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Introduction

Since 2003, the State of Louisiana has offered agencies the ability to view their telecommunications
costs online. In 2014, the Office of Telecommunications Management implemented a new
Telecommunications Expense Management System, replacing the original Web Billing Application with
the OTM Self Service Portal. Today, this portal is managed through the Office of Technology Services
Network Communication Services and is known as the NCS Self Service Portal.

Agencies may request access to view the NCS bill online by submitting a Self Service Portal Security
Access Form. This form is available on the OTS website and must be approved by an authorized
telecommunications coordinator.

Note that access is provided by individual account unit. When an account unit is changed or a new
account unit is added, OTS NCS will need to be notified of every user associated with that account unit.

Once access is established, users will use a login id and password to access the billing portal and view
reports of telecommunications charges. Agencies have access to both summary reports and detailed
reports. These reports can be:

e downloaded and saved to the user's computer or network,
e charted and graphed for a clearer picture of telecommunication expenditures, or

e sent by email to other personnel.

Appropriate backup from vendors may be sent to the agencies separately.
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Billing Terminology

The NCS bill consists of several "reports.” The following terms are used in these bill reports:
MRC (Monthly Recurring Charges)—the monthly charge for dial tone, voice mail, circuits, etc.
OCC (Other Charges and Credits)—miscellaneous, non-recurring services and installation charges
Numbers—the telephone number, circuit numbers, etc. associated with the line of service.
Address—the physical address of the number.

City—the city associated with the physical address of the number.

Description—a description of the charge associated with the line of service.

Qty (Quantity)—how many of each item described are included in the total.

Amount—the charge for the description associated with a line of service.

Support Fee—an NCS administrative fee.

Proc Fee (Processing Fee)—an NCS administrative fee.

Total—the total charge for a particular number associated with a line of service including support service
and processing fees.

Total For—a total of charges for a line of service.

Account Number—NCS accounting unit number or cost center number. Usually consists of region,
agency number, and org number (example: B815-3003)

GL (General Ledger) Number—same as account number.
Total Amount Due—the total due for the account number.

Grand Total—total for all lines of service for an account number. Located at the end of the report titled
Agency Bill.
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Standard Features and Functions

There are some features and functions which are standard throughout the NCS Self Service Portal.

Forgot Password—At the Log In screen, the Forgot Password tool offers users the opportunity to obtain
a temporary password. Users will then be forced to reset their password.

Password—Users select their own passwords. Passwords:

e Must contain:

e atleast 10 characters

e atleast1number

e atleast1capital letter

e Should be different from the past three passwords used

e Must be changed every 35 days

Entering an incorrect password more than five times will disable the account and the user will need to
contact OTS to reset it.

Menu—On the left side of all screens within the NCS Self Service Portal there is a menu with three items:
e Change Password

e Report History List (view list of bill reports)
e Logout

These items are available at any time. Note the other option for changing a password is to use the Forget
Password tool before entering the application.

Report History List—List of all billing reports available to the user.

Get—Clicking Get on the Report History List screen retrieves a list of all reports available to the user.
The list can be narrowed by entering an asterisk (*) followed by a full or partial report title in the Title
field.

Report Titles—Bill report titles follow a standard format. For most reports the formatis: type of report -
three letter month and four digit year - account number (for example, Agency Bill - Mar 2014 - B808-
0999). Each information block is separated by a space, a dash, a space. The types of reports are:

e Agency Bill Summary by AuthUser—A list of grand totals due for each account number the user is

authorized to access. Best for printing or viewing in PDF.

e Agency Bill-Comprehensive report for the account number (general ledger number/cost
center/accounting unit) including announcements; identifying information; summary charges by line
of service, including totals for each line of service as well as a grand total; and detail charges for each
line of service including charges for each telephone or circuit number. Best for printing or viewing in
PDF.
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e Agency Bill Summary—Summary of charges for the account number (general ledger number/cost
center/accounting unit) by line of service, including totals for each line of service as well as a grand
total. Best for printing or viewing in PDF.

e Agency Bill Detail Only Export—Monthly recurring charges for each telephone or circuit number
(includes all lines of service). Best for export to Excel Data Only.

e Agency Bill 800 Call Detail Export—Call charges for each toll free number associated with the
account number. Call details include originating number, date and time, dialed digits, terminal city
and state, duration, and cost. Best for export to Excel Data Only.

e Agency Long Distance Usage Export—Long distance charges associated with each telephone
number. Call details include originating number, date and time, dialed digits, terminal city and state,

duration, and cost. Best for export to Excel Data Only.

Email-When viewing an individual report, the user will see the option to Email the report. After selecting
an export format type (NCS recommends PDF or Excel Data Only depending on the report type),
clicking the Email button will open a window for you to enter destination information, a subject line, and
additional attachments if desired. If no export format type is selected, the export format type defaults to
PDF.

Export—When viewing an individual report, the user will see the option to Export the report. After
selecting an export format type (NCS recommends PDF or Excel Data Only depending on the report
type), clicking the Export button begins the steps to save the report as a PDF or Excel document.

Export Format Type—An export format type must be selected before the report can be exported. An
export format type should be selected before the report is sent by email to another person. The Self
Service Portal offers users the option to export billing reports to several formats. NCS only supports two
of these export formats:
e PDF -Adobe PDF for printing and/or visually representing data from any report type, or
e XLS - Excel (Data Only) for manipulating data (sorting, filtering, graphing, etc.) from these report
types only:

o Agency Bill 800 Call Detail Export

o Agency Bill Detail Only Export (includes all lines of service)

o Agency Long Distance Usage Export

Exporting to unsupported format types may produce unexpected results.
Back—Returns the user to the first page of a report within a single report view.
Cancel—Returns the user from a single report view to the Report History List.

Report Parameters: Run Export and Export Report—The application may generate this window when a
report is viewed. Users may simply close this window. Clicking the buttons will generate errors.

Help Buttons—Inactive.
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—Bill reports are opened in pdf format. You may see this tool with quick
buttons to save, print, page through, zoom in or out, or show the Adobe Reader toolbar.
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Login

Open a web browser such as Microsoft Edge or Google Chrome.
Enter the following address in the address bar (near the top of the screen):
wwwotmms.doa.louisiana.gov/SelfService
Note: There is no dot after www in this address.
2 ® D D i n

&« i i ' http://wwwotmms.doa.louisiaa.gov/SelfService
Press <Enter>
The Login Screen will be shown

Please enter your Login ID

and Password to access

your account.

Login ID:

|

Password!

g |

Logon || Cancel |

Forgot your password?

NCS Billing Portal User Guide March 2025 LoglIn
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e Enteryour Login ID.
This is usually your first initial and last name. In some cases, because of duplication, it is the first
name and last name. Other IDs are possible. If you do not remember your Login ID you may

contact OTS NCS at NCSServicePortal@la.gov for assistance.

Please enter your Login 1D
and Password to access

your account

Login I1D:
Imathermnea
Password

Forgol your password?.

e Press <Tab> OR click in the Password field. Enter your Password.

e  The password is case sensitive.
e If you do not remember your password, you have the option to reset it using the "Forgot
Password" tool.

e Press <Enter> OR click on the Logon button.

Please enter your Login ID
and Password to access

your account.

Login ID:

Password!

Forgot your password?

NCS Billing Portal User Guide March 2025 LoglIn
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e The Menu will be displayed. Note the menu items:

e Change Password
e Report History
e LogOut.

Menu
Change Password
Report History
Log Out

NCS Billing Portal User Guide March 2025
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Forgot Password?

A Login ID and password are required to access the NCS Self Service Portal. If you do not remember

your password, you can reset it by first obtaining a temporary password.
To have a temporary password sent to you by email, use the "Forgot Your Password" tool.

e Atthe Login Screen, choose Forgot your password?

Please enter your Login 1D
and Password lo access

your account.

Login ID:

Password:

E |
Logon || Cance |
Forgol your password?
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e The Password Recovery Screen will prompt you to enter your Login ID.

"Password Recovery

Please enter your Login ID.
Login ID:

Contine... Cancel

e Enteryour Login ID and press <Tab> then <Enter> OR click the Continue button
Allow a few seconds for the action to take place; clicking Continue multiple times may result in

your receiving multiple password resets.

{Password Recovery

Please enter your Login ID.

Login ID: Imathernea

Continue. .. Cancel \

e Your password will be sent to the email address on record for you in NCS's Self Service security
database. Click the OK button to continue.

NCS Billing Portal User Guide March 2025 LogIn
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4@ Your Password has been sent to your email address.
L = You should receive it shortly.

e Check your email for a message from OTMBIll@LA.Gov

3 Inbox
@070 From Subject
= Date: Today

ﬂ3 | Laura Matherne

e Note your temporary password.
Tip: You should be able to copy the temporary password from your email and paste itinto the

password field when you log in.

Thu 5/22/2014 4:25 PM
OTMBIll@LA.Gov

Password
To M Laura Matherne

¢c Ml Laura Matherne

Login ID: Imathernea

Password{ B55a6BRSGz

NCS Billing Portal User Guide March 2025 LogIn
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e Loginwith your Login ID and your temporary password

Please enter your Login ID
and Password o access

your account

Login [D:

Password:

avoneapasesass. |
Logon || Cancel |

Forgot your password?

¢ You will be prompted to change your password.

e Enter your temporary password in the Current Password field.
e Enter a new password in the New Password field. The password:
e must contain:
e atleast 10 characters
e atleast1number
e atleast1capital letter
o should be different from your past three passwords.
e Re-enter the new password in the Re-enter new password field.

e Click Change to continue

Change Password

NCS Billing Portal User Guide March 2025 LoglIn
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e You may now log in using your login id and new password.

Please enter your Login 1D
and Password to access
your account

LoginID:

Fassword:

Forgol your password?

NCS Billing Portal User Guide March 2025 LoglIn
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Menu
The Menu is available throughout the Self Service Portal. You may select:

e Change Password—Change the password used to log in to the application
e Report History—View a list of all billing reports accessible to the user
e Log Out—Log out of the application

Menu
Change Password
Report History
Log Out

Click the double arrow at the top left of the screen to hide the Menu.

<«

mrm Menu
Change Password
Report History
Log Out

NCS Billing Portal User Guide March 2025
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Click the single arrow at the top left of the screen to show the Menu again.

’m

The original view is restored.

Menu
Change Password
Report History
Log Out

NCS Billing Portal User Guide March 2025 Menu
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Change Your Password

After you have logged in to the NCS Self Service Portal, you may change your password at any time.

e Click the Change Password menu item on the left side of the screen.

Menu
Change Password
Report Histo

Log Out

e The Change Password screen is displayed

Menu Change Password

Change Password
Report History
Log Out

Login ID: Imathemea
Current Password!

New Password.

Re-enter new password.
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Enter your new password.
e The password must contain:
o atleast 10 characters
e atleast 1number
e atleast 1 capital letter

e The password should be different from the past three passwords used

Re-enter (confirm) the new password

Click Change to continue

Menu Change Password

Change Password
Report History

Log Out

Re-enter new password: ssesssssse

Log in using your new password.

Piease enter your Login ID
and Password fo access

your account

Login ID:

Password

Forgot your password?
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Report History List
"Get" Reports

To access the reports click the Report History menu item.

Menu
Change Password
Report History
Log Out

From the Report History List screen, click the Get button to retrieve a list of available reports.

Change Password
Report Hislory

Log Out

Records: 0to 0 of 0 << || < SiE=
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All reports available to you will be listed.

Report History List

Search By: | Tille vl cet |

i : :

[ Tme JRun Dale Time Beq

i_g Agency Bill Summary by Auth User - JAN 2025 - imatherne 2/10/2025 8:18 AM 2390925 a

| Agency Bill Summary - JAN 2025 - B315-3003 20712025 10:15 PM 2397210 1

| Agency BEI Summary - JAN 2025 - BE15-4012 272025 10:15 PM 2387214

I‘QAQCH’-'-Y Bl - JAM 2025 - BB15-4012 2712025 5:35 PM 2394370

|8 Agency Bl - JAN 2025 - BB15-3003 2072025 5:33 PM 2384366

;I.g Agency Bill 800 Call Detall Export - JAN 2025 - B815-4012 2(7/2025 12:26 PM 2391525

E}gAgency Bill Detall Only Export - JAN 2025 - B815-4012 2/7/2025 8:45 AM 2388681

53 Agency BEl Detall Cnly Export - JAN 2025 - B&15-3003 21712025 8:44 AM 2388677

::gﬂgency Bill Summary by Auth User - DEC 2024 - Imatheme AM4/2025 T:41 PM 2383257

|8 Agency Bil Detall Only Export - DEC 2024 - B815-4012 111412025 4:04 PM 2380545

:f_gngency Bill Detail Only Export - DEC 2024 - B815-3003 1114/2025 4:03 PM 2380541

i_ﬂAgerk:.y Bl 800 Call Detall Export - DEC 2024 - B315-4012 11472025 11:32 AM 2377701

_.;;ﬁgency Bil Long Distance Usage Export - DEC 2024 - BB15-4012 V472025 544 AM 2374857

I]_gﬁ@ency Bil - DEC 2024 - B&15-4012 11372025 9:02 PM 2372013

;gAgcncy Bl - DEC 2024 - B815-3003 11372025 8:59 PM 2372009

H;hgi:ncy Bill Summary - DEC 2024 - BB15-3003 111372025 12:23 PM 2369165

Egngency Bill Summary - DEC 2024 - BB15-4012 111372025 12:20 PM 2389169 -
1 b

ERmrds- 1to 250 of 569 > | a5

Note: Reports are only generated when there is actually data to report. This means that, for example, if
a particular account unit has no long distance service usage there will be no Agency Bill Long Distance
Usage Export report for that account unit.

The list of reports shows:

!;E- —The select button. Click to select and view a single report from the Report History List. (A report
can also be selected by double-clicking the report title.)

Title=The report title. Most bill report titles include the report type, the date as a three-letter month and
four-digit year, and the account number.

Run Date Time—The date and time NCS published the bill report online.

Seq—A code associated with each report.
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Filter Reports

You may filter the reports shown in the Report History List by entering information in the Title field. Enter
an asterisk (*) at the beginning of this field, followed by the full or partial report title. The results will
include all reports with the characters you entered in the title.

Most bill report title consists of three elements:
e the type of bill report

o Agency Bill Summary by AuthUser,
o Agency Bill,
o Agency Bill Summary,
o Agency Bill Detail Only Export,
o Agency Bill 800 Call Detail Export, or
o Agency Long Distance Usage Export;
e theinvoice date, written as a three-letter month abbreviation and a four-digit year;

e the account number (general ledger number/accounting unit/cost center).

Each element is separated by a "space dash space” ( -).

A complete report title is written as:
Report type - Invoice Date - Account Number
For example, the Agency Bill report for account number B815-3003 for March 2024 is titled:

Agency Bill - Mar 2024 - B815-3003
report type space dash space 3-letter space 4-digit space dash space account number
month year

To filter reports, from the Report History List screen:
e Clickin the Title field

e Enter an asterisk (*) followed by the full or partial report title
e Press the Get button.

NCS Billing Portal User Guide March 2025 Change Your Password
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Example 1-Filter by Complete Title

To see only the March 2024 Agency Bill report for account number B815-3003, from the Report History
List screen:

Click in the Title field

Report History List

SearchBy: | Tile v || Get |
- ?

[Title: [Run Date Time Seq
|3 Agency Bill Summary by Auth User - JAN 2025 - imatherme 2/10/2025 8:18 AM 2390925 -

| Agency BHl Summary - JAN 2025 - B815.3003 2/7/2025 10:15 PM 2357210 '
8 Agency BBl Summary - JAN 2025 - BE15-4012 272025 10:15 PM 2389724
| Agency BHl - JAN 2025 - B815-4012 2712025 5:35 PM 2394370
| Agency Bill - JAN 2025 - B815-3003 20712025 5:33 PM 2384366
{48 Agency Blll B0O Call Detadl Export - JAN 2025 - BB15-4012 2(7/2025 12:26 PM 2391525
{4 Agency Bl Detall Only Export - JAN 2025 - BB15-4012 2/7/2025 8:45 AM 2388681
2 Agency BEl Detall Only Export - JAN 2025 - B&15-3003 2/TI2025 8:44 AM 238B6TT
b Agency Bl Summary by Auth User - DEC 2024 - Imatheme AM4/2025 T:41 PM 2383257
| Agency Bl Detall Only Export - DEG 2024 - B815-4012 111472025 4:04 PM 2380545
& Agency Bill Detail Only Export - DEC 2024 - B815-3003 1114/2025 4:03 PM 2380541
& Agency BEI B0O Call Detall Export - DEC 2024 - B315-4012 11472025 11:32 AM 2377701
| Agency Bl Long Distance Usage Export - DEG 2024 - B15-4012 11472025 5:44 AM 2374857
Ll Agency Bl - DEC 2024 - B815-4012 11372025 9:02 PM 2372013
: o Agency Bl - DEC 2024 - B&15-3003 111372025 8:58 PM 2372009
& Agency Bl Summary - DEG 2024 - BB15-3003 111372025 12:23 PM 2369165
{.al) Agency Bill Summary - DEC 2024 - BB15-4012 1/13/2025 12:20 PM 2389169 v
1 »

| Records: 1 to 250 of 589 > | 2=

Enter an asterisk followed by the report title: *Agency Bill - Mar 2024 - B815-3003

IReport History List
Search By: TJIh:_v|.' Get |

Thle: “Agency Bill - Mar 2024 - Bi

TTitle |Run Date Time Beq
o Agency Bill Summary by Auth User - JAN 2025 - Imatheme 2/10/2025 8:18 AM 2390925 -
) Agency Bill Summary - JAN 2025 - B815-3003 2/7/2025 10:15 PM 2397210 '
4 Agency Bill Summary - JAN 2025 - B315-4012 2/7/2025 10:15 PM 2397214
i Agency BIll - JAN 2025 - BB15-4012 2712025 5:35 PM 2394370
3 Agency Bill - JAN 2025 - B815-3003 20712025 5:33 PM 2394366
=i Agency Bill BDD Call Detall Export - JAN 2025 - BB15-4012 2712025 12:26 PM 2391525
<3 Agency Bill Detall Only Export - JAN 2025 - B815-4012 2712025 B:45 AM 2388681
4 Agency Bill Detall Only Export - JAN 2025 - BA15-3003 21712026 B:44 AM 2388677
a8 Agency Bill Summary by Auth User - DEC 2024 - Imathemne 1142025 7:41 PM 2383257
- Agency Bill Detail Only Export - DEC 2024 - B815-4012 1/14/2025 4:04 PM 2380545

o Agency Bill Detall Only Export - DEC 2024 - B815-3003 11142025 4:03 PM 2380541
& Agency Eill 800 Call Detail Export - DEC 2024 - B815-4012 1/1472026 11:32 AM 2377701
' Agency Bill Long Distance Usage Export - DEC 2024 - B815-4012 1/14/2025 5:44 AM 2374857
& Agency Bill - DEC 2024 - BB15-4012 1/13/2025 9:02 PM 2372013
& Agency Bill - DEC 2024 - B815-3003 1/13/2025 8:59 PM 2372000
& Agency Bill Summary - DEC 2024 - B815-3003 11132025 12:29 PM 2369165
o Agency Bill Summary - DEC 2024 - B815-4012 1/13/2025 12:26 PM 2369169 -
1 L4

Records: 1 to 250 of 588
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e Press <Enter> or click the Get button.

‘Search By: | Tithe v

o
[Title: |Run Date Time Beq

o Agency Bill Summary by Auth User - JAN 2025 - Imathame 2/10/2025 8:18 AM 2390025 1
st} Agency Bill Summary - JAN 2025 - B315-3003 2/7/2025 10:15 PM 2397210 l
4 Agency Bill Summary - JAN 2025 - B815-4012 2/7/2025 10:15 PM 2397214

i Agency BIll - JAN 2025 - BB15-4012 2/712025 5:35 PM 2394370

& Agency Bill - JAN 2025 - BB15-3003 20712025 5:33 PM 2394366

=i Agency Bill BDD Call Detall Export - JAN 2025 - BB15-4012 2712025 12:26 PM 2391525

3 Agency Bill Detall Only Export - JAN 2025 - B815-4012 2712025 B:45 AM 2388681

4 Agency Bill Detall Only Export - JAN 2025 - BE15-3003 21712025 B:44 AM 2388677

a8 Agency Bill Summary by Auth User - DEC 2024 - Imathemne 1142025 7:41 PM 2383257

s Agency Bill Detall Only Export - DEC 2024 - BE15-4012
< Agency Bill Detall Only Export - DEC 2024 - B815-3003

/2025 4:04 PM 2380545
42025 4:03 PM 2380541

& Agency Bill 800 Call Detail Expon - DEC 2024 - B815-4012 1/14/2026 11:32 AM 2377701
& Agency Bill Long Distance Usage Export - DEC 2024 - B815-4012 1/14/2025 5:44 AM 2374857
& Agency Bill - DEC 2024 - BB15-4012 1/13/2025 9:02 PM 2372013
& Agency Bill - DEC 2024 - B815-3003 1/13/2025 8:59 PM 2372000
2 Agency Bill Summary - DEC 2024 - B815-3003 1132025 12:29 PM 2369165
o Agency Bill Summary - DEC 2024 - B815-4012 111372025 12:26 PM 2369169 -

1
Recards: 1 to 250 of 599

The report choices are limited to those containing the characters you included.

Search By: Tite v | Get |

o

[Title [Run Date Time lSeq
|« Agency Bill - MAR 2024 - B815-3003 4/4/2024 8:24 AM 2222441

4

Records: 1t010f 1
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Example 2—Filter by Account Number

To see all reports for Account Number B815-3003 only, from the Report History List screen:
e Clickin the Title field

Report History List

Search By: | Tiie v | Gt
- | ?

[ Tme JRun Dale Time Beq

F_Q,AQEI'K:\I Bill Summary by Auth Uiser - JAN 2025 - imatherne 2/10/2025 8:18 AM 2390925 a
o Agency BHll Summary - JAN 2025 - B215.3003 2/7/2025 10:15 PM 2357210 '

|l Agency BBl Summary » JAN 2025 - B815-4012 2712025 10:15 PM 2397214

:l_.; Agency BHl - JAM 2025 - BB15-4012 2/7/2025 5:35 PM 2394370

| Agency Bill - JAN 2025 - B815-3003 2712025 5:33 PM 2334366

|28 Agency Bill B0O Call Detail Export - JAN 2025 - B15-4012 20712025 12:26 FM 2391525

| Agency BEl Detall Only Export - JAM 2025 - B&15-4012 21712025 8:45 AM 2388681

| Agency Bl Detall Gnly Export - JAN 2025 » B815-3003 2/TI2025 8:44 AM 2388677

|4 Agency Bl Summary by Auth User - DEC 2024 - Imatheme 111472025 7:41 PM 2383257

| Agency Bil Detall Only Export - DEG 2024 - B815-4012 111472025 4:04 PM 2380645

e Agency Bill Detail Only Export - DEC 2024 - B&15-3003 1114/2025 4:03 PM 2380541

& Agency BEI B0O Call Detall Export - DEC 2024 - B315-4012 1/14/2025 11:32 AM 2377701

| Agency Bill Long Distance Usage Export - DEG 2024 - B815-4012 111472025 5:44 AM 2374857

‘ & Agency Bl - DEC 2024 - BE15-4012 11372025 9:02 PM 2372013

; @ Agency Bill - DEC 2024 - B815-3003 11372025 8:59 PM 2372009

| Agency Bill Summary - DEG 2024 - B815-3003 111372025 12:29 PM 2369165

{.al) Agency Bill Summary - DEC 2024 - BB15-4012 111372025 12:20 PM 2389169 v

| « »

EﬂmrdS' 1 to 250 of 589 = =
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Enter an asterisk followed the account number: *B815-3003
Report History List

Search By: | Tie v || Get
i ?

mc [Run Date Time Seq

Bngenrcy Bill Summary by Auth Uiser - JAN 2025 - imatherne 2/10/2025 8:18 AM 2390925 a
|l Agency Bill Summary - JAN 2025 - B815-3003 2/7/2025 10:15 PM 2397210 1
8 Agency BBl Summary - JAN 2025 - BE15-4012 272025 10:15 PM 2389724

| Agency BHl - JAN 2025 - B815-4012 21712026 5:35 PM 2394370

128 Agency Bl - JAN 2025 - BE15-3003 21712025 5:33 PM 2394366

{48 Agency Blll B0O Call Detadl Export - JAN 2025 - BB15-4012 2(7/2025 12:26 PM 2391525

{4 Agency Bl Detall Only Export - JAN 2025 - BB15-4012 2/7/2025 8:45 AM 2388681

2 Agency BEl Detall Only Export - JAN 2025 - B&15-3003 272025 B:44 AM 238B6TT

b Agency Bl Summary by Auth User - DEC 2024 - Imatheme AM4/2025 T:41 PM 2383257

| Agency Bil Detall Only Export - DEG 2024 - B815-4012 114/2025 4:04 PM 2380545
& Agency Bill Detall Only Export - DEC 2024 - B&15.3003 111412025 4:03 PM 2380541
|23 Agency Bl 800 Call Detall Export - DEC 2024 - B815-4012 1/14/2025 11:32 AM 2377701
| Agency Bill Long Distance Usage Export - DEG 2024 - B815-4012 1142025 5:44 AM 2374857
4 Agency Bil - DEC 2024 - B815-4012 111312025 9:02 PM 2372013
|3 Agency Bl - DEC 2024 - B815-3003 11132025 8:50 PM 2372009
3 Agency Bill Summary - DEG 2024 - B815-3003 111372025 12:29 PM 2368165
| Agency Bl Summary - DEC 2024 - BE15-4012 111312025 12:20 PM 2360160 v
4 »
| Records: 1 to 250 of 589 > | ==

Press <Enter> or click the Get button.

IReport History List

Search By: | Title || Gt |
Tite: 003
[Title Run Date Time Beq |

i Agency Bl Summary by Auth User - JAN 2025 - imatherne 210/2025 8:18 AM 2380925 al
) Agency Bill Summary - JAN 2025 - B815.3003 21712025 10:15 PM 2387210 .
5 Agency Bl Summary - JAM 2025 - BB15-4012 2772025 10:15 PM 2397214

& Agency BHl - JAN 2025 - BB15-4012 2/T12025 5:35 PM 2384370

=4 Agency Bill - JAN 2025 - B815-3003 2/712025 5:33 PM 2304368

b Agency Bill 500 Call Detall Export - JAN 2025 - BB15-4012 2/T12025 12:26 FM 2391525

8 Agency BEl Detall Only Export - JAN 2025 - B815-4012 2(7r2025 B:45 AM 2388681

= Agency Bill Detail Only Export - JAN 2025 - B815-3003 21712025 8:44 AM 2388677

& Agency Bl Summary by Auth User - DEC 2024 - Imatherme 1114/2025 T:41 PM 2383257

o Agency Bill Detall Only Export - DEC 2024 - BE15-4012 171412025 4:04 PM 2380545

< Agency Bl Detall Only Export - DEC 2024 - B615-3003 114/2025 4:03 FM 2380541

< Agency Bl 800 Call Detall Export - DEC 2024 - B815-4012 1/14/2025 11:32 AM 2377701

& Agency Bill Long Distance Usage Expont - DEC 2024 - B815-4012 11472025 G:44 AM 2374857

& Agency BHl - DEC 2024 - BR15-4012 111372025 8:02 PM 23712013

il Agency Bill - DEC 2024 - B815-3003 11132025 8:59 PM 2372009

4 Agency Bill Summary - DEC 2024 - B615-3003 111312025 12:29 PM 2369165

4 Agency Bill Summary - DEC 2024 - B815-4012 1132025 12:29 PM 2359168 -

1 b
Records: 1 to 250 of 589
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The report choices are limited to those containing the characters you included.

[Title [Run Date Time Eeq
<4 Agency Bill- APR 2021 - BE15-3003 51412021 11:09 PM 1565871 a
o4 Agency Bill - APR 2022 - B815-3003 51112022 10:53 PM 1786717 l
.« Agency Bill - APR 2023 - B815-3003 5/4/2023 2251 PM 2024283
4 Agency Bill - APR 2024 - B815-3003 51212024 10:40 PM 2237201
o4 Agency Bill - AUG 2020 - B815-3003 QIS12020 6:48 AM 1421184
& Agency Bill - AUG 2021 - BB15-3003 9(1/2021 11:15PM 1644038
< Agency Bill - AUG 2022 - B815-3003 91312022 T:20 AM 1868450
il Agency Bill - AUG 2023 - B815-3003 9/1/2023 3:52 PM 2086136
4 Agency Bill - AUG 2023 - B815-3003 91312023 8:22 AM 2087871
& Agency Bill - AUG 2024 - B815-3003 97212024 6:52 PM 2310015
4 Agency Bill - DEG 2020 - B815-3003 17112021 11:51 PM 1487797
4 Agency Bill - DEC 2021 - B815-2003 1i212022 10:42 PM 1716328
= Agency Bl - DEG 2022 - B815-3003 11212023 3:40 AM 1845630
<4 Agency Bill - DEC 2023 - B815-3003 11212024 6:33 AM 2164016
& Agency Bill - DEC 2024 - B815-3003 111312025 8:59 PM 2372009
23 Agency Bill - FEB 2021 - B815-3003 30412021 6:15 AM 1538458
& Agency Bill - FEB 2022 - B815-3003 3/14/2022 3:44 PM 1762256 -
1 ¥

Records: 110 151 of 191
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Example 3—Filter by Date

To see all reports for March 2024 only, from the Report History List screen:
e Clickin the Title field

ort History List [
SearchBy: | Tile v || Get |
i ?

[ Tme [Run Date Time Beq
Engenrcy Bill Summary by Auth Uiser - JAN 2025 - imatherne 2/10/2025 8:18 AM 2390925 a
| Agency Bill Summary - JAN 2025 - BA15-3003 20712025 10:15 PM 2397210 1
4 Agency BHl Summary - JAN 2025 - BE15.4012 2712025 10:15 PM 2397214
| Agency BHl - JAN 2025 - B815-4012 21712026 5:35 PM 2394370
128 Agency Bl - JAN 2025 - BE15-3003 21712025 5:33 PM 2394366
{48 Agency Blll B0O Call Detadl Export - JAN 2025 - BB15-4012 2(7/2025 12:26 PM 2391525
i Agency Bl Detall Only Export - JAN 2025 . B215-4012 21712025 8:45 AM 2388681
|8 Agency BRI Detall Only Export - JAN 2025 - B815-3003 21712025 B:44 AM 2386677
|5 Agency Bl Summary by Auth User - DEC 2024 - Imatheme 111472025 7:41 PM 2383257
| Agency Bil Detall Only Export - DEG 2024 - B815-4012 111472025 4:04 PM 2380645
& Agency Bill Detail Only Export - DEC 2024 - B815-3003 1114/2025 4:03 PM 2380541
& Agency BEI B0O Call Detall Export - DEC 2024 - B315-4012 1/14/2025 11:32 AM 2377701
& Agency BAl Long Distance Usage Export - DEG 2024 - B815-4012 111472025 5:44 AM 2374857
L& Agency Bill - DEC 2024 - B815-4012 111372025 9:02 PM 2372013
: & Agency Bl - DEC 2024 - B815-3003 11372025 8:59 PM 2372009
& Agency Bl Summary - DEG 2024 - BB15-3003 111372025 12:29 PM 2369165
o8 Agency Bill Summary - DEC 2024 - BB15-4012 1/13/2025 12:20 PM 2389169 v
4 ¥
| Records: 1 to 250 of 589 > | =

e Enter an asterisk followed by the three letter month and four-digit year: *Mar 2024

Search By: | Title v || Got |

Title JRun Date Time Beq |
4 Agency Bill - JUL 2020 - B815-3003 8/1/2020 9:16 FM 1388207 -
= Agency Bill - JUL 2020 - B815-4012 8/1/2020 9:25 PM 1368211 .
4 Agency Bill Summary - JUL 2020 - B&15-3003 8/3/2020 6:16 AM 1385517
a8 Agency Bill Summary - JUL 2020 - B&15-4012 8/3/2020 6:17 AM 1395521
;:.} Agency Bill Detail Only Export - JUL 2020 - B815-3003 B/3/2020 7:54 PM 1398672
s Agency Bill Detail Only Export - JUL 2020 - B815-4012 B/3/2020 7:54 PM 1398676
._-;, Agency Bill Summary by Auth User - JUL 2020 - Imatherne 8/5/2020 3:09 PM 1405396
& Agency Bill Summary - AUG 2020 - B815-3003 9/1/2020 6:08 PM 1408544
< Agency Blll Summary - AUG 2020 - B815-4012 8/1/2020 6:08 PM 1408548
4 Agency Bill Detall Only Export - AUG 2020 - B815-3003 9/1/2020 10:31 PM 1411699
4 Agency Bill Detall Only Export - AUG 2020 - B815-4012 9/1/2020 10:32 PM 1411703
_;: Agency Bill Long Distance Usage Export - AUG 2020 - B815-3003 9/3/2020 10:38 AM 1414854
_.,3 Agency Blll 800 Call Detall Export - AUG 2020 - B815-4012 9/4/2020 2:25 AM 1418013
g Agency Bill - AUG 2020 - BB15-3003 /52020 6:48 AM 1421184
. Agency Bill - AUG 2020 - BE15-4012 /572020 6:59 AM 1421188
-« Agency Bill Summary by Auth User - AUG 2020 - Imatheme /52020 3:45 FM 1424754
& Agency Bill Summary - SEP 2020 - BE15-3003 10/1/2020 5:17 PM 1427904 -

4 b
Records: 1 to 250 of 589 ol e
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e Press <Enter> or click the Get button.

Report_History List

Search By: | Title ~|| Got |
Title JRun Date Time Eeq T
4 Agency Bill - JUL 2020 - B815-3003 8/1/2020 9:16 PM 1389207 a
= Agency Bill - JUL 2020 - B815-4012 8/1/2020 9:25 PM 1389211 .
4@ Agency Bill Summary - JUL 2020 - B815-3003 832020 6:16 AM 1385517
a8 Agency Bill Summary - JUL 2020 - B&15-4012 81372020 6:17 AM 1395521
. Agency Bill Detail Only Export - JUL 2020 - B815-3003 B/3/2020 7:54 PM 1398672
i Agency Bill Detail Only Export - JUL 2020 - B815-4012 B/3/2020 7:54 PM 1398676
& Agency Bill Summary by Auth User - JUL 2020 - Imatherne 8/5/2020 3:09 PM 1405396
@& Agency Bill Summary - AUG 2020 - B815-3003 8/1/2020 6:08 PM 1408544
< Agency Bill Summary - AUG 2020 - B815-4012 8/1/2020 6:08 PM 1408548
« Agency Blll Detall Only Export - AUG 2020 - B815-3003 9/1/2020 10:31 PM 1411699
4 Agency Bill Detall Only Export - AUG 2020 - B815-4012 9/1/2020 10:32 PM 1411703
< Agency Blll Long Distance Usage Export - AUG 2020 - B815-3003 9/3/2020 10:38 AM 1414854
4 Agency BIll 800 Call Detall Export - AUG 2020 - B815-4012 9/4/2020 2:25 AM 1418013
g Agency Bill - AUG 2020 - BB15-3003 S/5/2020 6:48 AM 1421184
. Agency Bill - AUG 2020 - BE15-4012 S/6/2020 6:59 AM 1421188
-« Agency Bill Summary by Auth User - AUG 2020 - Imatheme /5/2020 3:45 FM 1424754
< Agency Bill Summary - SEP 2020 - B815-3003 10/1/2020 5:17 PM 1427904 -
4 »
Records: 1 to 250 of 599 ol e

The report choices are limited to those containing the characters you included.

| [ritle [Run Date Time Beq

!__\; Agency Bill - MAR 2024 - B&15-3003 41472024 8:24 AM 2222441

|3 Agency Bill - MAR 2024 - B&15-4011 41412024 8:26 AM 2222444
o Agency Bill - MAR 2024 - BB15-4012 41472024 8:28 AM 2222445

# Agency Bill B0 Call Detail Export - MAR 2024 - B815-4012 41312024 8:56 AM 2216784
¢ Agency Bill Detall Only Export - MAR 2024 - B815-3003 41372024 4:57 FM 2218610
Agency Bl Detall Only Export - MAR 2024 - B815-4011 4/3/2024 4:58 PM 2219613
| & Agency Bill Detall Only Export - MAR 2024 - B&15-4012 41372024 4:58 PM 2219614

Agency Bill Long Distance Usage Export - MAR 2024 - BE15-4012 41212024 10:43 PM 2213954

o Agency Bill Summary - MAR 2024 - B&15-3003 41212024 3:11 PM 2211120

| Agency Bill Summary - MAR 2024 - B815-4011 41212024 3:12 PM 2211123

_‘ o Agency Bill Summary - MAR 2024 - BB154012 4272024 312 PM 2211124

| & Agency Bill Summary by Auth User - MAR 2024 - Imatheme 4412024 11:49 AM 2225706
L4 ¥

|Records: 1to 12 01 12
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Example 4—Filter by Account Number and Date

To see all account unit B815-3003 reports for March 2024 only, from the Report History List screen:
e Clickin the Title field

ort History List

Search By: | Title v || Get
Tite: ?
[ Tme [Run Date Time Beq
Engenrcy Bill Summary by Auth Uiser - JAN 2025 - imatherne 2/10/2025 8:18 AM 2390925 a
| Agency Bill Summary - JAN 2025 - BA15-3003 20712025 10:15 PM 2397210 1
4 Agency BHl Summary - JAN 2025 - BE15.4012 2712025 10:15 PM 2397214
| Agency BHl - JAN 2025 - B815-4012 21712026 5:35 PM 2394370
128 Agency Bl - JAN 2025 - BE15-3003 21712025 5:33 PM 2394366
{48 Agency Blll B0O Call Detadl Export - JAN 2025 - BB15-4012 2(7/2025 12:26 PM 2391525
i Agency Bl Detall Only Export - JAN 2025 . B215-4012 2/7/2025 8:45 AM 2388681
|8 Agency BRI Detall Only Export - JAN 2025 - B815-3003 20712025 8:44 AM 2386677
|5 Agency Bl Summary by Auth User - DEC 2024 - Imatheme 111472025 7:41 PM 2383257
| Agency Bil Detall Only Export - DEG 2024 - B815-4012 111472025 4:04 PM 2380645
& Agency Bill Detail Only Export - DEC 2024 - B815-3003 1114/2025 4:03 PM 2380541
& Agency BEI B0O Call Detall Export - DEC 2024 - B315-4012 1/14/2025 11:32 AM 2377701
& Agency BAl Long Distance Usage Export - DEG 2024 - B815-4012 111472025 5:44 AM 2374857
L& Agency Bill - DEC 2024 - B815-4012 111372025 9:02 PM 2372013
: & Agency Bl - DEC 2024 - B815-3003 11372025 8:59 PM 2372009
& Agency Bl Summary - DEG 2024 - BB15-3003 111372025 12:23 PM 2369165
o8 Agency Bill Summary - DEC 2024 - BB15-4012 1/13/2025 12:20 PM 2389169 v
4 ¥
| Records: 1 to 250 of 589 > | =

e Enter an asterisk followed by the three letter month and four-digit year and the account unit
number: *Mar 2024 - B815-3003

IReport History List

Search By: | Title |
Tritle [Run Date Time Eeq T
-« Agency Bill - APR 2021 - B815-3003 5472021 11:09 PM 1565871 a
=] Agency Bill - APR 2021 - B815-4011 5/5/2021 12:03 AM 1565874 .
& Agency Bill - APR 2021 - B815-4012 5/5/2021 12:03 AM 1565875
o Agency Bill - APR 2022 - B815-3003 5172022 10:53 PM 1786717
= Agency Bill - APR 2022 - BB15-4011 SM72022 10:53 PM 1786720
o Agency Bl - APR 2022 - BB15-4012 S5M/2022 10:53 PM 1786721
L..;g Agency Bill - APR 2023 - B815-3003 5/4/2023 2:51 PM 2024283
b Agency Bill - APR 2023 - B815-4011 5472023 2:55 PM 2024286
44 Agency Bill - APR 2023 - B815-4012 5/4/2023 2:55 PM 2024287
a Agency Bill - APR 2024 - B815-3003 S5r212024 10040 PM 223720
< Agency Bill - APR 2024 - BB15-4011 5272024 10:43 PM 2237204
a Agency Bill - APR 2024 - BB15-4012 5212024 10:43 PM 2237205
4 Agency Bill - AUG 2020 - B815-3003 9/5/2020 6:48 AM 1421184
_.‘3 Agency Bill - AUG 2020 - B815-4012 9/5/2020 6:59 AM 1421188
.« Agency Bl - AUG 2021 - B&15-3003 9172021 11115 PM 1644039
<4 Agency Bill - AUG 2021 - BB15-4011 9/1/2021 11:28 PM 1644042
b Agency Bill - AUG 2021 - BB15-4012 9/1/2021 11:26 PM 1644043 -
1 L
Records: 1 to 250 of 598 = >
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e Press <Enter> or click the Get button.

Report History List

Search By: | Title v || Get

Title: *Mar 2024 - B815-3009

Tritle [Run Date Time Eeq |
-« Agency Bill - APR 2021 - B815-3003 5/4/2021 11:09 PM 1565871 a
a8 Agency Bill - APR 2021 - B815-4011 5/5/2021 12:03 AM 1565874 s
& Agency Bill - APR 2021 - B815-4012 5/5/2021 12:03 AM 1565875
o Agency Bill - APR 2022 - B815-3003 5172022 10:53 PM 1786717
= Agency Bill - APR 2022 - BB15-4011 5172022 10:53 PM 1786720
o Agency Bl - APR 2022 - BB15-4012 S5M/2022 10:53 PM 1786721
4 Agency Bill - APR 2023 - B815-3002 5/4/2023 2:51 PM 2024283
& Agency Bill - APR 2023 - B815-4011 5472023 2:55 PM 2024286
-« Agency Bill - APR 2023 - B815-4012 5/4/2023 2:55 PM 2024287
a Agency Bill - APR 2024 - B815-3003 S5r212024 10040 PM 223720
< Agency Bill - APR 2024 - B815-4011 51212024 10:43 PM 2237204
o Agency Bill - APR 2024 - B815-4012 5212024 10:43 PM 2237205
o Agency Bill - AUG 2020 - BB15-3003 B/5/2020 G:48 AM 1421184
=4 Agency Bill - AUG 2020 - B815-4012 9/5/2020 6:59 AM 1421188
.« Agency Bl - AUG 2021 - B&15-3003 a9/1/2021 11:15PM 1644039
<4 Agency Bill - AUG 2021 - BB15-4011 9/1/2021 11:28 PM 1644042
b Agency Bill - AUG 2021 - BB15-4012 9/1/2021 1128 PM 1644043 A

1 L
Records: 1 to 250 of 598 =

The report choices are limited to those containing the characters you included.

Search By: | Title v || Get
Title: Mar 2024 - B815-300:

[Title [Run Date Time [Eeq
<4 Agency Bill - MAR 2024 - B815-3003 4/4/2024 8:24 AM 2222441
&8 Agency Bill Detall Only Export - MAR 2024 - B815-3003 4/3/2024 4:57 PM 2219610
. Agency Bill Summary - MAR 2024 - B815-3003 41212024 3:11 PM 2211120
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View, Navigate, and Print Report

Page 30 of 67

To view a specific report, select it from the Report History List. To do this, you may either

)
e Click the Select button ( = ) beside the report title, OR

Double-click the report title.

4 —

[Title [Run Date Time Seq |
.ua Agency Bill Summary by Auth User - JAN 2025 - Imathemne 2/10/2025 8:18 AM 2399825
_L.;, Agency Bill Summary - JAN 2025 - B815-3003 21772025 10:16 PM 2397210
o Agency Bill Summary - JAN 2025 - BB15-4012 20712025 10:15 PM 2397214
0 Agency Bill - JAN 2025 - B515-4012 20712025 5:35 PM 2394370

‘ g Agency Bill - JAN 2025 - B815-3003 2712025 5:33 PM 2394366
5 Agency Bill 800 Call Detail Export - JAN 2025 - B§15-4012 21772025 12:26 PM 2391525
_;.a Agency Bill Detail Only Export - JAN 2025 - B815-4012 21772025 8:45 AM 2388681
_;a Agency Bill Detail Only Export - JAN 2025 - B815-3003 20772025 B:44 AM 238BGTT
._-Q Agency Blll Summary by Auth User - DEC 2024 - Imatherne 1M4/2025 7:41 PM 2383257
-4 Agency Bill Detail Only Export - DEC 2024 - BB15-4012 1/14/2025 4:04 PM 2380545
4 Agency Bill Detall Only Export - DEC 2024 - B815-3003 1/14/2025 4:.03 PM 2380541
4 Agency Bill 800 Call Detall Export - DEG 2024 - B815-4012 1/14/2025 11:32 AM 2377701
. Agency Bill Long Distance Usage Export - DEC 2024 - BB15-4012 1M14/2025 5:44 AM 23T4B5T
4 Agency Bill - DEC 2024 - BE15-4012 1/13/2025 9:02 PM 2372013
& Agency Bill - DEC 2024 - B815-3003 1/13/2025 8:59 PM 2372000
j Agency Bill Summary - DEC 2024 - B815-3003 11372025 12:20 PM 2369165
; Agency Bill Summary - DEC 2024 - B§15-4012 1/13/2025 12:29 PM 2369169

Records: 1 to 250 of 599

The selected report will be shown in PDF format.

OTS Network Communication Services

PO Box 94280
Baton Rouge, LA 70804-9280
AGPS Vendor # 72070025400

Invoice for: B815-3003 OTS/End User Computing

PO BOX 94095
Baton Rouge, LA 70804-8095

Local Services
Standard Dial Tone MRC
Voice Processing MRC
Hosted Voice Services MRC

Voice Services
Network Services

Ethernet MRC
Internet Gateway 2 MRC

Network Services

_[—"JI Email l Export

NCS Billing Portal User Guide

Please Remit Payment To:

Office of Technology Services - NCS
P.O. Box 94095

Baton Rouge, LA 70804

Invoice#: 2501008579 Invoice Date:01/31/2025

Page Number: 1

Amount  Support Fee Processing Fee Total Due

162.00 0.80 0.00 162.80

18.60 0.09 0.00 18.69

1,986.80 10.09 0.00 1,996.89

2,167.40 10.98 0.00 2,178.38

Amount Support Fee Processing Fee Total Due

1,300.00 6.50 0.00 1,306.50

159.48 0.80 0.00 160.29

1,459.48 7.30 0.00 1,466.79

Cancel Back
March 2025 Change Your Password
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At the bottom of the window are buttons to:

e email the report (refer to Email Billing Reports in this guide)
e export the report (refer to Export and Save Billing Reports in this guide)

e return to the Report History List (Cancel)

Click Cancel to leave the report and return to the Report History List.

Long Distance Services

e return to the first page of the current report (Back)
Click the Back button to return to the first page of a report.

Long Distance Services

NCS Billing Portal User Guide March 2025 Change Your Password



Adobe Acrobat Toolbar

Invoice for: B808-2222

EXG DEPIOTMIOFFIGE OF DIREGTOR Imvoice® - 1403006757

Imvoice Date03/312014 Page Number: 21

Number
2252100058

Save the PDF document

Print the report
Page backward

Page forward

Go to a specific page by typing a page number in the box

Zoom out

Zoom in

Show the complete Adobe Acrobat Reader toolbar

Detailfor: Non Standard LINC Usage

(—1 o | o |

CalAmount or- Standara LING Usage 64
‘Support Fee 038
Processing Fee 000

Total 79.33

Humber of Minutes Amount
5611 19.64

CalAmount for: Non Standard LINC Usage 19,64

‘Support Fes 010
Processing Fes 0.00

Total 1974

Grand Totat:

Amguni
12422.00

Be e 212 - | )

Save a copy (Shift+Ctrl+5)

—m

Support  Processing fee Total
6235 23r 1249672

You may also see an Adobe Acrobat toolbar. It will likely appear in Read Mode

). This toolbar provides the capability to:

Page 32 of 67

Note: The toolbar shows by default in Read Mode display. Read Mode is an Acrobat Reader

setting in which the floating bar displays when the mouse is hovered in near the toolbar and fades

away when the mouse is removed. If you choose to display the complete Acrobat toolbar, more

buttons will be available and the toolbar will be anchored to the window frame. This includes the

Bookmark button. Click the Bookmark button to show points of interest within the report. Click

an individual bookmark link to navigate to that point.

Example:

From an open Agency Long Distance Usage report:

NCS Billing Portal User Guide

March 2025
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o Click the Show Adobe Reader toolbar button

Page 33 of 67

88154012
se1sann2
88154012
seisaniz
BB1540%2
sxisaniz
8154012
seisamz
8154012
8154012
BB1S4012
88184012
BR1S4017
BB1S40T2

602 W FIFTH ST GALVEZ BLDG

1800 N 3RO ST 158
1800 1 IRD ST 158
1200 N 3RO STISE
1500 N 3RD STISB.
1200 1 390 5T 158
1503 N 3RD STISE.
1200 N 3R0 ST 158
1800 N 3RD ST 158
1800 1 3R0 ST 158
1800 N 3RD ST 158
1800 1 3RD ST 158
1800 N IRD ST 158
1800 W IRD ST 158

225219133
225381180
2253811818
2amEniEn
25381189
2as3m
pE=E)
e
253811690
2531160
2253811610
225381160
2250011610
225381160

SEESESEEERERERER

284 Long Distance Usage
0.10Long Distance Usage
0.27 Long Distance Usage
0.01Long Distnce Usage
0.02Long Distance Ussge
.16 Leng Distance Usage
0.35Long Distance Usage
0.95 Long Distance Usage
0.01Long Distance Usage
.02 Long Distance Usage
0.01Long Distance: Usage
0.91Long Distance Usage
001 Long Distance Usoge
0.07 Long Distance Usag=

ssmanz  monIm0sTiER
BeS402 100N 3RO ST S8
BeI4mZ  1E0ONIRDSTIEE

321814
225041 1010
ams om0

e

BRI 1020 I35
B B S
10702224 1606 S0TIR4

100420 1808 SeEITs

ESREEEEEERRESS

o Click a bookmark link to show the page you would like to see.

Bookmarks

B- B

(8
A
@

' m 1BC28600_126698
{C7D96F30-655A-4565-95

B RQ ® 0

X

1A-DOA91CBSE122)rpt
Q > [ 2252191334

> [] 2253811610

*Note: In this example, the dialed telephone numbers have been truncated. The actual bill will

/

BEIS4012
BEIA012
BEIZ4012
Az
BEIZ4012
BErzagiz
BEIS4012
Tz
REA01D
BEII412
D01
BEIT401Z
AT
BEIS4012

1

LE0O M IRD 5T 58 BATON ROUGE.
TBODM 3RD STHS BATEON ROUGE
B0 3RO 3T 58 BATON ROUGE
THOO M SHD 3T 158 BATON ROUGE
HEOO N 3RD ST 58 RCUCE
A N 0 ST BATON FOUGE
LROO M IR0 ST 58 BATON ROLGE
TEO0 M 3RD 3T 38 BATON ROUGE
IO 3D ST S AT Fene
TEO0 M 3RD 3T 138 BATON ROUGE
MO N IAD ST 8 BATON ACUGE

contain all ten digits of the dialed telephone numbers.
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1820 2o DR ASST w 0 284 Lamg Datarce g
1391 BA482- Hew Crieans LA 1340 Lang Daanse Usage.
11 AT Mo Crbarn [y a2 037 Lory Dty Usimm.
188 S0RITT Bhem Cirsant e 03 0101 Lang Dintance Usage.
1351 Hem Drbearm I (1] 352 Lo Diatance U
134w AT feied La a2 .10 Larg Datance Usag
148 504782 Kerner V3 20 0.9 Long Datance Usage:
1 RTI L L& 73 08 Lang Datance Livage.
1492 B4 ans Mo Crans: LA 03 351 Liang Distanae Usage.
1535 3188 Tt L os 8.2 Lory; Datarce Usage.
1408 somamas Fiew Cirnans L& o3 001 Lang Oiatance Usage.
1504 R B Cebaam. L 03 Lo DiLarcy Unage
1804 smsIr Houms La 03 007 Larg Diatanca Usage.
1806 BOLETL Miem rieans w 2 .57 Long Dratance Usage

Change Your Password
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NCS Billing Report Types

The NCS bill for each agency account number may include the following reports. If there is no data to

report, the report will not be generated. (For example, if no long distance calls were made there will be

no long distance usage report.

Agency Bill Summary by AuthUser—A list of grand totals due for each account number the user is

authorized to access. Best for printing or viewing in PDF.

Agency Bill-Comprehensive report for the account number (general ledger number/cost
center/accounting unit) including announcements; identifying information; summary charges by line
of service, including totals for each line of service as well as a grand total; and detail charges for each
line of service including charges for each telephone or circuit number. Best for printing or viewing in
PDF.

Agency Bill Summary—Summary of charges for the account number (general ledger number/cost
center/accounting unit) by line of service, including totals for each line of service as well as a grand

total. Best for printing or viewing in PDF.

Agency Bill Detail Only Export—Monthly recurring charges for each telephone or circuit number

(includes all lines of service). Best for export to Excel Data Only.

Agency Bill 800 Call Detail Export—Call charges for each toll free number associated with the
account number. Call details include originating number, date and time, dialed digits, terminal city

and state, duration, and cost. Best for export to Excel Data Only.

Agency Long Distance Usage Export—Long distance charges associated with each telephone
number. Call details include originating number, date and time, dialed digits, terminal city and state,

duration, and cost. Best for export to Excel Data Only.

Billing-related announcements may also be included in the Report History List.
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Agency Bill Summary by AuthUser

This report provides a list of grand totals due for each account number the user is authorized to access.
This report will be sent by email monthly to NCS Self Service Portal users. The report includes three
sections:

e Astatementindicating the date ending the month covered by the invoice. For example, the
Agency Bill Summary by AuthUser for March 2024 would have a statement "Summary of Charges
for period ending 3/31/2024."

e Information and announcements

e Alink to the NCS Self Service Portal.

e Atable showing account numbers, descriptions of the account numbers, and associated charges.

This reportis intended for printing or saving to PDF.
Tip: Before saving the file, determine the best location to save it and a meaningful name for it.
The system-generated name for the file will not be helpful. You may consider using the report
title as the name of the file, as it includes the report type, invoice date, and account number.
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Agency Bill

This report provides a comprehensive view of the agency charges. There are several sections to the
report:
e NCS contact and remittance information
e Asneeded, message with the latest news from NCS regarding changes or enhancements to
services
e Identifying information
e The account number (NCS accounting unit number/general ledger number or cost
center) associated with the invoice
e The address of the agency being invoiced
e The invoice number
e The invoice date
e A summary of charges by line of service and total amount due
e Details of charges for each billed item (number) and total amount due

e Grand total

Please Remit Payment To: Page Number: 1
OTS Network Communication Services Office of Technology Services - NCS
P.O. Box 94095
PO Box 94280 Baton Rouge, LA 70804
Baton Rouge, LA 70804-9280
AGPS Vendor # 72070025400
Invoice for: B815-3003 OTS/End User Computing Invoice# : 2502008579 Invoice Date:02/28/2025
PO BOX 94095
Baton Rouge, LA 70804-9095
Local Services Amount  SupportFoo Brocessing Feo Iotal Due
Sanchacd il Yoo MG 162.00 0.80 0.00 162.80
Vaida Plooasaing Wi 18.60 0.09 0.00 18.69
Hosted Voice Services MRC 1,986.80 10.09 0.00 1,996.89
Voice Services 2,167.40 10.98 0.00 2,178.38
Network Services Amount  SupportFee  ProcessingFee  TotalDuo
Ehornet IR 1,300.00 650 0.00 1,306.50
Inkbniok Gale iy 2 MRC 159.49 0.80 0.00 160.29
Network Services 1,450.49 7.30 0.00 1,466.79
Total Amount Due: 3,626.89 18.28 0.00 3,645.17
Local Services Standard Dial Tone MRC
Number Address City Description QrY  Amount Support Proc Total
Feo Koo
2253424730 1800 N 3RD ST ISB BATON ROUGE KEY SYSTEM CLASS 1 2550 0.13 0.00 25.63
2253422569 627 N 4TH ST IBERVILLE BLD! BATON ROUGE BASIC CLASS 1 2450 0.12 0.00 24.62
2252190874 617 N 3RD ST LASALLE BLDG BATON ROUGE BASIC CLASS 1 2450 0.12 0.00 24.62
2252190646 627 N 4TH ST IBERVILLE BLD! BATON ROUGE BASIC CLASS 1 2450 0.12 0.00 24.62
2253428717 628 N 4TH ST BIENVILLE BLDt BATON ROUGE BASIC CLASS 1 2450 0.12 0.00 24.62
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Invoice for: B815-3003 OTS/End User Computing Invoice# : 2502008579 Invoice Date:02/28/2025 Page Number: 2
Local Services Standard Dial Tone MRC
Mumber Address ity Rescriotion QIY  Amount Suogor Broc Iotal
i) Eos
2253425752 628 N 4TH ST BIENVILLE BLDt BATON ROUGE DIGITAL CLASS 1 3850 0.19 0.00 38.69
Total for: Standard Dial Tone MRC 162.00 0.80 0.00 162.80
Local Services Voice Processing MRC
Number Address City Description ary  Amount Support Broc Iotal
In Eee
2253422569 627 N 4TH ST IBERVILLE BLDv BATON ROUGE MESSAGE TAKING MAILBOX 6.20 0.03 0.00 6.23
2252190645 627 N4TH ST IBERVILLE BLDY BATON ROUGE MESSAGE TAKING MAILBOX 6.20 0.03 0.00 6.23
2253428717 628 N4TH ST BIENVILLE BLD! BATON ROUGE MESSAGE TAKING MAILBOX 620 0.03 0.00 6.23
Total for: Vioice Processing MRC 18.60 0.09 0.00 18.69
Voice Services Hosted Voice Services MRC
Humber Address City Description ary  Amount Support Broc Iotsl
oo oo
2252191385 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2252192564 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2252192610 627 N4TH ST IBERVILLE BLD! HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2252192622 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2252193002 602 N FIFTH ST GALVEZ BLD( HVS Encryption 1 280 0.0 0.00 8
2252183002 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2252194135 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 1572 0.08 0.00 15.80
2252195578 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 1572 0.08 0.00 15.80
2252195599 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 1572 008 0.00 15.80
2252195599 602 N FIFTH ST GALVEZ BLD{ HVS CC Dskiop Audio 1 475 0.02 0.00 47T
2252195733 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 1572 0.08 0.00 15.80
2252195741 602 N FIFTH ST GALVEZ BLDX( HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2252195744 504 MAYFLOWER STREET HVS Premium Package seat 1 1572 0.08 0.00 15.80
2252195746 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 1572 0.08 0.00 15.80
2252195747 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 1572 0.08 0.00 15.80
2252195758 602 N FIFTH ST GALVEZ BLDX HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2252195780 602 N FIFTH ST GALVEZ BLD( HVS Premium Package seat 1 15.72 0.08 0.00 15.80
2253424638 602 N FIFTH ST GALVEZ BLDX( HVS Premium Package seat 1 1572 0.08 0.00 15.80
Amount Iotal
Grand Total: 362689 18.28 0.00 384517

This reportis intended for printing or saving to PDF.

Tip: Before saving the file, determine the best location to save it and a meaningful name for it.
The system-generated name for the file will not be helpful. You may consider using the report

title as the name of the file, as it includes the report type, invoice date, and account number.
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Agency Bill Summary

This report provides a summary of charges for the account number (accounting unit/general ledger
number/cost center) by line of service, including totals for each line of service as well as a grand total. It
provides the same information as the first three sections of the Agency Bill report—only the details
associated with a particular number are omitted. The Agency Bill Summary report includes:

e NCS contact and remittance information
e A message with the latest news from NCS regarding changes or enhancements to services

e |dentifying information

e The account number (NCS general ledger number/accounting unit number or cost
center) associated with the invoice

e The address of the agency being invoiced

e The invoice number

e The invoice date

e A summary of charges by line of service and total amount due

Page Number: 1
OTS Network Communication Services Please Remit Payment To:
Office of Technology Services - NCS
PO Box 94280 P.O. Box 94095
Baton Rouge, LA 70804-9280 Baton Rouge, LA 70804
AGPS Vendor # 72070025400
Invoice for: B815-3003 OTS/End User Computing Invoice#: 2502008579 Invoice Date:02/28/2025
PO BOX 94095
Baton Rouge, LA 708049085
Local Services Amount SupportFee  Processing Fee Total Due
Standard Dial Tone MRC 162.00 0.80 0.00 162.80
Voica Pracesaing Milc: 18.60 0.09 0.00 18.69
Hosted Voice Services MRC 1,986.80 10.09 0.00 1,996.89
Voice Services 2,16T7.40 10.98 0.00 2,178.38
Network Services Amount SupportFee  Processing Fee Total Due
Ensmet MEG 1,300.00 6.50 0.00 1,306.50
internet Gateway 2 MRC 159.49 0.80 0.00 160,29
Network Services 1,459.49 7.30 0.00 1,466.79
Total Amount Due: 3,626.89 18.28 0.00 3,645.17

This reportis intended for printing or saving to PDF.
Tip: Before saving the file, determine the best location to save it and a meaningful name for it.
The system-generated name for the file will not be helpful. You may consider using the report
title as the name of the file, as it includes the report type, invoice date, and account number.
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Agency Bill Detail Only Export

This report shows the monthly recurring charges for each telephone or circuit number (including all lines
of service). Details include:

e  ColumnA: Account number

e ColumnB: Telephone or circuit number
e ColumnC: Invoice date

e  ColumnD: Charge category description
e  ColumnE: Street address

e ColumnF: City

e ColumnG: Charge detail description

e  ColumnH: Amount charged

° Column I: Processing fee

e ColumnJ: Support fee

e Columnk: Total charge for the service
e  ColumnL: Transaction code (T-code) or allocation code associated with the charge

category description (Column D)

A B C D E F G H 1 J KL

smsazz  acoooouocs onzizme acowRS 1800 N 3D 5T CUS SERMELF 03K saron soUss Qus sLoTs ConVERTED. M om  oe  sa 1w
BOMIZIT  ACDOODIOOR TTiE0e ACDMRS 1400 H 3RD 5T GUUS SERHELF DIK GUE 5L0TS CONVERTED. M 0N 04 Ma 1w
S0s2222  Acaooouoes v AcDMRS 1800 N 3RD ST CUS SERMELP DSK 7o) QUE SLOTS CONVERTED Hm  om g me @
o7razmre 1800 N 3RD ST GUS SERMELP DIK

AGENT POSTION COMVERTED

acenT
AGENT POSITION CONVERTED

1800 } 3RD ST CUS SERHELF DSK BaTON ROUSE

HON.STAHOARD DIALTONE SAY

1900 3D 158 CENTREX PRI SERVICE

cenTREx Pl SERVICE - NUM
CENTAEX PRI SERVICE - MM
cEnTREx PRI SERIICE - UM
1800 RD 158 CENTREX PRI SERVICE - NUM
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Agency Bill 800 Call Detail Export

This reportincludes call charges for each toll free number associated with the account number. Call

Page 40 of 67

details include general ledger number, originating number, date and time, dialed digits, terminal city and

state, duration, and cost.

== 5 i sl e T m—p—

GL Number Orig Number Date Time  Dialed Digits

B808-2222 504-638-6 05/31/2014 1515 B0D-256-7777
B808-2222 504-638-6 05/31/2014 15:33  800-256-7777
B808-2222 318-453-9 05/31/2014 20:57  BOD-256-T77T7
B808-2222 318-286-9 06/01/2014 08:39  B00-256-7777
B808-2222 318-7T73-7 06/01/2014 11:37 800-256-7T777
BB08-2222 318-464-9 06/01/2014 12:30  B00-256-7777
B808-2222 337-400-0 06/01/2014 13:02 B00-256-T777
B808-2222 318-795-T 06/01/2014 16:16  800-256-7T777
BB0g-2222 318-795-T 06/01/2014 16:27  800-256-T777
B808-2222 504-301-9 06/01/2014 17:00 BOD-256-7777
B808-2222 504-301-9 06/01/2014 17:01  800-256-7777
B808-2222 318-675-2 06/01/2014 19:15  800-256-7777
B808-2222 318-675-2 06/01/2014 1917 BOD-256-T777
Ba08-2222 201-676-3 06/02/2014 08:25 B800-2586-7777
Bspe-2222 801-295-8 08/02/2014 00:06 B00-256-7777
B&08-2222 601-395-6 06/02/2014 09:07  800-258-7777
B&08-2222 225-892-T 06/02/2014 09:33 800-256-7777
B808-2222 254-309-1 06/02/2014 09:45  B00-256-7777
B808-2222 318-709-8 06/02/2014 09:55 BOD-256-T777
B808-2222 225-201-9 06/02/2014 10:28  BOD-256-7777
B808-2222 318-676-T 06/02/2014 10:33  BOD-256-7777
B&0g-2222 201-383-4 06/02/2014 10:45 800-256-T777
B&0g-2222 318-887-1 06/02/2014 10:45 800-256-T777
B808-2222 504-888-3 06/02/2014 10:46 800-256-7777
B808-2222 318-366-5 06/02/2014 10:55 800-256-7777
Bsog-2222 720-7081 06/02/2014 11:06  800-256-7777

[— ] [ evon |

Term City

BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONRCUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATCNROUGE
BATONROUGE
BATONROUGE
BATCNROUGE
BATONROUGE
BATCNROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONROUGE
BATONRCOUGE

BTORIDA IS

e p—
% &

State Duration Cost

LA 14 0.04
LA 0.5 0.02
LA 23 0.08
LA 13 0.04
LA 1.5 0.05
LA 1.0 0.03
LA 56 0.19
LA 0.5 0.02
LA 23 0.08
LA 0.5 0.02
LA 0.5 0.02
LA [1X] 0.02
LA 05 0.02
LA 0.5 0.02
LA 05 0.02
LA 0.5 0.02
LA 1.0 0.03
LA 0.5 .02
LA 08 003
LA 22 0.07
LA 09 0.03
LA 0.5 0.02
LA 08 0.03
LA 0.5 0.02
LA 26 0.09
L& 05 0.02

*Note: In this example, the originating telephone numbers have been truncated. The actual bill will

contain the complete telephone numbers.

This reportis intended for export to Excel (Data Only).

Tip: Before saving the file, determine the best location to save it and a meaningful name for it.

The system-generated name for the file will not be helpful. You may consider using the report

title as the name of the file, as it includes the report type, invoice date, and account number.
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Agency Long Distance Usage Export

This report includes long distance charges associated with each telephone number. Call details include:

e ColumnA: Account number
e Column Account street address
e Column Account city
e Column Originating number

B:
C:
D:
e ColumnkE: Date of call
F:
G:
H:

e Column Time of call
e Column Dialed digits
e Column Terminal city
e Column: Terminal state
e Column J: Call duration
e ColumnK: Call cost
e ColumnL: Charge description
A B C D EF G H I J K L

LT

1000 N 30 5T OTM WIRE CARLE
1800 N 3D 5T OTM WIRE CABLE
1600 N 39D 5T OTM WIRE CABLE
1600 K 3D ST OTU WIRE CABLE
1600 N 370 5T OTM WIRE CABLE
1400 N 30 ST OTM WIRE CABLE
1B00 N 3AD ST OTM WIRE CABLE
1800 N 30 ST OTM WIRE CABLE
00 N 3D BT GTM WIRE CASLE
00 N 3R ST CTM Wil CARLD
1800 i 30 5T OTM WIRE CABLE
1800 N 30 5T OTM WIRE CABLE
10 N D ST CHTM W CABLE
1800 N 3D 5T OTM WIRE CAELE
1000 N 30 ST OTM WIRE CABLE
Tl WIRE CABLE
1800 N 3RD 5T OTM WIRE CABLE
1800 N 320 5T OTMWIRE CABLE
1800 N 3RD ST OTM WIRE CABLE
100 N D ST OTM Wil CARLD
1800 N 3R0 ST OTM WIRE CABLE
1800 N 3RD 5T OTM WIRE CABLE
1600 N 3AD =8
1800 N 390 B8
1000 N D B8

00 Stanetard LING Lnage

0100 Hon S2anassd LINC Linag
001 o Sy LING Linsg
908 o SRancass LN L
OO SEananes LINC Ui
£.00 Hom Sanciass LING Lsag
0100 Sanaas LNC L
011 Hon Sanciaed LN Lisag
S04 Hom SEanassd LING Liag

OIS
s
0352014
ox
aENe
[ et
et
0ariano1s
[T
oartwanis
e
oaTIaeIa
waTea
[

P L R T R TSRS RS R

H T
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This reportis intended for export to Excel (Data Only).

Tip: Before saving the file, determine the best location to save it and a meaningful name for it.
The system-generated name for the file will not be helpful. You may consider using the report
title as the name of the file, as it includes the report type, invoice date, and account number.
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Announcements

In addition to reports of billing charges, billing-related announcements may be included in the Report
History List.

Menu Report History List
| ot |

Change Password

) Agency Bil - Mar 2014 - B308-0999 A/10/2014 918 Al
|ls8 Agency Bill - War 2014 - BB0B-2222 /102014 9:19 AM
|La Agency Bill 800 Cal Detal Export - Mar 2014 - B808-2220 41012014 0,04 AN 5115
il Agency Bill Detail Only Export - Mar 2014 - BB0S-0999 41072014 10,01 AM 5128
|Ls# Agency Bil Detail Only Export - Mar 2014 - BB0B-2222 41072014 10.01 AM 5120
|4 Agency Bil Long Distance Usage Export - Mar 2014 - BA0B-2222 414072014 8:56 AM 5112
|l Agency Bill Summary - Mar 2014 - Ba08-0998 4/10/2014'8:50 AW 5124
|l Agency Bil Summary - Mar 2014 - B808-2222 4/10/2014 9:50 AM
2 Agency Bil Summary by AuthUser - Mar 2014 - imathermea 4/11/2014 10,54 AM
L IMPORTANT! OTM Biling System Change Information - Imatherne 10/31/2013 7.10 PM
|l IMPCRTANT! OTM Biling System Change Information - Imatherne 11/1/2013 416 P14
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Save Billing Reports in PDF

The following billing report types are intended and designed for printing or saving to PDF.
e Agency Bill Summary by AuthUser—A list of grand totals due for each account number the user is

authorized to access.

e Agency Bill-Comprehensive report for the account number (general ledger number/cost
center/accounting unit) including announcements; identifying information; summary charges by line
of service, including totals for each line of service as well as a grand total; and detail charges for each
line of service including charges for each telephone or circuit number.

e Agency Bill Summary—Summary of charges for the account number (general ledger number/cost
center/accounting unit) by line of service, including totals for each line of service as well as a grand
total.

NCS only supports saving or "exporting" the above report types to PDF. Export to unsupported format
types may produce unexpected results.

The Agency Bill Detail Only Export, Agency Bill 800 Call Detail Export, or the Agency Long
Distance Usage Export (the report types with "Export” in the name) are intended and designed for
exporting to Excel Data Only. Refer to Export Billing Reports in this guide. These reports may also be
printed or saved to PDF if desired.

Before saving the file, determine the best location to save it and a meaningful name for it. The system-

generated name for the file will not be helpful. You may consider using the report title as the name of the
file, as itincludes the report type, invoice date, and account number.
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To save a report to PDF:

First, open an individual report. Refer to Report History List in this guide.

From the Report History List, either

e Click the Select button (j ) beside the report title, OR
e Double-click the report title.

The selected report will be shown in PDF format.

You may use the buttons at the bottom of the window or you may use the Adobe Acrobat toolbar to

save the document in PDF.

To use the Adobe Acrobat toolbar:

If the toolbar is not visible, hover the mouse over the center bottom of report page. The toolbar will

become visible.

Office of Telecommunications
PO Box 94280

Baton Rouge, LA 70804-9280

AGPS Vendor # 72070025400

This bil TH: [ balance to the Ociober

cel
Invoica for: 8808-2222 EXC DEPIOTM/OFFICE OF BIRECTOR Invoiced - 1403006757
PO BOX 94260
BATON ROUGE, LA 70804-8280

Loca Services
‘Standard Dial Tone MRC
‘Standard Dial Tone OCC
ACDMRC
Vaice Processing MRC
Veice Processing 0CC
Non-Standard Diai Tone MRC
Non-Standard Disi Tone MRC

Local Services

Network Services
Circuits MRC
Data Diai Tone MRC
Gansoligated Network Access - MRC.
800 Service Usage.

Network Servces

Wirsiess Senvices
Blackberry BES MRC.

Wireiess Senvices

Long Distance Sm[e‘
—1 T ]

Click the Save button I:l
Enter a meaningful name in the File name field and click Save.

The PDF document will be saved to the location you indicated.

NCS Billing Portal User Guide March 2025

Invoice Date:03/31/2014

Processing Fee
851
(L]
000
(1]
864

Processing Fee.

000

Brocessing Fee

Page Number. 1

TotalDue.
350834
6503
32878
25278
503
18604
S50

7.583.40

Total Due
20808
452295
8175
4025
Tamo

Total Due.

Save Billing Reports in PDF

Page 45 of 67



L=OTS

The saved PDF document will be the same document which was shown in the NCS Self Service Portal.
Any bookmarks which are in the document should be visible when the document is opened with Acrobat
Reader. If bookmarks are not visible, refer to Adobe Acrobat Toolbar in this guide.

To use the Export button:

Page Number 1

Office of Telecommunications
PO Box 94280

Baton Rouge, LA 708049280

AGPS Vendor # 72070025400

“This bit OTN'S pi g eycle Itis

received
Invoics for: 8808-2222 EXC DEPIOTMIOFFIGE OF DIRECTOR Invoices : 1403006757 Invoice Date 033172014
P O BOX 54280
BATON ROUGE, LA T0B04-0250

Local Services
‘Standard Dial Tone MRC
‘Stangard Dial Tone OCC
ACDMRC
Velce Processing MRG
Voice Processing OCC
Non-Standard Dial Tore MRC
Non-Standard Dial Tone MRC

Local Sarvices

Network Services
Circulls MRG
‘Data Diai Tone MRG.
Consolidated Network Access - MRC.
800 Service Usage

Network Services aTian

Wireless Services Total pue
Blackberry BES MRC

Wirsless Services

Click the Export Format Type drop down.

Long Distance Services

EE—T .

Select PDF - Adobe

Consolidated Network Access - MRC

35000
800 Service Usage 4005
Network Services 4,681.05
Wireless Services Amount
DOC - MS Word
PDF - Adabe Blackberry BES MRC 94 50
HTML - HTML 4.0 - :  axER
RPT - Crystal Reports Wireless Services 9450
RTF - Rich Text
TXT - Text Long Distance Services Amount

XLS - Excel (Data Only)
XLS - Excel
CsV

NCS Billing Portal User Guide March 2025 Save Billing Reports in PDF



Click Export

Wireless Services

Blackbemry BES MRC

‘Wireless Services

Long Distance Services

[— e ]

You will be prompted to open or save the document.

Click the drop down arrow beside the Save button.

Select Save as

PDF - Adobe [~ | . Do you want to open or save 7A2DE400_537959.pdf (79.5 KB) from wwwotmms1?

Page 47 of 67

Amount

9450

94 50

Open Save | x||

ETETTE T 4.003.00 1855 0.00 402295
Comonimed ROk Acom M 350100 178 @00 ELN
A0 S T 4005 0z 000 4025
Network Sanacet 468105 1M R64 471303

rialian Drcan Amoyn SupporiFes  Processing Fes Toipl e
Sy RS MRC o4 50 o8 000 o5 0
Wircless Services 5450 054 0.00 w504

Long Destance Sorvces Amount SupportFee  Brocessing Fes Totai N

Save
F — .
Qpen || Save |¥| Save and gpen

POF - Adabe - m E Do you want to open or save FIDE400_456095.pdf (79.5 KB) from wwwotmmsl?

Enter a meaningful name in the File name field and click Save.

The PDF document will be saved to the location you indicated.
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The saved PDF document will be the same document which was shown in the NCS Self Service Portal.
Any bookmarks which are in the document should be visible when the document is opened with Acrobat
Reader. If bookmarks are not visible, refer to Adobe Acrobat Toolbar in this guide.
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Export Reports to Excel (Data Only)

The following billing report types are intended and designed for export to Excel (Data Only). These are
the report types which include the word "Export” in the name.
e Agency Bill Detail Only Export—Monthly recurring charges for each telephone or circuit number

(includes all lines of service).

e Agency Bill 800 Call Detail Export—Call charges for each toll free number associated with the
account number. Call details include originating number, date and time, dialed digits, terminal city
and state, duration, and cost.

e Agency Long Distance Usage Export—Long distance charges associated with each telephone
number. Call details include originating number, date and time, dialed digits, terminal city and state,

duration, and cost.

NCS supports exporting the above report types to Excel (Data Only). These report types may also be
printed or saved to PDF. No other export format types are supported. Export to unsupported format
types may produce unexpected results.

The Agency Bill Summary by AuthUser, Agency Bill, or the Agency Summary are intended and
designed only for printing or saving to PDF. Refer to Saving Billing Reports to PDF in this guide.

Before saving the file, determine the best location to save it and a meaningful name for it. The system-
generated name for the file will not be helpful. You may consider using the report title as the name of the
file, as itincludes the report type, invoice date, and account number.
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To export a report to Excel (Data Only):

First, select an individual report. Refer to Report History List in this guide.

From the Report History List, either

e Click the Select button ( E veside the report title, OR

e Double-click the report title.

L& Agency Bil Detad Ory Expert - Liar 2014 - BROG-2222 4102014 10:01 Al 5128
;ummmw.umu.m AND2014 856 AM s112

Records: 1o 3of3

The selected report will be shown in PDF format.
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Page 510f 67
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2 O X | & export Emait Artacn x

238036TEIE
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Use the buttons at the bottom of the window to export the document to Excel (Data Only).

To use the Export button:
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100 W 38D 5T
1800 M 3D ST CUS SEAMELP DK

10004 WD 5T

1000 4 3A0 5T £ [

RTID

RTED

AGENCY COMY

100 W 3D ST CUS SEANELP Sk
100 % 3D 5T CUS SHANELP Sk
1600 N IRD 5T CUS BERMELP DSK
1600 4 IRD 5T (U5 SEAMELP Dax
1800 4 IRD 5T CUS SEAMELP Dax

2 O X | & export Emait Artacn x

AGENT FOSITION CONVERTED
AGENT POSITION CONVERTED
AGENWT POSITION CONVERTED
AGENT POSITION COMVERTED
AGENT FOSITION COMVERTED
AGENT FOSITION COMVERTED
AGENT POSITION CONVERTED
WGENT POSITION CONVERTED
AGENT POSITION CONVERTED
AGENT POSITION CONVERTED
AGONT POSITION CONVIRTID
AGONT POSITION CONVERTED

NON-STANDARD DUALTORE S
MON-STANDARD DIALTONE SR
MON-STANDARD DIALTONE SA%
NON-STANDARD DIALTCND ST
HON-STANDARD DIALTORE SR
O

NON-GTANDARD DIALTONE S50
NON-STANGARD DIALTONE ST
NON-STANGARD DISLTONE SIT
HON-STANDARD DIALTONE S84
MON-STANDARD DIALTONE SR
HON-STANDARD DIALTONE S84
HON-STAROARD DUALTONE S
HON-STAROARD CUALTONE SR
HON-BTANDARD DIALTONE SR
NON-STANDARD DAL TORE S8
MON-STANDARD DIALTONE SR%
HON-STARDARD DIALTONE ST
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MON-STANGARD DIALTONE SRY
HON-STANDARD DIALTONE 574

e ACDOOOO0ON  DND0N  ACDMAC 1600 M 38D 5T ot RTED oo
BE0BINI ACDOOONI0E (MU ACDMAC 1800 4 3RD 5T CUS BERMELP DK E sa0o
DoCH-3233 ACDOOOOCOS  0IDNG01E  ACDMAC 1050 M IR0 5T ol bt
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tooe 2212 CO000  GMIND0N  ACD MRS cus <l REND w00
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DI0BIIE  ACDOODO0R IARQON  ACDMAC 1000 M JRD 5T Cu: AGENCY CONY 00400
BE0SI2Z  ACDOOOD0E DIDAGON  ACOMRC 1800 ¥ IR0 5T CUS SERMELP DSK BATON ROUGE AGENT POSITION COMVERTED 12860
OIS-TI3  ACDOOODCOR  COONGINN  ACD MRC 000 1 34D 5T CU5 SUAMELP DS BATON ROUGE AGENT POSITION COMVERTID 13060
BE0SITT  ACDIOONN0E DMIADUIE  ACOMAC 1800 M 3RD 5T CUS SERMELP DSK  BATON ROUGE AGENT POSITION CONVERTED 13880
COM00008  DVMDON  ACDMRC 1800 M IRD 5T CUS SERMELP DSK  BATON ROUGE AGENT POSTION COMVERTED 13860

D3HGIE  ACDMAC 1600 M 3AD 5T CUS SERMELP DSK - BATON ROUGE AGENT POSTION COMVERTED 12860

DG ACDMAC 1800 3AD 8T CUG GERMELP DK BATON ROUGE AGENT POSTION COMVERTED 128680

DA ASDMAS D00 D 5T U SEANAILP DSK  ATON ROUGE AGENT POSITION COMVERTID 13060

DMIO01E  ACDMAC 1800 M 3AD 5T L4 DK BATONROUSE AGENT POSTION COMVERTED 13860

MO0 ACOMARC 1800 M 30 57 CUS SEAMELP DSK - GATON ROUGE AGENT POSITION COMVERTED 13860

01315018 ACDMAC 1800 H 3D 5T CuS. P DK BATON ROUGE AGENT POSITION COMVERTED 13860

01U ASDMAS 1900 M B0 5T CUS SEANELP 05X DATON ROUGE AGENT POSITION CONVERTID 13865

DIANT0N ACDMAC 1900 M B0 5T CUS SEANELR OSK DATON ROUGE AGENT POSITION CONVERTED 13865

DV3IG01E  ACOMAG 1800 4 3RD 5T GUS SERMELP DSK BATON ROUGE GUPIAGENT CAPABILITY CONY 13580

D301 ACDMAC 18004 3RD 5T CUS SERMELP DSK BATON ROUGE SUPIAGENT CAPABILITY CONY 155,80

D3MG01E ACDMAC 1800 4 3RD 5T CUS SERMELP DSK  BATON ROUGE SUPIAGENT CAPABILITY CONY  155.80

OMIIG01  Mon-Standarg Ol Tone MAC MON-STANGARD DULTONE S 35340

Pion-Stancland Ol Tors WAC OR-STANDARD CUALTONE S8 am

Phor-Stanclon Ot Ters MAC BON-STANDARD DU TORE St 181

HON-STANDARD DIALTORE SR A0

MON-STANDARD DIALTOKE SR% ooe

FezTE Mon-Stindyg Ol ek MAC PON-STANGARD DU TORE ST T4

230397818 Mon-Standard Dial Torw MEIE MON-STANDARD) DAL TORE SAY oo

e HON-STANOARD CHALTONE S8 151

7818 HON-STANDARD: DHALTONE SR A0

HON-STANDARD DIALTORE SR 2838

NON-STANDARD DIALTONE S50 Tas

HON-STANGARD DIALTONE SR oos

HON-STANGARD CHALTONE S0 151

HON-STANDARD DAL TORE S84 07

NON-STANDARD DAL TONE i mm

HON-STANDARD: DIALTORE SR 788

HON-STANDARD DU TORE SIT ooe

HON-STANOARD (1A TORE S 141

HON-STANDARD DIALTONE SRY 07

HON-STARDARD DIALTONE SR 2638

HON-STANDARD: DIALTONRE SR\ T8

033G HON-5TANGARD DULTORE S5 i

e HON-STANDARD DIALTORE SR 2638

033G MON-BTANDARD DIALTORE S7% T8

na0te HON-STANDARD DIALTORE SR% oo

Click the Export Format Type drop down.
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B808-2222 3182556848  03/31/2014  Non-Standard Dial Tone MRC
B808-2222 3182556848  03/31/2014  Non-Standard Dial Tone MRC
BB808-2222 3182555848  03/31/2014  Non-Standard Dial Tone MRC

E— ] TR

Select XLS - Excel (Data Only)

B808-2222 2259297631  D3/31/2014  Non-Standard Dial Tone MRC
B808-2222 2259287631 03/31/2014  Non-Standard Dial Tone MRC
BB808-2222 2259257631 03/31/2014  Non-Standard Dial Tone MRC
B80B8-2222 2259297632  D3/31/2014  Non-Standard Dial Tone MRC
22509207632  D3/31/2014  Non-Standard Dial Tone MRC
22502097632 033172014  Non-Standard Dial Tone MRC
2259297632  03/31/2014  Non-Standard Dial Tone MRC
2259297632  03/31/2014  Non-Standard Dial Tone MRC
31382555848  03/31/2014  Non-Standard Dial Tone MRC
3132555848  03/31/2014  Non-Standard Dial Tone MRC
3132555648  03/31/2014  Non-Standard Dial Tone MRC
03/31/2014  Non-Standard Dial Tone MRC

e

DOC - MS Word

PDF - Adobe

HTML - HTML 4.0
RPT - Crystal Reports
RTF - Rich Text

TKT - Text
XLS - Excel (Data Only) 3182555848

XLS - Excel
=

Csv

Click Export
BE0B-2222 22502087632 03/31/2014  Mon-Standand Dial Tone MRC
BEDB-2222 3182555848  0/31/2014  Non-Standard Dial Tone MRC
BB808-2222 3182555848 03312014  MNon-Standard Dial Tone MRC
BB0B-2222 3182555848 03312014 MNon-Standard Dial Tone MRC
BB0B-2272 3182555848 033112014 Non-Standard Dial Tone MRC

=z I = 3

Export Page Header & Footer
Simplify page headers
Use worksheet func for summary

8 O O =

You will be prompted to open or save the document.

Click the drop down arrow beside the Save button.

BVHANM  NonStardasd Dial Toow MRC MON.STANDARD DIALTONE 3/,
OMINI0M  hon Scandars Dl Tore MAC O STANDARD DUALTONE SR\
CUTIZIE  honftasdssd (sl Tane MG ORSTANIARI EHALTORE S

(s Crce Oaom) Tl e |G |

Usse worksheet func for summary

Do you want 1o open o1 save ESB3D00_ 387799 s (120 K8) from wwwotmms1? COpen Save | T LCancel *
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Select Save as

(XS -Excel Dot O =0 cops | Esgon. |

.
0 Lt
. = .
Export Page Header & Footer ] Save
Simplify page headers ] I Save a5
Use worksheet func for summary ] Do you want to open of save E4BID00_387799.xls (120 KB) from wwwotmms1? | Qpen [ Save | i | Save and gpen
I

Enter a meaningful name in the File name field and click Save.

The Excel document will be saved to the location you indicated.
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Email Billing Reports

The NCS Self Service Portal has a built-in email function. Users can use this function to send any billing
report to another person without leaving the NCS Self Service Portal.

Users may:
e indicate the email address to appear in the "from" field

e indicate the destination email address

e include attachments

e setasenddate.

To email a report:

First, select an individual report. Refer to Report History List in this guide.
From the Report History List, either

e Click the Select button ( D yeside the report title, OR

e Double-click the report title.

Menu Report History List

i y B4l 800 Call Detad Export - Mar 2014 - £808-2222 AN02014 904 AU 5
48 Agency Bil Dt Oely Export - Uar 2014 - BB0B-2222 AND2014 10:01 AN 5120
;sum Distance Usage Export - Mar 2014 - BO0G-2222 4102014 856 AU 5112

Records: 1o 3of3

The selected report will be shown in PDF format.
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Pen-Slandard Dial Tors MRIC

100 W 38D 5T
1800 M 3D ST CUS SEAMELP DK

10004 WD 5T

1000 4 3A0 5T £ [

RTID

RTED

AGENCY COMY

100 W 3D ST CUS SEANELP Sk
100 % 3D 5T CUS SHANELP Sk
1600 N IRD 5T CUS BERMELP DSK
1600 4 IRD 5T (U5 SEAMELP Dax
1800 4 IRD 5T CUS SEAMELP Dax

AGENT FOSITION CONVERTED
AGENT POSITION CONVERTED
AGENWT POSITION CONVERTED
AGENT POSITION COMVERTED
AGENT FOSITION COMVERTED
AGENT FOSITION COMVERTED
AGENT POSITION CONVERTED
WGENT POSITION CONVERTED
AGENT POSITION CONVERTED
AGENT POSITION CONVERTED
AGONT POSITION CONVIRTID
AGONT POSITION CONVERTED

NON-STANDARD DUALTORE S
MON-STANDARD DIALTONE SR
MON-STANDARD DIALTONE SA%
NON-STANDARD DIALTCND ST
HON-STANDARD DIALTORE SR
O

NON-GTANDARD DIALTONE S50
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NON-STANGARD DISLTONE SIT
HON-STANDARD DIALTONE S84
MON-STANDARD DIALTONE SR
HON-STANDARD DIALTONE S84
HON-STAROARD DUALTONE S
HON-STAROARD CUALTONE SR
HON-BTANDARD DIALTONE SR
NON-STANDARD DAL TORE S8
MON-STANDARD DIALTONE SR%
HON-STARDARD DIALTONE ST
MON-STANDARD DIALTONE SR%
MON-STANGARD DIALTONE SRY
HON-STANDARD DIALTONE 574

Use the buttons at the bottom of the window to send the document to someone else by email.

To email the document:
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2 O X | & export Emait Artacn x
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Click the Export Format Type drop down.
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B808-2222 3182556848  03/31/2014
B808-2222 3182556848  03/31/2014
BB808-2222 31825556848  03/31/2014

Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
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Select either XLS - Excel (Data Only) OR PDF - Adobe, depending on the report type. If no export
format type is selected, the format type will default to PDF.

BB08-2222 2259297631
BB08-2222 2259297631

BB0B-2222 2259297631

BB0E-2222 2259287632

2250207632

DOC - MS Word 2259207632
2259207632
HTML - HTML 4 0 2259297632
RPT - Crystal Reports 3182555848
RTF - Rich Text 3182555848
THT - Text 3182555848
XLS - Excel (Data Only) 3182555848

XLS - Excel
Csv

Click Email

XLS - Excel (Data Only) |+ |

Export Page Header & Footer
Simplify page headers
Use worksheet func for summary

O 3 O

The Email window will become visible.
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0313172014
03/31/2014
03/31/2014
03/31/2014
03/31/2014
03/3172014
03/31/2014
0343112014
03/31/2014
03/31/2014
03/31/2014
03/31/2014

o T T

BB08-2222
Ba08.2222
B808-2222
BB0A-2222
BB0B-2222
B60B-2222
B808-2222
Be0s-2222
B808-2222
Ba0B-2222

Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Mon-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Non-Standard Dial Tone MRC
Mon-Standard Dial Tone MRC
Mon-Standard Dial Tone MRC
Non-Standard Dial Tone MRC

2250207631  0X/31/2014
22502076832  0A/31/2014
2250207832 0A/312014
2260207632 DW31/2014
2250207632 OA31/2014
2250207632 0X31/2014
31825550848 0A/31/2014
3182565848 0312014
3182555848 0X/31/2014
3182655848 0X/31/2014

March 2025

e

MNon-Stardard Dial Tone MRC
Non-Standard Dial Tone MRC
Non-Gtandard Disl Tane MRC
Non-Standard Dial Tone MRC
Mon-Standard Dial Tone MRC
MNon-Standard Disl Tone MRC
Nan-Standard Dial Tane MRC
MNon-Standard Disl Tone MRC
Non-Standard Dial Tone MRC
Mon-Standard Dial Tone MRC
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Email

B
ce: y

BCC: (=)

Subject:

Template: | B2 Date To Send:
ToBeSent: @ ves © No Status:

Add Attachment:

22833D00_251812.xls

l I [ send ][ ca
v

The "From" and "Return” fields will populate with the email address on record for your login id. You may
change the "Return" address to have replies sent to a different email address.

e Complete the address information:
e Return—The address where responses to the email should be sent.
e To—The address of the person who to whom the email should be directed.
Note: Multiple addresses may be entered. Separate addresses with a semicolon. The email will
be received at each address in the list, however only the last address on the list will be shown on

the email delivered to all recipients.

e CC-The address of the person who should receive a copy of the email.

NCS Billing Portal User Guide March 2025 Email Billing Reports
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Note: Multiple addresses may be entered. Separate addresses with a semicolon. The email will
be received at each address in the list, however only the last address on the list will be shown on

the actual email.

e BCC- The address of the person who should receive a blind copy of the email.

Note: Multiple addresses may be entered. Separate addresses with a semicolon. The email will
be received at each address in the list, however only the last address on the list will be shown on

the actual email.

(-~
QEmiﬂ- Windows Intemet Explorer

laura.root@la.gov

laura.root@la.gov

 laura mathere@la.gov

DEE]

'ce: debbie griffith@la.gov;

BCC: rose.trahan@la.gov;

Subject:

Template: | Date To Send:
ToBeSent: @ ves © No Status:

Add Attachment:

22833D00_251812.xis

| Remove Attachment |

e Enter a subject in the Subject field.

e Todelay email delivery, enter a date in the Date to Send field. If no date is entered, the message

will be sent the same day.

NCS Billing Portal User Guide
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Subject  Agency B Detad Oy - Mar 2014 - BS0B-2222

Teengiae: = Date ToSend 552014 v
ToBeSent  ® Yes © Mg Sans
e o || At Anachoea
s o |
e [ st | [ cmed |
v

Attachments may be added to the email.

Click the Browse button.
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laura.root@la.gov

laura.matherne@la. gov

debbie griffith@la.gov:

rose trahan@la.gov;

Agency Bill Detal Only - Mar 2014 - B808-2222
&| Date To Send:

® Yes © No
dd Attachment:

1914BD00_312832.xls

Select the document to be attached to the email.
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Organize = MNew folder

.. Favorites Name

l4 Downloads |",'_L' mar 2014 agency bill detail backup - dire.. 5/5/
B Desktop

» Recent Places

B Desktop
| Libraries
| Documents
. Music
= Pictures
& videos
3 Laura Matherne
& Computer
@ Network
[¥3 Control Panel v L] 1 |

File name: mar 2014 agency bill detail backup - director = [AII Files (%)

Open

Click Open.
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-

Organize = MNew folder

2 = N
.. Favorites — ams

l4 Downloads |",'_L' mar 2014 agency bill detail backup - dire.. 5/5/
B Desktop

» Recent Places

B Desktop
| Libraries
_'L Documents
. Music

& Pictures
& videos
3 Laura Matherne
& Computer
@ Network
[¥3 Control Panel

» d] n |

File name: mar 2014 agency bill detail backup - director = [AII Files (%) v]

| Gpen H Cancel |

The file name will be shown in the "Add Attachment" field. Click the Add Attachment button to confirm
the file should be included with the email.
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BCC: rose.frahangla.gov;

Subject  Agency Bil Detal Only - Mar 2014 - B805-2222
Template  [=] Date To Send
ToBeSent # Yes © No Status.

Add Attachment:

G PEORL

20148000 312832 xs — ]

[ ] fmtanstin]

st )

The additional file will be included with the billing report.

w& tose rmhangia gov, B
Sutgect Agency Bl Desal Oriby - Mar 2074 . BI00-2222
Templane: = Date To Send v
ToBeSent ® ves & Ng S
0 [ [t ] [ ot |

Multiple attachments may be added by repeating the steps above.
To remove attachments, click the Remove Attachment button.

Note: The billing report cannot be removed.
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Click the Send button to send the email.

=
™

BCC: rose trahan@la gov; H

Subject. Agency Bl Detal Only - Mar 2014 - B08-2222

Templatee =] Date To Send: v

ToBeSent  ® yes © Na Status.

Add Attachment.

The message is received with both attachments.

Respond Quick Steps 5 Mave Tags Find | ~
All Unread Search Current Mailbox (CErl+E) L | current Mailbox. ~ |
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