). The ABA file format is also known as a Direct Entry file or Centrex file. It has the
file extension .ABA and is a standard ASCII file. Please contact your bank or financial institution for
further information about obtaining your payment information in ABA format. See Appendix A for the
ABA file format.
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Bulk Import

1. Select Finance > Bulk Import from the Menu. The Import Payments page will appear.

Import Payments

Please choose an upload file type (file must be of type .csv):

@ Emersion Bulk Format - Sample Emersion Format File
O aBa - Sample B4 Format File

* CS¥ File To Import: | Browse.. |

[ Upload File and Yerify ]

Figure 78. The Import Payments page

2. Select the file type of the payment file to import by clicking the required file type option button,
either Emersion Bulk Format, or ABA. You can click the Sample Format File link beside the file
option to display the file format.

3. Click the Browse button beside the * CSV File to Import field. A File Upload window will appear.

File Upload i2[53]
AT »
Look in: 1 L@ Desktop v ‘ 9 [ > '
A 15 My Documents
‘) } r_j My Computer
My Recent 1%} My Network Places
Documents B Adobe Reader X
T o—q | #Eavczon
@ I3Filezila client
[
Desktop ;@GIMP 2
|l YLC media player
o [ adobe Captivate 5.5
:/; ‘g- Dropbox
My Documents @GoToMeeting
|& | Internal Web site
[ 5L Developer
59
My Computer
b I =1
‘,9 File name: | ¥ [ Open ]
= I
My Network  Files of type: | All Files v ‘ [ Cancel ]

Figure 79. The File Upload window

4. Navigate to and select the required payment file and click the Open button. The selected file
name will appear in the * CSV File to Import field.
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5. Click the Upload File and Verify button. The system will verify the file is in the correct format.
Once verified, the Import Payments — Preview File & Confirm page will display.

Import Payments - Preview File & Confirm

[ Confirm Import ]

Here's a sample of the data we're read in to be imported.
By clicking 'Confirm Import' ahove, you will he importing the below information.

Date IAccount D lCust Reference IBpay Code IBpay Ref IAmount ISurcharge [Method I

Figure 80. The Import Payments Preview File & Confirm page

6. Click the Confirm Import button. A window will appear to prompt you to confirm the upload.

7. Click the Yes button to confirm the file upload. The system will process the payments in the file,
and update the accounts’ payment details with the payment information.

8. Click the No button to cancel the file upload.
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Ledger Management

Emersion uses a set of default ledger codes that are set up against services, access fees, service
usage, credits, payments, service features, physical products, and all other charges, fees and
transactions. Every element in the system which creates a financial transaction, or cardline, has an
Emersion assigned default ledger code. Currently, the Emersion support team assign default ledger
codes to all the various elements as part of the development and configuration process.

The Products Management module allows you to create custom ledger codes to allocate to your
billable items and physical products. In addition, each customer account may be configured with its
own custom reference field, which can be used like a customer-specific ledger code. Various areas
within the system also use ledger codes.

Product Purchase (Installment & Outright)

When creating a product purchase for a customer via the Point Of Sale interface, you can select
whether to use the default product ledger code (i.e. select the Use Product Ledger Code option), or
you may override the default and use a Custom ledger code. If you use a custom ledger code, you
can select the required ledger code from a list of existing codes. See the Product Management User
Manual for more details about products and purchases.

Create New Unallocated Cardline

When creating a new unallocated cardline for a customer, you can also elect to allocate the
transaction to any of the existing system ledger codes.

Ledger Mapping

The Ledger Mapping function allows you to map the system default ledger codes to your own custom
ledger codes that you use in your accounting system. For example, you may wish to map the
Emersion system default ledger codes for service access fees to the appropriate general ledger code
in your system. When you export the Ledger Cardlines report, the custom ledger codes set up will
appear in the .CSV file to import and match with the ledger codes setup in your accounting system
e.g. MYOB etc.

Simple Codes

Each Emersion ledger code has a Simple Code associated with it. Simple codes, like ledger codes,
are set up internally by Emersion. But instead of being unique to each service / transaction item type,
they are generic and can be used to group similar ledger items. You cannot modify the simple codes
set up against each ledger code. However you can map the system ledger codes to the default simple
codes for easy grouping and accounting (see below).

For example, a ledger code of ‘PSTN_SERVICE_USAGE’ may have a simple code of ‘USAGE’; and
‘PSTN_SERVICE_ACCESS_FEE_ADV’ has a simple code of “ACCESS_FEE_ADVANCE' etc.

Ledger Code Mapping Examples

Ledger Code Ledger Mapping Simple Code
PACKAGE_PLAN_ACCESS_FEE_ADV Plan Access Fees ACCESS FEES
ADSL_MODEM_MODEL My Cool Modem MODEMS
1GB_DATA_CAP_USAGE Super 1GB Usage USAGE
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To Map a Ledger Code

1.

Select Admin > Ledger Mapping > from the Menu. The Ledger Mapping Tool page will display
showing a list of existing ledger codes along with any custom Mapped Codes set up.

Home

Customers Billing Services

Packages andPlans  Products  Report  Finance  Events |.CLiLi0
B el Ledger Mapping R

Ledger Mapping Tool

Ledger Code:

Mapped Code:

Change all mappings to simple__| |

Change all mappings to defaul

] O override existing codes?

Ledger Code ¥

Simple Code

Description

Mapped Code

Mapped Description

100MB_DATA_CAP_USAGE_ACCESS_FEE_ADY
100MB_DATA_CAP_UISAGE_ACCESS_FEE_ARR
100MB_DATA_CAP_USAGE_LISAGE
10_CASUAL_DATA_PACK
1GB_DATA_CAP_USAGE_ACCESS_FEE_ADY
1GB_DATA_CAP_USAGE_ACCESS_FEE_ARR
1GB_DATA_CAP_USAGE_USAGE
20MB_DATA_CAP_USAGE_ACCESS_FEE_ADY
20MB_DATA_CAP_USAGE_ACCESS_FEE_ARR
20MB_DATA_CAP_USAGE_USAGE
29_CASLIAL_DATA_PACK
2GB_DATA_CAP_USAGE_ACCESS_FEE_ADY
2GB_DATA_CAP_USAGE_ACCESS_FEE_ARR
2GB_DATA_CAP_USAGE_USAGE
300MB_DATA_CAP_USAGE_ACCESS_FEE_ADY
300MB_DATA_CAP_USAGE_ACCESS_FEE_ARR

[ACCESS_FEE_ADVANCE
[ACCESS_FEE_ARREARS
USAGE
PRODUCT_PURCHASE
[ACCESS_FEE_ADYANCE
[ACCESS_FEE_ARREARS
USAGE
[ACCESS_FEE_ADVANCE
[ACCESS_FEE_ARREARS
USAGE
PRODUCT_PURCHASE
[ACCESS_FEE_ADVANCE
(ACCESS_FEE_ARREARS
USAGE
[ACCESS_FEE_ADYANCE
[ACCESS_FEE_ARREARS

ddvance Access Fee ledger code for 100MB Data Cap Usage bott-on type
Arrears Access Fee ledger code for 100MB Data Cap Usage bott-on type
Usage ledger cade for 100MB Data Cap Usage hott-on type

10 Dollar Casual Data Pack

Advanice Access Fee ledger code for 1GB Data Cap Usage holt-on type
Arrears Access Fee ledger code for 1GB Data Cap Lisage bott-on type
Usage ledger cade for 1GB Data Cap Usage hot-on type

Advance Access Fee ledger code for 20MB Data Cap Usage bott-on type
Arrears Access Fee ledger code for 20MB Data Cap Usage holt-on type
Usage ledger cade for 20MB Data Cap Usage bott-on type

529 Casual Data Pack

Advance Access Fee ledger code for 2GB Data Cap Usage bolt-on type
Arrears Access Fee ledger code for 2GB Data Cap Usage bott-on type
Usage ledger code for 2GB Data Cap Usage bolt-on type

Aclvance Access Fee ledger code for 300MB Data Cap Usage bott-on type
Arrears Access Fee ledger code for 300MB Data Cap Usage bott-on type

300MB_DATA_CAP_USAGE_USAGE
3G_CAP_ACCESS_FEE_ADY
3G_CAP_ACCESS_FEE_ARR
36_CAP_USAGE

USAGE
[ACCESS_FEE_ADVANCE
(ACCESS_FEE_ARREARS
USAGE

Usage ledger code for 300MB Data Cap Usage hott-on type
Advance Access Fee ledger code for 3G Cap Boton
Arrears Access Fee ledger code for 3G Cap BotOn
Usage ledger cade for 3G Cap BotOn

1234567

501|100 |{150 [[200

2.

Figure 81. The Ledger Mapping Tool page

Locate the ledger code you wish to map in the list and click the name link in the Ledger Code
column. The Edit Ledger Code page will display.

Editing Ledger Code: 100MB_DATA_CAP_USAGE_ACCESS_FEE_ADV

Simple Code: ACCESS_FEE_ADVANCE
Description:

Advance Access Fee ledger code for 100MB Data Cap Usage holt-on type

[[__cony Simple Cade ToMapped [ Copy Normal Code To Mapped |

* Mapped Ledger
Code:

Mapped Ledger
Description:

Save Mapping
Back to Listing

Figure 82. The Edit Ledger Code page

Enter the required custom mapped ledger code in the Mapped Ledger Code field.
Enter a description for your ledger code mapping in the Mapped Ledger Description field.

If you wish to fill the mapped code with the existing default Simple Ledger Code, click the Copy
Simple Code to Mapped button. The Mapped Ledger Code and Mapped Ledger Description
fields will be populated with the default simple code information. Modify the fields as required.

If you wish to fill the mapped code with the existing default System Ledger Code, click the Copy
Normal Code to Mapped button. The Mapped Ledger Code and Mapped Ledger Description
fields will be populated with the default ledger code information. Modify the fields as required.

Click the Save Mapping button. An information box will display at the top of the page showing
that the mapping has been saved.

To exit, click the Back to Listing button.

©2

012 - Emersion Software Systems Pty Ltd Page 97



Emersion — Billing and Accounts Management

To Map all Ledger Code Mappings to Simple

This function will set all your custom ledger code mappings to the system default Simple codes. The
Mapped Code and Mapped Description fields will be updated with the values stored in the ledger’s
Simple code. You can elect to update all ledger code mappings and override any existing custom
ledger mappings you have created, or only update the ledger codes that do not have any custom
codes set up.

1. Select Admin > Ledger Mapping > from the Menu. The Ledger Mapping Tool page will display
showing a list of existing ledger codes.

Ledger Mapping Tool
Ledger Code:
Mapped Code:
Change all mappings to simple__] [ Change all mappings to defaut ][] override existing codes?

Ledger Code ¥ Simple Code Description Mapped Code Mapped Description
100MB_DATA_CAP_USAGE_ACCESS_FEE_ADY (ACCESS_FEE_ADVANCE Advance Access Fee ledger code for 100MB Data Cap Usage bott-on type
[100MB_DATA_CAP_USAGE_ACCESS_FEE_ARR [ACCESS_FEE_ARREARS Arrears Access Fee ledger code for 100MB Data Cap Lisage bolt-on type
[100MB_DATA_CAP_USAGE_USAGE USAGE Usage ledger code for 100MB Data Cap Uisage bokt-on type
10_CASUAL_DATA_PACK [PRODUCT_PURCHASE $10 Dollar Casual Data Pack
1GB_DATA_CAP_USAGE_ACCESS_FEE_ADY ACCESS_FEE_ADVANCE Advance Access Fee ledger code for 1GB Data Cap Usage bott-on type
[1GB_DATA_CAP_UISAGE_ACCESS_FEE_ARR [ACCESS_FEE_ARREARS Arrears Access Fee ledger code for 1GB Data Cap Usage bott-on type
[1GB_DATA_CAP_UISAGE_UISAGE USAGE Usage ledger code for 1GB Data Cap Usage bott-on type
20MB_DATA_CAP_USAGE_ACCESS_FEE_ADY [ACCESS_FEE_ADVANCE Advance Access Fee ledger code for 20MB Data Cap Lisage holt-on type
20MB_DATA_CAP_USAGE_ACCESS_FEE_ARR |ACCESS_FEE_ARREARS Arrears Access Fee ledger code for 20MB Data Cap Usage bolt-on type
20MB_DATA_CAP_LISAGE_USAGE USAGE Usage ledger code for 20MB Data Cap Usage bott-on type
29_CASUAL_DATA_PACK PRODUCT_PURCHASE 529 Casual Data Pack
26B_DATA_CAP_USAGE_ACCESS_FEE_ADY [ACCESS_FEE_ADVANCE dvance Access Fee ledger code for 2GB Data Cap Lisage bolt-on type
26B_DATA_CAP_USAGE_ACCESS_FEE_ARR |ACCESS_FEE_ARREARS Arrears Access Fee ledger code for 2GB Data Cap Usage bott-on type
2GB_DATA_CAP_UISAGE_LISAGE UsAGE Usage ledger code for 2GB Data Cap Usage bott-on type
300MB_DATA_CAP_USAGE_ACCESS_FEE_ADY [ACCESS_FEE_ADVANCE Advance Access Fee ledger code for 300MB Data Cap Usage bott-on type
300MB_DATA_CAP_USAGE_ACCESS_FEE_ARR [ACCESS_FEE_ARREARS Arrears Access Fee ledger code for 300MB Data Cap Lisage holt-on type
300MB_DATA_CAP_USAGE_USAGE USAGE Usage ledger code for 300MB Data Cap Lisage bok-on type
36_CAP_ACCESS_FEE_ADY [ACCESS_FEE_ADVANCE Advance Access Fee ledger code for 3G Cap Bolton
36_CAP_ACCESS_FEE_ARR |ACCESS_FEE_ARREARS Arrears Access Fee ledger code for 3G Cap BotOn
36_caP_UsAGE UsaGE Usage ledger code for 3G Cap BotOn

1234567 =]

Figure 83. The Ledger Mapping Tool page

2. To override all existing custom ledger code mappings, tick the Override existing codes? check
box. Otherwise, leave the Override existing codes? check box un-ticked.

3. Click the Change all mappings to simple button. A message box will appear asking you to
confirm that you wish to update every mapped ledger code.

Confirm Action

Are you sure you wish to do this? It will affect
EVERY mapped ledger codel

fes

/Jff;.
Figure 84. The confirmation message box

4. Click the Yes button to confirm the update of all the ledger code mappings. The system will
update all ledger code mappings to the Simple codes.

5. Click the No button to cancel. The system will not update any ledger mappings.
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To Map all Ledger Code Mappings to Default

This function will set all your custom ledger code mappings to the system default ledger codes. The
Mapped Code and Mapped Description fields will be updated with the values stored in the ledger’s
Emersion default code. You can elect to update all ledger code mappings and override any existing
custom ledger mappings you have created, or only update the ledger codes that do not have any
custom codes set up.

1.

Select Admin > Ledger Mapping > from the Menu. The Ledger Mapping Tool page will display
showing a list of existing ledger codes.

Ledger Mapping Tool

Ledger Code:

Mapped Code:

Change all mappings to simple__] [ Change all mappings to defaut ][] override existing codes?

—T—

Ledger Code ¥

Simple Code

Description

Mapped Code Mapped Description

100MB_DATA_CAP_USAGE_ACCESS_FEE_ADY
100MB_DATA_CAP_USAGE_ACCESS_FEE_ARR
[100MB_DATA_CAP_USAGE_USAGE
10_CASUAL_DATA_PACK
1GB_DATA_CAP_USAGE_ACCESS_FEE_ADY
1GB_DATA_CAP_USAGE_ACCESS_FEE_ARR
1GB_DATA_CAP_UISAGE_USAGE
20MB_DATA_CAP_USAGE_ACCESS_FEE_ADY
20MB_DATA_CAP_USAGE_ACCESS_FEE_ARR
20MB_DATA_CAP_USAGE_USAGE
29_CASUAL_DATA_PACK
2GB_DATA_CAP_USAGE_ACCESS_FEE_ADY
2GB_DATA_CAP_USAGE_ACCESS_FEE_ARR
2GB_DATA_CAP_UUSAGE_USAGE
300MB_DATA_CAP_USAGE_ACCESS_FEE_ADY
300MB_DATA_CAP_USAGE_ACCESS_FEE_ARR
300MB_DATA_CAP_USAGE_USAGE
36_CAP_ACCESS_FEE_ADY
3G_CAP_ACCESS_FEE_ARR

36_CAP_USAGE

[ACCESS_FEE_ADYVANCE
[ACCESS_FEE_ARREARS
USAGE
PRODUCT_PURCHASE
[ACCESS_FEE_ADVANCE
[ACCESS_FEE_ARREARS
USAGE
[ACCESS_FEE_ADVANCE
[ACCESS_FEE_ARREARS
USAGE
PRODUCT_PURCHASE
[ACCESS_FEE_ADYANCE
[ACCESS_FEE_ARREARS
USAGE
[ACCESS_FEE_ADYANCE
[ACCESS_FEE_ARREARS
USAGE
[ACCESS_FEE_ADYANCE
[ACCESS_FEE_ARREARS
USAGE

[dvance Access Fee ledger code for 100MB Data Cap Usage bott-on type
Arrears Access Fee ledger code for 100MB Data Cap Usage bott-on type
Usage ledger code for 100MB Data Cap Usage batt-on type

$10 Dollar Casual Data Pack

Advance Access Fee ledger code for 168 Data Cap Usage hoft-on type
Arrears Access Fee ledger code for 1GB Data Cap Lisage bott-on type
Usage ledger code for 1GB Data Cap Usage bott-on type

dvance Access Fee ledger code for 20MB Data Cap Usage hott-on type
rvears Access Fee ledger code for 20MB Data Cap Usage bott-on type
Usage ledger code for 20MB Data Cap Usage bolt-on type

529 Casual Data Pack

dvance Access Fee ledger code for 268 Data Cap Usage bott-on type
4rrears Access Fee ledger code for 268 Data Cap Usage bott-on type
Usage ledger code for 268 Data Cap Usage bott-on type

Advance Access Fee ledger code for 300MB Data Cap Usage bot-on type
rrears Access Fee ledger code for 300MB Data Cap Usage hott-on type
Usage ledger code for 300MB Data Cap Lisage bok-on type

Advance Access Fee ledger code for 3G Cap Bolton

arvears Access Fes ledger code for 3G Cap Boton

Usage ledger code for 36 Cap Boton

12345..67

o] )

Figure 85. The Ledger Mapping Tool page

To override all existing custom ledger code mappings, tick the Override existing codes? check

box. Otherwise, leave the check Override existing codes? box un-ticked.

Click the Change all mappings to default button. A message box will appear asking you to
confirm that you wish to update every mapped ledger code.

Confirm Action

Are you sure you wish to do this? It will affect
EVERY mapped ledger codel

fes

Figure 86. The confirmation message box

4. Click the Yes button to confirm the update of all the ledger code mappings. The system will

5. Click the No button to cancel. The system will not update any ledger mappings.

update all ledger code mappings to the system default ledger codes.
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The Ledger Cardlines Report

The Ledger Cardlines report enables you to view and export all cardline transaction data along with
their associated ledger codes. All existing mapped custom ledger codes are exported with the data.
The Ledger Cardline report produces a record for every cardline created within the date range
selected.

Report Fields
The Ledger Cardlines report fields are as follows:

Report Field ‘ Description

Account ID The customer’s account ID.

Export Reference The custom reference field set up against the account. This will
be blank of no custom reference field has been set up.

Cardline ID The unique system generated cardline identifier.

Transaction Date The date the cardline was generated.

Description The cardline description, either generated by the system or

user entered at the time the cardline was created.

Ledger Code The ledger code associated with this cardline. The ledger code
will contain the Emersion system default code unless it has
been mapped to a custom or simple code.

Cardline Approved The date the cardline was approved

Actual Value Rounded The transaction amount, including tax.

Tax Amount The tax amount of the transaction.

Service ID The service ID associated with the cardline. This may be blank
for product purchases and other non-service specific
transactions.

Billing Type The billing type as either ‘Advance’ or ‘Arrears’.

Invoice ID The invoice ID that the cardline was included on. This will be

blank if the cardline has not been invoiced to the customer at
the time the report is generated.

Vanity Covers From The start date the cardline covers from (e.g. for service access
fees that cover a month etc).

Vanity Covers To The end date the cardline covers to.

Invoice Start Date The invoice period start date. This will be blank if the cardline
has not been invoiced to the customer at the time the report is
generated.

Invoice End Date The invoice period end date. This will be blank if the cardline
has not been invoiced to the customer at the time the report is
generated.

Invoice Approval Status The invoice status as either ‘Approved’ or ‘Pending’.

Package Plan Name The package plan ID associated with the cardline. This may be

blank for some non-package specific transactions.

See To Generate a Report and To Download a Report on page 107 for information about running and
exporting ledger cardlines.
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Finance and Billing Reports

The following Finance reports are currently available in the system:

Additional reports, and enhancements to existing reports, are always being
@ implemented. Therefore some information in this section may become slightly out of
date.

Report ‘ Description

Aged Outstanding Debtors A report that classifies outstanding receivable balances according
to customer and month of the Due Date of an Invoice

Fields:

Account ID

Name

Trading Name

Contact Name

Phone Number

Email Address

Outstanding Balance > 0 days
Outstanding Balance > 7 days
Outstanding Balance > 14 days
Outstanding Balance > 21 days
Outstanding Balance > 30 days
Outstanding Balance > 30 days
Outstanding Balance > 90 days
Total Outstanding

Total Unallocated Payments

VVVVVVVVVYVYVVYVYYVY

Aged Receivables A report that classifies outstanding receivable balances according
to customer and invoice Issue Due Date

Fields:

Account ID

Name

Trading Name

Contact Name

Phone Number

Email Address

Credit Limit

Payment Terms

Outstanding Balance > 0 days
Outstanding Balance > 7 days
Outstanding Balance > 14 days
Outstanding Balance > 21 days
Outstanding Balance > 30 days
Outstanding Balance > 30 days
Outstanding Balance > 90 days
Total Outstanding

Total Unallocated Payments
Total Credits

Total Debits

Account Balance

VVVVVVVVVVVVVVVVYVYVVYVYY
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Report ‘ Description

Billed Revenue A report of invoices per month by customer for the previous 12
months

Fields

Account ID

Customer Name

Trading Name

Contact Name Total

Invoice Total Previous 12 months
Invoice Total 12 months ago
Invoice Total 11 months ago
Invoice Total 10 months ago
Invoice Total 9 months ago
Invoice Total 8 months ago
Invoice Total 7 months ago
Invoice Total 6 months ago
Invoice Total 5 months ago
Invoice Total 4 months ago
Invoice Total 3 months ago
Invoice Total 2 months ago
Invoice Total 1 month ago.

VVVVVVVVVVVVVVVYVYY

Bpay Details Bpay Details Report
Fields:

Account ID
Account Name
Account Type
Bpay Reference
Bpay Biller Code

VVYVYYV

Customer History A report that shows the current and the previous 2 months invoices
and payment status by customer

Fields

Account ID

Name

Trading Name

Contact Name

Phone

Email

Credit Limit

Due Days

Last Review Date

Next Review Date

Total Revenue

Revenue Financial Year

Current Invoice Issued Date, Due Date, Date Paid, Invoice
Amount, Amount Paid, and Outstanding Amount

VVVVVVYVYVYVYVYYYVYY

» 1 month ago Invoice Issued Date, Due Date, Date Paid, and
Amount Paid
» 2 months ago Invoice Issued Date, Date Due, Paid Date, and

Amount Paid
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Report ‘ Description

Invoice Itemisation Report A report that itemises usage for a given Invoice. Note that this
report lists Telephony Usage only

Fields:

Service Number
Call Destination
Call Date

Call Time

Call Duration
Call Tariff
Invoiced Amount
Tax

YVVVVYVYYY

Ledger Cardlines A report that displays Ledger Cardlines by customer for a given
period

Fields:

Account ID

Export Reference
Carline ID

Transaction Date
Description

Ledger Code

Cardline Approved Date
Actual Value

Tax Amount

Service ID

Type Name

Invoice ID

Cardline From Date
Cardline To Date
Invoice Start Date
Invoice To Date

Invoice Approval Status
Plan Name

VVVVVVVVVVVYVYVVYVYYVYY

Ledger Transactions A report that displays Ledger Transactions by customer for a given
period

Fields:

Account ID
Invoice ID
Account Name
Trading Name
Customer Contact Name
Transaction Date
Created By
Transaction ID
Transaction Type
Description
Amount Ex Tax
Tax

Amount Inc Tax

VVVVVVVVVYVVYY
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Report ‘ Description

Outstanding Invoices A report that classifies outstanding receivable balances according
to customer for unpaid or partially paid invoices

Fields:

Account ID

Name

Trading Name

Contact Name

Phone Number

Email

Credit Limit

Payment Terms

Invoice ID

Invoice Issue Date

Invoice Due Date

Invoice Total

Invoice Amount Paid
Outstanding Balance

Invoice Terms

Day Outstanding from Issue Date
Day Outstanding from Due Date

VVVVVVVVVVVVVVVYVYY

Paid Invoices Paid Invoices Report
Fields:

Account ID

Account Name

Sales Person

Invoice Issued Date
Invoice Due Date
Total Amount Ex Tax
Tax

Total Amount Inc Tax
Outstanding Amount

VVVYVVVYVYYVY

Payment A report that displays all payments by customer
Fields:

Account ID
Account Name
Trading Name
Payment Provider
Payment Type
Payment Subtype
Transaction Date
Payment Status
Payment Amount
Payment Reference
Batch ID

VVVVVVYVVYY
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Report ‘ Description

Sales Breakdown Report Sales Breakdown Report
Fields:

Package Name
Service Plan Name
Bolt On Name
Service Features
Ledger Code

Qty

Amount Ex Tax

Tax, Amount Inc Tax

YVVVVVYYY

The following Billing report is currently available in the system:

Report ‘ Description

Rejected Invoices Rejected Invoices Report
Fields:

Account ID
Account Name
Invoice ID

Invoice Start Date
Invoice End Date
Rejected Subject
Details

Actioned

User

Date Actioned.

VVVVVYVYYVVVYY
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To Generate a Report

1. Select Report > List > Finance from the Menu. The Finance Reports page will display showing a
list of existing finance reports.

Or select Report > List > Billing from the Menu. The Billing Reports page will display

Services  Packages andPlans  Products BUCILGSN Finance  Events  Admin

ome  Customers Billing
ist Generated Reports
Service EPS Biling

Finance Reports

Report Hame ¥

Action

Aged Outstanding Debtors
sged Receivables

Billed Revenue

Bpay Details

Customer History

Invoice temisation Report
Ledger Cardines

Ledger Transactions
Outstanding Invoices
Paid Invoices

Payment

Sales Breakdown Report

4 periodic report that classifies outstanding receivable balances according to customer and morth of the Due Date of an Invoice.
4 periodic report that classifies outstanding receivable balances according to customer and invoice Issue Due Date
4 report of invoices per month by customer for the previous 12 months

Bray Details Report

4 report that shows the current and the previous 2 months invoices and payment status by customer

A report that itemises usage for a given Invaice. Note that this report lists Telephony Usage only.

4 report that displays Ledger Cardines by customer for & given period

4 report that displays Ledger Transactions by customer for a given period

4 report that classifies outstanding receivable balances according to customer for unpaid or partially paid invoices
Paid Invoices Report

4 report that displays all payments by customer

Sales Breakdown Report

Generate Report
Generate Report
Generate Report
Generate Report
Generate Report
Generate Report
Generate Report
Generate Report
Generate Report
Generate Report
Generate Report
Generate Report

1

Figure 87. The Finance Reports page

2. Click the Generate Report link beside the report you wish to run in the list. The Report page will
display.

3. The Parent Account ID should show your account name. If you have multiple accounts set up in
the system, select the required account to report from the drop list.

4. Enter and select the various report filter fields, which may vary depending on the report you
selected. Filter fields available may include some of the following criteria:

Y

Account ID allows one or all accounts to be selected

> Account Status allows all accounts or accounts with a particular status to be

reported
»  Date To

> Date From

allows date selection via a Calendar tool
allows date selection via a Calendar tool

Y

Transaction Type allows particular transactions, such as invoices, credits, payments

etc to be selected.

5. Click the Search button. This will execute the report. The report data will appear on the Report
page.
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To Download a Report

Before you can download the report, you must first run the report to create the output report file. The
output .CSV file is created compressed in .ZIP format. Once you download it, you will need to extract
the .CSV from the .ZIP file before you can open it.

1.

Select Report > Generated Report from the Menu. The Downloadable Reports page will display
showing a list of reports that have been generated in the default date range.

Home Customers Biling Services PackagesandPlans  Products Finance  Events  Admin
Generated Reports

Downloadable Reports

Report Name:
Recuested By:
Requested From: | 15 Nov 2011

Requested To: | 16 Dec 2011

[ Report Hame By Date & Status: Completed Date Download
168827 | Aged Receivables 2011-12-13 17:05:26 Complete 2011-12-13 17:05:33 Dowvnioad
163824 |Service Status 2011-10-06 09:26:51 Complete [2011-10-06 09:26:54 Dowvnioad
143320 Radius Auth Log 2011-04-04 17:17:13 Complete 2011-04-04 17:17:16 Download
137220 | Aged Outstanding Debtors 2011-02-11 14:50:08 Complete 2011-02-11 14:50:16 Download
118718 Customer History 2010-09-14 14:13:38 Complete 2010-09-14 14:13:41 Download
116920 | Aged Receivables 2010-08-23 15:23:00 Complete 2010-08-23 15:23:03 Dowvnload
115416 Billed Revenue 2010-08-03 12:49:38 Complete 2010-08-03 12:49:41 Dovvnload
114416 Biled Revenue 2010-07-13 19:52:13 Complete 2010-07-13 19:5215 Download
113415 Billed Revenue 2010-06-17 17:30:56 Complete 2010-06-17 17:31:00 Dowwnioad
112715 Billed Revenue 2010-06-08 14:08:28 Complete [2010-06-08 14:08:28 Dowvnioad
109515 | Aged Outstanding Debtors 2010-05-17 09:26:29 Complete 2010-05-17 09:26:31 Dowenload
103514 | Aged Receivables 2010-05-17 09:21:12 Complete 2010-05-17 09:21:12 Download
103414 | Aged Outstanding Debtors 2010-05-14 16:08:47 Complete 2010-05-14 16:08:56 Dowvnioad
106809 |Aged Outstanding Debtors 2010-03-02 18:20:08 Complete 2010-03-02 18:20:11 Dowwnload
106808 | Aged Outstanding Debtors 2010-03-02 18:20:04 Complete 2010-03-02 18:20:11 Download
102600 |Services By Service Types 2009-12-08 15:30:55 Complete 2009-12-03 15:30:58 Download
1
Figure 88. The Downloadable Reports page
2. Locate the report previously generated and click the Download link beside the report in the list.

The Opening ... file window will appear.

If you don’t see the required report in the list, adjust the date range in the Requested From and
Requested To fields to include the date the report was generated.

Opening Ledger_Cardlines_107980_1323824421.zip X

‘You have chosen to open

(I Ledger_Cardlines_107980_1323824421.zip
which is a: zip File (-1 bytes)
from: http:/fqal.qa.emersion.com.au

What should Firefox do with this file?

O open with

() Save File

[] Do this automatically for files like this from now on.

Figure 89. The Opening ... file window

Note that the file window on your system may different to the sample window shown above,
depending on the version of Firefox and operating system you have installed.

Ensure the option to Save the file to your computer is selected, and then click the OK button.

Save the report filename.zip file to your computer, making sure you note the location where you
saved the file.

Extract the .CSV file from the .ZIP file, using your system’s unzipping tool.

Open the CSV file with your preferred application or spread sheet program e.g. MS Excel. Fields
are separated by commas and by default MS Excel will separate the data into columns & rows
based on a comma field separator.

You can manipulate the .CSV file as required.
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Further Information

For further information about Emersion’s Invoice functions, or other Emersion system modules,
please contact Emersion.

If you are using Emersion on agreement from a supplier (i.e. in connection with the supply of a
particular service or product), and have been provided a login for Emersion by your supplier, please
contact your supplier directly for assistance.

Emersion

Phone: 1300 793 310
+61 39211 8312
Fax: 1300 793 320
+61 3 9640 0138
Email: emesupport@emersion.com.au

Emersion Web Site:

www.emersion.com.au
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Appendix A The ABA File Format

Each line in an ABA file is a record. There are three main record types:

> Descriptive like a batch header record
> Detall one record for each transaction
> Total a summary total at the end of the file.

The first character position of each record indicates the record type. All ABA records are exactly 120
characters long (excluding new line characters).

Descriptive record (Type 0)

Char Field : o S
Pos Size Field Description Specification
1 1 Record Type 0 Must be '0'
2-18 17 Blank Must be filled.

Must be numeric commencing at 01.

1920 12 Reel Sequence Number Right justified. Zero filled,

Must be approved Financial Institution
abbreviation. Bank of Queensland's
21-23 3 Name of User's Financial Institution abbreviation is BQL, Westpac's
abbreviation is "WBC". Consult your
Bank for correct abbreviation.

24-30 7 Blank Must be blank filled.

Must be User Preferred Specification
as advised by User's Fl. Left justified,
blank filled. All coded character set
valid. Must not be all blanks.

31-56 26 Name of Use supplying file

Must be User Identification Number
57-62 6 Name of Use supplying file which is allocated by APCA. Must be
numeric, right justified, zero filled.

All coded character set valid. Must not

Description ~of entries on file €.9. | po "oy "planks. Left justified, blank

63-74 12

PAYROLL filled.
Date to be processed (i,e. the date | Must be numeric in the formal of
75-80 6 transactions are released to all | DDMMYY. Must be a valid date. Zero
Financial Institutions) filled.
81-120 |40 Blank Must be blank filled.

Note: all unused fields must be blank filled
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Detail Record (Type 1)

Char Field
Pos Size

Field Description Specification

1 1 Record Type 1 Must be '1'

Must be numeric with hyphen in character
position 5. Character positions 2 and 3 must
equal valid Financial Institution number.
2-8 7 Bank/State/Branch Number Character position 4 must equal a valid state
number (0-9). For credits to Employee
Benefits Card accounts, field must always
contain BSB 032-898

Numeric, hyphens and blanks only are valid.
Must not contain all blanks (unless a credit
card transaction) or zeros. Leading zeros
which are part of a valid account number must

Account number to be | € shown, e.g. 00-1234.

%17 19 credited/debited

Where account number exceeds nine
characters, edit out hyphens. Right justified,
blank filled. For credits to Employee Benefits
Card accounts, Account Number field must
always be 999999

"N" — for new or varied Bank/State/Branch
number or name details, otherwise blank
filled.

Withholding Tax Indicators:
"W" — dividend paid to a resident of a country
where a double tax agreement is in force.
"X" — dividend paid to a resident of any other
18 1 Indicator country.

"Y" — interest paid to all non-residents.
The amount of withholding tax is to appear in
character positions 113-120.
Note: Where withholding tax has been
deducted the appropriate Indicator as shown
above is to be used and will override the
normal indicator.

For most transactions this will be 53. A full list
19-20 2 Transaction Code of compatible transaction codes are listed
below.

Only numeric valid. Must be greater than
21-30 10 Amount zero. Shown in cents without punctuations.
Right justified, zero filled. Unsigned.

All coded character set valid. Must not be all
blanks. Left  justified, blank filled.
Desirable Format for Transaction Account
Title of Account to be | credits:

3162 |32 credited/debited - Surname (period)
Blank
- given name with blanks between each
name
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63-80 18 Lodgement Reference

All coded character set valid. Field must be
left justified, and contain only the 16
character Employee Benefits Card
number; for example 5550033890123456.
No leading spaces, zeroes, hyphens or other
characters can be included.

Trace
81-87 7
XXX)

Record
(BSB Number in format XXX-

Bank (Fl)/State/Branch and account number
of User to enable retracing of the entry to its
source if necessary. Only numeric and
hyphens valid. Character positions 81 & 82
must equal a valid Financial Institution
number. Character position 83 must equal a
valid State number (0-9). Character position
84 must be a hyphen.

88-96 9 (Account number)

Right justified, blank filled.

97-112 |16 Name of Remitter

Name of originator of the entry. This may vary
from Name of the User. All coded character
set valid. Must not contain all blanks. Left
justified, blank filled.

113-120 |8 Amount of Withholding Tax

Numeric only valid. Show in cents without
punctuation. Right justified, zero filled.
Unsigned.

Note: all fields must be completed

File Total Record (Type 7)

Char Field : _— o

PoS Size Field Description Specification

1 1 Record Type 7 Must be '7"'

2-8 7 BSB Format Filler Must be '999-999'

9-20 12 Blank Must be blank filled.
Numeric only valid. Must equal the difference

21-30 10 File (User) Net Total Amount between File C_Zred|t & _Flle Debit T_otal
Amounts. Show in cents without punctuation.
Right justified, zero filled. Unsigned.
Numeric only valid. Must equal the

31-40 10 File (User) Credit Total Amount accumulated tot.al of cre<_j|t Detail Rec_ord
amounts. Show in cents without punctuation.
Right justified, zero filled. Unsigned.
Numeric only valid. Must equal the

41-50 10 File (User) Debit Total Amount accumulated tot.al of dep't Detail Rec_ord
amounts. Show in cents without punctuation.
Right justified, zero filled. Unsigned.

51-74 24 Blank Must be blank filled.
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File (user) count of Records Numeric only valid. Must equal accumulated
75-80 6 Tvpe 1 number of Record Type 1 items on the file.
yp Right justified, zero filled.
81-120 |40 Blank Must be blank filled.

Note: all unused fields must be blank filled

Transaction codes

Generally you only see the transaction code "53 - Pay" in your ABA file, however valid codes are as
follows. Note that some transaction codes are debits and others are credits, and some require
withholding tax column to be filled.

Code Transaction Description

13 Externally initiated debit items

50 Externally initiated credit items with the exception of those bearing Transaction
Codes

51 Australian Government Security Interest

52 Family Allowance

53 Pay

54 Pension

55 Allotment

56 Dividend

57 Debenture/Note Interest
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Glossary of Terms and Abbreviations

ACMA means the Australian Communications and Media Authority, a Commonwealth regulatory
authority for telecommunications and radio communications established under the Australian
Communications Authority Act 1997. The ACMA Controls Access Numbering, radio spectrum,
enforces Carrier license conditions and service provider rules.

ACCC means the Australian Competition and Consumer Commission, a Commonwealth regulatory
body with responsibilities derived from the Trade Practices Act 1974. The ACCC enforces the trade
practises act (TPA) and its related codes.

ACIF means the Australian Communications Industry Forum. ACIF is a member-funded organisation
established to facilitate communications self-regulation in the interests of both industry and
consumers. ACIF is responsible for developing standards, codes of practice and service
specifications.

ACIF Code means an industry code registered with the ACMA under the Telecommunications Act
1997.

Access Number means an IP Address, PSTN, ISDN, Mobile or VOIP number, or the like, for
providing access to a Network.

Access Port means a physical connection at the network boundary that is to be connected to an
Access Talil.

Access Tail or Access Link means a transmission service for carrying communications by means of
guided or unguided electromagnetic or optical energy, to deliver Voice Traffic or Data Bandwidth to a
Customer Premises or Customer Equipment.

Access Transmission Rate or Access Rate means, in respect of an Access Port, the maximum
data transfer capacity (measured in kilobits per second) that the Access Port has been configured.

Account means a billing account held with a party which is identifiable by an Account Number.

Account Number means the numbers in the system, or other parties billing system, against which
Charges for Products or Services, products or services are charged.

Account Type means the category of an account, either an individual or organisation.

Account Profile means a grouping of accounts for reporting purposes, as well as for invoice template
setup and event mapping.

Account Period means the frequency that the account is invoiced e.g. monthly, quarterly etc.

ADSL means Asymmetrical Digital Subscriber Line, a technology for the transmission of digital
information at high bandwidths on twisted metallic pairs.

AEST means Australian Eastern Standard Time.
APl means an Application Programming Interface to Emersion’s or other parties’ software Systems.
B2B means Business to Business.

B-End or B-Party means the Customer specified second or other site, or terminating party to a
transaction such as a telephone call.

Bandwidth means the Access Transmission Rate relative to the size of the Access Tail and / or the
Access Port.

Bar means blocking the supply of one or more services (e.g. on a phone line) so that the End user is
unable to acquire the blocked service(s), Barring has a corresponding meaning.

Bill Issue Date is the date that any bill or invoice shall be issued to the Account.
Billing Day means the date set for each Customer at which the Billing Period Starts.
Billing Dispute means a dispute relating to a charge or an invoice issued.

Billing Period means the period from the Billing Day to the next Billing Day as defined in months by
for each Account.

Bill Run is a group of the Account invoices processed on the same day.

Bit means the smallest unit of information, which is a computational quantity that can take on one of
two values, 0 and 1.
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BMS means Batch Management System, part of the Emersion Architecture.
BPAY means the Australian banking industry's network of electronic payment services.

Broadband means an always-on Broadband Service over Unconditioned Local Loop (ULL)
aggregating data to/from customers to a state or national point-of-interconnect.

Broadband Churn means a Churn Order to transfer a Broadband Service from one service provider
to another.

Business Day means any day from Monday to Friday (inclusive) other than a day which is gazetted
or otherwise declared or made a Public Holiday.

Business Hours means 09:00 to 17:00 Australian Eastern Standard Time (GMT +10 hours) or
Australian Eastern Daylight Saving Time (GMT +11 hours) when in effect, in Melbourne, Victoria,
Australian on Business Days.

Byte means a sequence of 8 Bits (enough to represent one character of alphanumeric data)
processed as a single unit of information.

CA means Customer Authorisation.

Calendar means the Gregorian calendar.

Calendar Day means the period of time commencing at midnight and ending 24 hours later.
Calendar Month means one of the twelve (12) divisions of the Calendar Year.

Calendar Year means the year (reckoned from January 1 to December 31) according to Gregorian
calendar.

Call means a communication carried by a Network or a system and where the context permits,
includes an attempt to establish communication.

Call Details Record means a data record that contains information related to a telephone call, such
as the origination and destination addresses of the call, the time the call started and ended, the
duration of the call, the time of day the call was made and any toll charges that were added through
the network or charges for operator services, among other details of the call.

Caller means the person originating a call using a telecommunications service.
Cancel Order means an order created to terminate an existing service.

Calling Line Identity means the data generated by a network which relates to the
telecommunications Service of the originating call. Also known as Calling Line Identification.

Calling Number Display means the option available to a customer regarding whether they would like
their number to be shown or kept hidden from the party they are calling. Also known as Caller ID.

Cardline is an item within the system used to record any financial action, such as charges, payments,
credits, fees etc that appears on a customer’s invoice.

Carriage Service means a carriage service as defined in section 7 of the Telecommunications Act.

Carriage Service Provider or CSP means a carriage service provider as defined in section 87 in the
Telecommunications Act.

Carrier means a carrier as defined in section 7 of the Australian Telecommunications Act. A Carrier is
the holder of a telecommunications carrier licence in force under the Telecommunications Act.

CDR means Call Details Record.
Change Order means the option available to change an existing order.

Churn means the transfer (authorised or unauthorised) of a service from one Service Provider to
another.

Churn CA means a Local Call Churn CA and/or a Broadband CA.

Churn Order means an order created where the customer wishes to transfer a Local Service and/or
Broadband.

CLI means Calling Line Identity or Calling Line Identification.

Clear Business Day means a period of time commencing at 09.00 on the next Business Day.
CND means Calling Number Display.

CND Code means ACIF Code C5222: Calling Number Display as registered by the ACMA.
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Cooling Off Period means any period available by law to a customer to rescind or otherwise avoid
any agreement under which that customer agrees to acquire the Service.

Contract means a contract entered into by the party with another.

Credit means a refund to Account for a billing error or omission.

Credit Limit means the maximum amount the Account may be outstanding.
CSG means Customer Service Guarantee.

Customer means any party that acquires or purchases from another party products or services (or
part thereof) and uses those services with or without The Client Authorisation. E.g. The Client is a
Customer of Emersion and an End User would be a Customer of the Client, the Customer may or
may not be an End User.

Customer Authorisation means an authorisation by the customer, or their authorised agent,
containing the minimum mandatory required information as required by the relevant ACIF code.

Customer Service Guarantee means the Telecommunications (Customer Service Guarantee)
Standard 2000 (No. 2) which is legislation aimed at encouraging improvements in Service and to
guard against poor Service by requiring phone companies to meet minim standards for Service
connection, fault rectification and appointment keeping in relation to the supply of Standard
Telephone Services.

Data means numbers, characters, images, or other method of recording, in a form which can be
assessed by a human or (especially) input into a computer, stored and processed there, or
transmitted on some digital channel. Computers nearly always represent data in binary.

Directory Listing means a listing in a telephone directory including, but not limited to, the White
Pages.

Directory Preference means the preference stated by the customer with respect to whether they
want a Directory Listing or an Unlisted Number.

Dispute means any dispute or claim raised against an invoice for charges believed to be in error.
DSL means Digital Subscriber Line. See also ADSL.
DSL Tail means a DSL Access Tall

Dynamic IP Address means an IP Address that is not guaranteed to remain allocated to the same
End User or Access Tail, and may therefore change at any time.

DSLAM means Digital Subscriber Line Access Multiplexer, a mechanism at a phone company's
central location that links many customer DSL connections to a single high-speed line.

EFT means Electronic Funds Transfer.

Email means Electronic Mail, the system for sending and receiving messages electronically over a
computer network or the Internet.

EPS means a system module, the Electronic Payment System, which integrates to the system to
enable automated collection of payment from the customers.

Emersion is the system described in this user manual, which is the system used to provision and bill
individual services for customers.

End customer / Customer means the person whose name is on the account and has authorised the
provision of the Service through a Customer Authorisation.

End User Portal (EUP) The End User Portal is the user interface used by your end customer that
allows you to offer your customers a branded web-based account management and self-care tool
where your customers can securely login from your website to view & edit their account information,
view invoices & service usage and make payments to you.

Event means a set of pre-defined triggers that automatically initiate system actions when the
particular condition is detected, such as send an email when an invoice is overdue etc.

FNN means Service Number or Full National Number - a fully qualified (10-digits in Australia including
the Area Code or other calling prefix) the telephone number which is an alphanumeric number that
uniquely identifies a Service Number.

FTP means File Transfer Protocol.
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Gaining Service Provider or GSP means the Service Provider that receives the customer’s service
as a result of a port or churn.

Gigabyte or GB means a unit of data where 1 GB =10° Bytes.

GST and GST Law have the same meaning as defined in A New Tax System (Goods and Services
Tax) Act 1999 (Cth), subject to any amendment to that definition made pursuant to applicable rulings,
determinations or advice issued by the Commissioner of Taxation or a decision from any tribunal or
court.

Installation Charge means a once-off charge for labour, equipment, Number connection and
associated cabling to cover the expense for initial installation of the Products or Services.

Integrated Public Number Database means the database contemplated in schedule 2, Part 4 of the
Act that contains specified customer information for all public numbers as defined in the IPND Code.

IPND means Integrated Public Number Database.

IPND Code means ACIF Code C555:2002 Integrated Public Number Database (IPND) Data Provider,
Data user and IPND Manager as registered by the ACMA as amended from time to time.

Internet means the interconnected system of networks that connects computers around the world via
the TCP/IP protocol.

Internet Access or Internet Traffic means access to Internet Content via a TCP/IP connection.
Invoice means the bill sent to customers for products and services received

Invoice Template means the logo, colours, billing information, and company information that appear
on your invoices.

IP Address(es) means Internet Protocol Address(es), the Internet addressing standard which
describes the address of all devices physically located within the global Internet.

ISDN means Integrated Services Digital Network means a digital transmission technique for both
voice and data..

LD means Long Distance.
LD Carrier means Long Distance Catrrier.
LD Churn means a change in LD Pre-selection.

LD Reseller means non-carrier providers of Pre-selection services, using equipment owned by
existing carriers.

Ledger is the principal book or computer file for recording and totalling monetary transactions by
account, with debits and credits etc.

Ledger Code is an accounting code used to record transactions depending on financial accounts
involved in different transaction type, assigned to account groups such as receivables and payables
etc.

Line Blocking Status means the status of a particular telecommunications Service in relation to
whether it has in place a Permanent Line Block or enabled CND.

Listed Number means a telecommunications Service Number which is listed in a public number
directory.

LNP means Local Number Portability.

LNP Code means ACIF C540:2006.

Local Number Portability Code as registered by the ACMA.

Local Call/Broadband means Local Call and/or Broadband Services.

Local Call/Broadband Churn Reversal means the reinstatement of a customer’s Service to a Losing
service Provider following an Unauthorised Local Call/Broadband Churn.

Local Call Churn means the transfer of a Local Service (including service number) between service
providers.

Local Call/Broadband Churn means Local Call Churn and/or Broadband Churn.

Local Number Portability (LNP) means the Porting of a Service Number associated with the
provision of a Local Service between different Carrier networks.

Local Service has the same meaning as given in the Telecommunications Numbering Plan 1997.
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Local Time means the time in the state or territory in which the Customer Premises are located.
Long Distance means Long Distance Pre-selection.

Long Distance Carrier means a Carrier that provides carriage of Pre-selectable Calls originating
from a Local Service.

Long Distance Pre-selection means the ability of a customer to automatically have their lines
switched to the LD Provider of their choice for Pre-selectable calls.

Long Distance Provider means an SP that resells LD.

Losing Service Provider or LSP means the Service Provider that loses the customer’s service as a
result of a port or churn.

MBps means megabits per second - a unit of data where 1 Mbps = 1,048,576 Bits per second.
Mbyte or MB means a unit of data where 1 Mb = 1, 048,576 bytes.

MDF means Main Distributor Frame. This is where the incoming telephone lines from the street
terminate within a building. Depending on the size of the building the MDF could be a small plastic
box on the wall or a large room.

MDU means Multiple Dwelling Unit e.g. apartment building of more than 3 floors, or block of units
greater than 10 units.

Miscellaneous Charge means any charge other than the core charges for a Products or Services,
usually for moves, additions or changes to a Service.

NBP means the Network Boundary Point.

Network Boundary Point is the customer’s first and main socket for houses, or the Main Distributor
Frame for a Multi Dwelling Unit (MDU).

New Service Order means a request, made by the SP, to provision service to a customer address.
Order means one of the following:

a) New Service Order.

b) Churn Order.

Order Number means the reference number supplied to the SP following the submission of an order.
Also referred to as Reference Number.

Order Process means the process by which you can request a Telstra service to a customer
location.

Order Reference Number means the reference number supplied following the submission of an
order. Also Referred to as Order Number.

Package Plan means a collection of one or more Service Plans grouped together and sold as a
Package.

Pending Order means an order which has been submitted but not yet completed.

Period means the increment of time specified by Emersion during which Charges will accrue and the
subsequent frequency of the Client Invoice (generally a Calendar Month).

Ping means a protocol that sends a message to another computer and waits for acknowledgement,
often used to check if another computer on a network is reachable.

POTS means Plain Old Telephony Service.

Point to Point Protocol means protocol that allows the transport of packets between the customer
and the Retail Carrier. The Retail carrier can authenticate the user with PAP or CHAP authentication.

Pre-selectable Call has the same meaning as given in ACIF C515:2003 Pre-selection Industry Code
and includes calls from a local Service to:

i. a geographic number or local number that is not a local call;
ii. an international direct dial service;
iii.  operator service for which the Telecommunication Number Plan 1997 specifies the use of a
shared selectable number;
iv. a carriage service that is both a ring back price service and an international service;
V. a public mobile telephone service.
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Pre-selection means the selection of a carrier for Pre-selectable Calls and includes service made
available by you to a customer for a Local Service which will:

I. permit designation by the customer of a LD Provider for that Local Service;
ii. allow billing for Pre-selectable Calls by the Long Distance Provider;
iii. allow billing for calls made using and Access Override Code to LD Providers;
iv. allow the customer to change from time to time designation of their LD Provider for that Local
Service.

Pre-selection Code means ACIF Code C522: Pre-selection as registered by the ACMA.

Products are the products sold to a customer, such as physical items like hardware, or other billable
items.

PSTN means the Public Switched Telecommunications Network - A public telecommunications
network for which a carrier is responsible and which provides services to the public.

Public Holiday means any day on which transfer activity is not available. Public Holidays will be
issues via the service review on an annual basis.

RADIUS stands for Remote Authentication Dial-In User Service, which is a client/server protocol and
software that enables remote access servers to communicate with a central server to authenticate
users and authorise (authenticate) their access (by verifying user names and passwords) to the
requested system or service.

Rate defines, for a given call type, what and how the system should charge for this usage.
Rate Card means a group of rates and charging metrics to be applied to the usage data.
RC means Retail Carrier.

Recurring Charge means any Charge that occurs regularly per Period.

Relocation Order means an order created to initiate the relocation of a customer Service to a new
customer address.

Retail Carrier has the same meaning as a "Service Provider" as defined in section 86 of the
Telecommunications Act 1997.

Services are the services provides to the customer, which may include land line telephony, mobile
phone, pre-selection, data access etc.

Service Bolt On means a method of providing bonus features on a particular service, such as a
certain amount of free usage.

Service Number means an identifier for a service, such as land line or mobile phone number.
Service Plan means a billing object that is used to control billing for a single service.

Service Provider means the party that is a customer of a wholesaler or aggregator (such as Telstra)
that sells products and services to end customers directly or through the use of sales agents i.e. re-
seller of telephony and/or broadband services.

Service Qualification means the determination of whether means the act of checking whether a
service is able to be provided.

Setup Fees means the relevant charges or fees to install or activate a service.
Simple Telephone Service means a local service which comprises a:

(a) Standard Telephone Service; and

(b) Service number

where a one-to-one relationship exists between the service number and the relevant access line
to the Standard Telephone Service.

SIR’s mean Service Information Records
SLA means Service Level Agreement.
SP means a Service Provider.

Standard Telephone Service has the meaning given by section 6 of the Telecommunications
(Consumer Protection and Service Standards) Act 1999.

Standard Time means:
(a) Eastern Standard Time (GMT +10 hours); or
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(b) Eastern Daylight Saving Time (GMT + 11 hours) when in effect in Victoria.

Static IP Address means an IP Address that has a fixed value for the term of the individual services
session of the connection.

SQ means Service Qualification.

Supplier means any provider of products or services to a party. Emersion is, for the purposes of this
Agreement, the Supplier of Products or Services to The Client.

Telecommunications Act means the Australian Telecommunications Act 1997 (Cth).

Telecommunications (CPSS) Act means the Australian Telecommunications (Consumer Protection
and Service Standards) Act 1999.

Telstra means Telstra Corporation Limited.

TIO means the Telecommunications Industry Ombudsman - An industry-funded independent
dispute resolution service for consumers who are unable to resolve individual complaints with their
telecommunications carriers and carriage service providers. The TIO manages complaints from
consumers (residential and small business about telecommunications services).

TPA means the Australian Trade Practices Act 1974 (Cth).

Trading Terms means the terms of trade (with respect to the financial relationship) between the
Client and Emersion. These may include the time to pay, Credit Limit, Security required and any other
special clauses, as detailed in the MSA - Trading Terms Schedule.

ULL means Unconditioned Local Loop, a pair of wires (normally copper) from the Exchange to the
End User Premises. A ULL is used to deliver voice services and potentially DSL or other data
services to the end customer.

ULLS means Unconditioned Local Loop Service.

ULLS Code means ACIF C569: 2005 Unconditioned Local Loop Service Ordering, Provisioning, and
Customer Transfer as registered by the ACMA.

Unauthorised Broadband Churn means a Broadband Churn Order that has been submitted without
a valid CA:

(a) which resulted from a processing error;
(b) a CA is determined to be unauthorised

Unauthorised Local Call Churn means a Local Call Churn Order that has been submitted without a
valid CA::

(a) which resulted from a processing error;
(b) where a CA is determined to be unauthorised.

Unauthorised Local Call/Broadband Churn means Unauthorised Local Call Churn and/or
Unauthorised Broadband Churn.

Unauthorised LD Churn means an LD Churn that has been submitted without a valid CA as
described in this manual:

(a) which resulted from a processing error;
(b) where a CA is determined to be unauthorised.
Unauthorised Port means a Port Order that has been submitted without a valid CA:
(a) which resulted from a processing error;
(b) where a CA is determined to be unauthorised.

Unauthorised ULL Churn means the acquisition of a new copper pair in association with a Port,
Relocation or New Service Order where the order has been submitted without a valid ULL CA:

(a) which resulted from a processing error;
(b) where a CA is determined to be unauthorised.

Unlisted Number means a Service Number that the customer has requested not be listed in public
telephone directory (including, but not limited to, the White Pages).

Unwelcome Call means the use of a Standard Telephone Service in a menacing, offensive or
harassing manner, but which is not currently a Life Threatening Call, and which may be intentional on
the part of the caller or unintentional.
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USB means Universal Serial Bus, a widely used hardware interface for attaching peripheral devices.
User means a natural person or System that uses the Systems or Services.
User ID means a unique, personal, identifier of a User or System, on that System.

User Interface or Ul means a system interface that provides access to the services and is interacted
with by a natural person.

Username means a User ID for a natural person.

Voice Traffic means the load on a telecommunications device or System. Traffic is generally the
movement of voice Packets or streams carrying communications by means of guided or unguided
electromagnetic or optical energy.

VOIP means Voice Over Internet Protocol.

Wholesale Account Number means the account number between the Losing carrier and another
service provider who is rebilling the customer.

WLMS means White Label Managed Service, a totally rebranded Cumulus interface.

xDSL is a general term for digital subscriber line (DSL) technologies. Different versions of a family of
DSL technologies, such as ADSL, HDSL, SDSL, VDSL and similar solutions that provide a high
bandwidth digital connection over communications cable.
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