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Introduction to eBilling Telephone System 

What is it? 
eBilling Telephone System is a centralized web application which automates and streamlines the 
processing of telephone bills by missions. It is fully-electronic and easy-to-use and facilitates the 
recovery of costs associated with the personal use of UN telephones.  

Why is it needed? 
Previously, missions relied on a variety of custom-developed, standalone solutions to manage 
their telephone billing. These were often overlapping and inconsistent, using different types of 
databases and different procedures to handle the same functions. Over the years, many of these 
systems became obsolete, and the significant resources which would be required to maintain and 
upgrade them are not available. 

eBilling was created to fill the need for a single, uniform, and secure electronic telephone billing 
system to replace these diverse legacy systems. 

What are its main features? 
• eBilling standardizes the processes by which bills are reviewed, categorized, approved, 

and processed 

• It provides full online support for bills which are generated electronically 

• It supports upload functionality for paper bills from mobile and satellite vendors 

• It provides look-up tables and live call summaries for easy access to information 

• It generates system and email notifications to users 

• It enables report generation in PDF and Excel formats 

• It integrates with other DFS solutions, including FSS and Active Directory 

• It provides heightened security, with centralized procedures for backup and recovery of 
data. 

What benefits does it provide? 
• eBilling improves efficiency by reducing error-prone manual processes  

• It empowers staff by enabling all end users to manage their own bills and contact lists 

• Through its roles-based functionality, it provides multiple oversight layers for review and 
assessment of expenditures. 
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About this Guide 

This Guide was written from the vantage point of Telephone Billing Unit (TBU) Administrators. 
Additional Guides are available for End Users, Finance Admins, Mission Admins, PABX Admins, 
and Super Admins. 

Who is a TBU Administrator 
TBU Administrators are members of the Telephone Billing Unit who are charged with certain 
administrative responsibilities in eBilling.  These include: 

• Converting bills using the Bill Conversion tool 

• Creating service providers 

• Creating telephone assets 

• Associating staff to assets  

• Managing TBU Contact Information 

• Managing eBilling notifications 

• Uploading calls 

• Generating bills 

• Cancelling generated bills 

• Defining reminders and cut-off dates 

• Managing unknown calls 

• Reassigning calls 

• Reassigning bills 

• Re-evaluating bills for reimbursement 

• Monitoring and tracking reimbursement bills 

• Generating reports 

• Assigning approvers 

• Managing look up tables. 
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Access to eBilling 

Access to eBilling is through the UN network. Since it is a web-based application, eBilling is 
compatible with all major browsers – including Internet Explorer, Firefox, Chrome, Opera, and 
Safari; however, it is optimized for IE – the official UN browser, versions 7 and above. 

When logging in to eBilling, you can use either Unite ID or Windows credentials. However, since 
the United Nations is implementing use of global authentication, it is strongly recommended for 
users to log in with their Unite ID username and password when accessing the eBilling 
system for the first time. 

NOTE: The kind of log in used the first time you access eBilling determines how you will be 
logging on in future as explained below: 

Unite ID: If Unite ID is used to log in the first time a user accesses eBilling, their profile is 
automatically associated with their Unite ID and they will only be able to log in 
using their Unite ID username and password in future. 

Windows: If Windows username and password are used to log in the first time a user 
accesses eBilling, their profile is associated with their Windows credentials, but 
they will also be able to log in to the system using their Unite ID in future. 

Logging In 

1. Open Internet Explorer and enter the appropriate URL in the browser’s address bar: 

https://ebilling.un.org 

If accessing it from outside the UN network 

hhttps://ebillingremote.un.org/Account/Login 

2. The eBilling Login screen is displayed. . 
 

 

 

3. Enter your username and password (either Unite ID or Windows) 

https://ebilling.un.org/
https://ebilling.un.org/
https://ebillingremote.un.org/Account/Login
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4. Select your AD domain from the dropdown list then click the Login button. 

 

 

 

NOTE: You can access user manuals for different eBilling user roles by clicking the eBilling 
Documents link displayed under the Login button. These manuals can be accessed 
even before you log in. 

 

Home Screen 

Upon logging into eBilling, the Home screen is displayed. Since the Limited TBU Administrator is 
both an end user and a TBU administrator, the Home screen has features and functionalities that 
relate to both end users and TBU administrators. 

End User features on the home screen include: 

• User Information, Asset Information as well as a call summary are displayed at the center 
of the screen. 

• A MAIN menu on the left of the screen which has links to the user’s bills, reimbursement 
bills, delegated bills, actions pending, pending reimbursement bills, approved bills, profile 
and settings. 
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My Information 

This section displays information about the Limited TBU Administrator; this includes their user role 
in eBilling, UN Index Number, UN ID and Hierarchy Title. 

 

 

 

Asset Information 

This section displays information about all assets assigned to the Limited TBU Administrator; this 
includes: 

• Asset numbers for all types of assets assigned to the user 

• Option to list calls of the assets assigned to the user 

• Summary of current call status 
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MAIN Menu 

The MAIN menu is found on the left side of the screen and is accessible from the Home screen 
as well as any other screen in eBilling.  

It has links which a user can click on to navigate to different sections of the eBilling application 
like Bills, Reimbursement bills, Hold Bill Request, Delegate User, Delegate bills, Pending 
Actions, Pending Reimbursement Bills, Approved Bills, Profile, Settings or even to return to 
the Home page. 

Click the MAIN link to view options/actions under the MAIN menu (actions under this menu can 
also be hidden or displayed by clicking on MAIN). 
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  Limited TBU Administrator features on the home screen include: 

• A Change Mission dropdown in the top left corner of the screen that allows the TBU 
Admin to select another Mission (if they are assigned the TBU Admin role for multiple 
missions) 

• My Pending Actions and My Pending Reim. Bills links that enable a TBU Admin to 
approve normal and reimbursement bills that have been assigned to them for approval. 

• Links to the different functions a Limited TBU Administrator can perform are on the left 
side of the screen below the MAIN menu. These functions include managing Mission 
settings, managing Assets & Billing, managing Staff Members, Bill Reports, Finance 
Reports, Reimbursement Finance Reports and managing Look Ups.   
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NOTE: The different Limited TBU Administrator functions are explained in detail in the rest of this 
manual. 

Logging Out 

1. Click the username in the upper right corner of the screen. 

 

2. A popup menu is displayed with options to view profile or logout of eBilling. Click the Logout 
option. 

 

The user is redirected to the eBilling Login screen. 
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MAIN Menu 

The MAIN menu has links to end user features which can be used by the Limited TBU 
Administrator to do the following: 

• View and manage their own bills. 

• View and manage their own reimbursement bills. 

• View and manage bills that have been put on hold. 

• View and manage bills that have been delegated to them. 

• View and manage reimbursement bills that are pending their action. 

• Review their Personal Information, UN Profile Information as well as information about all 
assets assigned to them. 

• Review or set threshold limits for all assets assigned to them as well as add or edit their 
telephone contacts. 

 

For a more detailed description of the different end user functions that can be carried out by a 
Limited TBU Administrator, refer to the eBilling Guide for End Users.  
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MISSION Menu 

The MISSION menu has links that enable a Limited TBU Administrator to manage Mission 
Settings, TBU Contacts, eBilling Notifications and templates. 

Click on MISSION to view options / actions under the MISSION menu (actions under this menu 
can also be hidden or displayed by clicking on MISSION). 

 

 

TBU Contact 

This section allows a Limited TBU Administrator to manage TBU Contacts; this involves the 
following activities: 

• Creating new TBU Contacts 

• Editing existing TBU Contacts 

• Viewing TBU Contact details 

• Deactivating/activating TBU Contacts 

Click the TBU Contact link under the MISSION menu. 
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The TBU Contact page is displayed. It shows a list of all existing TBU Contacts, options to 
search for and carry out some actions on TBU Contacts as well as an option to create a new TBU 
Contact. 

 

Create New TBU Contact 

1. On the TBU Contact page, click the Create New TBU Contact button. 

 

 

2. The Create New TBU Contact dialog box is displayed. Enter name of contact being added, 
email address as well as telephone number then click the Create button. 

 

 

3. The newly created TBU contact is displayed on the list of existing TBU contacts. 
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Edit a TBU Contact 

1. On the TBU Contact page, click the  icon (found under the Actions column) on a contact. 

 

2. A context menu is displayed. Click the Edit option. 

 

3. An Edit TBU Contact dialog box is displayed.  Make the necessary changes then click the 
Save button. 

 

Changes made to the TBU Contact are saved and are shown on the list of TBU Contacts. 
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View TBU Contact Details 

1. On the TBU Contact page, click the  icon (found under the Actions column) on a contact. 

 

2. A context menu is displayed. Click the Details option. 

 

A TBU Contact Details dialog box is displayed. It shows details of the selected TBU Contact. 

 

 

Deactivate a TBU Contact 

1. On the TBU Contact page, click the  icon (found under the Actions column) on a contact. 
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2. A context menu is displayed. Click the Deactivate option. 

 

3. A popup dialog box is displayed prompting user to confirm if they want to deactivate the TBU 
Contact. Click the Yes button to confirm deactivation of the selected TBU Contact. 

 

Status of the deactivated TBU Contact changes to No under the Is Active column. 

 

 

Activate a TBU Contact 

1. On the TBU Contact page, click the  icon (found under the Actions column) on an inactive 
contact. 
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2. A context menu is displayed. Click the Activate option. 

 

3. A popup dialog box is displayed prompting user to confirm if they want to activate the TBU 
Contact. Click the Yes button to confirm activation of the selected TBU Contact. 

 

Status of the deactivated TBU Contact changes to Yes under the Is Active column. 

 

 

eBilling Notifications 

This section allows a Limited TBU Administrator to manage eBilling notifications; this involves 
the following activities: 

• Viewing a list of all existing notifications 

• Editing email notifications 

• Viewing individual email notifications 

To manage eBilling notifications, click the eBilling Notifications link under the MISSION menu 
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The eBilling Notifications page is displayed. The page has the following features: 

• An option to search for notification 

• A list of all existing eBilling notifications 

• Options to view and edit each individual email notification 

 

NOTE: A selected checkbox under Staff Member column means that notification will be sent to 
only non-VIP staff members and a selected checkbox under the VIP column means that 
notification will be sent to only VIP staff members. 

Edit Email Notification 

1. On the eBilling Notifications page, click the  icon (found under the Actions column) on a 
notification. 
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2. A context menu is displayed. Click the Edit Email Notification option. 

 

3. An eBilling Notification Editor dialog box is displayed. Make necessary changes to the 
email notification and click the Save button. Changes that a Limited TBU Administrator can 
make include: 

• Specifying if the email notification is for staff member, VIPs or both (this is done by 
selecting or unselecting the appropriate checkbox) 

• Editing text in the body of the email notification 

• Adding Notification tags (these are fields which are automatically populated with pre-
existing data by the system when the email notification is used) 

 

NOTE:  Enabling or disabling Staff Member or VIP checkboxes on the notification editor will 
have the implications described below: 
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• Both Staff Member and VIP checkboxes are selected, and VIP has a delegate 
email address: the email notification will be sent to non-VIP staff members and to 
the delegate email address assigned for the VIP. 

• Both Staff Member and VIP checkboxes are selected, and VIP does not have a 
delegate email address: the email notification will be sent to non-VIP staff members 
and to the VIP. 

• Staff Member checkbox selected, and VIP checkbox not selected: the email 
notification will only be sent to non-VIP staff members 

• VIP checkbox selected for VIP with delegate email and Staff Member checkbox 
not selected: the email notification will only be sent to the delegate email address 
assigned for the VIP. 

• VIP checkbox selected for VIP without delegate email and Staff Member 
checkbox not selected: the email notification will only be sent to the VIP staff 
member 

• Both Staff Member and VIP checkboxes are not selected: the email notification 
will not be sent to anyone. 

Changes made to the email notification are saved and are visible when the email notification 
is viewed. 

 

View Email Notification 

1. On the eBilling Notifications page, click the  icon (found under the Actions column) on a 
notification. 

 

2. A context menu is displayed. Click the View Email Notification option. 
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3. An eBilling Email Notification dialog box is displayed showing details of the selected email 
notification. 
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Reimbursement eBilling Notifications 

This section allows a Limited TBU Administrator to manage Reimbursement eBilling 
notifications; this involves the following activities: 

• Viewing a list of all existing reimbursement notifications 

• Editing reimbursement email notifications 

• Viewing individual reimbursement email notifications 

To manage reimbursement eBilling notifications, click the Reimbursement eBilling 
Notifications link under the MISSION menu. 

 

The Reimbursement eBilling Notifications page is displayed. The page has the following 
features: 

• An option to search for notification 

• A list of all existing Reimbursement eBilling notifications 

• Options to view and edit each individual reimbursement email notification 
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NOTE: A selected checkbox under Staff Member column means that notification will be sent to 
only non-VIP staff members and a selected checkbox under the VIP column means that 
notification will be sent to only VIP staff members. 

Edit Reimbursement Email Notification 

1. On the Reimbursement eBilling Notifications page, click the  icon (found under the Actions 
column) on a notification. 

 

2. A context menu is displayed. Click the Edit Email Notification option. 

 

3. An eBilling Notification Editor dialog box is displayed. Make necessary changes to the 
email notification and click the Save button. Changes that a Limited TBU Administrator can 
make include: 

• Specifying if the email notification is for staff member, VIPs or both (this is done by 
selecting or unselecting the appropriate checkbox) 

• Editing text in the body of the email notification 

• Adding Notification tags (these are fields which are automatically populated with pre-
existing data by the system when the email notification is used) 
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NOTE:  Enabling or disabling Staff Member or VIP checkboxes on the notification editor will 
have the implications described below: 

• Both Staff Member and VIP checkboxes are selected, and VIP has a delegate 
email address: the email notification will be sent to non-VIP staff members and to 
the delegate email address assigned for the VIP. 

• Both Staff Member and VIP checkboxes are selected, and VIP does not have a 
delegate email address: the email notification will be sent to non-VIP staff members 
and to the VIP. 

• Staff Member checkbox selected, and VIP checkbox not selected: the email 
notification will only be sent to non-VIP staff members 

• VIP checkbox selected for VIP with delegate email and Staff Member checkbox 
not selected: the email notification will only be sent to the delegate email address 
assigned for the VIP. 

• VIP checkbox selected for VIP without delegate email and Staff Member 
checkbox not selected: the email notification will only be sent to the VIP staff 
member 

• Both Staff Member and VIP checkboxes are not selected: the email notification 
will not be sent to anyone. 
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View Reimbursement Email Notification 

1. On the Reimbursement eBilling Notifications page, click the  icon (found under the Actions 
column) on a notification. 

 

2. A context menu is displayed. Click the View Email Notification option. 

 

3. An eBilling Email Notification dialog box is displayed showing details of the selected email 
notification. 
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ASSET & BILLING Menu 

The ASSET & BILLING menu has links that enable a Limited TBU Administrator to manage 
telephone assets and billing; activities that can be carried out under this menu include: 

• Managing Assets 

• Managing Devices 

• Managing Issuance 

• Uploading Calls and viewing Call upload history 

• Uploading fixed charges 

• Reassigning Calls 

• Reassigning Bills 

• Viewing reassignment history 

• Generating Bills 

• Viewing Bill Generation history 

• Viewing unknown calls 

Click on ASSETS & BILLING to view options / actions under the ASSETS & BILLING menu 
(actions under this menu can also be hidden or displayed by clicking on ASSETS & BILLING). 
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Assets 

This section allows a Limited TBU Administrator to manage telephone assets for a Mission; this 
involves:  

• Creating a new asset • Viewing Asset details • Disassociate asset from staff member 

• Editing an existing asset • Associate asset to staff 
member 

• Viewing Asset issuance logs 

• Update existing service • Changing responsibility • Termination of service 

• Assigning a coding block • Porting asset to another provider 

 

To manage eBilling assets, click the Assets link under the Asset & Billing menu. 

 

 

The Assets page is displayed. On this page, the Limited TBU Administrator search for, create 
and edit assets. 
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NOTE:  Assets that are active have the word Active in the Asset Status column. 

Assets associated with users have the user’s name in the Assigned To column. 

A green dot besides a user’s name means that user is active while a red dot besides a 
user’s name indicates that the user is inactive. 

Deactivated/ deleted assets will have the words Inactive / Deleted in the Asset Status 
column. 

Suspended assets will have the word Suspended in the Asset Status column 

Assets that are not yet assigned to any user have the words In Stock in the Assigned To 
column. 

 

Create New Asset 

1. To create a new asset, click the Create New Asset button. 
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2. A Create New Asset dialog box is displayed; the fields displayed for the Limited TBU 
Administrator to fill depending on service type of the asset being created. 

The Limited TBU Administrator enters relevant information in the fields displayed then clicks 
the Save button. 

If desktop is service type of the new asset being created, the fields in the screenshot below 
are displayed: 

 

If a mobile or satellite is service type of the new asset being created, fields in the screenshot 
below are displayed: 
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The new asset is added to the list of existing assets.  

NOTE: It has the value In Stock under the Assigned To column meaning it has not yet been 
assigned to any staff member. 

Status of all newly created asset is automatically set to Active. 

 

After an asset has been created, the following actions can be carried out on it: 

• Edit the asset 

• Request new service for the asset 

• Port asset to another provider 

• View asset issuance log 

• View asset details 
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Edit an Asset 

1. Search for the asset to be edited; enter search criteria in the filters on the Assets screen and 
click the Search button. 

 

 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset you want to edit. 

 

 

3. A popup menu is displayed with options of actions that can be carried out on the asset. Click 
the Edit Asset option. 
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4. The Edit Asset dialog box is displayed. Make relevant changes to the fields displayed and 
click the Save button. 

 

 

New Service 

This option is used to create a new issuance request / assign an asset to a user. 

1. Search for the asset for which a new issuance request is being created; enter search criteria 
in the filters on the Assets screen and click the Search button. 

 

2. The asset matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset. 
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3. A dropdown menu is displayed with options of different actions that can be carried out on the 
asset. Click the New Service option. 

 
 

4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 

 

NOTE: When Save is clicked, data entered is saved and you can exit and return to the 
issuance process later and either continue or cancel it. 
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5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 

NOTE: When Save is clicked, data entered is saved and you can exit and return to the 
issuance process later and either continue or cancel it. 
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6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 

NOTE: When Save is clicked, data entered is saved and you can exit and return to the 
issuance process later and either continue or cancel it. 

 

7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to return to the previous sections; if no change is required, 
click the Complete button. 
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8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click the OK button to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 
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NOTE: Once an asset has been assigned, name of the staff member to whom it was issued 
appears under the Assigned To column on the Assets page. 

If staff member asset is assigned to is active, a green dot appears besides their name. 

If staff member asset is assigned to is inactive, a red dot appears besides their name. 

 
 

After an asset has been issued / assigned to a user, the following extra actions are added to 
the ones which were made available after the asset was created: 

• Edit asset 

• Update existing service 

• Change of responsibility 

• Termination of service 

• Port asset to another provider 

• Assign coding block 

• View issuance log 

• View asset details 
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Porting to Another Provider 

This refers to transferring an asset from one provider (the one it was associated to when being 
created) to another. 

To transfer an asset from one provider to another, follow the steps below: 

1. Search for the asset being ported to another provider; enter search criteria in the filters on the 
Assets screen and click the Search button. 

 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset. 

 

3. A context menu is displayed with options of actions that can be carried out on the asset. Click 
the Porting to Another Provider option. 
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4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 

 

5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 
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6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 

 

7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 



40  eBilling Telephone System  

 

8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 
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View Asset Issuance Logs 

An asset issuance log shows association history for a selected asset i.e. which users where 
assigned the asset, duration of the association as well as details of each association. 

To view issuance log for an asset, follow the steps below: 

1. Search for the asset for which you want to view an issuance log; enter search criteria in the 
filters on the Assets screen and click the Search button. 

 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset. 

 

3. A popup menu is displayed with options of actions that can be carried out on the asset. Click 
the Asset Issuance Logs option. 
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4. An Asset Issuance Log for the selected asset is displayed; it shows a history of users that 
have been assigned the selected asset, details of the asset as well as comments (if any) 
made on issuance of the asset. 

 

 

View Asset Details 

Asset details consist of information that was entered when an asset was being created and 
uniquely identify that asset from others in the system. 

To view details of an asset, follow the steps below: 

1. Search for the asset whose details are to be viewed; enter search criteria in the filters on the 
Assets screen and click the Search button. 

 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset that has details you want to view. 
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3. A context menu is displayed with options of actions that can be carried out on the asset. Click 
the Asset Details option. 

 

 

4. The Asset Details popup dialog box is displayed showing details of the selected asset as 
well as any actions that have been carried out on it. 

 

 

Change Status of an Asset 

An asset can be either active or inactive; a Limited TBU Administrator can change status of an 
asset at any time. 

Deactivate Asset 

NOTE: If an asset is assigned to a staff member and you change its status from active to inactive, 
that asset is disassociated from the staff member. 

To make an asset inactive, a Limited TBU Administrator should do the following: 

1. Enter relevant search criteria in the filters on the Assets screen and click the Search button. 
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2. Asset matching search criteria used is displayed. Select checkbox besides the asset then 
click the Change Status button. 

 

3. An Asset Management dialog box is displayed explaining implications of deleting an asset 
and prompting the user to confirm the action. Click the Save button to confirm change of 
status for the selected asset. 

 

4. The Asset Status is changed to Inactive/Deleted; if any staff member was associated to the 
asset, the association is removed. 

 

After an asset has been deactivated, only the following actions can be carried out on it: 

• Edit asset 

• View asset issuance log 
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• View Issuance Details 

• View asset details 

 

Activate Asset 

To activate an asset, a Limited TBU Administrator should do the following: 

1. Enter relevant search criteria in the filters on the Assets screen and click the Search button. 

 

2. Asset matching search criteria used is displayed. Select the checkbox besides the asset then 
click the Change Status button. 

 

3. An Asset Management dialog box is displayed prompting user to confirm the action. Click 
the Save button to confirm activation of the selected asset. 

 

4. The value in the Assigned To column changes to In Stock and the value in the Asset Status 
column changes to Active.  
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Suspend an Asset 

Suspending an active asset makes it temporarily inactive but it remains associated to the staff 
member to whom it was assigned. 

NOTE: The issuance date does not change when an asset is suspended. 

To suspend an asset, follow the steps below: 

1. Enter search criteria in the filters on the Assets screen and click the Search button. 

 

2. Asset matching search criteria used is displayed. Select the checkbox besides the asset then 
click the Suspend button. 

 

 

3. An Asset Management dialog box is displayed prompting user to confirm the action. Click 
the Save button to confirm suspension of the selected asset. 
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4. Status of the asset changes to Suspended but the asset remains associated to the staff 
member to whom it was assigned. 

 

NOTE: To make a suspended asset active again, follow the steps below: 

Select the suspended asset by selecting the checkbox besides it then click the Change 
Status button. 

 

An Asset Management dialog box is displayed prompting user to confirm the action. Click 
the Save button to confirm activation of the selected asset. 

 

Status of the asset changes back to Active. 
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Change of Responsibility 

This feature enables a Limited TBU Administrator to change assignment for an asset from one 
user to another. 

To change responsibility for an asset, follow the steps below: 

1. Search for the asset for which responsibility is being changed; enter search criteria in the 
filters on the Assets screen and click the Search button. 

 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset. 

 

3. A context menu is displayed with options of actions that can be carried out on the asset. Click 
the Change of Responsibility option. 

 

4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 
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5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 
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6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 
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7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 
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8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 
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Termination of Service 

This feature is used to disassociate an asset from a staff member. 

NOTE: If an asset is assigned to a user and termination of service is done, the asset will be 
disassociated from the user but will remain active. 

To terminate service for an asset, follow the steps below: 
 
1. Search for the asset for which service is being terminated; enter search criteria in the filters 

on the Assets screen and click the Search button. 

 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset being disassociated. 

 

3. A context menu is displayed with options of actions that can be carried out on the asset. Click 
the Termination of Service option. 

 

4. An Asset & Device Issuance dialog box is opened with fields on the Request tab displayed. 
Enter relevant information and click either the Save or Next button. 
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5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 

NOTE: If the Is Terminated checkbox is selected, the asset will be deleted / made inactive 
when the handover process is completed. 

 If the Is Terminated checkbox is not selected, the asset will remain active when the 
handover process is completed. 
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6. User is redirected to the Special Features tab. Click either the Save or Next button. 

 

7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 
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8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 

 

 

 

 

 

 



 

Guide for Limited TBU Administrators   57 

Assign Coding Block 

NOTE: Once a coding block is assigned to an asset, all asset issuance will be updated basing on 
the asset. 

      This feature is currently being used only by UNHQ. 

To assign a coding block to an asset, follow the steps below: 

1. Search for the asset being assigned a coding block; enter search criteria in the filters on the 
Assets screen and click the Search button. 

 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset being assigned a coding block. 

 

3. A popup menu is displayed with options of actions that can be carried out on the asset. Click 
the Assign Coding Block option. 

 

 

 

 

 



58  eBilling Telephone System  

4. An Assign Coding Block popup dialog box is displayed. Enter relevant details in the fields 
displayed then click the Assign button. 

 

 

Update Existing Service 

This feature is used to make changes to a current service assigned to an asset; to update an 
existing service, follow the steps below: 

1. Use the search filters on the Assets page to search for the asset. 

2. Asset that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the asset having its service updated. 

 

3. A context menu is displayed with options of actions that can be carried out on the asset. Click 
the Update Existing Service option. 
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4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 

 

5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 
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6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 

NOTE:  Send Email Notification checkbox is only displayed when Custodian is selected as 
the Assignment type. 

When Save is clicked, data entered is saved and you can exit and return to the 
issuance process later and either continue or cancel it. 

 

7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 
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8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 
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Continue Issuance 

This feature is used to continue asset issuance that was started and saved but not completed 
(issuance status is either In-Progress or Request Created). 

NOTE: It is possible to start issuance for an asset and save it before completion. Such issuances 
can be continued and completed later using the Continue Issuance option. 

To continue issuance, follow the steps below: 

1. Search for the asset for which you want to continue issuance; enter search criteria in the 
filters on the Assets screen and click the Search button. 

 

2. The asset is displayed. Click the  icon (under the Actions column) on the asset for which 
issuance is being continued. 

 

3. A popup menu is displayed with options of actions that can be carried out on the asset. Click 
the Continue Issuance option. 

 

 

Asset & Device Issuance page is opened for the selected asset and the user can continue with 
the issuance process until the end. 
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Cancel Issuance 

This feature is used to stop asset issuance that was started and saved but not completed 
(issuance status is either In-Progress or Request Created). 

NOTE: It is possible to start issuance for an asset and save it before completion. Such issuances 
can be cancelled later using the Cancel Issuance option. 

To continue issuance, follow the steps below: 

1. Search for the asset for which you want to continue issuance; enter search criteria in the 
filters on the Assets screen and click the Search button. 

 

2. The asset is displayed. Click the  icon (under the Actions column) on the asset for which 
issuance is being canceled. 

 

3. A popup menu is displayed with options of actions that can be carried out on the asset. Click 
the Cancel Issuance option. 
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4. A Cancel Issuance dialog box is displayed. Enter comments then click the Save button. 

 

User is redirected to the Issuance page and status of issuance is changed to Cancelled. 
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Devices 

This feature is used to create and manage device inventory. Managing devices involves: 

• Creating a new device • Viewing device details • Creating new service for a device 

• Editing a device • Changing responsibility • Viewing device issuance logs 

• Updating existing service • Termination of service • Porting device to another provider 

To manage eBilling devices, click the Devices link under the Asset & Billing menu. 

 

The Devices page is displayed. On this page, the Limited TBU Administrator search for, create 
and edit devices. 

NOTE:  Devices that are active have the word Active in the Device Status column. 

Devices that are not yet assigned to any user have the words In Stock in the Assigned 
To column. 

Devices associated with users have the user’s name in the Assigned To column. 

A green dot besides a user’s name means that user is active while a red dot besides a 
user’s name indicates that the user is inactive. 

Deactivated/ deleted devices will have the words Inactive / Deleted in the Device Status 
column. 

Suspended devices will have the word Suspended in the Device Status column. 
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. 
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Create New Device 

1. On the Devices page, click the Create New Device button. 

 

2. A Create New Device dialog box is displayed; the fields displayed for the Limited TBU 
Administrator to fill depend on service type of the asset being created. 

The Limited TBU Administrator enters relevant information in the fields displayed then clicks 
the Submit button. 

 

The new device is added to the list of existing assets.  

NOTE: It has the value In Stock under the Assigned To column meaning it has not yet been 
assigned to any staff member. 

Status of all newly created asset is automatically set to Active 
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Edit Device 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Edit Device option. 

 

4. The Edit Device dialog box is displayed. Make relevant changes to the fields displayed and 
click the Save button. 
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Changes made to the device are saved and reflected on the list displayed on the Devices 
page. 

 

New Service 

This option is used to create a new issuance request / assign a device to a user. 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of different actions that can be carried out on the 
device. Click the New Service option. 

 

4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 
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NOTE: When Save is clicked, data entered is saved and you can exit and return to the 
issuance process later and either continue or cancel it. 

 

5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 

NOTE:  When Save is clicked, data entered is saved and you can exit and return to the 
issuance process later and either continue or cancel it. 
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6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 

NOTE:  Send Email Notification checkbox is only displayed when Custodian is selected as 
the Assignment type. 

When Save is clicked, data entered is saved and you can exit and return to the 
issuance process later and either continue or cancel it. 
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7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to return to the previous sections; if no change is required, 
click the Complete button. 

 

8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click the OK button to print the voucher. 
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User is redirected to the Issuance page showing status of the request as Completed. 

NOTE: Once a device has been issued, name of the staff member to whom it was issued 
appears under the Assigned To column on the Devices page. 

If staff member device is issued to is active, a green dot appears besides their name. 

If staff member device is issued to is inactive, a red dot appears besides their name. 

 
 

After a device has been issued / assigned to a user, the following extra actions are added to 
the ones which were made available after the device was created: 

• Edit device 

• Update existing service 

• Change of responsibility 

• Termination of service 

• Port asset to another provider 

• View device issuance log 

• View device details 

 

Porting to Another Provider 

This refers to transferring a device from one provider (the one it was associated to when being 
created) to another. To transfer a device from one provider to another, follow the steps below: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 
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3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Porting to Another Provider option. 

 

4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 

 

5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 
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6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 

 

7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 
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8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 

 

View Device Issuance Logs 

A device issuance log shows association history for a selected device i.e. which users where 
assigned the device, duration of the association as well as details of each association. 

To view issuance log for a device, follow the steps below: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Device Issuance Log option. 

 

4. A Device Issuance Log for the selected asset is displayed; it shows a history of users that 
have been assigned the selected device, details of the device as well as comments (if any) 
made on issuance of the device. 
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View Device Details 

Device details consist of information that was entered when a device was being created and 
uniquely identify that device from others in the system. 

To view details of a device, follow the steps below: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Device Details option. 

 

4. The Asset Details popup dialog box is displayed showing details of the selected asset as 
well as any actions that have been carried out on it. 
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Change Status of a Device 

A device can be either active or inactive; a Limited TBU Administrator can change status of a 
device at any time. 

Deactivate Device 

NOTE: If a device is assigned to a staff member and you change its status from active to inactive, 
that device is disassociated from the staff member. 

To make a device inactive, a Limited TBU Administrator should do the following: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device that matches search criteria used is displayed. Select checkbox besides the device 
then click the Change Status button. 

 

3. A Device Management dialog box is displayed explaining implications of deleting an asset 
and prompting the user to confirm the action. Click the Save button to confirm change of 
status for the selected asset. 
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4. The Device Status is changed to Inactive/Deleted. 

 

After a device has been deactivated, only the following actions can be carried out on it: 

• Edit device • View device issuance log • View device details 

• View Issuance details 

Activate Device 

To activate a device, a Limited TBU Administrator should do the following: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device that matches search criteria used is displayed. Select checkbox besides the device 
then click the Change Status button. 

 

3. A Device Management dialog box is displayed prompting user to confirm the action. Click 
the Save button to confirm activation of the selected device. 
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4. The value in the Assigned To column changes to In Stock and the value in the Asset Status 
column changes to Active.  

 

Suspend a Device 

Suspending an active device makes it temporarily inactive but it remains associated to the staff 
member to whom it was assigned. 

NOTE: The issuance date does not change when a device is suspended. 

To suspend a device, follow the steps below: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Suspend option. 
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4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 

 

5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 

 

6. User is redirected to the Special Features tab. Enter relevant data then click either Save or 
Next button. 
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7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 

 

8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Suspended. 
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Update Existing Service 

This feature is used to make changes to the current service assigned to a device; to update an 
existing service, follow the steps below: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Update Existing Service option. 

 

4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 
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5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 

 

6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 
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7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 

 

8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 
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Change of Responsibility 

This feature enables a Limited TBU Administrator to change assignment of a device from one 
user to another. 

To change responsibility for a device, follow the steps below: 

1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Change of Responsibility option. 

 

4. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 
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5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 
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6. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 
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7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 

 

8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 

 

 

Handover Service 

This feature is used to disassociate a device from a staff member. 

NOTE: If a device is assigned to a user and termination of service is done, the device will be 
disassociated from the user but will remain active. 

To terminate service, follow the steps below: 
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1. On the Devices page, enter search criteria then click the Search button. 

2. Device matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the device. 

 

3. A context menu is displayed with options of actions that can be carried out on the device. 
Click the Handover Service option. 

 

4. An Asset & Device Issuance dialog box is opened with fields on the Request tab displayed. 
Enter relevant information and click either the Save or Next button. 
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5. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 

NOTE: If the Is Terminated checkbox is selected, the asset will be deleted / made inactive 
when the handover process is completed. 

 If the Is Terminated checkbox is not selected, the asset will remain active when the 
handover process is completed. 

 

6. User is redirected to the Special Features tab. Click either the Save or Next button. 
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7. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 

 

8. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 

Issuance 

This feature is used to view and manage assignment of assets and devices to users. Tasks that 
can be carried out on this page include: 

• Printing voucher • Continuing issuance • Viewing Issuance details 

• Uploading voucher • Canceling Issuance  

To view issuance, click the Issuance link under the Asset & Billing menu. 
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The Issuance page is displayed. On this page, the Limited TBU Administrator search for and 
view existing issuances, create new issuances, view issuance details, print / upload vouchers and 
either continue or cancel pending issuances. 

Click the  icon on an issuance to view actions that can carried out on that issuance. 

NOTE:  Actions that can be carried out on an issuance will vary depending on the status of the 
issuance as explained below: 

If Issuance is Completed, actions that can be carried out are print or upload voucher and 
view issuance details. 

If Issuance is either In-Progress or Request Created, actions that can be carried out are 
continue or cancel issuance and view issuance details. 

If Issuance is Cancelled, the only action that can be carried out is viewing issuance 
details. 
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New Issuance 

1. On the Issuance page, click the Create New Issuance button. 

 

 

2. Asset & Device Issuance page is opened with fields on the Request tab displayed. Enter 
relevant information and click either the Save or Next button. 
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3. User is redirected to the Issuance tab. Enter relevant data then click either the Save or Next 
button. 
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4. User is redirected to the Special Features tab. Enter relevant data then click either the Save 
or Next button. 

 

5. User is redirected to the Summary tab. Review information entered and if any changes are 
required, click the Back button to make necessary changes; if no change is required, click 
the Complete button. 
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6. A notification is displayed prompting user to confirm if they want to print an issuance voucher. 
Click OK to print or click Cancel not to print the voucher. 

 

User is redirected to the Issuance page showing status of the request as Completed. 

 

 

Continue Issuance 

This feature is used to continue an issuance that was started and saved but not completed 
(issuance status is either In-Progress or Request Created). 

NOTE: It is possible to start an issuance and save it before completion. Such issuances can be 
continued and completed later using the Continue Issuance option. 

To continue issuance, follow the steps below: 

1. Search for the issuance you want to continue; enter search criteria in the filters on the 
Issuance page then click the Search button. 

 

2. Issuance matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the issuance being continued. 
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3. A context menu is displayed with options of actions that can be carried out on the issuance. 
Click the Continue Issuance option. 

 

Asset & Device Issuance page is opened, and the user can continue with the issuance 
process until the end. 

 

Cancel Issuance 

This feature is used to stop an issuance that was started and saved but not completed (issuance 
status is either In-Progress or Request Created). 

NOTE: It is possible to start an issuance and save it before completion. Such issuances can be 
cancelled later using the Cancel Issuance option. 

To continue issuance, follow the steps below: 

1. Search for the issuance you want to cancel; enter search criteria in the filters on the 
Issuance page then click the Search button. 

 

2. Issuance that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the issuance being canceled. 
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3. A popup menu is displayed with options of actions that can be carried out on the issuance. 
Click the Cancel Issuance option. 

 

 

4. A Cancel Issuance dialog box is displayed. Enter comments then click the Save button. 

 

User is redirected to the Issuance page and status of issuance is changed to Cancelled. 

 

 

 

Print Voucher 

NOTE: Issuance vouchers can only be printed for issuances that have been completed. 

To print an issuance voucher, follow the steps below: 

1. Search for the issuance for which you want to print a voucher; enter search criteria in the 
filters on the Issuance page then click the Search button. 
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2. Issuance that matches search criteria used is displayed. Click the  icon (under the Actions 
column) on the issuance for which a voucher is to be printed. 

 

3. A popup menu is displayed with options of actions that can be carried out on the issuance. 
Click the Print Voucher option. 

 

4. Options to either open or save the voucher are displayed. Click the Open button to open and 
view the voucher or click the Save button to save it on your computer. 

 

 

 

Upload Voucher 

NOTE:  System only accepts upload of vouchers in PDF format. 

  Vouchers can only be uploaded for completed issuances. 

To upload a voucher, follow the steps below: 

1. On the Issuance page, enter search criteria and click the Search button. 

2. Issuance matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the issuance. 
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3. A context menu is displayed with options of actions that can be carried out on the issuance. 
Click the Upload Voucher option. 

 

4. An Upload Voucher dialog box is displayed. Browse for and select the voucher being 
uploaded then click the Upload button. 

 

 

Issuance Details 

To view details of an issuance, follow the steps below: 

1. On the Issuance page, enter search criteria and click the Search button. 

2. Issuance matching search criteria used is displayed. Click the  icon (under the Actions 
column) on the issuance. 

 

3. A context menu is displayed with options of actions that can be carried out on the issuance. 
Click the Issuance Details option. 
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A popup window is displayed showing details of the selected issuance. 
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Bill Generate History 

This section is used by the Limited TBU Administrator to view bills that have been generated, to 
check on their status and to cancel generated bills. 

1. To view bill generate history, click the Bill Generate History link found under the Asset & 
Billing menu. 

 

2. The Bill Generate History screen is displayed. It has an option for the Limited TBU 
Administrator to search for a bill as well as a list of recently generated bills. 

 

 

Print Generated Bill 

Generated bills can be printed if they have not yet gone past their cutoff date or cancelled. 

1. To Print/Export a bill, click the Bill Generate History link found under the Assets & Billing 
menu. 
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2. The Bill Generate History screen is displayed. Select checkbox on the bill to be cancelled 
and click the Cancel bill(s) button. 

NOTE: It is possible to select bills with status as Completed and cancellation. 

 

3. A Bill Generate History page is. Click the Export to Excel or PDF option. 

 

4. The bill is exported either to Excel or PDF based on selected action 
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MS-TEAMS Bill Generate History 

This section is used by the Mission Administrator to view MS-Teams bills that have been 
generated 

 

To view MS-Teams bill generation history, click the MS-TEAMS Bill Generate History link found 
under the Asset & Billing menu. 

 

 

The Bill Generate History screen is displayed. It has an option for the Mission Administrator to 
search for a bill as well as a list of recently generated bills. 

 

 

The report can be printed or exported to PDF or Excel format by clicking on the links shown 
below. 
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Unknown Calls 

Unknown calls are calls which have been uploaded to eBilling but have not yet been included in 
any bill generated by the system. TBU Administrators can view unknown calls and generate bills 
from them. 

View Unknown Calls 

1. To view unknown calls, click the Unknown Calls link found under the Asset & Billing menu. 

 

2. The Unknown Calls page is displayed. Enter relevant search criteria in the fields displayed 
then click the List Calls button. 
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A call summary of unknown calls that match search criteria entered is displayed. 

 

3. To view details of unknown calls, click the  icon (found under the Actions column) on the 

calls. 

 

4. A context menu is displayed. Click the View Detailed Calls option on the menu displayed. 
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5. A tab showing details of the selected unknown calls is displayed. To return to the list of 
unknown calls, click the Call Summary tab. 
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DISPUTED BILLS & CALLS Menu 

The DISPUTED BILLS & CALLS menu has links that enable a Limited TBU administrator to 
manage disputed bills and calls; this involves: 

• View Disputed bills and view revert disputed calls 

• View disputed calls or view revert disputed calls 

Click on DISPUTED BILLS & CALLS to view options / actions under the DISPUTED BILLS & 
CALLS menu (actions under this menu can also be hidden or displayed by clicking on 
DISPUTED BILLS & CALLS). 

 

Disputed Bills 

This feature is used to mark bills as disputed and to revert bills from disputed status. 

To access the disputed bills feature, click the Disputed Bills link under the DISPUTED BILLS & 
CALLS menu. 

 

 

The Disputed Bills page is displayed showing different filters that can be used to search for bills 
that can be marked as disputed or disputed bills that can be reverted. 
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Mark Bills as Disputed 

NOTE: Once a bill is marked as disputed, it will appear only in the disputed bills report (it will not 
be reflected on any other bill report). 

1. On the Disputed Bills page, enter relevant search criteria in the filters and select the Mark as 
Disputed radio button then click the Search button. 

 

2. Bills that match search criteria used are displayed. Select checkbox besides the bills you 
want to mark as disputed then click the Dispute button. 

 

3. A popup dialog box is displayed prompting user to confirm if they want to mark the selected 
bills as disputed. Click the Yes button to confirm. 
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4. User is prompted to enter comments about the action. Enter relevant comments (if 
necessary) then click the Dispute button. 

 

 

Revert Disputed Bills 

1. On the Disputed Bills page, enter relevant search criteria in the filters and select the Revert 
Disputed radio button then click the Search button. 

 

2. Bills that match search criteria used are displayed. Select checkbox besides the bills you 
want to revert from being disputed then click the Revert Dispute button. 

 

3. A popup dialog box is displayed prompting user to confirm if they want to revert the bills from 
disputed status. Click the Yes button to confirm. 
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4. User is prompted to enter comments about the action. Enter relevant comments (if 
necessary) then click the Revert Dispute button. 

 

 

 

Disputed Calls 

This feature is used to mark calls as disputed and to revert calls from disputed status. 

To access the disputed calls feature, click the Disputed Calls link under the DISPUTED BILLS & 
CALLS menu. 

 

The Disputed Calls page is displayed showing different filters that can be used to search for 
calls that can be marked as disputed or disputed calls that can be reverted. 
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Mark Calls as Disputed 

NOTE: Once a call is marked as disputed, it is removed from the bill. 

1. On the Disputed Calls page, select the Mark as Disputed radio button and enter relevant 
search criteria in the filters then click the List Calls button. 

 

2. Calls that match search criteria used are displayed. Select checkbox besides the calls you 
want to mark as disputed then click the Dispute button. 

 

3. A popup dialog box is displayed prompting user to enter a comment (if necessary) and 
confirm marking of the calls as disputed. Click the Proceed button to confirm. 
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Revert Disputed Calls 

1. On the Disputed Calls page, select the Revert Disputed radio button and enter relevant 
search criteria in the filters then click the List Calls button. 

 

2. Calls that match search criteria used are displayed. Select checkbox besides the calls you 
want to revert from disputed status then click the Revert Dispute button. 

 

3. A popup dialog box is displayed prompting user to enter a comment (if necessary) and 
confirm reversion of the calls. Click the Proceed button to confirm. 
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Disputed Calls from Bills 

This feature is used to mark unknown calls as disputed. 

When marking unknown calls as disputed, follow the steps below: 

1. Click the Disputed Calls from Bills link under the DISPUTED BILLS & CALLS menu. 

 

2. A Disputed Bills Call page is displayed. Enter relevant details in the search filters displayed 
then click the List Calls button. 
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3. Calls that match search criteria used are displayed. Select checkbox besides the calls you 
want to dispute then click the Dispute button. 

 

4. A popup dialog box is displayed prompting user to confirm if they want to mark the selected 
calls as disputed. Click the Yes button to confirm. 

 

5. User is prompted to enter comments about the action. Enter relevant comments (if 
necessary) then click the Dispute button. 
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Disputed Bills Report 

This feature is used to generate and print / export reports for disputed bills. 

To generate a report for disputed reports, follow the steps below: 

1. Click the Disputed Bills Report link under the DISPUTED BILLS & CALLS menu. 

 

2. A Disputed Bills Report page is displayed. Enter relevant search criteria in the filters 
displayed then click the Search button. 

 

 

3. A list of disputed bills matching search criteria used is displayed. To print or export the 
generated report, click the Print / Export link. 
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STAFF MEMBER Menu 

The STAFF MEMBER menu has links that enable a Limited TBU Administrator to manage staff 
members; this involves: 

• View list of existing staff members 

• Manage staff members i.e. view staff member details, disassociate staff member from 
asset, view delegate roles, update delegate roles, checkout staff member from the 
eBilling system and view logs 

• Manage coding blocks and customers (currently done by UNHQ only) 

• Assign and manage Approver roles  

Click on STAFF MEMBER to view options / actions under the STAFF MEMBER menu (actions 
under this menu can also be hidden or displayed by clicking on STAFF MEMBER). 

 

 

Staff Member List 

This section allows a Limited TBU Administrator to view a list of staff members existing in 
eBilling and manage them; this involves: 

• View Staff Member details • Checkout Staff Member from eBilling 

• Disassociate Staff Member from assets • View Staff Member log 

• Delegate roles  

Click the Staff Member List link found under the STAFF MEMBER menu. 
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The Staff Member List page is displayed showing a list of all existing staff members in eBilling. 
This page has a list of staff members and an option to search for a specific staff member. 

 

 

 

Details 

1. On the Staff Member List page, enter search criteria in the search field then click the Search 
button. 

 

2. Staff member that meets search criteria used is displayed. Click the  icon (found under the 
Actions column) on the staff member. 
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3. A context menu is displayed. Click the Details option. 

 

4. Profile information of the selected staff member is displayed. Click on each respective tab to 
view information relating to the staff member i.e. personal information, UN profile information 
and assets assigned to the staff member. 

Click the Back to List button to return to the Staff Member List page. 

 

 

Checkout 

1. To checkout a staff member from eBilling, enter search criteria in the search field on the Staff 
Member List page then click the Search button. 

Staff member that meets search criteria used is displayed. 
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2. Click the  icon (found under the Actions column) on the staff member. 

 

3. A popup menu is displayed. Click the Checkout option on the popup menu displayed. 

 

4. The Staff Member Checkout dialog box is displayed. 

NOTE:  Before a staff member is checked out, disassociation from all the assets they are 
associated with must be validated. 

Select asset (s) to be disassociated from the staff member, select a hand over date then click 
the Validate button. 

 

Status of the asset changes from Not Valid to Valid. 

 

Select checkbox besides the roles and any other item you want to disassociate from the staff 
member being checked out. 

Enter comments about the checkout (if necessary) in the Comments section then click the 
Checkout button. 
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5. A popup dialog box is displayed prompting the user to confirm disassociation of the selected 
items from the staff member profile. Click the OK button to confirm checkout. 

 

The Limited TBU Administrator is redirected back to the Staff Member List screen. Status 
under the Associated? column is changed from Yes to No. 
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Log 

1. To view a staff member’s checkout logs, enter search criteria in the search field on the Staff 
Member List page then click the Search button. 

Staff member that meets search criteria used is displayed. 

 

2. Click the  icon (found under the Actions column) on the staff member. 

 

3. A popup menu is displayed. Click the Log option on the popup menu displayed. 

 

 

4. The Staff Member Checkout Logs dialog box is displayed. The dialog box shows the 
following checkout details for the staff member: 

• Profile name 

• Assets that were disassociated from the staff member 

• Roles and any other items that were disassociated from the staff member 

• Comments (if any) added during checkout from eBilling 

• Name of person that carried out the checkout 

• Date and time of checkout 
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Update Delegate Roles  

This function is used to assign an eBilling user’s bills to another user so that they can manage the 
bills on behalf of the bill owner. To delegate roles, follow the steps below: 

1. Enter search criteria in the search field on the Staff Member List page then click the Search 
button. 

eBilling user that meets search criteria used is displayed. 

 

2. Click the  icon (found under the Actions column) on the staff member. 

 

3. A popup menu is displayed. Click the Update Delegate Roles option on the popup menu 
displayed. 

 

4. A Delegated Roles dialog box is displayed showing eBilling user to whom the role is 
currently delegated as well as an option to delegate the role to another user.  

Select a mission from the Mission dropdown field, enter a staff member’s name then select 
them / click on them on the list of names displayed. 
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5. Name (and domain) of the selected user is automatically entered in the New Delegate Role 
field. Click the Save button. 

 

The following happens when the delegate role action is saved: 

• New staff member selected is saved as the holder of the current delegate role for 
the selected eBilling user. 

• The Delegate role association is saved and can be viewed and managed on the 
Delegate Roles List page. 

• All email notifications will be sent to the staff member that has been assigned the 
Delegate Role and the bill owner will be copied in all the email notifications sent 
regarding their bills. 
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Associate Profile 

NOTE: This option is only available for active profiles. 

1. On the Staff Member List page, enter search criteria in the search field then click the Search 
button. 

 

2. Staff member that meets search criteria used is displayed. Click the  icon (found under the 
Actions column) on the staff member. 

 

3. A popup menu is displayed with options of actions that can be carried out on the staff 
member. Click the Associate Profile option. 

 

4. An Associate Profile dialog box is displayed. Enter relevant details then click the Associate 
button. 
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Delegated Roles List 

This section allows a Limited TBU Administrator to view a list of existing delegate role 
assignments and to manage them; this involves: 

• Searching for and viewing existing delegate role assignments 

• Updating delegated roles 

• Deactivating or activating delegated roles 

To manage delegate roles, click the Delegated Roles List link found under the STAFF MEMBER 
menu. 

 

The Delegated Roles page is displayed showing a list of eBilling users that have delegate roles 
assigned. This page also has the following features: 

•    Option to search for specific eBilling user •    Option to filter delegate roles by status 

•    Options to deactivate or activate delegate roles 
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Update Delegate Role 

1. On the Delegated Roles page, enter search criteria and select status then click the Search 
button. 

 

2. eBilling user that matches search criteria used is displayed. Click the  icon (found under 
the Actions column) on the staff member. 

 

3. A popup menu is displayed. Click the Update Delegate Role option on the popup menu 
displayed. 

 

4. The Delegate Roles dialog box is displayed for the selected user. Make necessary changes 
then click the Save button. 
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Deactivate Delegate Role 

1. On the Delegated Roles page, enter search criteria and select Active status then click the 
Search button. 

 

2. eBilling user that matches search criteria used is displayed. Select the checkbox on the 
delegate role then click the Deactivate button. 

NOTE: To deactivate several delegate roles at once, select checkboxes besides all the 
delegate roles being deactivated then click the Deactivate button. 

 

3. A dialog box is displayed prompting the Limited TBU Administrator to confirm deactivation of 
the selected delegate role. Click the OK button. 

 

Change made to the selected delegate role is saved and the value No appears in the Is 
Active column. 

 

 



130  eBilling Telephone System  

Activate Delegate Role 

1. On the Delegated Roles page, enter search criteria and select Deactive status then click the 
Search button. 

 

2. eBilling user that matches search criteria used is displayed. Select the checkbox on the 
delegate role then click the Activate button. 

NOTE: To activate several delegate roles at once, select checkboxes besides all the delegate 
roles being activated then click the Activate button. 

 

3. A dialog box is displayed prompting the Limited TBU Administrator to confirm activation of the 
selected delegate role. Click the OK button. 

 

Change made to the selected delegate role is saved and the value Yes appears in the Is 
Active column. 

 

 

 



 

Guide for Limited TBU Administrators   131 

Assign Approvers 

This section allows a Limited TBU Administrator to view and manage approvers; this involves: 

• Creating a new approver • Viewing an approver’s details 

• Editing an approver • Activating/deactivating an approver 

To manage approvers, click the Assign Approvers link found under the STAFF MEMBER menu. 

 

The Assign Approvers page is displayed showing a list of all existing approvers and the type of 
approval they hold. This page has the following features: 

• Option to create a new approver • A list of existing approvers 

• Option to search for a specific approver • Option to carry out different actions on existing approvers 

 



132  eBilling Telephone System  

Create New Approver 

1. On the Assign Approvers page, click the Create New Approver button. 

 

2. A Create New Approver dialog box is displayed with the following fields for a Limited TBU 
Administrator to complete: 

• Staff Member: enter name of staff member that is being added as an approver. 
Select appropriate staff member from the search results displayed. 

• Mission: select Mission of the approver being created 

• Work Flow Role: select role to be assigned to the approver being created 

• Approval Hierarchy: click the  icon and select a Mission or a section to define 
approval limits of the approver being created 

NOTE: On the Approval Hierarchy dialog box, select a Mission or click the  on a 
Mission to expand it and select a department/section within that Mission then 
click the OK button. 

 

• Approver Type: specify whether approver type is permanent or temporary 

NOTE: If approver type selected is temporary, an expiry date for the role must be 
entered. 

• Expiry Date: select an expiry date for the role selected (option only displayed if 
approver type selected is temporary). 
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Click the Create button. 

 

The newly created approver is saved and added to the list of existing approvers; status of a 
newly created approver is active by default. 

 

 

Edit Approver 

1. On the Assign Approvers page, enter search criteria and select status then click the Search 
button. 

 

2. Approver that meets search criteria used is displayed. Click the  icon (found under the 
Actions column) on the approver. 
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3. A context menu is displayed listing actions that can be carried out on the approver. Click the 
Edit option. 

 

4. An Edit Approver dialog box is displayed. Make relevant changes then click the Save 
button. 

 

Changes made to the selected approver are saved by the system and are reflected on the list 
of approvers. 

Details of Approver 

1. On the Assign Approvers page, enter search criteria and select status then click the Search 
button. 
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2. Approver that meets search criteria used is displayed. Click the  icon (found under the 
Actions column) on the approver. 

 

3. A context menu is displayed listing actions that can be carried out on the approver. Click the 
Details option. 

 

An Approver Details dialog box is displayed showing details of the selected approver. 

 

 

 

Deactivate Approver 

1. Click the  icon (found under the Actions column) on the approver you want to deactivate. 

 

2. A context menu is displayed listing actions that can be carried out on the approver. Click the 
Deactivate option. 
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3. A popup dialog box is displayed prompting the user to confirm the deactivation. Click the Yes 
button to confirm deactivation of the selected approver. 

 

4. A Comments field and a Deactivate button are displayed on the dialog box. Enter comments 
about the deactivation and click the Deactivate button. 

 

5. The Approver is deactivated and their status under the Is Active column is changed to NO. 

 

Activate Approver 

1. Click the  icon (found under the Actions column) on the approver you want to activate. 

 

2. A context menu is displayed listing actions that can be carried out on the approver. Click the 
Activate option. 
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3. A popup dialog box is displayed prompting the user to confirm the activation. Click the Yes 
button to confirm activation of the selected approver. 

 

4. A Comments field and an Activate button are displayed on the dialog box. Enter comments 
about the activation and click the Activate button. 

 

5. The Approver is activated and their status under the Is Active column is changed to YES. 
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BILL REPORTS Menu 

The BILL REPORTS menu has links that enable a Limited TBU Administrator to manage bill and 
call reports; this involves: 

• Searching for and view bills by staff member 

• Generate custom reports 

• Generate call reports 

• Carry out TBU verification of bills 

Click on BILL REPORTS to view options / actions under the BILL REPORTS menu (actions 
under this menu can also be hidden or displayed by clicking on BILL REPORTS). 

 

 

Bills By Staff 

This section allows a Limited TBU Administrator to search for, view and manage bills of a specific 
staff member. 

The different actions a limited TBU Admin can carry out on a bill in this section include viewing 
detailed calls, holding a bill, releasing a bill, closing a bill, reopening a bill, challenging a bill as 
well as re-evaluating a bill. 

1. To search for bills by staff member, click the Bills By Staff link found under the BILL 
REPORTS menu. 
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2. The Bills By Staff page is displayed with options to either search for a report or view 
archived reports. 

 

View Bills for specific Staff Member 

1. Enter name or partial name of staff member in the search field; from the list of names 
displayed, click on the appropriate one to select them then click the Search button. 

 

2. A list of bills matching search criteria used is displayed with a row for each provider and asset 
type assigned to the selected staff member. 

 

3. To view detailed bill for an asset, click the  icon (under the View Bills column) on the asset 
then click the View Detailed Bill option on the context menu displayed. 

 

4. A list of monthly bills for the selected asset is displayed chronologically as per the Bill Title 
column. 

 

NOTE: Several actions can be carried out on the bill displayed e.g. viewing detailed calls, 
holding the bill, reopening the bill, closing the bill, challenging and re-evaluation. 
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View Detailed Calls 

1. Open the bill in detailed view (see step 3 under the section View Bills for Specific Staff 
Member). 

2. Click the  icon (under the View Bills column) on the bill that has calls you want to view in 
detail. 

 

3. A context menu is displayed. Click the View Detailed Calls option. 

 

4. The selected bill is opened. All details of the selected bill i.e. bill details, call details and 
comments (if any) are displayed. 
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Custom Report 

This section allows a Limited TBU Administrator to generate/ run custom reports for staff member 
telephone bills. The Custom Report page has several filters that a Limited TBU Administrator 
can use to generate a custom report. 

1. To generate a custom report, click the Custom Report link found under the BILL REPORTS 
menu. 

 

2. The Custom Reports screen is displayed. The page has several filters; the Limited TBU 
Administrator can use any of the filters to generate a custom report: 

• Bill Year: select year of bills to be included in the custom report 

• Bill Title: select month of bills to be included in the custom report 

• Service Type: select service type to be included in the custom report 

• Service Provider: select a service provider  

• Staff Category: select staff category of eBilling users to be included in the report 

• Bill Status: select status of bills to be included in the custom report 

• Payment Type: select a payment type to be included in the custom report 

• Asset Number: enter asset number to run a report of all bills for a specific asset 

• Departments: select a department to be included in the custom report 

• Customers: select a customer to be included in the custom report 

• Group By: select checkbox if you want search results to be grouped 

NOTE:  You must select a value in the Service Type field before you can select a Service 
Provider. 
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3. When appropriate search filters have been selected, click the Search button to generate the 
desired report. 

 

4. Bills that meet criteria used to search are listed. The custom report generated can be printed 
or exported to another format by clicking the Print / Export link. 

 

NOTE:  Several actions can be carried out on bills displayed in the custom report depending 
on status of the bill.  

Click the  icon (found under View Bills column) on a bill to select an action to 
carry out on the bill. 
 
Actions that can be carried out on bills in the custom report include Viewing Detailed 
Calls. 

 

View Detailed Calls 

Detailed Bills can be accessed from either the Bills by Staff or Custom Reports pages. 

To view these archived reports, follow the steps detailed below: 

1. Perform the search as (step 3 under the above) 

2. A list of custom reports that meet the search criteria used is displayed. To view detailed calls 

on a bill, click the  icon under the View Bills column on the bill. 
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3. A context menu is displayed. Click the View Detailed Calls option. 

 

 

4. The selected bill is opened. All details of the selected bill i.e. bill details, call details and 
comments (if any) are displayed. User can filter the bill based on Official or private calls. 

 

 

 

View Archived Reports 

Old bills are automatically archived by the eBilling system and they can be accessed from either 
the Bills by Staff or Custom Reports pages. 

To view these archived reports, follow the steps detailed below: 

1. Click the Archived Reports button. 

 

2. Different filters that can be used to search for archived reports are displayed. Enter relevant 
criteria then click the Search button. 
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3. A list of archived reports that meet the search criteria used is displayed. To view detailed 

calls on a bill, click the  icon under the View Bills column on the bill. 

 
 

 

Fixed Charge Report 

This section enables a Limited TBU Administrator to use different criteria to search for and view a 
list of fixed charged calls which have been included in generated bills. 

1. To generate a fixed charge report, click the Fixed Charge Report link found under the BILL 
REPORTS menu. 

 

2. The Fixed Charge Report screen is displayed. Enter search criteria in any of the fields 
displayed then click the Search button.  
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3. A list of calls that match search criteria used is displayed. The calls report generated can be 
printed or exported to another format by clicking the Print / Export link. 

 

 

4. To view detailed charges, the TBU Read Only Admin can click the  icon (found under the 
Actions column) on the bill then select the View Detailed Charges option on the dropdown 
menu displayed. 

 

5.The fixed charges are displayed. 
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Calls Report 

This section enables a Limited TBU Administrator to use different criteria to search for and view a 
list of calls which have been included in generated bills. 

1. To generate a calls report, click the Calls Report link found under the BILL REPORTS 
menu. 

 

2. The Calls Report screen is displayed. Enter search criteria in any of the fields displayed then 
click the Search button.  

 

 

3. A list of calls that match search criteria used is displayed. The calls report generated can be 
printed or exported to another format by clicking the Print / Export link. 

NOTE:  This is an information only report i.e. it does not allow the Limited TBU Administrator 
to perform any action on the listed calls. 

 



 

Guide for Limited TBU Administrators   147 

Integrity Report 

This feature is used to generate and view bills for eBilling users that have multiple assets 
assigned to them. This helps the Limited TBU Administrator to know which eBilling user has been 
assigned more than one asset and how the assets are being used. 

To run an integrity report, the Limited TBU Administrator should do the following: 

1. Click the Integrity Report link found under the BILL REPORTS menu. 

 

2. The Integrity Report page is displayed. Use the fields displayed to select relevant search 
criteria then click the Search button. 

 

3. A list of eBilling users that match search criteria used and having multiple assets assigned to 
them is displayed. 

NOTE: The Integrity Report can be printed or exported by clicking the Print / Export link. 
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4. To view bills of any of the listed eBilling users, click the  icon (under the View Bills 
column) on the user. 

 

5. A context menu is displayed. Click the View Bills option. 

 

6. A list of bills for the selected eBilling user are displayed. Additional actions can be carried 

out on the bills displayed by clicking the  icon found under the View Bills column and 
selecting an additional action from the popup menu displayed. 

Actions that can be carried out on the bills displayed include viewing detailed calls, holding, 
releasing, closing, reopening or challenging a bill. 

 

 

 

 

 

 

 

 

 

 

 



 

Guide for Limited TBU Administrators   149 

FINANCE REPORT Menu 

The FINANCE REPORT menu has links that enable a Limited TBU Administrator to generate and 
view reports for bills that have been verified as well as generate business cost reports. 

Reports with the name of the previous month of the cutoff date when the bill was closed are 
included in finance reports. 

Finance reports can be run by payment type, staff member or business cost. 

Click on FINANCE REPORT to view options / actions under the FINANCE REPORT menu 
(actions under this menu can also be hidden or displayed by clicking on FINANCE REPORT). 

 

Report By Payment Type 

This section allows a Limited TBU Administrator to search for, generate or view finance reports by 
payment type. 

1. To run a finance report by payment type, click the Report By Payment Type link found 
under the FINANCE REPORT menu 

 

2. The Report By Payment Type screen is displayed. Use the search filter fields displayed to 
enter search criteria then click the Search button. 

NOTE: Selecting a finance year, payment type and a report title are mandatory. 
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Salary Deduction Bills 

For bills where the payment type is salary deduction, no action is required from the Finance 
Administrator since the billing process has been completed for them. 

Bills with salary deduction as the payment type have a status of Finance on the list of bills 
displayed. 

 

3. The only action necessary is generating the necessary PDF documents and sharing them 
with the Finance department for actual financial processing of the bill expenses. 

Click the Print / Export link to print the report or export it to either PDF or Excel. 

 

Cash Payment Bills 

For bills where the payment type is cash payment, a Finance Administrator is required to enter 
details of the actual payment as communicated by the end user. 

On the report displayed, bills that are pending entry of payment details have a status of Verified 
in the Bill Status column. 



 

Guide for Limited TBU Administrators   151 

 

Add Cash Payment details 

4. Click the  icon (found under the Action column) to select an action to carry out on the 
verified bill. 

 

5. A dropdown menu is displayed. Click the Cash Payment option. 

 

6. A Finance Cash Payment dialog box is displayed. Edit amount paid (if necessary), enter a 
voucher number, CRV Date and a payment comment (if necessary) then click the Save 
button. 
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7. Status of the bill is changed from Verified to Paid. 

 

Since the billing process is complete, the only action required from a Finance Administrator is 
to generate the necessary PDF documents and carry out actual financial processing of the 
bill expenses. 

Click the Print / Export link to print the report or export it to either PDF or Excel. 

View Payment Details 

8. When cash payment details have been added to a bill, the Limited TBU Administrator can 

view the payment details by clicking icon (found under the Action column) on the bill, then 
clicking the Payment Details option on the dropdown menu displayed. 

 

A Payment Details popup dialog box is displayed showing payment details of the bill. 

 

Edit Payment Details 

A Finance Administrator can edit cash payment details that were entered for a cash payment bill. 

9. To edit cash payment details, click the  on the Actions button (under the Action column). 
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10. A context menu is displayed. Click the Edit Payment option. 

 

 

11. The Cash Payment dialog box is displayed. Make relevant changes to any of the fields 
displayed then click the Save button. 

 

Changes made to the cash payment details are saved by the system. 
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Report By Staff Member 

This section allows a Limited TBU Administrator to search for, generate or view finance reports by 
staff member. 

1. Click the Report By Staff Member link found under the FINANCE REPORT menu. 

 

2. The Reports By Staff Member screen is displayed. Use the search filter fields displayed to 
enter search criteria then click the Search button. 

NOTE: Selecting a finance year and report title are mandatory. 

You can enter full or partial name of staff member in the Search Staff Member field then 
select appropriate staff member from the search results displayed to run a report for a 
specific staff member. 

Leaving the Search Staff Member field empty makes the search return all staff members 
that have bills in the selected Finance Report Title. 

 

3. A list of verified bills that meet search criteria used is displayed. The bills displayed will have 
a status of Finance, Verified or Paid. 

 

a) For bills with a Finance status, no further processing is required. The Finance 
Administrator just has to generate the necessary PDF documents and carry out 
actual financial processing of the bill expenses. 

b) For bills with a Verified status, the Finance Administrator has to enter cash payment 
details as described in the Cash Payment Bills section. 

c) For bills with a Paid status, the Finance Administrator can carry out actions described 
in Payment Details and Edit Payment sections. 
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View Archived Finance Report 

It is possible to search for and view archived finance reports on either the report by payment type 
page or the report by staff member page. 

To view archived finance reports, follow the steps below: 

1. Click the Archived Finance Report button. 

 

2. The Archive Bills Finance Report page is displayed. Use the search filter fields displayed to 
enter search criteria then click the Search button. 

NOTE: Selecting a finance year, payment type and report title are mandatory. 

 

3. A list of archived finance bills that meet search criteria used is displayed. The generated 
report can be printed or exported to another format by clicking the Print / Export link. 
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REIMBURSEMENT BILL REPORTS Menu 

The REIMBURSEMENT BILL REPORTS menu has links that enable a Limited TBU 
Administrator to do the following: 

• Generate and view reports for reimbursement bills by staff 

• Generate and view custom reports for reimbursement bills 

• Carry out TBU verification of reimbursement bills 

• View archived reimbursed reports 

Click on REIMBURSEMENT BILL REPORTS to view options / actions under the 
REIMBURSEMENT BILL REPORTS menu (actions under this menu can also be hidden or 
displayed by clicking on the menu title again). 

 

 

Bills By Staff 

This section allows a Limited TBU Administrator to generate and view reimbursement bill reports 
for a specific staff member. 

The Limited TBU Administrator can carry out the following actions on the Reimbursement Bills By 
Staff page: 

• Generate reimbursement bill report for either a specific staff member or all staff members 

• Print or export generated reports (in either PDF or Excel format) 

• View detailed bill 

• View detailed calls on each reimbursement bill 

• Carry out the different bill management activities (like hold, reopen or close bill) 
depending on status of the bill 

• View archived reimbursed reports 
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To generate and view reimbursement bill report by staff member, follow the steps below: 

1. Click the Bills By Staff link found under the REIMBURSEMENT BIILL REPORTS menu. 

 

2. The Reimbursement Bills By Staff page is displayed. In the field displayed, enter name or 
partial name of staff member; from the list of names displayed, click on the appropriate one to 
select it then click the Search button. 

 

3. The Reimbursement bill report for the selected staff member is displayed; the report is 
displayed with a row for each provider and asset type assigned to the selected staff member. 

 

4. To view reimbursement bills for a listed asset on the report, click the  icon (under the View 
Bills column) on the reimbursement bill. 
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5. A context menu is displayed. Click the View Detailed Bill option on the popup menu 
displayed. 

 

6. A list of reimbursement bills for the selected asset is displayed; the bills are ordered by bill 
title / month. 

 

NOTE: Several actions can be carried out on the displayed bills depending on the status of 
the bill i.e. the Limited TBU Administrator can only view detailed calls. 
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Custom Report 

This section allows a Limited TBU Administrator to generate a custom reports of staff members’ 
reimbursement bills. The Custom Report page has several filters that a Limited TBU 
Administrator can use to generate a custom report. 

1. To generate a custom report for reimbursement bills, click the Custom Report link found 
under the REIMBURSEMENT BILL REPORTS menu. 

 

2. The Custom Reports screen is displayed. The page has several filters which the Limited 
TBU Administrator can use to generate a custom report; these include: 

• Reimbursement Bill Year: select year of reimbursement bills to be included in the 
custom report 

• Reimbursement Bill Title: select month of reimbursement bills to be included in the 
custom report 

• Service Type: select service type to be included in the custom report 

• Service Provider: select a service provider 

• Staff Category: select staff category of eBilling users to be included in the report 

• Bill Status: select status of reimbursement bills to be included in the custom report 

• Payment Type: select a payment type to be included in the custom report 

• Asset Number: enter asset number to run a report of all reimbursement bills for a 
specific asset 

• Departments: select a department to be included in the custom report 

• Customers: select a customer to be included in the custom report 

• Group By: select checkbox if you want search results to be grouped 

NOTE:  You must select a value in the Service Type field before you can select a Service 
Provider 
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3. When appropriate search filters have been selected, click the Search button to generate the 
desired report. 

 

4. Reimbursement bills that meet criteria used to search are listed. The custom report 
generated can be printed or exported to another format by clicking the Print / Export link. 

 

NOTE:  Several actions can be carried out on bills displayed in the custom report depending 
on status of the bill.  

Click the  icon (under the View Bills column) to select an action to carry out on a 
bill. 
 
Actions that can be carried out on bills in the custom report by Limited TBU Admin is 
Viewing Detailed Calls. 
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View Archived Reimbursed Reports 

It is possible to search for and view archived reimbursed reports on either the bills by staff or 
custom report pages. 

To view archived reimbursed reports, follow the steps detailed below: 

1. Click the Archived Reimbursement Reports button. 

 

2. The Archived Reimbursement Reports page is displayed. Select search criteria using the 
search filter fields displayed then click the Search button. 

 

3. A list of archived reimbursement bills that meet search criteria used is displayed. The 
generated report can be printed or exported to another format by clicking the Print / Export 
link.  

To view detailed calls on a bill, click the  icon (under the View Bills column) on the bill 
then click the View Detailed Bill option on the popup menu displayed. 
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REIMBURSEMENT FINANCE REPORT Menu 

The REIMBURSEMENT FINANCE REPORT menu has links that enable a Limited TBU 
Administrator to search for and view reports for reimbursement bills that have been verified. 

Reimbursement finance reports can be run by either payment type or staff member. 

Click on REIMBURSEMENT FINANCE REPORT to view options / actions under this menu 
(actions under this menu can also be hidden or displayed by clicking on REIMBURSEMENT 
FINANCE REPORT). 

 

 

Report By Payment Type 

This section enables a Limited TBU Administrator to search for, generate or view reimbursement 
finance reports by payment type. 

1. To run a reimbursement finance report by payment type, click the Report By Payment Type 
link found under the REIMBURSEMENT FINANCE REPORT menu. 

 

2. The Report By Payment Type screen is displayed. Select search criteria using the search 
filter fields displayed then click the Search button. 

NOTE: Selecting a finance year, payment type and a report title are mandatory. 
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Salary Deduction Reimbursement Bills 

3. For reimbursement bills where the payment type is salary deduction, no action is required 
from the Limited TBU Administrator since the billing process has been completed. 

Bills with salary deduction as the payment type have a status of Finance on the report 
displayed. 

 

The generated report can be printed or exported to another format by clicking the Print / 
Export link. 

 

 

Cash Payment Reimbursement Bills 

For reimbursement bills where the payment type is cash payment, there are options for an 
administrator to enter, view or edit payment details. 

Add Cash Payment 

4. Click the  on the Actions button (under the Action column) to select an action to carry out 
on the verified bill. 

 

5. A popup menu is displayed. Click the Cash Payment option. 

 

6. A Finance Cash Payment dialog box is displayed. Edit amount paid (if necessary), enter a 
voucher number, CRV Date and a payment comment (if necessary) then click the Save 
button. 
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7. Status of the reimbursement bill is changed from Verified to Paid. 

 

8. To print or export the generated report, click the Print / Export link found at the top of the 
report. 

 

View Payment Details 

9. When cash payment details have been added to a bill, the Limited TBU Administrator can 

view the payment details by clicking icon (under the Action column) on the bill then 
clicking the Payment Details option on the dropdown menu displayed. 

 

A Payment Details dialog box is displayed showing payment details of the selected bill. 
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Edit Payment 

Payment details that were entered for a reimbursement bill can be edited as described below: 

10. To edit cash payment details, click the  icon (under the Action column) on the bill. 

 

11. A Cash Payment dialog box is displayed. Make relevant change to any of the fields 
displayed then click the Save button. 
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Report By Staff Member 

This section allows a Limited TBU Administrator to search for, generate or view reimbursement 
finance reports by staff member. 

1. To run a reimbursement finance report by staff member, click the Report By Staff Member 
link found under the REIMBURSEMENT FINANCE REPORT menu. 

 

2. The Reports By Staff Member page is displayed. Select a finance report title and enter 
name of staff member then click the Search button. 

NOTE: Selecting a finance year and report title are mandatory. 

You can enter full or partial name of staff member in the Search Staff Member field then 
select appropriate staff member from the search results displayed. 

Leaving the Search Staff Member field empty makes the search return all staff members 
that have reimbursement bills which have been approved and verified in the selected 
Finance Report Title. 

 

3. A report that matches search criteria entered is displayed. The report generated can be 
printed or exported to another format by clicking the Print / Export link. 
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View Archived Reimbursed Finance Reports 

It is possible to search for and view archived reimbursed finance reports on either the report by 
payment type page or the report by staff member page. 

To view archived reports, follow the steps detailed below: 

1. Click the Archived Reimbursed Finance Report button. 

 

2. The Archived Reimbursed Finance Report page is displayed. Select search criteria using the 
search filter fields displayed then click the Search button. 

NOTE: Selecting a finance year, payment type and report title are mandatory. 

 

3. A list of archived reimbursed bills that meet search criteria used is displayed. The generated 
report can be printed or exported to another format by clicking the Print / Export link. 

 

 

 


