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Customer User Guide V.5 Overview of the Electronic Invoice Program

Overview
Electronic Invoice Program

The Electronic Invoice Program is designed for customers that wish to receive their
billing data electronically. The EIPARSE2K3 command that is incorporated into the
program provides a means to convert the raw data in a customer invoice file into new
functional output files in several formats. These new files are based on the following record

types:

= Header,

= Current Charge Detall

= Current Sub-Detail Drill Down Charge
= Prior Period Detail

= Payment Detall

= Usage Detall

These new files will be created in a directory or folder of your choice, however it is
recommended that you expand them in a folder named Invoice that you will be instructed
to create. These files may be imported into any PC based spreadsheet or database as a
comma delimited file (*.csv). You may also create these files in a Microsoft Access or
Excel file format.

An IBM PC running Windows 95 operating system or higher is required to run the program.
If you plan to use Microsoft applications to manipulate your data, the 97 Version or higher
of Microsoft Excel or Microsoft Access is required.

User Guide for the Electronic Invoice Program

This User Guide has been created to walk you through the step-by-step process of
installing and running the Electronic Invoice program to separate your invoice into the six
files described above.

» If this is your first time to use this application, first move to the Installation section of
this guide and begin following the instructions there to complete the installation and
execution of the program.

» If you have used this application previously, move directly to the Using the
Electronic_Invoice Program section of the guide.
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Installation of the Electronic Invoice Program

Installation of the Electronic Invoice Program

If this is the first time that you have used the Electronic Invoice program, you must install
the program on your PC. To install the Electronic Invoice program on your PC, locate the
Electronic Invoice Program link on
http://www.usamobility.com/customer_support/billing options/electronic_invoicing.html .

> Click on the Electronic Invoice Program link to start the installation.

The following EIPARSE2K3.zip screen will appear.

B EIPARSEZK3.zip n

File Edit “iew Favorites Tools  Help

:'\;_)Eack - LJ - fr | ;-\f'Search Folders | ;:_) :5} x n | v

Address [ C\EIPARSEZK3.zip

Mame = | Tvpe | Packed. ., I Has .., I Size I B | Date
WJEIPARSEZK3.CAB | Cabinet File 9,808KE Mo 9,8l... 1% 11/13/2003 10:23 &M
Esetup.exe Application A& KE Mo 138 KB 53% 6/18/1995 12:00 AM
ET* SETUR.LST L5T File 1KE Mo 4KBE 80% 11/13/2003 10:23 AM

> Double click on the setup.exe file.

The following screen will appear notifying you to wait while files are being copied.

Capying Files, plasea stand by,
Procesaing miswbvme .ol F of T
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Installation of the Electronic Invoice Program

Note: If you receive the following message regarding setup, there are two steps that
you should take.

setn x|

' Setup cannok continue because some system files are out of date on your systenn, Click OK if you would like setup ko
3 update these files For vou now. You will need ko restart Windows befare you can run setup again, - Click cancel ko it
sekup withouk updating syskem files,

2k I Canicel |

» First, click on the Cancel button to stop the installation and contact your network
administrator to make certain that you have the proper rights to do installations
on your PC

» Second, after confirming that you do have these administrator rights, you should
click on this Windows Update Link and follow the instructions on this Microsoft
Web page to scan for and install all critical Windows updates, as well as other
suggested updates, for your specific Windows operating system.

> After the updates are chosen and installed, you will be directed to Restart your
PC to complete the process.

At this point, you must go through the installation process again to install the program on
your PC. Again, locate the EIPARSE2K3 icon on this web page and double click on the
EIPARSE2K3 icon to start the installation.

The following EIPARSE2K3.zip screen will appear.

B EIPARSEZK3.zip n

File Edit “iew Favorites Tools  Help

L_J';Back - &) - ‘ff' | ;"\.:Search | Folders | I (8 x It) | ,

Address [ C\EIPARSEZK3.zip

Mame = | Tvpe | Packed. ., I Has .., I Size I B | Date
WJEIPARSEZK3.CAB | Cabinet File 9,808KE Mo 9,8l... 1% 11/13/2003 10:23 &M
Esetup.exe Application A& KE Mo 138 KB 53% 6/18/1995 12:00 AM
ET* SETUR.LST L5T File 1KE Mo 4KBE 80% 11/13/2003 10:23 AM

» Double click on the setup.exe file.

The following screen will appear notifying you to wait while files are being copied.
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Installation of the Electronic Invoice Program

Copyingt Fitas, plezse siand oy,
Procesaing mastaemEidll 7 of T

After this processing step is complete, the EIPARSE Setup screen will appear with the
welcome dialogue box. You will be prompted to close any open applications on your PC
so that Setup can install or update system files if necessary.

EIPARSEZK3 Setup

<3 EIPARSEZK3 Setup )

4% welcome to the EIPARSEZKS installation progran.
=

Setup cannot inskall system Files or update shared files if they are inuse,
Before proceeding, we recommend that wou close any applications wou may
be running.

Exit Setup

» Click on the OK button to proceed, and the next EIPARSE2K3 Setup screen will
appear.
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Installation of the Electronic Invoice Program

«% EIPARSEZK3 Setup - A

Click this button ba install EIPARSEZKS software bo the specified destination
directory,

=Directory: 1
i\ Program Files\EIPARSEZKS Chiange Directory | |

Exit Setup

Here you may choose to change the location where the program will be installed by clicking
on the Change Directory button. If you do not change the installation directory, the
program will be installed in the location listed under Directory. In the example, it would be
installed in the default location C:\Program Files\EIPARSE2K3. Keeping the default setting
is the recommended procedure for this step.

» Click on the button at the top of the screen to begin the EIPARSE2K3 installation
in the specified directory.

The following screen will appear indicating the Program Group where the new files will be
placed in the installation. Although you may change this by entering a new group or
selecting a different one, leaving the existing choices is recommended.

» Click the Continue button to carry on with the installation.

Installing Daka Access components. ..

A message will appear that Data Access components are installing. A Version Conflict
message may appear if some of the files that the application is installing are older than the
existing files on your PC. If this message appears, click on the Yes button.
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Installation of the Electronic Invoice Program

Yersion Conflict = i

& File being copied is older tham the file currenth on your swskem, I
i= recommended that wou keep vour existing file,

File narme:  COWINDOMWS) System3Z MSCOMCTL, iz

Bescription: “Windows Common Controls dckiver Control DEL
Wour version: 60,88 62"

B o wank bo keep this filey

i [n] Mo b Al

One or more of these messages may come up after clicking Yes. If so, continue to click on
the Yes button for each of them until you receive a message that the EIPARSE2K3 Setup
is complete.

EIPARSEZK3 Setup. 3 x|

EIFARSEZE S Setup was completed successFully,

The installation process is now finished. To use the Electronic Invoice program to produce
the new format from your invoice file, proceed to the Using the Electronic Invoice
Program section, of this document.
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Using the Electronic Invoice Program

Using the Electronic Invoice Program

Execution of the Electronic Invoice Program

To set up this folder,

You are now ready to utilize the Electronic Invoice Program to retrieve your invoice file
and change it to a usable format. If you are using this program for the first time, you will
need to create a folder named Invoice on the hard drive of your PC (usually C:).

> Right click on the Start button on the Windows Desktop, and then click on

Explore to open Windows Explorer.

» Click to select Local Disk (C:) in the left pane of the Windows Explorer. The
contents of C: will appear in the right pane of the window.

» Click on File, New, and choose Folder.

@ Local Disk (C2)

File Edit Miew Favorites Tools  Help

Greate Shorteut @ Shorkout

B CEE. . . ©) |-

[r&lete

@ Btiefcase
;ﬂ Eitmap Image
@ Microsaft Word Docurnent
£ @ HTML Daicorment
Closa ICL Cocument
< Locel DiEeIC) ?-[‘] Microsoft COffice Binder
(05 ~cevts 001t m Other Office Doouments. ..
& 1) el :
= 1) Documents and '@ Adobe Photoshop Image
¥ = = k

Herame
Frioperties

Local Disk (C:)

@ Microsaft PowerPoink Presentation

[ JEIPARSEZKS.2ip
[£] NsTALL LOS
= 10.5v5
= MSDOS. 5YS
TIMTDETECT.COM
| nikldr
%= pagefile.sws
=] PkgCinup.lag
STATION.AZK
I?l stub.log

» A new folder will appear in the right pane of the Windows Explorer window. The
cursor is in the correct place for you to key in a different name for the folder.
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Using the Electronic Invoice Program

>

~cenks 001 _kmp, dir £ 1EIPARSEZES . Zip
Si0ell ] tNSTALL.LOG
—iDocuments and Setkings E I0.5YS
[ idrerkmp | MSD0S.5YS
iExcel Pivot Table Tutorial " INTDETECT.COM
i Invoice | nldr
i Lawsaon %} pagefile.sys
My Images [Z] PkaClrup:lag
) 0utlaok = sTATION. AZK
iProgram Files m stub.log
ipushprep ESUSS.EKE
Recycled S5 UNWISE.EXE
CRECYCLER | ik i

Key in Invoice to rename the folder.

You now have a new folder named Invoice located on the hard drive (C:) of your PC. Each
time you receive a new Invoice CD or diskette, or you download the invoice data from My
Account, you will copy either the downloaded file, or the files on the CD or diskette to this
folder on your PC.

To copy the file downloaded from My Account, choose the Save option from the My
Account download screen and save the file to the Invoice folder on your hard drive (C:)

To copy the files on your CD or diskette to the Invoice folder,

>
>

Put your diskette or CD in the appropriate mechanism on your PC.

Right click on the Start button on the Windows Desktop, and then click on
Explore to open Windows Explorer.

If you receive your invoice on a diskette, (normally the a:\ drive on your PC),
select Floppy (A:) in the left pane of Window Explorer. The files on the diskette
will appear in the right pane of the window.

If you receive your file on a CD, (normally the d:\ drive on your PC), select CD
Drive (D:) in the left pane of Window Explorer. The files on the CD will appear in
the right pane of the window.

After selecting the floppy or CD drive, click on Edit in the Menu Bar. Then click
on Select All. Check to see that all files in the right pane are selected.

Click on Edit again, and then click on Copy.

Please note that it is NOT recommended that you copy these files directly to the
root directory C:\ since special permissions may be required on some operating
systems to write to the register.

However, it is recommended that you navigate to the Invoice folder that you
created previously located on the Local Drive (C:) in the left pane of the window.
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Using the Electronic Invoice Program

a. The right pane will be empty indicating that the Invoice folder is empty,
if this is the first time you have used the program.

b. If you have used this program previously, there will be existing files
there that may be overwritten when you copy from the diskette or CD
(files downloaded from My Account will have a unique name for each
invoice and will not need to be overwritten).

> Click on Edit in the Menu Bar, and then click on Paste.

Your invoice files that were sent to you via diskette, CD, or downloaded from My Account
will now be in the Invoice folder located on your PC hard drive. If you are overwriting files
that were already in the folder, you will receive the following message after you execute the
Paste command.

Confirm File Replace W =i

j_r./ This folder already coptains a file named ‘archinforeF,

Wiotld wou-like to replace the existing file

A 2a0kB
modified: Thursdaw, Juke 31, 2003, 10:55:13 FM

with this ong?
290 KB
modified: Thursday, Julk 31, 2003, 10:55: 13 PM

Yes s bo Al Mo Cancel

» Click on the Yes to All button and all the files will be copied to the folder in one
step.

» If you have used the program previously and do not want to overwrite your
invoice file from the previous month, rename the file with another name or
save it in a different folder prior to copying and pasting the new files to the
Invoice folder.

During the installation process, the EIPARSE2K3 program was placed on the Program list
on your Windows PC.
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Using the Electronic Invoice Program

= _ Microsoft PowerPoink
I Microsoft OFfice o _

fhice D ' M=t Microsoft Project
@q Hlew Office: Documen Microsoft Visio
(&8 Open Office Document i - ard

W] Microsaft War

# Launch Inkernet Explorer Browser o
- \‘ M5SN Messenger 6.2
fm Programs EIPARSEZES B Erarsezka

I..E:' Documents L4
[ Settings 3
»- Search 3
&) Help and Support

= Fun...

[@ shut Down...

To access the program,

» Click on the Start button.
» Click on Programs.

> Click on \HERGEE

1m EIPARSEZKS

> Then click on the button.
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Using the Electronic Invoice Program

The EIPARSE2K3 Main Screen

The main EIPARSE2K3 program screen will open. You will use this screen to convert the
raw data in your invoice file into the new functional output files. You will use the fields on
this screen to make choices about the format and content of these files. These fields
include the Input Filename, Output Directory, Selected Record Types, Output Formats, and
Column Headers in Files. The Parse button activates the process after the other fields are
complete.

= ElParse2K3 4.3r2 =13
File 10
|nput Filername;
Output Directon:
Selected Record Types Qutput Formats S— R
WV Header Record v Comma Delimited [.TXT] USAMOBILITY
v Cetail Record v Excel Output [<L5) ‘ .
v Sub-Detail Record [ Microsoft Access OB [MDEB) ' 4
¥ Prior Period Fecaords g Metrocall ’#EE:“'
v Paprnent Becaords Colurn Headers in Files
v sage Records + ez i Mo Parse
Ready

Input Filename Field

The Input Filename should be one of the files that you copied to the Invoice folder
named YourAccountNo.exe (Example: 1111111.exe).

» You can click on the box to the left of the field to browse for the file, select it, and
then click on the Open button.

» As shown in the following screen, the filename will now appear in the Input
Filename box with the proper path indicating the location of the file.

Note: Invoice files received via CD or diskette will have a file extension of .exe, while
invoice files downloaded from My Account will have a file extension of .dat.
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Using the Electronic Invoice Program

—File [/0
|rput Filenarne:
Cllrvoice 111111 exe
Cutput Direckon:

Output Directory Field

The Output Directory should be the Invoice folder that you created where you copied

the files from the diskette or CD.

» You can also click on the box to the left of the field to browse for the folder, select
it, and then click on the Open button.

» As shown in the following screen, the Invoice folder or directory will now
appear in the Output Directory box along with the path indicating the location.

—File 170
|nput Filername;

s Orowvze

Button

Chlnvoice

Browyyse
Button

Selected Record Types

The Selected Record Types section gives you the
opportunity to choose the type of data that you would like
incorporated into your new file (s). You may leave all of the
record types selected which is the default setting for the
program.

If you do not want all of the record types selected, click on
the check mark in the box next to the types you do not
want. The checkmark will disappear indicating that the
record type has been deselected.

—Selected Record Types——
Header Record

Detail Record
Sub-Detail Record

¥ Prior Period Fecords
Paprent Becords

==

<

<]
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Using the Electronic Invoice Program

Qutput Formats

The three possible output formats are shown on the following screen segment. You
may choose one, two, or all three formats for your output file. The information in
parentheses following the name of each format indicates the file extension for each
format type.

— Qutput Formats -
¥ Comma Delimited [ T*T]
¥ Eucel Dutput [3L5]
[T Microsoft Access DB [ MDE]

The Microsoft Access and Excel formats will result in one file for output. The Comma
Delimited format will produce six new files.

Column Header in Files

T P R PP In the Column I—_Iea}der_s in Files segment, simply check
& Yes e Mo Yes or No by clicking in the box next to the desired
selection.

Parse Command

— When you have made all of your selections in all of the
USAMOBILITY fields, click on the Parse button to activate the command
L o that will create the new file(s) from your invoice data.

@Ml gEEY
After pressing the Parse button, the following box will

Parse appear asking for your password. Note: If you download

the invoice file from My Account, the password validation

step will be skipped. For My Account users, the
validation process occurs when logging into My Account
to retrieve the invoice file.

EIPARSEZK3 - Password validation =]
Flease enter pour password:
Carncel i
il
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Using the Electronic Invoice Program

Enter your password in all uppercase and click on the OK button. The unpacking and
expansion will begin, and you can see the progress in the Status Bar on the bottom of
the EIParse2K3 main screen. When the status reads Ready again, your files will be
ready and waiting for you in the Invoice folder.

Lost Passwords

If you have problems locating your Password, contact your USA Mobility Sales
Representative or call the Customer Service number at (877) 947-2724. You may also
contact this number for help with other issues concerning loading or running this
program.

Moving Your Comma Delimited Files to a Spreadsheet

If you chose the Comma Delimited file format, you may want to move the newly created
files to a spreadsheet program like Microsoft Excel for better data manipulation. Although
the files are generated in comma-delimited format with a .txt extension, they can easily be
opened in a spreadsheet layout.

To use Microsoft Excel to open the files,

1.
2.
3.

Open Microsoft Excel by clicking Start, Programs, and then Microsoft Excel.
Click on File in the Menu Bar, and then Open. The Open dialogue box will appear.

In the Look In box near the top of the window, navigate to the Invoice folder where
you generated the new files with the EIPARSE command.

2ix

Laok in: IQ Irwvoice ¥ j = | o W ~ Tools »

In the Files of Type box near the bottom of the window, click on the down arrow to
expand the selections and choose All Files. If you do not select All Files here, you
will not be able to see the newly generated files.

File marne; I _'_! & Open I'I
Files of type: - SRR M ~ |  Cancel !

Click Open to open the selected file as seen in the following illustration.
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Text Impart Wizard - Step | of 3 _Ij!l

Thee: Teuit Wizard has detarmined that your datais Delmied,
[F this i5 corract, chooss Mesf, or choose the data bype that best desoribes your data,
- Original dsta type
(hoose the (e byps that best desoribes yowr datat
¥ Delimied| - Cheractars sich as commas ar b sepursts sach lield.

Start mport abppe: 1 A Eegioh:  [Wndows (ansD) =]

Presdew of file C:\Documents and Settingshsanda.pose. . \DETAIL. TAT,

2 {027, 235597520031 DDE0000005" , 3355975, DOCI00D, * * , 0000000, 000000) =
3 P02t *33655752005L0060000004% , 3355975, 0000000 ; =, 0O0CD00 , 000000

4 oz, *23E557 52002 L00E0000005% , 3356975, DODO000, = * , O0DGEE], 000000

B 020 M RIEERTEIO0ALODE0000006"  23EERVE, QODDGND = * 0000000, 000000

8 FOZ®  CEIESIVSE0OF] O0E0000007"  FIEEITVE, ODODOO0, * & OOC0000 , Q00000 ...-]
L

=== i
Cﬂdlh'lll‘hﬂ:lﬂ‘rﬁl

Step 1 of the Text Import Wizard appears. Select Delimited for the file type in the
upper portion of the screen.

»> Click on the Next button.
2

Thie siress ket o st bhe delidbers your daba corbsing, You can sae
o ypcmir ek & affecked ikl praview below,

[ Gty ™ Trest consenutiye delmibers =5 ore
o6 | Sege) Rl y s

I Spars [ Qther [_ Teuk gualfier: IF j‘

= gBSS SGTEZAASL0O0E0I0003 BE5559T7E DOOOOOD ]_:Il:ll:ll:ll:ll:lﬂ aooonn L= |

2 SESSISI00ZL00EO0004 BE2SESTE DOOODOD pooooeD pOoonoo

Z SZ2EERTEI00ZL00EDDOOO0E BREEETS pODODOD Dooooos poooooo |

< CALESSZ003L00E0000005 RIEERTE DOOODOD FUUDDE—L‘- alalalululn}

2 GIEEFISI00IL00E00000T FIELFTE DOQOOGD lIIIZII.'IIIII}I:EI Qaaaon ...-”
L. S | A |

canel | <pmk [ mest> | B |

» Remove the checkvfrom the Tab delimiter box by clicking to deselect it. Select the
Comma delimiter by clicking to put a check v in the box beside it.

> Click on the Next button.
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et tmpart Wizard - Step30fd 2
This screen bets vou seleck aach column arad s&t Cobum dabs Format
the Draka Formst; ~ Gerwral

‘Gangtal converts numanc vahies to nombers, dats ¥ Teot|
welis 1o dates, el al remaining vaiees ki el  Dabei |r-!|:-'.- ﬂ

™ Do rvot iport ool (skip)
pdvanced. ., '

|-Csta previzs

Caperal
ufa]ula]eluie] Doonnon
i:ll:ll:ll:ll:ll:ll:l DooooED
aluluinielute] :!JIZIEIDE"EE
- nlelnlelelic] noaone
00000 (RIRTRR]RTIN

000000
1000G6E
1000000 || ]

» When Step 3 of the Text Import Wizard opens, click on the second column under
the Data Preview window to select the column, and then click to select Text under
the Column Data Format area.

» Click on the Finish button.

Your invoice file is now open in Microsoft Excel.

Opening Your Microsoft Excel or Microsoft Access File
When you select the Excel or Access output format, one file will be generated for each
output type. The Excel file will have an .xIs file extension. The Access file will have a .mdb
file extension. These files will also be located in the Invoice folder that you created
previously.
To open the file(s),

> Double click on the file from Windows Explorer

~Or~
» Open the file from within the application (Excel or Access) by clicking on File,
Open from the Menu Bar. Navigate to the Invoice folder in the Open dialogue

box, select the appropriate file, and then click on Open.

Your file will be open and be ready for reading or editing in your Excel or Access
application.
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