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Reports Access User Guide

Logging on:

Enter Network Password E |

({? Fleaze type pour uzer name and password,

Siter ehiznet. zbz.com

Fealm llec_Online Resticted Logon

Uzer Mame |L|serlu:|

Paszword |xxxxxxxxx

Tt [ Savethiz password In vour password [zt

] 4 I Cancel

Note: saving your password /s not
racommended due to security concerns.

When accessing the online reporting facility you must login with your user ID and
password. This password is unique to this system. If you have access to the ILEC
Online (ECR) system, you will not need a new login and password.
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Choose your OCN / CIC:

A list of OCN / CIC Codes will be presented in a list box. Note: If you only have one
OCN / CIC you may not see this screen.

‘j Online Reports - Microsoft Internet Explorer provided by SBC Service: o [m] [

Enter the OCH/CIC etc... (Account Code) for this request:

To find and OCH ar CIC in the list quickly, type the first few nurmbers in the
box to the left

Keaw in or use Eel©lease Select OCN;I

Key In OCN/CIC Here, or select from Listbox.

Close Reports Window I

If you have a list, it may be helpful to type the first few numbers or letters of your

OCN / CIC in the box to the left of the listbox. This will find the OCN / CIC in the
listbox as you type.



Choose your Report Type:

Once you have selected an OCN / CIC, you will see a listbox with the report types
available to you on the system.

‘zJ Online Reports - Microsoft Internet Explorer provided by SBC Service: o ] ]

Select a report type:

Ples e el Reporh
AS310 Ancillary Services Billing
S Up Fromt PARS Cucle Day
S Up Front PARS Weekly

B ek Mt == I Select The Type of Report from the Listbox.

Close Reports Window I

Choose your Report Type, then click the Next >> button. If you wish to go back to
the OCN / CIC screen, click the << Back button.
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Choose The State or Region:

On this screen you can further narrow your potential list of reports by selecting the
State or region from a listbox.

J Online Reports - Microsoft Internet Explorer provided by SBC Services o ] 1

Select the State / Region for this request:

:Eaﬁtate ! Reginn;l D

<< Back I Mewxt > I

Select The State or Region from the Listbox.

Cloze Reports Window I

Only valid State and or Region information will display. If you wish to go back to the
Report screen, click the << Back button.

Choose The Month:

‘j Online Reports - Microsoft Internet Explorer provided by SBC Services o [m] [

Select the month for this request:

——__
(Eoemw ™ D

<< Back Il Mext == I

Selfect The Month from the Listbox.

Cloza Reports Window

Only valid Months will display. If you wish to go back to the State and or Region
screen, click the << Back button.
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Weekly Reports:

The data retrieved from the system can span different time frames. Some reports
are monthly, some weekly, some even daily. The weekly Reports selection screen is
below.

=
Choose firom the following available reports

02/03/2005 - 02/07/2005
]

q o02/17/2005 - D2/23/2005

]

02/29/2005 - 03/07/2005

_<<back | Select The Repaort from the List.

Mote: Theze reportz apen in 3 new browser window, if vou wish to print, click
File - Print, if you wish to save, dick File - Save A=,

Close Reports Window

The last step in obtaining a weekly report is to click on the date range you wish to
view. The list will highlight as your mouse moves over the selections. If you wish to
go back to the Month screen, click the << Back button.
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Daily Reports:

The Daily Reports selection screen is below.

Choose from the following available reports

012172005
01/19/2005
01/17/2005

o 5 LR

d oirizzoos
ot

01 TIirees

01/09/2005
01 07/2005
01/05/2005

<< Back |

Mote: Theze reports open in 2 new browser window, if vou wish ta print, click
File - Print, if you wish to save, dick File - Save As,

Selfect The Report from the List.

Close Reports Window

The last step in obtaining a Daily report is to click on the date you wish to view. The
list will highlight as your mouse moves over the selections. If you wish to go back to
the Month screen, click the << Back button.
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Monthly Reports:

Finally, if your report spans an entire month, the last screen you will see is the select
month screen.

; Online Reports - Microsoft Internet Explorer provided by SEE = |I:I|

Select the month for this request:

I@ LSelect The Month from the Listbox,
then cfick "VWiew Report”.

<z PBack Il View Report I - 4

Mote: Theze reports open in 3 new browser windaow, if vou wizsh to print, click
File - Print, if vou wish to save, click File - Save As,

Close Reports Window

Once you have selected the month you wish to view, click the View Reports button.
If you wish to go back to the Report screen, click the << Back button. If at any time
you wish to close the report selection interface, click the Close Reports Window
button.



