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Introduction

This user guide outlines the VITA Agency rebill process from start to finish. It details how
agency users are notified of invoices for review, the layout of the summary invoice, the list views
and analytics of detailed invoice charges with call traffic for invoice validation, and the process
for disputing charges.

Intended Audience

VITA Agencies and Customers using Calero.com

Security Group: Billing Contact and Bill Payer

Receipt and Notification of Invoices

1. An email will be sent to notify the agency when the Telecommunications Bill is ready for
viewing.

From

2. If needed, select the Calero Portal hyperlink to submit a dispute ticket for any invoice
inquiries. Users will need to be logged into Calero.com for the link to work.
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3. The email will contain an invoice copy that outlines the Billing Detail - Summary

Activity that breaks down the invoice total by charge categories.

Invoice number:

= VIRGINIA Invoice date:
= . Account:
=
"ﬁ A AGENCY Bill Payer:
Bill Date:

Billing Detail - Summary Activity

Monthly Recurring Charges
Usage Charges
Surcharge
Federal Universal Service Fund
One Time Charges
Manual charges
Summary Activity Total
Total Amount Due

Toll
5/1/2025
-

[ )
5/1/2025

UsD 1,478.35
UsD 0.00

UsD 178.26
UsD 9.75

usD 0.00

UsD 0.00

UsD 1,666.36
UsD 1,666.36

Review and Validation — List Views

There are various list views to assist with the validation of invoice charges and call detail

records.
Help and List Views Features
Help

Information on navigating the system and understanding screen and report content can be
found in the Help section of Calero.com. There are multiple ways to access the Calero.com

Help section.

Access Help —
¢ Open the context-specific Help:

o Using the question mark search icon in the top right corner.

o Main Menu Toolbox (gear icon) > Help on this page.

o Alternate: Use the Help module in the bottom left corner of the Main Menu.

Help

Help
Privacy Policy
Logs

About Calero.com

There are help pages for each section of the platform.

&alero
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Documentation

Q Search

* Welcome to Calero.com Help

> Calero.com Updates

The Basics

Workspace

Reports and Analytics

Inventory Management

Invoice Management

Mobility Management

Call Accounting

Organization

Quote Management

Audit and Optimization

Saas Management

Saas Integrations

Automations

Administration

Reference

. Welcome to Calero.com Help »

The articles in this Help System are designed to help you use your Calere.com application.

Search for Information

1. Open the Search by clicking on the Search bar.

&alero
‘ My Persenal Calls @ . !

apoRTaNT NoTE

e ay s the sy

« Ctrl + K(PC) or Cmd+ K (Mac) also opel

2
n Search.
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What's New in Calero.com Contact Support

IN THIS ARTICLE
Search for Information

Using the Help System

Search for Information: Open the Search by clicking on the Search bar.

&alero

@ > Documentation > Workspace
Q. Search k Crri+K
‘«
Welcome to the Calero.cam Help System
> Calero.com Updates
> The Basics

Workspace

My Personal Calls @

This feature is used to review your calls and identify whether they are Business-related or
Personal.

What's New In Calero.com @

had

IN THIS ARTICLE

Rev

Identi

led Numbers (New

Classify the Numbers & Set Nicknames for Them

Submit & Certify your Chaices

Start typing keywords and the general search results will appear. The words you search for will
be highlighted in yellow for your convenience.

All (49) B3 Categories (5) B Articles (44)

CATEGORIES

£9 What's New in

B3 Accounts

£9 Mobility

ARTICLES

Invoice Alerts

=) - B - EE |
Go to Invoice > Tools > Invoice Settings and unchec ability to delete invoice alerts'. Download Invoice Alert
Details From any Invoice Details page, you can load a complete list of all alerts for that invoice. From an Invoice..

Configure Linked Inventory Alerts
=] . E g

of the alert ¢ s. This function d

Go to Invoice >

support alerting
tory Alerts . For a ny

mber attributes. Setting L

dition, mark

ols > Configure Linked fition, click Add ; to remove

&alero

More article filters 2

Client Confidential Data | 6



Rebilling | Calero.com

Select a Category or Article, or add more filters to narrow search results.

¥~ Invoice Alerts] Clear

All (49) B3 categories (5) B Articles (44)

CATEGORIES

i

B3 Master Accounts and Sub-accounts

B3 Moaobility Invoice Analysis Analytic

B3 What's New in 2024R9 -

B3 Accounts

B Mobility Management Analytic

_

ARTICLES

Invoice Alerts
B Tools o B v e

English

Go to Inveice > Tools > Invoice Settings and uncheck 'Enable ability to delete invaice alerts'. Download Invaice Alert
Details From any Invoice Details page, you can download a complete list of all alerts for that invoice. From an Invoice...

Configure Linked Inventory Alerts
B Tools ® E v e

English

of the alert conditions. This function does not support alerting on mobile number attributes. Setting Up Alert Conditions
- Go to Inveoice > Tools = Configure Linked Inventory Alerts . For a new condition, click Add ; to remove a condition, mark ... - -

Using the Help System

A

B -
alero dd -

@ > Documentation > The Basics
Q Search Ctri+K . Add Notes or comments to , IN THIS ARTICLE
Ticket/Req Uest L’{j Add Note to Ticket/Request Description

Add Comment to Mobility Request

Using Dashboards
Quick Search

Using Wildcards e

Using the Select Item Picklists

Wireline and mability tickets handle notes slightly differently. Additionally, mobility
Email Ticket/Request

tickets support Comments.
+ Add Notes or Comments to Ticket/R..
Bownload Center Add Note to Ticket/Request Description
Cookie Policy You can add to the Description of tickets/requests.
v Workspace Your entry will be appended to the running commentary in the Description field

with the prefix FROM: <your name> and DATE: <date>.
My Personal Calls

1. Navigate to the ticket.

2. Select Edit.

My Reports 3. Add your text into the Description box.
4. Save your changes.

Mobility Requests also allow you to select More Actions > Add Note to Request
Description to edit the Description.

My Procurement Portal

> Mobility Portal

Powered by DOCUMENT34C)
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A. What’s New in Calero.com — Access the Calero Updates and review What’s New in
Calero.com and Release Notes.
B. Support — This functionality is not VITA applicable due to VITA restrictions. If you need
support, please submit a communication ticket referenced here: Communication Tickets
C. Menu — Expand sections in the menu on the left to browse through the articles.
¢ Click into the Search bar to open Search options.

Q, Search k Ctrl+K

Using Dashboards
Quick Search

Using Wildcards

D. Article — Read the Help article for this topic.
e Print the article by selecting the 3 dots, then select Print.

IN THIS ARTICLE

Download Center ¢ .

Retrieve Excels from the D¢

From all interactive list views, you have the option to Export to Excel (i.e., export
listin tabular form as an Excel spreadsheet).
E. Table of Contents — Use the Table of Contents to jump between sections of text in an
article.

If you ever get lost or have a question about a specific report, page or process, you can find the
information in the Help section.

List Views

There are some commonly used features and filters of list views that you will want to be familiar
with. Guidance on performing basic functions—such as downloading report data or customizing
your view—can be found by following this breadcrumb from the main menu: Help > Help > The
Basics > The User Interface.

Filter Data

Some list views have fixed filters that are applied automatically. These filters help
prevent the landing page from loading excessive amounts of data. The most common fixed filter
limits list view data (such as invoices, communications, disputes and order tickets) to open
items only.

&alero Client Confidential Data | 8
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VITA Rebills Current Month

1 Filter Selected &

Invoice date = Vend... = Vendor= Mast.. = Mast.. = Invoic.. = Read.. = Status = Accou.. = Duedate = Previo.. = Payme..= Adjust..= Currentcha.. = Aut search
v v v v v v v v v v v v v v #  Invoice date m
b
02/01/2026 VITAUS... VITA VITA Rebill 0204 T605190 rebill FEB 2026 03/03/2026 USD 0.00 USD 0.00 UsD 0.00 USD 3,084.36 #  Vendor remit code %
) - - - . , #  Vendor El
02/01/2026 VITA_US VITA VITA Re T605356 FEB 2026 3/03/2026 USD 0.00 UsD 0.00 UsD 0.00 USD 3,009.37 -

#i - Master Account name
02/01/2026 VITA_US VITA VITA Rebill 0207999 T605360 FEB 2026 03/03/2026 UsD 0.00 UsD 0.00 UsD 0.00 usD728

#  Master Account

You can view which filters are applied by selecting Filters Selected in the top-right corner of the
list view landing page. In the example above, 1 Filter Selected is shown. The applied filter is
Closed = No, which means all open items are displayed.

VITA Rebills Current Month

1 Filter Selected v

&
X
Selected Filters Affecting the List View
Invoice date T = Vend.. = Vendor= Mast.. = Mast.. = Invoic.. = Read.. = Status = Accou... = Duedate = Previo... = Payme...|=
Closed (Default): No
v v v v v v v v v v v v
02/01/2026 VITAUS .. VITA VITA Rebill | 0204 T605100  rebil Pend FEB2026  03/03/2026 USD000  USD DT USDUTD e ¥ . I
. . . . oo i Vendor 2
02/01/2026 VITAUS .. VITA VITA Rebill | 0206 T605356  rebi Pend FEB2026  03/03/2026 USDOO0  USDOOO  USDO00O USD 3,00037 e
# Master Account name

Filters can be applied or removed using the Filter icon or the Filters tab in the side bar.

Inventory ID ™ = Type = Invoice ltem =

I Y Y Y

000Internet Ethernet 104308263

00208

Inventory ... V. T = Type = |nvoice Iltem

0034914360071
123 Y Y Y

0034914360591

123 Extension
0034914360648
123456 Data Private L...
1234567890 POTS
12353436 Conferencing 12353436

Select Filters, then expand the field you want to filter (or a field that already has a filter applied).
Use the drop-down menu to choose the data you want to filter by.

ca |er0 Client Confidential Data | 9
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Inventory ID ™

000Internet

00208

0034914360071

0034914260591

0034914360648

0034914360883

0034914361599

0034914361879

0034914362060

-

Invoice ltem = Type

104308263 Ethernet

[Multiple]

ree

Toll Free
0034914361599 Toll Free
0034914361879 Toll Free
[Multiple] Toll Free

- ORI

Side Bar

= Contractte Search...

10/1/2022

~ Inventory ID

Contains v

Filter...

suwnjoy E

4/28/2022

472872022

4/28/2022

> Invoice Item

> Type

472872022

syl <

sbuijas &

Filter type will vary depending on the field type.

Type = Contract ter... = Invent
Y
.k_j
Ethernef\®, |.’Sea h
Data Center Select All)
Aggregation Circuit
Toll Free
ATM Port
Toll Free BB/DSL/HSI
Conferencing
Toll Free Cross Connect
Toll Free

n 10/1 /20’5&

4/28/2022
4/28/2022
4/28/2022

4/28/2022

Contract ter... =

o] -

Inventory Ve... = Produ

) . ne
Time period v

Last v |«

Input number re

Months Y1

[] Include current
re|

Select [N] Filters Selected to see which filters are affecting the list view.

123

Inventory ...

X Clear Filter(s)

Inventory ID:
Active (Default):

2 Filters Selected

&

Selected Filters Affecting the List View

Contains, 123
Yes

&alero
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Select Clear Filter(s) to remove filters (including any automatically applied) from all columns.

VITA Rebills Current Month

X Clear Filter(s) 2 Filters Selected

> Vend
[] Invoicedate ¥ * = Vend..= Cl.. V= Vendor= Mast.. = Mast.. = Invoic.. = Read.. = Status ntc ender

Time period, Last ¥ Y No ¥ v v v v v v v ¥ M v ¥ > Master Account name I

nes g

Right-click into a cell and select Filter to selected value to filter the list view to the value of a
single cell.

Invoice number = Vendor = Status

9542205813

8671007515 Pendina GI Codinn
9542742013 arar 0O copy Ctrl+C
10671603513 ataT [0 Copy with Headers

1763541018 AT&T o [*] Paste Ctrl+V
1763584408 AT& Y Filter to selected value @
7760990296 AT&T Pending lmpo-rt Validatig

Features / Functionality:

Main Menu section covers a few key features

&alero Client Confidential Data | 11
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&alero

Calero.com Invoice All Invoices

Favorites

Workspace

Dashboards
Inventory
Invoice
Mobility

Call Accounting

E

i

A. Menu filter — Enter text into the filter menu box to filter the main menu and find specific
pages.
B. Favorites section — Add “Favorite” pages to your Favorites section to quickly access
your most-used functions, pages and/or user reports
e Add a Favorite — Select an outlined star next to the menu listing to add a page
to your Favorites.
e Remove a Favorite — Select a solid star (i.e., deselect) to remove the page from
your Favorites.
Sections — List will vary based on your licenses and system configuration.
Minimize/Expand Main Menu — Select the icon to minimize/maximize the menu.
Main Menu Toolbox — Select the gear icon and choose an action to take for that page.
Actions vary by page.
o Edit views on this page
e Export to Excel
e Help on this page
e Printer Friendly

moo

Export — You may often want to export data from a list view. There are two ways to do
this:
* In the top-right corner, select the Download button.

&alero Client Confidential Data | 12
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* In the bottom-right corner, select the cog (settings) icon and choose Export to Excel.

VITA Rebills Current Month

1 Filter Selected

H

> Vend
Invoice date ™ = Vend..= Cl. V= Vendor= Mast.. = Mast.. = Invoic.. = Read.. = Status = Accou.. = Duedate = Previo.. = Payme..= Adjust..= Currentch = o oo"

v VvV No ¥V v v v v v v v v v v v

Master Account name

suwnos g

Master Account

Invoice number

@l <

> Reader name

Status

Aceounting Period

sBumes @

> Due date

Previous balance

1> Payment applied

Adjustments
> Current charges

= > Authorized amount
{55  Export to Excel d

Help on this page Pagesize 50 v 1t0 50 of 711 < Pagelof15
Printer Friend|

&alero Client Confidential Data | 13
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The “VITA Rebills Current Month” list view only displays the current month's telecommunications

bill.

1. Go to Invoice > Work Queues > VITA Rebills Current Month.
2. Select an Invoice date to open the Invoice Detail to view the invoice charges and

attachments.

Invoice VITA Rebills Current Month

Calero.com

(OB VITA Rebills Current Month

€A Invoice date ™ = Vendorremitcode = Vendor = Master Account name
v v Y
i

[None] VITA VITA Rebill

= Master Account ¥ =

71997

99794

X Clear Filter(s) 2 Filters Selected

Invoice number = Readername =

- (VITA v ' v

1017296 rebil

3. From the Invoice Detail page, you can view invoice attributes, charge details,

attachments, etc.

Sta

suwnjo) g

Invoice Number: T607129
otz uman

Master Account: 0122 (VT2 Recl]  Vendor VITA  Invoice Date:3/1/28  Currency: US Dallsr (USD)  Amount Dus: USD 2040004 Authrized Amounc: USD 40,400.04

Oven Allocations  AccountHistory  Alert Charg; Manual Charges  Unpaid Charges  Unallocated Charges
A n o Numer racking enatied

Ba V' Attachments @

Detaile v

Master Account Details ~

Invoice Payment Fields ~

Remit Address v

Additional Vendor-Provided Information ~

Metadata v

Status History ~

The toral charges have

Variance Breakdown

Spend Trend by Charge Category

Unlinked Invoice Items

Pending Calers Review usD0.00
usD 0.00
timpard]
usD0.00
USD40.400.04
Total UsD 40.400.04

Audit Log,

Receipt Date -3/20/25

Due 16 days ago

USD 40.400.04
usp 0.0
UsD0.00
usD0.00

Total USD 40.400.04

The top portion of the Invoice Detail page shows high-level information: Invoice Number,
Status, Master Account Number, Vendor, Invoice Date, Currency, Amount Due and

Authorized Amount.

Invoice Number: Te07129

Master Account: 0136 (VITA Rebill)

Rebills Ready for Viewing

Vendor: VITA  Invoice Date: 3/1/26

&alero

Currency: US Dollar (USDH

Amount Due: USD40,400.04

Authorized Amount: LSD 40,400.04

Client Confidential Data | 14
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There may be alert icons /\ to draw your attention to certain scenarios. VITA agencies will
not need to take action on any of these. It's more for informational purposes. Outlined below
are the alerts you may see, a description, and any steps taken to review.

Overview Allocations Account History Alerts Q Invoice Charges Manual Charges o Unpaid Charges Unlinked Invoice Items Audit Log

/\ The current authorized amount is less than the amount due.

/A This is an Invoice for mobile services, but this account does not have Mobile Number tracking enabled.

2 This is an Invoice for mobile services; but this account does not have Mobile
Number tracking enabled. (This will create mobile inventory for each unlinked item in
this invoice. It will also update the Master Account to create mobile inventory in future
invoices)

/' The current authorized amount is less than the amount due. — This alert will appear
if the Authorized Amount (the invoice total amount due) does not equal the Amount Due
(the account total amount due). There are few possible causes of this. There could be an
underpayment or overpayment of a previous invoice, or a manual charge or unpaid
charge on the invoice itself. There is more information below about the specific tabs
regarding Manual and Unpaid Charges. The amount to be paid will be the Authorized

Amount.
Example
Charge Summary
Amount Due ~ Authorized Amount ~
Previous balance UsD 0.00 Invoice charges USD 355.44
- Payment applied UsD 0.00 + Tax & surcharges uUsD 0.00
+ Adjustments UsD 0.00 + Manual charges -UsD 17.00
+ Current charges UsD 355.44 + Unpaid charges uUsD 0.00
Total USD 355.44 Total UsD 338,44

4. Navigate through the expandable sections on the overview page and other tabs to view
invoice details.

&alero Client Confidential Data | 15
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Invoice Number: T607129 Receipt Date - 3/20/26
Master Account 0135 (VTA febil]  Vendor:ITA  Invoice Date 31125 G IS Dollar (USD)  Amount Due: USD 40.400.0¢  Authorized Amount: USD 40,400.0¢ Due 16 days ago

Mlerts  Invoice Charges  Manual Charges  Unpaid Charges  Unallocated Charges  Unlinked Invoice ltems Audit Log.

Base Invoice Data Y Auachments @ -~

Master Account Detils ~

nvoice Payment Fields ~

Remit Address ~

Additional Vendor-Provided Information ~

Metadata v

Status History ~

UsD0.00
UsD0.00
UsD0.00
UsD 4040004

USD 4040004
Usp0.00
Usp0.00
UsD0.00

I5PMEDT & Pending Calero Review

Tocal Usp 4040004 Total USD 4040004

The sotal charges have increased siightly by USD 18295, primarily driven by an increase in MRC charges, which are up USD 25993 There were fewer equipment charges shis manth, contributing to a reduction in coss.

Variance Breakdown v

Spend Trend by Charge Category ~

o Overview —
= Base Invoice Date and Charge Summary provide balance details.
Previous balance, payment applied, adjustments, current charges.
= Attachments
¢ Invoice Comparison Report — Lists all invoice charges from the
current month's invoice to provide a comparison to the prior
month's charges, a 3-month average, and highlights any MRC
variances.
e Invoice PDF copy
= Status History
= Variance Analysis and Spend Trend by Charge Category

o Allocations — This tab shows invoice charges summarized by Invoice Item and
Allocation string. Remember that you can select the Invoice Item or any portion
of the Allocation string hyperlink to a detailed view.

o Account History — Outlines key invoice data for all previous invoices. Data such
as Invoice Number, Invoice Date, Previous Balance, Payment Applied,
Authorized Amount, Total Amount Due, Due Date, PDF attachment indicator, etc.

o Alerts — There are system alerts that will be reviewed and resolved prior to
generating a rebill. This tab isn’t applicable for rebill invoices.

o Invoice Charges — lists invoice items and their associated Inventory IDs, Charge
Categories, Descriptions, Charge Amounts, Cost Center, Service Periods, Cost
Center Descriptions and Activity Codes.

o Manual Charges — lists manual adjustments of charge amounts that are a result
of resolved invoice disputes and/or prorations for invoice items associated with
linked inventory.

o Unpaid Charges — This tab displays any charges marked unpaid.

&alero Client Confidential Data | 16
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o Unallocated Charges — This tab displays any charges not unallocated (not
linked to a Bill Payer). This isn’t applicable for rebill invoices.

o Unlinked Invoice Items — This tab displays unlinked invoice items. This isn’t
applicable for rebill invoices.

o Audit Log — This tab displays the entire historical record of the invoice. The
status history section outlines each status the invoice traveled through and a time
stamp. The right portion shows the time stamp action log of every modification
made, username, what was changed and what the data was changed to.

5. Action options: In the top-right corner select the Action dropdown. This allows the user to
take a few actions if needed.

Views

Open Tickets

Call Details

Open in classic mode

Print Invoice Voucher — provides a PDF report including the Invoice Detail page and the
Allocated Charges Summary page.

Open Tickets — shows all tickets related to the Invoice.

Call Details — to review the call detail records associated with the current invoice charges.

Select “Search” to view the Invoice Call Details. By entering search criteria, you are able to
narrow your records to a specific Inventory item.

X Clear Filter(s) 2 Filters Selected & More Actions v

= Duration = Extension Used = Dialed/CLI Search.

v v v 5 v

5000 00:00:27

o @HERRO®D0 ¢

5000 00:00:14

sy 4

sbunes @

[<H<H<NNN<N<]

st Center
i Reporting Call Type
#  Accounting Period

= Row Groups

e These details can be exported by clicking the “View in Excel” icon in the upper right corner.

VITA Rebill All Invoices (Historical and Current Month).

The “VITA Rebill All Invoices (Historical and Current Month)” list view displays an account
history of all monthly invoices.

&alero Client Confidential Data | 17
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1. Go to Invoice > Work Queues > VITA Rebill All Invoices (Historical and Current
Month).
2. Select the hyperlink to open the Invoice Detail to view the invoice charges and
attachments.
o If you are unable to view a specific invoice date, ensure the preset filter of
Closed = No is changed to Closed = All.

Invoice date &+ = Vendor = Master Account = Invoice number = Currentcharges = Totalamountdue = Closed 7

I
8

v v

<

v v v
All =

3. Review the Invoice Details page:
Navigate through the expandable sections on the overview page and other tabs to view
invoice details.

Invoice Number: T607129 Receip: Date- 3720126
Master Account. 1135 (UTA Rebil]  Vendor:VITA  Invoice Date: 31126 G IS Dollar (USD)  Amount Due: USD 4040004 Authorized Amount: USD 40,400.0¢ Due 16 days ago

Mlerts  Invoice Charges  Manual Charges  Unpaid Charges  Unallocated Charges  Unlinked Invoice ltems  Audit Log.

~ Attachments @ ~

Master Account Details v

nvoice Payment Fields ~
Remit Address ~
Additional Vendor-Provided Information ~
Metadata e Charge Summary -~
Status History ~

UsD0.00 USD 4040004
UsD0.00 UsD0.00
UsD0.00 + ges Usp0.00
UsD 4040004 * Unpaid charges Usp0.00

Totwl USD 4040004 Towl usp 04004

increased slightly by USD 18295, primarily driven by an increase in MRC charges, which are up USD 259.95. There were feer equipment charges Tis month, Contributing to a reduiction in costs.

Variance Breakdown v

Spend Trend by Charge Category ~

o Overview —
= Base Invoice Date and Charge Summary provide balance details.
Previous balance, payment applied, adjustments, current charges.
= Attachments
¢ Invoice Comparison Report — Lists all invoice charges from the
current month's invoice to provide a comparison to the prior
month's charges, a 3-month average and highlights any MRC
variances.
¢ Invoice PDF copy
= Status History
= Variance Analysis and Spend Trend by Charge Category
o Allocations — This tab shows invoice charges summarized by Invoice Item and
Allocation string. Remember that you can select the Invoice Item or any portion
of the Allocation string hyperlink to a detailed view.
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o Account History — Outlines key invoice data for all previous invoices. Data such
as Invoice Number, Invoice Date, Previous Balance, Payment Applied,
Authorized Amount, Total Amount Due, Due Date, PDF attachment indicator, etc.

o Alerts — There are system alerts that will be reviewed and resolved prior to
generating a rebill. This tab isn’t applicable for rebill invoices.

o Invoice Charges — lists invoice items and their associated Inventory IDs, Charge
Categories, Descriptions, Charge Amounts, Cost Center, Service Periods, Cost
Center Descriptions and Activity Codes.

o Manual Charges - lists manual adjustments of charge amounts that are a result
of resolved invoice disputes and/or prorations for invoice items associated with
linked inventory.

o Unpaid Charges — This tab displays any charges marked unpaid. This isn’t
applicable for rebill invoices.

o Unallocated Charges — This tab displays any charges not unallocated (not
linked to a Bill Payer). This isn’t applicable for rebill invoices.

o Unlinked Invoice Items — This tab displays unlinked invoice items. This isn’t
applicable for rebill invoices.

o Audit Log — This tab displays the invoice’s entire historical record. The status
history section outlines each status the invoice traveled through and a time
stamp. The right portion shows the time stamp action log of every modification
made, username, what was changed and what the data was changed to.

4. Action options:

In the top right corner select the Action dropdown. This allows the user to take a few actions
if needed.

Views

Open Tickets

Call Details

Open in classic mode

Print Invoice Voucher — provides a PDF report including the Invoice Detail page and the
Allocated Charges Summary page.

Open Tickets — shows all tickets related to the Invoice.
Call Details — to review the call detail records associated with the current invoice charges.

Select “Search” to view the Invoice Call Details. By entering search criteria, you are able to
narrow your records to a specific Inventory item.
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(OB View Invoice Call Records

X ClearFilter(s) 2 Filters Selected & More Actions v
) _ _ _ _ _ _ _ L py
Vendor ¥ = Master Account Number = Inventory ID = Invoice Item = Invoicenumber = Startdate ¥ ¥ = Cost = Duraion = ExtensionUsed = Dialed/CLl Search.
il A v v v v v T v v o
=
=] vITA 5000 00038 32 z
3
$ VITA 00:00:06
viia 000027
v 000014 34
- o =
® - oo men = H
a
= i
2
a = @
b i @
: =
E
5

% Reporting Call Type

#  Accounting Period

= Row Groups

e These details can be exported by clicking the “View in Excel” icon in the upper right corner.

View Invoice Call Records

The “View Invoice Call Records” list view displays an account history of all call traffic that has
been billed.

1. Go to Invoice > Usage > View Invoice Call Records.
2. By entering search criteria, you can narrow your records to a specific Inventory item,
Start date, Call destination, etc.
o These details can be exported by selecting the records and clicking the download
icon in the upper right corner.

View Invoice Call Records
X Clear Filter(s) 1 Filter Selected More Actions v

Vendor = Invoice ltem T = Inventory ID = Cost Center = Invoice number = Cost = Duration = Extension Used

v v v v v v m

g
Vi T608198 025 00:12:42 43 5
VITA T608198 00:00:18  43: 2
VITA T608198 00:01:48 43
VITA 1608108 00:00:24 43 v
VITA T608198 00:08:54 43: ?
VITA T608198 00:00:24 43
VITA T608198 00:04:06 43 @
A 608108 00:01:24 43 g
VITA T608198 00:02:24 43 \EA
VITA T608198 00:00:42 43-
VITA T608198 00:00:18 43
VITA T608198 00:00:18 43-
VITA T608198 00:02:18  43:
VITA T608198 00:00:18 43:
VITA T608198 00:00:18  43:
VITA T608198 00:00:18 43:
VITA T608198 00:00:18  43:
VITA T608198 50.01 00:00:18 43 3260
Pagesize 50w 11050 of 117 < Page1of3 > 1

Review and Validation — Analytic

This portion of the User Guide explains how to navigate and use the Rebill Invoice Management
— Agency BP analytic. There are visuals and graphs that capture various combinations of data
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to assist with the review and analysis of invoice charges, inventory, savings management tickets

and zero usage statistics.

Common Navigation icons in the Analytic

@ Home

Takes you back to the main/home page.

@ Back

Returns you to the last page you were on.

Slicer Configuration

i<

Also called the Settings cog; directs you to the
slicer.

( cone ) | Clone Options

Clone the Analytic to customize output.

Export Options

(:/ Export v )

Export Analytic to PDF or PowerPoint.

T Reset All Filters

Reset all filters to the defaults.

Rebill Invoice Management —

1. Go to Analytics > Analytic Manager.

Analytic Manager

'y Favorites

Menu Manager Scheduled Exports

Workspace
Dashboards
Ve " Namq
Analytics
Analytic Manager
i 8 Create Ns
Create New Mobility
Shared With Me Telecom
Inveice
Inventory
service Operations
Misq

Standard Analytics - Legacy

~  shared With Me (1)
() Communications and Documer
Rebill Invoice Management - Agency BP

Wireline Provisioning

Organization

2 Help

Agency BP Analytic

Create Folder

Last Edited By Actions
= - =} = =] = =] = =

Apr7,2026 “

“

“

“

“

“

“

“

Jackie Blake “

“

ssad |

Jun 10, 2025 Jul 28, 2025 Apr 15,2026

J AN RN RONICAY AV N AN A )

2. Find the Shared With Me section and select the Rebill Invoice Management — Agency BP

link.

&alero
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Menu Manager Scheduled Exports

Name Hidden Shared

Rebilling | Calero.com

Date Created Last Edited Last Viewed Last Edited By
= = = o] = ] = ] =
= Creata New Apr7,2026
= Mobility
= Telecom
= Invoice
= Service Operations
- Misc v
= Standard Analytics - Legacy v
=~ shared With Me(1)
l = Rebill Invoice Management - Agency BP l Jun 10, 2025 Jul 28, 2025 Apr 15, 2026 Jackie Blake
= Cloned Analytics
3. Navigate through the pages outlined on the left navigation panel.
) o Saved Views
(D one ) (oopon~ ) ) | Default
Pages Rebill Management - Overview e B S
|Mm Report Purpose: actual rebilled , indluding surcharges {3}
Inventory Overview Bill Payer Name Active Rebill Invoices V.I”E\I;j‘%:s‘or:‘]agg & Mobility Plans & Features MRC QCC Charges Usage Charges
Wirsling Inventery Al v 1 $175,828 $64,105 $12,268 $73,625
Mobility Inventory
Rebill Charges Breakdown
Current Month Invoice .. Gl Payer Dasc
Al y Master Account MRC occ Usage FUSF Rebilled Total Charge Amount
Rebill Month on Month .. 5 0501 $239.91268 $12268.34 §7362489 §325,835.89
OCC and Usage Invoice ... Total $239,932.66 $12,268.4 $73,624.89 $325,825.89

Cost Center Name

Manual Charges Al N
Rebill Zero Usage
Rebill Zero Usage Detail Inventory Typs

Al ~

Rebill Charge Details
Savings Summary

Savings Details

&alero

e Overview

e Inventory Overview

e Wireline Inventory

e Mobility Inventory

e Current Month Invoice Charges
o Rebill Month on Month Matrix

e OCC and Usage Invoice Detail
e Manual Charges

e Rebill Zero Usage

o Rebill Zero Usage Detall

Create Folder

Actions

ERERERERRRERRE®
JAN AN CHECRE RN R RN A ]
siand | suwinjod &

v

= Filters
Q Search

Filters on this page

Ioventary Type
is A

Bil Poyer Name
a

Cost Center Name
s A1)

Filtrs on all pages

Rebill Cate v
is ()

8ill Payer Name
is (AN
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Overview

Review the KPlIs in the top.

( Dcone ) Export v )

Pages

Rebill Management - Overview

Rebilling | Calero.com

[ overvie
Inventory Overview
Wireline Inventory

Mobility Inventory

Current Month Invoice ...

Rebill Month on Month ...

0CC and Usage Invoice ...

Manual Charges

Rebill Zero Usage
Rebill Zero Usage Detail
Rebill Charge Details
Savings Summary

Savings Details

Report Purpose:

actual rebilled invois

Bill Payer Name
All

Iowentory Type
1 $175,828 $64,105 $12,268 $73,625 .
Bill Payer Desc
Al Master Account MRC occ Usage FUSF Rebilled Total Charge Amount _
0501 $239,932 66 $12.268.34 37362489 $325,625.69
o Smogss s $risas9 sz .

Cost Conter Name

Inventory Type
Al

incluing surcharges

) | Default v i
usD 10/3012025 215:20 PM = Filters
Systeen Currency Rafresh Date Reftesh Time

Active Rebill Invoices

Mobility Plans & Features MRC

,W Ha Search

OCC Charges Usage Charges

Cost Center Name
s A

Filtre on il pages

Rebill Cate
is ()

8ill Payer Name
is (AN

e Active Rebill Invoices — Shows the count of Active Rebill Invoices.

o Wireline Products & Options MRC — Total Product MRC charge amount associated to
Inventory IDs assigned to the specific Bill Payer/Cost Center based on the Billing
Contact’s access and/or the Bill Payer/Cost Center filtered to.

e Mobility Plans & Features MRC — Total Product MRC charge amount associated to
Mobile Numbers assigned to the specific Bill Payer/Cost Center based on the Billing
Contact’s access and/or the Bill Payer/Cost Center filtered to.

e OCC (Other Charges and Credits) Charges — OCC charges are associated to an
inventory item with an assigned cost center that were passed to rebill from a vendor
invoice. Examples of these would be install charges, outage credits, tech dispatch

charges, etc.

o Usage Charges: Usage charges are associated to an inventory item with an assigned
cost center that were passed to rebill from a vendor invoice.

Rebill Charges Breakdown — Drill down into the bill payers, cost centers, rebill invoice number,
inventory items for granular view.

( ®cione ) ((Expor v )

Pages Rebill Management - Overview
I Report Purpose: To breakdown aclual rebilled invoice charges compared to expected MRCs, including surcharges.
Overview

Inventory Overview
Wireline Inventory
Mobility Inventory
Current Month Invoice
Rebill Month on Month ...
©CC and Usage Invoice ..
Manual Charges

Rebill Zero Usage

Rebill Zero Usage Detail
Rebill Charge Details
Savings Summary

Savings Details

Saved View
YY) Defauk -

uso 1013012025 2:15:20 PM = Filters >

System Carency Reiresh Date Retresh Tim

@ {g} Q. search

Bill Payer Name Active Reblll Involces ‘,\,‘H._m:._ r.‘,;u. 1s & Mability Plans & Features MRC 0CC Chamges [ — Filters on this page
Options MRC -
. I
A 1 $175.828 $64,105 $12,268 $73,625
Rebill Charges Breakdown
Bl Payer Desc
All Master Account MRC occ Usage FUSF Rebilled Total Charge Amount
B 0501 $239.932.66 $12,268.34 $73,624 89
= 090 $909.51
Cost Center N B 100 228 sa112
Al = 102 pxripal $56.00 0.0
= ) $327.21 $56.00 $0.01
[ ] $4217
Inventons Tyoe I sa217
Faters o all pages
Al E— 84217
—— seir e o
< . - is (Al
aE—— 42 17
e s Bl Paperame. ~
an— st 5248 .
cEn— Cost Center N,
[ $16.01 s A
e $16.01 5176 Invertory
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Inventory Overview

By default, this page is filtered by Active Inventory that has appeared on a Rebill Invoice within
the current month. Use the filters to modify Rebill Invoice date range. In addition to the Inventory
Type filter, there are four visuals outlined on this page.

¥) | Default
Pages i usp 103012025 2:15:20 PM = Filters
9 Inventory Overview SpdemCurency  Rebesh Duts Retresn Tne
nLe
ISL0012064

Rebill Date. -

by Ty 10/1/2025 - 1073112025

ype T MRC Billed Active v 2
isnotNo

¢ s ' 3 : v
202 SDOR6A 1221386 STIET2 s325.831.22

o Top 5 Inventory Types — Outlines top 5 inventory types based on Total Billed Amount.

e Top 5 Location Levels — Shows top 5 Locations based on Inventory Count.

¢ Inventory Count by Type — Provides a breakdown of Inventory Count by Type along
with spend by Charge Category and Total Billed Amount.

¢ Inventory Count by Location — Similar to the Top 5 Location Level without the top 5
filter. Shows a count of Inventory ltems by Location ID.

Wireline Inventory

MRC only ** Totals on this page may not match the totals on the Overview page due to
inventory changes since the last rebill generation. The Overview tab shows the actual rebilled
invoice charges based on product options/plans/features assigned at the time the most recent
rebill was generated; while the Wireline Inventory and Mobility Inventory tab shows the MRC
cost based on the product options/plans/features assigned currently.

Use the filter options at the top.

Bill Payer Name
Cost Center Name
Bill Payer Description
Inventory Type

&alero Client Confidential Data | 24



Export v )

( ®Cione )

Pages

Overview

Inventory Overview
| Wirelin Inventory

Mability Inventory

Current Manth Invoice Charges
Rebill Month on Month Matrix
©OCC and Usage Invoice Detail
Manual Charges

Rebill Zero Usage

Rebill Zero Usage Detail

Rebill Charge Details

Savings Summary

Savings Details

(D ione ) (Expor ~ )

Pages

Wireline Inventory

uso
System Cumency

MRC only ** Tatals on this page may nat match the fotals on the Overview page due o inventory changes since last reddl generation

Bl Payer Name c

ost Center Name Bill Payer Desc Inventory Type

Detail - Product Option Level

Bill Cost
Payer  Center
Name  Name

nventory em

0501

0501

0501
Total

Detail . Surcharge Level

Catalog Item Detail

ntemet
ntemet

10/30/2025
Rfresh Date

Rebilling | Calero.com

0

2:15:20 PM
Refresh Time

@ ©] @]

Below the filter options, there are two tables.
o
Wireline Inventory uso o jomoaes z1s20PM

Overview
Inventory Overview
| Wireline Inventory
Mobility Inventory
Current Month Invoice Charges
Rebill Month on Month Matrix
©OCC and Usage Invoice Detail
Manual Charges
Rebill Zero Usage
Rebill Zero Usage Detail
Rebill Charge Details
Savings Summary

Savings Details

MRC only ** Totals on this page may nat match the fotals on the Overvie

Bl Payer Name Co

w page due 1o In

5t Center Name

@

© | @ |

Default

Detail - Product Option Level

Inventory | Catalog lem Detail

Quantity UnitCost  MRC Cost
Type

ntemer ATIC IP - RIVERSTREET 1 500 o
ntere TATIC IP 500
ntern 0 0.00
ntemat 5200 00" RIVERSTREET 20000 20.00

TIER 4 CABLE 25MB/SMB CVTCAB20,4 1 95.00 500
9,162 107,864.33 $149.508.21

Rebilled Last

0501 0501291

5210.00
050 0501291 0500
050 0501291 $1,160.00
050 0501201 04674444 58000
Total 5149,508.21

$30,610.76

Default - i

= Filters

Q search

= Filters

Active .
is (AN)
Last Invoice Date
(a0

Bill Payer Name

is (AN

Catalog ltem Detail
is (AN

e Detail — Product Option Level — The top table shows Inventory charge details at the
Product Option level. You will also see the quantity of items, the unit cost for each\ and
the maximum MRC cost associated with those charges, giving you a comprehensive

understanding of spending in each Inventory and Product Option.
Detail — Surcharge Level — The bottom table is filtered to show Inventory charge details

for surcharges only.

Mobility Inventory

MRC only **Totals on this page may not match the totals on the Overview page due to inventory
changes since last rebill generation. The Overview tab shows the actual rebilled invoice charges
based on product options/plans/features assigned at the time the most recent rebill was
generated; while the Wireline Inventory and Mobility Inventory tab shows the MRC cost based
on the product options/plans/features assigned currently.
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This page provides a breakdown of mobility costs at the mobile inventory level associated to a
specific Bill Payer Name and/or Cost Center Name.

Use the filter options at the top.

(@aone ) (Bpor v )
Pages

Overview

Inventory Overview

Wireline Inventory

| Mobitity Inventory
Current Month Invoice Charges
Rebill Month on Month Matrix
OCC and Usage invoice Detail
Manual Charges
Rebill Zero Usage
Rebill Zero Usage Detail
Rebill Charge Details
Savings Summary

Savings Details

Mobility Inventory

uso 1013012025
System Cunency Refresh Date

MRC only ** Add noles 1o indicate what is included in the Rebilied Total Charge Amount and the cause of the diflerence between his page and he overview KPis.

Bill Payer Name.

~

Cost Center Name

Al

Bill Payer Desc
s

Detail - Plan and Feature Level

O[]

Saved Views

¥)  Default - i

21520 PM = Filters
Refresh Time

Q Search

o Bill Payer Name
e Cost Center Name
o Bill Payer Description

Bill Payer Cost Center Name  Inventory tem Plan and Feature Name Plan MRC Rebilled Total b
Name Amount Charge Amount
0501 0501291 +19482651981 1ST RESPONDER DATA UNLIMITED INTERNET(TMB1STR DATAUNL) 3440 $4150
0501 0501291 10482651981 STATIC IP FOR DATA(TMBSTATICIP.DATA) 200 $41.50
0501 0501223 +1881652410063 BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PREBASIC, 10) 6404 §74.03
0501 0501223 +1881631452424 BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PREBASIC, 10) 6404 §7403
o501 ws01223 1881631452231 BASIC 10 PLAN10 VOICEIATAWITH 10 SMS(PREBASIC, 10 sass sn
o801 o013 +1981631452080 | BASIC 10 PLAN 10 VOICEIDATA WITH 10 SUS(PREBASIC 10 e a0
0501 o012z 1961631424900 BASIC 10 PLAN 10 VOICEIDATA WITH 10 SWS(PREBASIC 10 o494 S0
0501 0501223 1881631403422  BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PREBASIC, 10) 6494 574.03 Inventory ltem
Total 3 B g $76,099.53 (A
Bitl Payer Nome
Detail . Charge Description Level is (Al
Bill Payer Cost Center Name  Inventory ltem Charge Description Plan MRC Rebilled Total Charge Category
Name Amount Charge Amount Can
o501 050715 sz | swege %9 i
0501 0501717 +12762352020 Surcharge 3699 $518 Charge Description
0501 0501291 12762611306 Surcharge 3843 538 5D
1 0 51 +12; 21 u e 36.
050 0501759 +127626608; Surcharge 9 $5.18 Cost Center Name
0501 0501711 2762685633 Surcharge 3699 $5.18 is Al
o501 0501725 g1y Swrhare %99 ss18
bical 55,653.69 $7.810.10 Inventory Item
s
Below the filter options, there are two tables.
(@ aone ) (Bpon v ) YD) | Default w:
Pages ili usD 1013012025 2:15:20 PM = Filters »
Mobility Inventory SpnCumncy e Do Retein T
o MRC only ** Add notes lo indicate what is included in the Rebilied Tc 'd the cause of | page and he overview KPIs. Q Search
veriiew
Inventory Overview

Wireline Inventory

| Mobitity 1aventory
Current Month Invoice Charges
Rebill Month on Month Matrix
'OCC and Usage invoice Detail
Manual Charges
Rebill Zero Usage
Rebill Zero Usage Detail
Rebill Charge Details
Savings Summary

Savings Details

Bill Payer Name.

~

Cost Center Name

Al

Bill Payer Desc
A

@ ©

Detail - Plan and Feature Level
Bill Payer Cost Conter Name  Inventory tem  Plan and Feature Name PlanMRC  Rebilled Total
Namo Amount Charge Amount
0501 0501291 +19482651981 1ST RESPONDER DATA UNLIMITED INTERNET(TMB1STR DATAUNL) 3440 $4150
0501 0501291 +10482651981 STATIC IP FOR DATA(TMBSTATICIP.DATA) 200 $41.50
0501 0501223 1881652410963 BASIC 10 PLAN 10 VOICE/DATAWITH 10 SS(PREBASIC. 10) 6404 7403
0501 0501223 +1881631452424  BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PREBASIC, 10) 5404 s7403
0501 0501223 +1881631452231 BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PREBASIC, 10) 6494 $7403
0501 0501223 +1881631452089 BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PREBASIC, 10) 5494 $§7403
0501 0501223 +1881631424900  BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PREBASIC, 10) 5494 57403
0501 0501223 1881631403422 BASIC 10 PLAN 10 VOICE/DATA WITH 10 SMS(PRE] 10) 6494 §74.03 Inventory ltem
Total 55,653.69 $76,099.63 L]
Bil Payer Nome
Detail - Charge Description Level is Al
Bill Payer CostCenter Nsme  Inventory ltem | Charge Description Plan MRC Rebilled Total  * Chorge Category
Amount Charge Amount 4 2
a )
0501 0501715 12762131781 Surcharge 3699 518
0501 0501717 1276252020 Sucharge 369 518 Chorge Deseription
0501 0501291 127626113 Surcharge 3843 538 5D
1 0 7" 12 121 urcharg 36.
050! 0501759 7620608, Sucharge % 5518 PESTIRTIS
0501 0501711 +12762685633 Surcharge 3690 5518 ies
0501 0501725 2 Surcharge 3699 ss.18
Total 55,653.60 $7.810.00 Inventory ltem
is (Al

o Detail — Plan and Feature Level — The top table outlines mobility inventory charge
details at the Plan and Feature level.
¢ Detail — Charge Description Level — The bottom table shows the same information for
surcharges only.
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Current Month Invoice Charges

This page outlines all current month invoice charges, including Bill Payer Name, Cost Center
Name, Invoice Number, Invoice Item, Inventory Type, Charge Category, Charge Description
and Total Rebilled Charge Amount.

Although there are not specific filter options at the top similar to other pages, you still can apply
filters using the Filters column on the far right.

G Clone Export v D)  Default w: 8
Pages i i usD 103012025 2:15:20 PM = Filters
Current Month All Rebill Invoice Charges s 10302025 2:15:20 PW
[ ‘ : Q. search
Filters on this page
Recent Rebill All Charges
Master Account | Activity Code Invoice | Invoice tem Inventory  Inventory Charge | Charge Description
Number Item Type ategor
Mobility Inventory -
0501 2’ T602504 8043712449 8043712449 BRI MRC 1B+D PT-TO-PT SINGLE ACCESS CENTREX ISON 1B+D PT-TO-PT SINGLE ACCESS CENTREX 177
ISON VZNUNE JSON aty 1 @ $17.77
| current Month invice Charges 0501 2 T602504  +18046538656 18046538856 Moble  MRC 15T NET STANDARD BYOD (NEWXATW1STNET.STDBYOD) 1800
Numbe
Rebill Month on Month Matrix 0501 29 T602504  +18043050951 18043050951 Mobile MRC 1ST NET UNLIMITED ENHANCED(ATW1STNET.UNLENH) $38.00
Number
0CC and Usage Invoice Detail 0501 229 T602504  +18043823857 +18043823857 Mobile MRC 1ST NET UNLIMITED ENHANCED(ATW1STNET,UNLENH) $3801
Number
Manwal Charges 0501 2 T602504  +18044021467 +18044021467 Mobile WRC 1ST NET UNUIMITED ENHANCEDIATWSTNET.UNLENH) 380/
Number
0501 23 T602504 +18048074937  +18048074937 Mobile MRC 1ST NET UNLIMITED ENHANCED(ATW1STNET UNLENH) 3800
Rebill Zero Usage Number
0501 74 T602504 +18048168276 +18048168276 Mobile MRC 1ST NET UNLIMITED ENHANCED(ATW1STNET UNLENH) $3800
Rebill Zero Usage Detail Number
0501 29 T602504 +18049389990 18049389990 Mobile MRC 1ST NET UNUMITED ENHANCED(ATW 1STNET UNLENH) 3800
Number
0501 729 T602504 +18049447921 +18049447921 Mobile MRC 1ST NET UNLIMITED ENHANCED(ATW1STNET UNLENH) 3800
Number
0501 291 T602504 +15404516294  +15404516294 Mobile MRC 1ST RESPONDER DATA UNLIMITED INTERNET(TMB1STR DATAUNL) 4y
Number
0501 774 T602504 +18042008537 +12042008537 Mobile MRC 1ST RESPONDER DATA UNLIMITED INTERNET(TMB1STR DATAUNL) 44
Number
0501 74 T602504 +18042008588 +18042008588 Mobile MRC 1ST RESPONDER DATA UNLIMITED INTERNET(TMB1STR DATAUNL) s invoice Number
Number e
0501 201 T602504 +18042980281 +18042980281 Mobile MRC 1ST RESPONDER DATA UNLIMITED INTERNET(TMB1STR DATAUNL) saa
Number ;
il Payer Nomy
0501 77 T602504  +18046054130 +18046054130 Mobile MRC 1ST RESPONDER DATA UNLIMITED INTERNET(TMB1STR DATAUNL) 544 s A
Number
Total ‘ $325,825.8¢ Poy
s A

Rebill Month on Month Matrix

Similar to what you would see on the Rebill Invoice Management Analytic, this page shows a
matrix outlining month over month what a specific Bill Payer and/or Cost Center has billed in
Vendor and Rebill charges, as well as the Amount and Percentage Difference.

TCTT © | oau -

Rebill Month on Month Matrix o MNED

NONNCHR::

Master Account Tatal Charge § Pravious Month $ Difference From Previous % Difference From Previous
Amount Total Charge Amount Month Total Charge Amount  Month Charge Amount
0501 $325,825.80 $221,199.30 104,692.50 A%
Mobility Inventory 0501 $326 825,80 221,130 104,662 50 AT34%

Current Month Invoice Charges
| Rebilt Month an Month Matrix

©CC and Usage Invoice Detai

Savings Details

The Bill Payer Name column of the matrix is expandable to show Cost Center Name, Inventory
Item and Charge Description details.
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oo ) (Bpor v ) 9 | Default -
pages Rebill Month on Month Matrix ..., SN ;e = fiers ’

Overview [ @ @ E Q. search

Filters on this page

inventory Overview
Master Account Total Charge § Previous Month § Difference From Previous % Difference From Previous
Amount Total Charge Amount  Month Total Charge Amount  Month Charge Amount Ioventory lem
Wireline Inventory o
3 0501 $325,825.89 $221,131.30 104,602.50 A% 8

Mability Inventory 0501 532582589 32211330 104,682 59 a734% _

Current Month Invoice Charges

lRebi\l Month on Month Matrix

OCC and Usage loveice Detai _

Manuzl Charges
Rebill Dote
Rebill Zero Usage s Al
Rebill Zero Usage Detail " I page
Rebill Charge Details Rebil Date
< 1)

Savings Summary
BilPayss Name

Savings Details

OCC and Usage Invoice Detail

This page will show all OCC (other charges and credits; for example — install charges, manual
adjustments, tech dispatch and/or outage credits) and Usage charges that have occurred within
the previous calendar month.

The visual at the top shows a 12-month trend of Usage and OCC charges.

Exp ) Default v

Pages OCC & Usage Invoice Detail USD) ey SONaLS 21520 P = Filters

Usage and OCC Charges by Month arch
Overvien
vy @Biled Usage Amount @Billed OCC Amount
Inventory Overview
Wireline Inventory °
Mobility Inventory

.

Current Month Invoice Charges

Rebill Month on Month Matrix

| occ and usage invoice Detait 0CC & Usage Invoice Charge Detail

Manual Charges Total OCC _ Total Usago
moun

Rebill Zero Usage VITA 0501

Rebill Zero Usage Detail VITA | 0501

Rebill Charge Details

Savings Summary T

Savings Details

Total

In addition to the OCC and Usage Invoice Detail page, the VITA Agency Team has some other
options to review usage-related information.

Invoice Charges: Analyze charges per invoice with a focus on usage.

1. Go to Invoice > Charges > Invoice Charges. This view is all invoice charge details. It's
a consolidation of the Invoice Charges tab of all invoices.

2. Apply filters based on the specific Charge Category of Usage, Vendor, Master Account,
Invoice Item, Inventory ID, Invoice Number, etc. you would like to review.

3. Review search results.
o You can apply row groups or export the data to assist with the review process.
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o The search results are usually summarized rather than kept in a call-by-call
record.

o If you would like to review call-by-call records, please follow the steps outlined in
the Invoice Call Records option.

Invoice Call Records: Review detailed call records from invoices (both mobility
and wireline).

1. Go to Invoice > Usage > View Invoice Call Records.
2. Apply filters based on a specific Master Account, Invoice Item, Inventory ID, Invoice
Number, etc. you would like to review.
o Keep in mind that the default Start date filter of last 1 month is in place, so if you
would like to review older data, you will need to adjust the filter.
o Also, VITA will be the only vendor with wireline call detail associated with it, so if
you select another vendor, the search results will be blank.
3. Review search results.
o You can apply row groups or export the data if that will assist with the review
process.

Mobility Usage: Assess usage data for mobility services.

1. Go to Mobility > Usage > Mobile Usage.
o This page will show how mobile features (data, voice, messaging) are being used
against the account or items allowance.
o As always, you can apply filters, row groups or export the data.
2. Go to Mobility > Usage > Mobile Usage Detail.
o This page shows usage details, per call, message, or data consumption.
3. Apply filters based on the specific Usage type, Mobile Number, Personnel or Start data.
o You can export your search results, but you will not have the ability to apply row
groups as you can in Mobile Usage.

Manual Charges

Occasionally there will be a reason to adjust a rebill invoice. For example, prorated charges
related to recent change work orders or verified dispute credits. Depending on the cause for the
adjustment or adjustment type, there is a specific process the agency team can follow to review
and validate the charges.
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Filters default to show manual adjustments applied to vendor invoices that were considered for
rebill in the current month rebill cycle.

© Clone ) ( Export v

Pages

Overview

Inventory Overview

Total Count of Vendor

Manual Charges

13

Total Manual Charges

for Invoice Date Range

Wireline Inventory
Mobility Inventory
Current Month Invoice Charges

Rebill Month on Month Matrix

650.00

Invoice
Number

oice Date

OCC and Usage Invoice Detail
| Manual charges

Rebill Zero Usage 10

Rebill Zero Usage Detail

Rebill Charge Details

Savings Summary

Savings Details

Total

1602504

7602504

50
]
Invoice | Vendor Master
Status Account
VITA 501
Pendng 1A 501
Payment AR
0501
501
501

Pendng

Rebill Zero Usage

Total Manual Charges for Invoice Date Range - By Inventory Type

50

Manual Adjustment Invoice Detail

Manual
Chargos
System

Inventory item Charge

Category

Charge
Amount

MRC 5000

+1804914467. MRC

~18043143716 MRC 5000

17039456428 MRC 50 5000
769673866 MRC ) T
17578379278 MRC 650,00 5000
650.00 650.00

Total Manual Charges for Invoice Date Range - By Charge Category

and Inventory Type

Bil | Cost Charge
Payer | Center

Name | Nan

0501

0501711

Default

O

= Filters

Q search

Filters on this page

Description

8ill Payer Name
< (M)

Cost Center Name

ventory Type
s (Al)

This page provides an overview of all active mobile services with three consecutive months of

Zero Usage.

Calero.com Rebill Invoice Managemen

't - Agency BP Test

N o
(@ (@ ) (
(®aone ) ((Bedit ) (.

Pages

Export v )
xport v )

Mobility Management - Rebill Zero Usage Overview

Saved Views
9 Default -
usb 6i26/2025 1:16:11 PM -
Svsem Gureroy  Refrsh Date Refesn Time = Filters »

Overview

Inventory Overview

Wireline Inventory

Mobility Inventory

Current Month Invoice ..

Rebill Month on Month ...

0OCC and Usage Invoice ...

Manual Charges

| Rebill Zero Usage
Rebill Zero Usage Detail
Rebill Charge Details
Savings Overview

Savings Summary

&
igb

Savings Details

is page is designed to provide the user with an overview of all active mabile services with 3 months cansecutive Zero Usage from the billing items last invoice.

Bill Payer Name

Cost Center Name

Bill Payer Desc.

Contract End Date

Master Account

Do Not Disconnect

User Disconnect Resp...

Notification Recipient

Invoice Date
Zero Usage Charges by Month
~ Laa v s veris ~
S50
£ vaseoes -oznznzs
_ Zero Usage Devices Zero Usage Charges
B z
134 $17,097 -
3
* | Zero Usage Devices by Device Type g «
N 35850 /
/
v 55,800 '/
Apr20es
077K (4.40%) Zero Usage Charges by Bill Payer
Sta a30%)
Y Device Type
220 @Connected Device
(1340%) B
Unknown |
®@Festure Phone g
@Smartphone g o
s275K oMiFi 2
(16.136) B
S3ATK 8
N ssr
soc

/ -
p
/ 3574050
ay 2025
Month Year
183K

0501

Master Account

@ e & seuc
e {8

Filters on this page

574050

Jun 2025

Active Flag
is (Al

Vendor
is (Al

Inventory Type
is (Al

Wireless Numb...
is (All)

Rebill Date
is (Al

There are multiple filters available in the first column.

A.) KPIs
KPlIs include:

&alero

Zero Usage Device Count
Zero Usage Charge Total
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B.) Visuals

Visual Summary info sections include:

e Zero Usage Devices by Device Type - graphical representation of total charges
associated with zero usage devices, broken out by device type.

o Zero Usage Charge by Month - graphical representation of total charges associated
with zero usage devices per month.

o Total Invoice Charges by Bill Payer - graphical representation of total charges
associated with zero usage devices, broken out by Bill Payer.

C.) Filters

Use available filters to change the results based on Bill Payer Name, Cost Center Name,
Bill Payer Description, Contract End Date, Master Account, Do Not Disconnect (devices marked
as such), User Disconnect Response and Notification Recipient.

Rebill Zero Usage Detail

In addition to the same filters and KPIs as the Rebill Zero Usage page, the Rebill Zero Usage
Detail page provides an MRC charge breakout by Mobile Number and GL Code. A hyperlink
field indicates that deep linking has been enabled. Clicking on the field will allow users to select
the wireless number and navigate to the Mobile Number Inventory page.

) | Default
s = 3 2 15:: = Filters
Paged Mobility Management - Rebill Zero Usage Detail s 21520 PW

This page is designed to provide the user with an detail view of all active mobile services with 3 months consecutive Zero Usage from the biling items last e

@ © | &
= Py e St TP Rebilling Ven... ~ &

e 15 $19,637 e
Charge Amount <

Date Name Charges Activation Date Y ety iend

Do Not Discon... ~ <

Rebill Charge Details

This page is designed to provide the user with a complete charge detail view of all active mobile
services with three consecutive months Zero Usage from the billing items last invoice.

The Charge Detail visual provides a Total Charge Amount breakout by Invoice Date, Charge
Description, Charge Category, Wireless Number, Personnel Name, Cost Center Name and GL
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Code. Deep linking capabilities allow users to select the wireless number and navigate to the
Mobile Number Inventory page.

nnnnnnnnnnnn

Pages Mobility Management - Rebill Zero Charge Detail U o losoaezs 21520
je the user with an detail view of all active mobile services with 3 months consecutive Zero Usage frc

This page is designed to provid
invoice

Charge Detail

Vendor

| Rebitt charge Details

Total $197,685.35

Communication Tickets

Communication tickets are intended for communication with Calero about updates or inquiries
that are not directly related to a specific invoice or charge. Each communication ticket is
configured for specific cost centers and security groups. A user’s assigned cost center will
determine if that user has access to view and/or edit communication tickets.

1. Go to Communications and Documents > Work Queues > Agency
Communications Tickets.

2. This list view displays all communication tickets that have been created. You can view
and search for tickets by their ticket numbers, ticket status, assigned cost center, etc.

3. Select a Ticket Number to view the corresponding ticket details and updates.

Create New Ticket

1. Go to Communications and Documents > Work Queues > Agency
Communications Tickets.
o Alternatively, you can go to Communications and Documents > Work Queues
> New > Agency Communications Tickets.
2. Select the Add Ticket icon in the upper right corner and complete the following fields:
o Summary (Required): A brief description of the inquiry.
o Requested for (Required): The person the ticket is being requested for.
o Assigned to (Required): This will be assigned internally by Calero. The field will
default to unassigned when initially being created.
o Cost Center (Required): This aligns with the person or agency associated with
the submission of the request.
o Secondary Contact: A secondary contact may be added to the ticket.

&alero Client Confidential Data | 32



Rebilling | Calero.com

o Secondary Contact Email: The secondary contact’s email address may be
added to the ticket.
o Description: A detailed description of the inquiry.
o Agency Ticket Type:
= General Inquiry

= HowTo
= Rebill
= Reporting

o Agency Issue Area:
= General Inquiry
= Monthly Rebill
= Reporting
=  Wireless Ordering
= Wireline Ordering
o Resolution Type: This will be assigned internally by Calero.
o Requested Due Date: Agencies may enter a date here to signify the requested
due date.
o References: A reference to an existing ticket (open or closed) if applicable.
i. Click on the Add Reference button on the top-right corner of the Add
Ticket page.
ii. Select Ticket
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Add Reference

Ticket
Communications and Documents - Agency Communications

v (General
Surmmary™®: |
Requested for*: |ﬂgency, lackie Test | .
Cost Center*: |[L|nassigned] | .

Secondary Contact: | |

Secondary Contact Email: | |

Description:

Agency Ticket Type: | "|
Agency ssue area: | 'r|
Requested Due Date: | 'v|

“* References

There are no references for this ticket.

» Armachments

ii. Using the filter options, select the ticket you would like to reference, and
click Select

>

] @ Priory L1
Relation: [Mascer Tickets and Sub-ackets
Displaying 1 1o B6 of 86 ftems per page: [500 -~
TEBS
Ticket . Mastertickes  Vendor Confirmation  Agency assigned log TEBS Dispute Dispute Proration
O ey Summary Status Priority  Assignedto  Requested for  Cremted by . - e Last modified dste | St |Coomplotn
Paid
n 1824 PM
67117 Pending Calera Review mtmrv] [Unassigned] ~ Amanda,Test  Amanda, Test(1666)  None B bl
O e MO MUnsssigne m mends, Tes: (1666)  Nene AT ]
67046 Denied ey nassigned] Amands, Test (1666) M o

o Attachments: Supporting documentation, contracts, forms, etc.
i. Click on the Attachments row to expand the section.
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ii. Select Manage Attachments.

e | s~ | G

Communications and Documents - Agency Communications

~ General
Summary®: |
Requested for*: |P\gency, Jackie Test | Q
Cost Center*: |[Unassigned] | Q

Secondary Contact: | |

Secondary Contact Email: | |

Description:

Agency Ticket Type: | v|
Agency Issue area: | 'v|
Requested Due Date: | 'v|

~ References

There are no references for this ticket.

v Attachments

Manage Attachments

e ] o] con]

ii. Select the file you want to attach to the ticket and select Upload File.
iv. Once the message box appears indicating the attachment(s) is
successfully uploaded, select Return.

3. Save your changes.
i.  The final step is to Save and Submit the ticket. Please note that once a ticket is

submitted, it becomes non-editable. If you forget to attach a document or add any
additional notes to the description, you won’t be able to make changes after
submission.

ii.  Once you've ensured all required fields in the ticket are completed, you're ready to
submit. Select the dropdown next to Save and select Save and Go to Detail.

iii. A message box will appear indicating the ticket number and that it has been
successfully added.
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[:] Ticket "64565" was added

successfully

Agency Disputes

This section will outline the process for raising a dispute that relates to an invoice charge and
how to edit, review and monitor dispute tickets through resolution.

The Calero Operations team will take responsibility for researching, auditing and guiding the
dispute toward resolution. This includes communications with the agencies where their dispute
amount is not agreed upon by Calero or the Vendor.

Dispute Creation

A dispute ticket can be initiated by accessing the VITA Agency Dispute Tickets list view.
Opening a ticket from this list view creates a dispute ticket that pertains to a specific invoice
charge and inventory item. If there are multiple charges or Inventory items that need to be
disputed, you will need to repeat these steps for each disputed item.

VITA Agency Dispute Tickets — List view

1. Go to Invoice > Work Queues > VITA Agency Dispute Tickets.
o Alternatively, you can go to Invoice > Work Queues > New > VITA Agency
Dispute.
2. In the top-right corner of the list view, select Add Ticket.
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3. A dispute ticket template will appear.

e~ | s~ ] corn

Invoice Processing - VITA Agency Dispute

~ General

Summary*: |

Agency Dispute Category: | bl

Description:

Amount Disputed (3): | |

Dispute associated to inventony™: bl

Associated Inventory ltem*: |[N::une] | ‘ Associated Invoice®: |[N0ne] | '.
Associated Master Account®: |[N::une] | .
+ References

There are no references for this ticket

> Attachments

e W

4. Complete the following fields:

o Summary: A summary of the disputed item

o Agency Dispute Category: Select applicable category
= Disconnects Still Billing
= Double Billing
= Incorrect Amount Charged
= |nvalid Item Charge
= Missing Credit
= Other
= Surcharge Error

o Description: To add additional comments, click into the text box and a date and

o

time stamp will appear next to your name. Enter comments below this text.
Amount Disputed ($): This represents the total sum of charges identified as
being disputable. Total discrepancy amount. [Required field for tickets with Claim
Type of Dispute; not required for optimization or inquiry Claim Type tickets.]
Dispute Associated to Inventory: Select Yes or No.

Associated Inventory Item: Inventory ltem associated with the dispute. For
multiple Inventory Items, please raise separate dispute tickets.

Associated Invoice: Invoice Number associated with the dispute.
Associated Master Account: Master Account Number associated with the
dispute.

Attachments: Supporting documentation, emails, contracts, forms, etc.

5. Select Save for ticket generation.

&alero Client Confidential Data | 37



Rebilling | Calero.com

Dispute Tracking and Management

Agency users can view and update dispute tickets in the VITA Agency Dispute Tickets list
view. As a dispute ticket moves through its workflow, there are two steps (or statuses) that VITA
Agency users are responsible for. The full workflow is explained in the Agency Dispute
Standard Operating Procedures section below.

This part of the user guide focuses on the specific steps that VITA Agency users need to
complete.

VITA Agency Dispute Tickets — List View
1. Go to Invoice > Work Queues > VITA Agency Dispute Tickets.

VITA Agency Dispute Tickets

nu... VITA Agency Dispute Tickets

X Clear Filter(s) ¥, ‘(@Addﬂ(
‘:1-{::‘ Workspace S

2\ Dashboards Tick... ™= Sum.. = Status = Asso.. = AssoC... = Asso.. = Priority = Assigned .. = Request.. = Created by > Creation date

. v v v v v v v v v
<4 Analytics

B > Agency Dispute Category
28468 TEST Dispute Denied 0501 TO000D4  VITA [No priority] ~ [Unassigned] ~ Susan, Test giraffe, Sally {

7Z| Inventory

TEST ispute Denied | 0501 [None] VITA [Nopriority] | [Unassigned]  Contact, Bil Contact, Bill (

> VITA Invoice number
($) Invoice
> Agency assigned log number
Work Queues gency assig o
Charges VITA Agency Dispute Tickets > Amount Awarded
Usage Rebill Precheck Dispute Tickets > Amount Disputed
Reports Rebilling Invoice Work Queue
> Invoice number Credit applied
£ Mobility VITA Rebills Current Month

> Date credit applied
%] Communications and Documet

% Wireline Provisioning > Associated Inventory Item

(%, Organization > Closed

@ Help

> Relation

> Cost Center

2. Select a Ticket Number to view the corresponding ticket details and updates.
3. Once aticket is submitted, additional fields will appear on the dispute ticket form. Some
of these auto-populate, others will be populated by the Calero Audit Team.
o Requested for: Auto-populated with the username of the person who initially
submitted the ticket.
Creation Date: Auto-populated with the date the dispute ticket is created.
Amount Awarded ($): Total amount approved and applied based on dispute
ticket resolution. If the dispute ticket is denied, this field will not be populated.
o Invoice Number Credit Applied: The invoice number that the approved credit
amount has been applied to.
o Date Credit Applied: The date the approved credit was applied to the account in
question.

Pending Agency Feedback

&alero Client Confidential Data | 38



Rebilling | Calero.com

This status is used for dispute tickets that need additional information from the VITA Agency
prior to moving forward in the workflow. The Agency will review the ticket notes and provide
feedback.

1.

® invoice

"7 Favorites

(2) Dashboards
~0  Analytics
=] Inventory

) Invoice

% Wireline Provisioning

8 organization

?) Help

Navigate to the VITA Agency Dispute Tickets list view as outlined above. Filter ticket
status to Pending Agency Feedback or you can filter by a specific ticket number if you

have one.

VITA Agency Dispute Tickets

%) Mobility

= Wireline Provisioning

A Organization

@) Help

X ClearFilter(s) 2 Filters Selected &, ( ® Add Ticket )
?) Dashboards Ticket number = Summary = Status ¥ ¥ = Asociated Master Account = Associated Invoice = Associ Search
Analytics v V| (1) Pe v v v i Ticket number m
[T Test 41 T000001 Summary e
Inventory W Status Ef
[fest Serviee Type 0901 001151 ke
Associated Master Account
top og 1001265 it Associated Invoice
Work Queues 66968 } don't want to pay this charge, | didin't order it (pretend) 0501 018047 i Associated Vendor g
i priority §
Charges i Assigned to
" Requested for
sage
B Hii Created by (o]
Reports Master ticket number g
i Vendor Confirmation Date 3
i Creation date
» i Agency Dispute Category
% Communications and Docume = -

“Z Row Groups

Drag here to set row groups

Edit the ticket and review ticket notes. There may be a question about the dispute ticket,

request for additional information or documentation, etc.

VITA Agency Dispute Tickets Ticket Detail (Ticket #72524)

p————

Invoice Processing - VITA Agency Dispute (Ticket #72524 - Pending Agency Feedback)

e Test Service Type

Work Queues Invalid Icem Charge

FROM: Blake, Jackie (23) DATE: 0/4/2025 3:05:11 PH

Charges Hi VITA Agenc:

otes or
Usage review the ticket and m e next step.

comments about what the dispute is regarding or
ove to th

why you

=

are disputing the charge. Please explain

and provide additional details.

Reports 100.00

Mobility
9/2/2025 2:51:21 PM

Communications and Documer ory:  Yes

1016AHCVDOTBCIT3ET

v ot

You can provide details, answer questions in the notes field and/or attach additional

documentation under attachments.
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Ticket Detail Edit Ticker (Ticket #72524)

VITA Agency Dispute Tickets

Add Reference ~

Invoice Processing - VITA Agency Dispute (Ticket #72524)
Pending
Agency s |Pending Agency Feedback -]
Feedback

[Test Service Type

e
e
[invalid Icem Charge -

FROM: Blake, Jackie (23) DATE: 9/4/2025 3:05:11 PM
Hi VITA Agency,

T'11 be happy to review the ticket and move to the next step

There are previous notes or comments sbout what the dispute is regarding or why you are disputing the charge. Please explain and provide additional details.

FROM: VITA, AGENCY (1664) DATE: 9/4/2825 3:07:04 PM
T apologize, T must not have copied my notes into the ticket prior to savings.

1'm disputing the charge associated with Inventory ID 1016AHCVDOTBCIT3FT on Invoice Wumber T@@1151 as I had a coupon for free service for a month. I've
attached the coupon. Please apply "One Free Month of Service™ to my account and remove the charge.

P

] Amoun: Dispused (5):
hd Creation date: 9/2/2025 2:51:21 PM

Amount Awarded ($):

nvoice number Credit applied:

ntory®:  |Yes -

1016AHCVDOTBCIT3FT Q ociated Invaice®:  [T001151 Q
Associated Master Account*: 0501 Q

4. Once the ticket is updated, the Agency should select Pending Calero Review in the
status dropdown and select Save. The ticket will navigate back to the Pending Calero
Review status to continue through the workflow.

VITA Agency Dispute Tickets Ticket Detail Edit Ticket (Ticket #72524)

e PN )

Invoice Processing - VITA Agency Dispute (Ticket #72524)
Pending
=0 (U Y Pending Agency Feedback

Feedback Pending Agency Feedback

Pending Calero Review

Denied

This status is used for dispute tickets that have been denied by the VITA Billing Team. The
VITA agency will review the ticket notes, documents and denial reasoning, and determine if they
agree or disagree with the findings.

1. Edit the ticket in question.
2. If the Agency agrees with the denial reason:
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a. Select Acknowledged in the status dropdown

b. Select Save.

Invoice Processing - VITA Agency Dispute (Ticket #72524)

Denied o [RE00 -

Acknowledged

Denied

" Pending Calero Appeal Review

= Tecr Genice T

[

1
VITA Account number: [ ]
VITA Invoice number [

eedtort )
Blake, Jackie Q

[invalid Item Charge

FROM: Blake, Jackie (23) DATE: 9/4/2025 3:85:11 PM

Hi VITA Agency,

There are previous notes or comments about what the dispute is regarding or why you are disputing the charge. Please explain and provide additional details.
I'11 be happy to review the ticket and move to the next step.

FROM: VITA, AGENCY (1664) DATE: 9/4/2025 3:07:04 PM
T apologize, I must not have copied my notes into the ticket prior to savings.

I'm disputing the charge associated with Inventory ID 1816AHCVDOTBCIT3FT on Invoice Number T@81151 as I had a coupon for free service for a month. I've
attached the coupon. Please apply "One Free Month of Service” to my account and remove the charge.

FROM: VITA, BILLING (203) DATE: 9/4/2025 3:24:05 PM
We are denying this dispute because the coupon has expired in July 2625.

FROM: VITA, AGENCY (1664) DATE: 9/4/2025 3:33:52 PM
I see the expiration date now and agree with the denial of this dispute.

Amount Awarde

nvoice number Cr

Date credit applied: -

* [Unassigned] Q

9/2/2025 2:51:21 PM

Cost Cent

3. If the Agency disagrees with the denial reason:

a. Update notes regarding reason for disagreeing with the denial findings.
b. Select Pending Calero Appeal Review in the status dropdown

c. Select Save.

VITA Agency Dispute Tickets [ Edit Ticket (Ticket #72524)

e el

Invoice Processing - VITA Agency Dispute (Tidket #72524)
Denied o [EEa0Y -

Acknowledged

Denied

"*| Pending Calero Appesl Review

Te<r Service Typ.

VITA Invaice number
Requested for )
Blake, Jackie Q

[invalid Item Charge ~|

Description FROM: Blake, Jackie (23) DATE: 9/4/2025 3:85:11 PM
Hi VITA Agency,
There are previous notes or comments about what the dispute is regarding or why you are disputing the charge. Please explain and provide additional details.
T'11 be happy to review the ticket and move to the next step.

FROM: VITA, AGENCY (1664) DATE: 9/4/2025 3:07:64 PM

T apologize, T must not have copied my notes into the ticket prior to savings.

d Docume: I'm disputing the charge associated with Inventory ID 1@16AHCVDOTBCIT3FT on Invoice Number T@@1151 as I had a coupon for free service for a month. I've
attached the coupon. Please apply "One Free Month of Service” to my account and remove the charge.
g FROM: VITA, BILLING (203) DATE: 9/4/2025 3:24:05 PM

Ue are denying this dispute because the coupon has expired in July 2025.

FROM: VITA, AGENCY (1664) DATE: 9/4/2025 3:33:32 PM
The coupon hasn't expired. The expiration date is a little faded and the 9 for September looks like a 7 for July. I would like to appeal the denial
decision

Amoun
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Agency Dispute Standard Operating Procedures

Step Name

Identify invalid

charge
Gather supporting
2 .
documentation
3 Dispute an invoice
charge
Review dispute
4
opened by agency
Review disputes
5 that need additional
information
6 Review disputes

opened by agency

Review dispute
7a approved by VITA
Billing

7b Credit Application

&alero

Ticket Status

N/A

N/A

N/A

Pending Calero
Review

Pending Agency
Feedback

Pending VITA
Approval

Dispute
Approved

Pending Credit
Application

Responsible

Role

Agency

Agency

Agency

Calero TEM
Operations

Agency

VITA Billing

Calero TEM
Operations

Calero TEM
Operations

Procedure

Agency identifies invalid
invoice charge(s).

Agency obtains any
supporting documentation or
notes to include in the
dispute ticket.

Agency creates a dispute
ticket from the invoice
charges tab within an
invoice.

Calero TEM Operations will
investigate and work on the
dispute through resolution.

Agency reviews ticket notes.
There may be a question
from the Calero Operation
team, request for additional
documentation, etc.

VITA Billing reviews ticket
notes and documents, and
will either approve or deny
the ticket.

Calero TEM Operations will
review notes, complete
credit calculations, and
apply applicable amounts.

Calero TEM Operations will
update the dispute with
approved/rejected amount
and update the status of the
ticket to “closed”.

Rebilling | Calero.com

Expected Output

Documentation has been
obtained

Dispute ticket is created

Dispute ticket is reviewed.
If additional information is
needed, ticket navigates to
Pending Agency Feedback.
If not, ticket navigates to
Pending VITA Approval
status to continue the
dispute workflow.

Dispute ticket is reviewed
and feedback provided.
Send ticket back to
Pending Calero Review
status to continue the
dispute workflow.

Dispute ticket is reviewed.
If approved, navigates to
Dispute Approved (See
Step 7a — 7c). If denied,
navigates to Denied (See
Step 8a — 8).

Dispute ticket is reviewed,
notes are populated, and
credit amounts are
calculated.

Credit applied to account,
pending next invoice
generation.
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7c

8a

8b

8c

8d

8e

Step Name Ticket Status

Credit Applied Credit Applied

Review dispute

denied by VITA Denied
Billing
Dispute Denial Acknowledged

Acknowledgement

Review dispute
tickets where the
agency disagrees
with the denial
reason.

Pending Calero
Appeal Review

Review dispute

tickets where the Pending VITA
agency disagrees Appeal
with the denial Approval

reason.

Dispute Denied Dispute Denied

Application of Credit

Responsible

Procedure
Role

Calero TEM
Operations

Credit posts to next account
invoice.

Agency reviews ticket notes

Agency and denial reasoning.

The ticket will navigate to
this queue based on the
output of step 8a. Once in
this step, it will automatically
navigate to Dispute Denied.

N/A

Calero TEM Operations will
re-review the ticket agency
notes and backup
documents.

Calero TEM
Operations

VITA Billing will review all
supporting documents,
notes and ticket information,
and make a decision.

VITA Billing

Dispute ticket is denied. No

VITA Billing further action will is taken.

Rebilling | Calero.com

Expected Output

Credits are included on the
next rebill as a manual
adjustment. Dispute ticket
is considered closed.

Agency will either agree
and acknowledge denial
reason and move ticket to
Acknowledged status or will
disagree with the denial
reason and move the ticket
to Pending Calero Appeal
Review.

The ticket will be moved to
Dispute Denied status.
Dispute ticket is considered
closed.

Ticket will be moved to
Pending VITA Appeal
Approval status.

VITA Billing will either
agree with the denial
disagreement and move to
ticket Dispute Approved
status (See Step 7a) or
disagree and move ticket to
Dispute Denied status.

Ticket is closed.

When a dispute is resolved favorably, a manual adjustment is added to the next monthly

invoice.

To view the credit, see the Manual Charges tab within the Invoice Detail.
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Attributes Alerts (2948) Invoice Processing Notes Invoice charges Manual Charges (1) Unpaid Charges Allocated Charges Unlinked Invoice Items

Wy The current authorized amount is greater than the amount due.

Displaying 1 to 1 of 1
Total amount of selected items: USD 6.99

Invoice Mast Sub- TEBS Ac ti Considered Charge ve
nvoice Master 5u countin, a
- Pay Description ¥ Vendor Product Invoice ltem Inventory ID TEBS ID Amount . e for h
date Account account ID Period . category
rebilling de
ispu 563 - — Viobi - - - - .
O w = Dispue6ises. Mobile ¢, 5025 0501 +12762352020 +12762352020 2762352020 $6.99 JUN 2025 Adjustment

Adjustment : Number —

Agency Billing Reports

This section outlines the process for viewing and exporting Wireline and Mobility usage data
from list view within TEMS.

VITA Agency Invoice Charges — List View

Navigate to Invoice > Work Queues > Charges > Invoice Charges

Note: In the Columns pane on the right side of the page, ensure all columns are selected / visible in
the List View. These column settings become your default profile settings.

iiter(s) 2 Filters Selected Y,

earch...

Vendor

Product

am
0
o
=
H
3
@

Invoice number

Invoice date

Master Account

Invoice Item v
)
Inventory ID ]
@
Amount
Charge category
“iZ Row Groups s

The Invoice Charges view shows all invoice charges in the system. Filter the data set as needed
(see below).
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To view only MRC (Monthly Recurring Charges), follow these steps to filter the data:

3) Clickthefiltericon in the Charge category column, as indicated by the red arrow:

Account

Charge category ¥

Y

~

3) By default, all charge categories are selected. Click the checkbox for (Select All) to remove
the selections so that no box is checked.

Charge category ¥ = Accounting Period = Descriptio

Search...

&

DjSeEect All)

Adjustment

Purchase

Taxes and Surcharges

Reset

3) Clickthe checkbox for MRC to show only MRC items.
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Reset

The Invoice Charges list view will automatically refresh to show only MRC items. From here, you
can apply filters to other columns as needed.

Filter the Charge category column to view other types of charges, such as:

e Adjustments
e OCC
e Taxes and Surcharges

To view Message Rate, Community Charge or Extended Area Calling, filter the USOC column by
these values:

Message Rate = “MSG1” (Vendor must be filtered on Supplier invoice, not rebill)
Community Charge = “CC01” (Vendor must be filtered on Supplier invoice, not rebill)

Extended Area Calling = “EAC1” (Vendor must be filtered on Supplier invoice, not rebill)

+
To export the list view data to Excel, click the download button ( — ) in the top-right corner of the
page.
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VITA Agency Invoice Call Records — List View (Wireline
Usage)

Navigate to Calero.com > Invoice > Usage > View Invoice Call Records.

Note: In the Columns pane on the right, ensure all columns are selected / visible in the List View.
These column settings become your default profile settings.

2 search...

Vendor

Master Account Number

suwnjo) g

Inventory ID

Mobile Number

Start date
Duration
Extension Used

Dialed/CLI number

sil4 <

nnsnnn&ss'

Call origination

The View Invoice Call Records view shows all wireline usage in the system. Filter the data set as
needed (see below).

To view only long-distance usage, filter the Call type column by “LongDist”.

To view only teleconference / audio conferencing usage, filter the Call type column by “Toll Free”
and “Incoming”. Further, the TEBS ID field should also be filtered by “IV” so to view just those IV
numbers and not other 800 Toll Free usage.

[«

To export the list view data to Excel, click the download button ( ) in the top-right corner of the
page.
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***Data in Column: Invoice Item should be used to identify the extension from which the call
originated. Column: Inventory ID may contain additional characters and formatting that could
cause data processing problems.

VITA Agency Invoice Mobile Usage — List View

Navigate to Calero.com > Mobility > Usage > Mobile Usage

Note: In the Columns pane on the right, ensure all columns are selected / visible in the List View.
These column settings become your default profile settings.

Invoice Item
Inventory ID

Invoice date

suwnjod g

Category
Unit

Allowance

Y
!
P~
m
-
w

Usage

Billable

CHH<R<R<H<N<N<N<N[<]

Overage charges

The Mobile Usage view shows all wireless usage in the system. Filter the data set as needed (by
Invoice date, Category, etc).

To export the list view data to Excel, click the download button ( ) in the top-right corner of the
page.

***Data in Column: Invoice Item should be used to identify the extension from which the call
originated. Column: Inventory ID may contain additional characters and formatting that could
cause data processing problems.
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