Financial Policy 1.12

Attachment A 
07-26-11

Wireless Account Administration Procedures
Wireless services are administered by the Office of Administration (OA), Information Technology Services Division (ITSD).  These services are billed using the web-based TMS system.  Each phone number has been assigned a SAM II customer number and an account administrator who will be responsible for administering the accounts, including pulling the invoices and call detail from the system.  The system will generate an invoice for each SAM II customer number each month.  The Bureau of General Services (BGS) maintains a list of wireless account administrators.  Please contact the Bureau of General Services at WorkOrders@health.mo.gov to make changes to the contact information on any wireless account.

As stated in Financial Policy 1.12, Wireless Telephones, the division director or his/her designee shall approve all acquisitions of wireless services based upon programmatic needs and adequate funding for all costs incurred.  Requests for iPhones and iPads need department director’s approval.
Service Contract Orders or Charges

Each division has account administrators to place an order or access usage records.  To change or add account administrators, or to add other users to place orders only, permission must be obtained from the fiscal liaison or designee.  An email request is then sent to WorkOrders@health.mo.gov.   

AT&T, Sprint and Verizon have provided websites that allow anyone to shop and review services available, but not place an order or look at usage information.  Only wireless account administrators may order and change services on the accounts. 
The Office of Administration (OA) has developed a form for use when requesting approval to purchase wireless devices or order wireless services.  See Financial Policy 1.12 Attachment B.  When ordering an iPhone or iPad you must include the department director’s approval.  Forward completed forms to BGS to distribute the information to the necessary parties.  Please do not send requests for services or devices directly to the vendors.  The BGS coordinates all orders through OA.
If you have individuals that only need to review the pricing on the contracts, use the following instructions:

AT&T’s URL is www.wireless.att.com\businesscare\login.  Use MOGOV (this is case sensitive) as the Username and Password.  Select Missouri GOV. and you will be asked if you want to create a new account.  Make your selection and the system will prompt you accordingly.

Sprint’s URL is https://secure.bluefishwireless.net/missouri.  You can shop by using the checkboxes under “Browse the Sprint PCS or Nextel Contract Online” boxes at the bottom of the page.

Feel free to maneuver around in the websites to get the pricing that is needed.  They are designed to deny the submission of an order but may not alert you to this until you get to very end of the process.  If you need prices for US Cellular, Verizon or Alltel, contact the vendor directly to get the information.  All orders based off of that information must be sent to the BGS.  Do not ask the vendor to make changes, add services or devices or make deletions. 

Invoice Processing

Account Administrator
Each TMS wireless account administrator will receive an email from the OA-ITSD when the invoices are available on the website.  Detailed information on using the website is below.  Account administrators are responsible for printing the Consolidated invoice (1st page of the customer invoice); Equipment & Service detail; Long Distance Detail Report for the wireless number; and the SAM II RE invoice for each General Ledger (GL) number.  Invoices are to be routed to the applicable employee for review and, when returned by the employee, forwarded to the division’s fiscal unit along with employee personal checks for non-business calls, if applicable.
Employee

Employees review the call detail and sign the invoice to verify accuracy.  If all calls were for qualified business use, this should be denoted on the invoice.  Any calls that were personal in nature are to be noted as such and the resulting charges, if in excess of the purchased rate plan, are paid by the employee.  Please refer to the policy for the definition of business related calls and information concerning non-business usage.  For employees in remote locations, the call detail can be e-mailed or faxed and a return e-mail can be sent to the account administrator to verify accuracy.  This should be included when the invoices are submitted to the Bureau of Financial Services, Accounts Payable Unit for processing. 
Personal checks for reimbursement of calls are to be written payable to the OA Revolving Fund.  The employee should forward the check along with the signed copies of the call details to the individual’s wireless account administrator.  The account administrator will verify information and forward the invoice and any personal checks to the division’s fiscal unit. 
Division Fiscal Units
The fiscal unit will be responsible for mailing employee personal checks to OA-ITSD, Suite 280, HST building.  Please indicate that the check is for a wireless personal call reimbursement and indicate the month, SAM II invoice number, and wireless number being reimbursed. 
Forward the invoice to the Bureau of Financial Services, Accounts Payable Unit for processing.  The SAM II invoice will be paid in full from department funding each month.  When a personal check is received, OA will issue a credit to be applied on the next month’s phone bill for the amount of the personal check.  It is the responsibility of the fiscal unit in the division to ensure that the credit is applied correctly and deducted from the next month’s bill. 
Invoices
There are four types of invoices available to view on the TMS web site. 
Consolidated Invoice 
This report shows a total summary by customer number.  This page will show the total charges for the GL number.  There is a subtotal for long distance, calling cards, toll free and other charges (recurring, non-recurring and miscellaneous).  This page is what you will print to be included with SAM II invoice for payment. 

The report has links to see the detail for the different charges.  Click on the items in blue.  This will bring up a new screen showing the phone numbers and/or circuits for this GL and the charges applied.  Please verify all calls are correct and ensure that the employee pays for any calls that are personal in nature.


SAM II RE Invoice 
This is the invoice from OA for SAM II.  Please print this invoice for each GL and process for payment through your normal division procedures.
Customer Invoice – Total by Section
This invoice shows a total summary, by customer number and section, for long distance, calling cards, toll free, recurring and non-recurring charges for phone and data, and miscellaneous charges. 


Customer Invoice – Total by City/Site
This invoice shows a total summary, by customer number and city for long distance, calling cards, toll free, recurring and non-recurring charges for phone and data, and miscellaneous charges.

TMS Web Site


This is the link to the TMS Logon Screen: http://tms.state.mo.us/tmsweb/MainLogon.aspx
Please enter a user id and password to access the reports.
User id = last name + first initial (Example:  jonesm)
Password = password (until you change it – you should update your password with the first sign-on)
If you change your password and cannot remember it, click on “Forgot your password”, enter your user id and the password will be emailed to you.
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This is the TMS Home Page: 
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Click on “Change Password” to change your password to something unique.  There are not any special requirements.

Click on “View Reports” to see available reports.


This is the View Reports Screen:
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Enter the month and year and click “Get” to bring up the invoices/reports you are requesting.
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Click on “Customer Invoice” to view the report.  Please see page 3 of this document for a description of the reports.
This is the first page of the Consolidated Invoice.  Click on the blue links to show the detailed charges.
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Consolidated Invoice
Summary For Period:
5/1/2013 to 5/31/2013

15800000200  DHSS/Districts 12,756.25
View Total Charges

Call Charge Equipment/Service Charges-r--e-

Long Distance & Wireless Usage: Voice Recurring: 9.176.53

Long Distance: Data Recurring: 0.00
Long Distance Surcharges:

Wireless Usage:
Wireless Surcharges:

Voice Non-Recurring: 99.98
Data Non-Recurring: 0.00
Wireless Recurring: 30.33

Toll Free:

Toll Free Surcharges: Internet Recurring: 0.00

VPN Recurring: 0.00
Calling Card:

Calling Card Surcharges: Mise: 0.00

Total For all Calls: Total For E/S Charges: 9.306.84





Navigation Tip:

When you click on the blue links the report will open in a separate window so you may have several windows open at one time.  When you are done viewing the report, close the window by selecting the X in the top right of the screen. You can scroll down to find phone numbers and information or you can use “Find” to look up information by typing in a phone number (10 digits no dashes). It is not necessary to logout of this system.  Close all windows and this will disconnect you from the website. 

This page shows the detail information when clicking View Total Charges:
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The report detail is sorted by user number (circuits/phone numbers in numerical order).  The screen is split into two sections.  The left of the screen shows you the phone numbers or circuits and you can click on the number you want to go directly to that page.  Scroll down using the inside scroll bar to find the highlighted number selected.
Another option is to use the search tool at the top of the screen.  Enter the phone number or circuit in the “Find” box.  If your search does not find your number, enter page 1 in the box next to the blue arrow to return to the beginning of the document, and try your search again.  The search does not go backwards in the report to find a number. 

To page through the document, use the blue arrow keys or if you know the page number, enter it in the blank and hit “enter.”
By clicking on the “Long Distance and Wireless Usage” link on the Consolidated Invoice, you can view this report:
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Navigation Tip:
Click on the small bookmark icon to the left of the phone list to close the grouping or list of numbers, which will allow you to view more detailed information on the screen.  Click on it again and the information is back.  To print the report, click on the printer icon at the top of the Crystal Report screen.  This will give you the normal printer selections.  You can also select File, Print from the menu.
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To export the data, scroll down to the bottom of the report and click the Export box.  Select the “Export Format” from the drop down menu and click “Export”.  You will be prompted to save the report to a folder on your local PC or server.
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Wireless Service Requests

	Date
	

	Agency Name
	Department: Health and Senior Services
	Division: 

	Agency Contact 
	Name:  
	Email: 
	Phone #:  

	

	Request Information
	Person’s name using the device:  
	Job Title:  

	
	New or upgrade:
	Existing wireless # if upgrade: 

	

	
	Current Package/Features:  
	Vendor: 

	
	New  items needed:  
Device(include Make & Model number if known):   

Packages/Features:  

Accessories:  
	Vendor:  

	

	Justification for request
	

	

	Fiscal and orders information:
	State of Mo GL # for monthly invoice:  
	Section:  

	
	Vendor account or existing wireless number  to attach service to (indicate if new account is needed):  

	
	Will the agency process the order on the web? (y/n)  
	If not, OA/ITSD will process upon approval.

	

	Ship to Address and contact:
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