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TapitNOVA Call Accounting Manual

Copyright © 2016 Trisys, Inc.

For newest information and updates go to http://www.trisys.com

Minimum System Requirements

e Internet Access
e Monitor Resolution 1024 x 768
e Windows 7/8.1/10 Pro/2008 R2*/2012*
(* require for 10+ concurrent users)
e IS (IIS 7 and higher requires IIS 6 compatibility enabled for Windows)
e MS Internet Explorer 10 or higher
e RS 232 port for SMDR collection (if required for PBX interface)
¢ Intel Core 2 DUO processor or AMD equivalent
e 4GB of RAM
e 250 GB Hard Drive
e 80 GB of free space on C: Drive

*(Please note that in order to use the e-mail features of the software, obtain your
company’'s SMPT Server configuration information from your network
administrator.)
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Installation

Before Installing TapitNOVA

% Before installation, please disable all anti-virus and other security (i.e. Firewalls, End-
Point protection, etc.) software you may have running on your PC.
% This installation will require one or more system reboots.
% TapitNOVA cannot be installed on Domain Controllers and we do not recommend
installing it on any other servers already running resource-intensive applications.

The following components MUST be installed before TapitNOVA installation:

e Disable UAC (User Account Control) in Control Panel

e Enable MS .NET Framework 3.5 (on Win 8 / Win 2012 OS)

e Install IS (On Win 2008/2012 assign Web Server role, also for all operating systems
Web Management Tools, 1IS 6 Compatibility, ASP.NET and WebDAV Publishing
must be enabled)

The following components are going to be installed from TapitNOVA DVD or
download:

e Adobe PDF Reader

e  SQL Server 2008 Express w/ Advanced Services (specifically configured for
TapitNOVA). You must allow it to be installed from this DVD. Please note no other
SQL Server software should be installed on the PC.

Note: When installing or using TapitNOVA on Windows 8.1 or higher you must
right-click on any TapitNOVA related applications and components and select
Run as Administrator even if you are logged in as an Administrator.
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To enable IIS 6 Management Compatibility (Windows 7 and 2008)

1. Open Control Panel.
2. Click on Programs and Features or Programs/Programs and Features.
3. Click on the Turn Windows features on or off link.

E Prograrns and Features

A [ > Control Parel > Al Contral Panel lterns

Control Panel Home .
Uninstall or change

View installed updates To uninstall a program, s
) Tum Windows features on or
uft Organize =

In Vista, if User Account Control is not disabled, accept the warning to elevate
privileges for the Windows Features dialog to appear

4. Your options should be checked as shown on the example screen below.
Expand Internet Information Services. Expand Web Management Tools and
check all options underneath this node. Expand IIS 6 Management Compatibility
and check all boxes underneath this node.

[=RCIIY ET Frarnewvork 3.5 (includes NET 2.0and 3.00 = W | Corrmon HTTP Features [ | Internet Information Services Hostable \iteb Core
[ | windoues Communication Foundation HTTP Activation Default Document [ | I1solated User Maode
[ | wWindows Communication Foundation Non-HTTP Activation Directory Browsing [0 | Legacy Components
= W] | MET Frarnewvork 4.6 SAdvanced Services HTTP Errars =] Media Features
ASP.MET 4.6 [ | HTTP Redirection Windows Media Player
[m] | WCF Services Static Content [ | Microsoft Message Queue (MSMQ) Server
Active Directory Lightweight Directory Services l WebDAY Publishing ' Microsoft Print to PDF
[ | Ernbedded Shell Launcher = ealth and Diagnostics [ | MultiPoint Connectar
[ | Hypery [ | Custorn Logging = W | Print and Document Services
Internet Explorer 11 HTTP Logging Internet Printing Client
= W] Internet Information Services [0 Logging Taals [0 LPD Print Service
[ | FTP Server [ | ODEC Logging [ | LPRPort Monitor
oWl Web Management toots ) [ | Request Monitar [ | 5can Management
115 6 Managernent Cornpatibility [1 | Tracing Windows Fax and Scan
115 Management Consale = @ | Perfarmance Features [ | RAS Connection Manager Adrministration Kit (ChAK)
115 Managerment Scripts and Tools [/ | Dynamic Content Compressian Rernote Differential Compression API Support
1 | 5 Management Service J Static Content Compressian [ | RIP Listerer
mb ErJCES FE Security [ | sirple Metwork Managerment Protocol (SMMP)
= [W | Application Developrnent Features Basic Authentication [ | sirnple TCPIP services (e, echo, daytime etc)
NET Extensibility 3.5 \ 5 T lIe o FTHeT SMEB 1.0/CIFS File Sharing Support
WNET Extensibility 4.6 [ | Client Certificate Mapping Authentication [ | Telnet Client
[1 | Application Initialization [ | Digest Authenticatian [ | TFTP Client
AP [ | 15 Client Certificate Mapping Authentication [J | “Windows |dentity Foundation 3.5
ASPMET 3.5 [ | IP Security =] Windows Powershell 2.0
ASPNET 4.6 Request Filtering “Windows PowerShell 2.0 Engine
| cal [0 | URL Autharization = y e g
IS4P| Extensions l T W ndows AUthentication I [ | sWindows TIFF IFilter
IS4P| Filters Sifark Folders Client
[ | server-Side Includes HPS Services
\ [ | wWebSocket Protocal ) HPS Wiewer

5. Click on OK. System will process your request and turn 1IS 6 Management
Compatibility on.
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Installing TapitNOVA Prerequisites

You have to have administrative privileges on this PC. When installing on Vista
or Windows 7 please install this software “As Administrator”.

Note: When Installing or Using Tapit Nova on Windows 8.1 or higher you must
Right Click on any TapitNOVA related applications and components and select
Run as Administrator even though you are logged in as an Administrator.

I1S, MS .NET Framework 3.5 SP1, and Windows PowerShell 1.0 have to be
already installed on this PC.

TapitNOVA Prerequisites Installation will install MS Windows Installer 4.5 and SQL
Server 2008 Express Advanced w/ Report Service on your PC.

1. Insert the TapitNOVA DVD into the DVD drive. If installing from a TapitNOVA DVD
Download, browse to the folder where the download was extracted and right-click
on STARUPN.EXE and select Run as Administrator.

The Trisys Installation Manager screen is displayed.

If this screen is not displayed automatically then use the Run command on the
Start Windows menu by typing D:\StartupN.exe, where D represents your DVD
drive, in the Open text box and clicking on OK.

2. Click on Install Prerequisites.

apit Mova Prerequisites - InstallShield Wizard —

Preparing Setup

Pleaze wait while the [nstalShield “wizard prepares the setup.

T apit Mowva Prerequisites Setup iz preparing the InstallShield Wizard, which will guide pou
through the rest of the zetup process. Pleaze wait.

|riztallS kield

Cancel
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3. The TapitNOVA Prerequisites Installation - Step 1 - Details screen is displayed.
Click on Next. Setup program checks for the required components: IIS, .Net
Framework and PowerShell. This may take few minutes. Please wait.

Tapit Mowva Prerequisites - InstallShield Wizard X

Tapit Nova Prerequisites Installation - Step 1 - Details

Ingtallation will check if all required components were ingtalled on the system:

1. 115 [Internet Information Services] with 115 & Compatibility Components

Thiz component must be already installed on the spstem.

2. Microgaft \MET Framewark 2.5 SP1
Thiz caompanent must be already installed on the system.

3. PowerShel 1.0

Thiz caompanent must be already installed on the system.

InztallS hield

¢ Back Cancel

>

4. If all required components are found, the TapitNOVA Prerequisites Installation
- Step 2 - Details screen is displayed. Click on Next. Setup will begin installation
process of Windows Installer.

Tapit Nova Prerequisites - InstallShield Wizard

Tapit Mova Prerequizites Installation - Step 2 - Details

The following components will be installed now:

1. Windows Installer 4 5

Thiz component will be inztalled if not found on pour gpeten.

2. kS SOL 2008 Express Advanced
Thiz component will be installed if not found on your system.

InztallShield

< Back Cancel
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5. Setup program prompts you to reboot the system after it is finished with
Windows Installer installation. Click Yes to reboot the PC.
6. The system comes back up and TapitNOVA Prerequisites installation starts up

automatically.

Tapit Mova Prerequisites - InstallShield Wizard

Prepanng Setup
Pleaze wait while the InztallShield \Wizard prepares the zetup.

Tapit Mova Prerequizites Setup is prepaning the [nstallShield Ywizard, which will guide pou
through the rest of the setup process. Pleaze wait.

|nztallShield

Cancel

7. Click on Next to continue TapitNOVA Prerequisites Installation.
Tapit Nova Prerequisites - InstallShield Wizard *

Tapit Hova Prereqguizites Installation

Thiz “Wizard will check and inztall T apit Mova Prerequisites on pour PC.

To continue, click Mest.

< Back Cancel
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8. Select | accept the terms of the license agreement option and click on Next.
Tapit Mova Prerequisites - InstallShield Wizard =

License Agreement
Pleaze read the follmwing licenze agreement carefully.

Software License Agreement

TO PERSONS WHO PURCHASE OR. USE THIS SOFTWARE:

Carefully read all the terms and conditions of this agreement before opening this
package. Opening of this package indicates your acceptance of the terms and
conditions of this License Agreement.

Parties. The Licenser 1= TRISYS, INC.

215 Ridgedale Avenue, Flotham Park, NJ 07932, and you are the Licensee.

1. Grant of License.

The Licensor grants to the Licensee a non-transferable, non-exclusive, non- W

(®) | accept the terms of the license agreement Bt

()| do ot accept the terms of the license agreement

InizkallS hield

¢ Back Cancel

9. The TapitNOVA Prerequisites Installation - Step 1 - Details screen is displayed.
Click on Next. Setup program checks for the required components: IIS, .Net
Framework and PowerShell. This may take few minutes. Please wait.

Tapit Mova Prerequisites - InstallShield Wizard >

Tapit Hova Prerequisites Installation - Step 1 - Details

|nztallation will check if all required components were installed on the spstem:

1. 15 [Internet Infarmation Services] with 115 & Compatibility Components

Thiz compaonent must be already installed on the system.

2. Microzoft MET Framework 2.5 SP1
Thiz compaonent must be already installed on the system.

3. PowerShell 1.0

Thiz compaonent must be already installed on the system.

|rztallShield

¢ Back Cancel
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10. If all required components are found, the TapitNOVA Prerequisites Installation

- Step 2 - Details screen is displayed. Click on Next. Setup will begin installation
of MS SQL 2008 Express Advanced.

Tapit Mowva Prerequisites - InstallShield Wizard

Tapit Hova Prerequisites Installation - Step 2 - Details

The following components will be installed now:

1. Windows Inzstaller 4.5

Thiz component will be inztalled if not found on your zpstem.

2. M5 S0L 2008 Express Advanced
Thiz component will be inztalled if not found on your zpstem.

|rztallShield

| ¢ Back || Meut » || Cancel |

11. Click Yes to confirm the installation of MS SQL 2008 Express Advanced.

Cluestion
The Installation requires M5 S0L 2008 Express Advanced installation on
the systern.

M5 S0L 2008 Express Advanced installation may take more then 30

minutes,

Do you want to install MS S0L 2008 Express Advanced now?

Yes Mo
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12. Installing MS SQL 2008 Express Advanced may take some time. Please wait.

5 SOL Server 2008 Setup

Installation Progress

Installation Progress Performing Windows Installer acticns,

Install_sql_engine_core_shared_Cpu32_Acticn : InstallFiles. Copying new files

13. SQL Server Installation requires you to reboot the PC. You will be prompted by
setup program with the message below. Click on Yes to restart the PC.

Cuestion

o Your system needs to be rebooted now.

The installation will restart automatically after rebooting your PC,
If the installation will fail to restart please start it manually.

Click ¥YES to reboot the systern now.
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14. The system comes back up and TapitNOVA Prerequisites installation continues
automatically.

15. Click on Next to continue TapitNOVA Prerequisites Installation.

Tapit Mova Prerequisites - InstallShield Wizard >

Tapit Hova Prerequizites Inztallation

Thiz "izard will check and install Tapit Mova Prerequizsites on wour PC.

To continue, click Mest.

< Back Meut » || Cancel
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16. Select ] accept the terms of the license agreement option and click on Next.

Tapit Mova Prerequisites - InstallShield Wizard >

License Agreement
Fleaze read the following license agreement carefully.

Software License Agreement
TO PEES0NS WHO PUR.CHASE OF. USE THIS S0OFTWARE:
Carefully read all the terms and conditions of this agreement before opening this

package. Opening of this package indicates vour acceptance of the terms and
conditions of this License Agresment.

Parties. The Licenzer iz TRISYE, INC.

215 Ridgedale Avenue, Florham Park, NT 07932, and vou are the Licenses.

1. Grant of Licenze.

The Licensor grants to the Licenses a non-transferable, non-exclusive, non- W

(®) | accept the terms of the license agreement it

()1 do not accept the terme of the license agresment

|nztallShield

< Back Cancel

17. The TapitNOVA Prerequisites Installation - Step 1 - Details screen is displayed.
Click on Next. Setup program checks for the required components: IIS, .Net
Framework and PowerShell. This may take few minutes. Please wait.

Tapit Mowva Prerequisites - InstallShield Wizard >

Tapit Hova Prerequizites Installation - S5tep 1 - Details

|nztallation will check i all required componentz were installed on the system:
1. 115 [Internet Information Services) with 15 & Compatibility Compaonents

Thiz compaonent must be already installed on the system.

2. Microsoft MET Framework 3.5 S5P1
Thiz compaonent must be already installed on the system.

3. PowerShell 1.0

Thiz compaonent must be already installed on the system.

|riztallS higld

¢ Back Cancel
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18. If all required components are found, the TapitNOVA Prerequisites Installation
- Step 2 - Details screen is displayed. Click on Next.
Setup will begin installation of MS SQL 2008 Express Advanced.

Tapit Mova Prerequisites - InstallShield Wizard *

Tapit Hova Prerequisites Installation - Step 2 - Details

The following components will be installed now:

1. Windows [ngtaller 4.5

Thiz component will be installed if not found on your spstem.

2. M5 50L 2008 E spress Advanced
Thiz component will be installed if not found on your spstem.

[nztallShield

< Back Cancel

19. The TapitNOVA Prerequisites Installation Details - Step 3 screen is displayed.
Click on Next. Setup will begin installation of SQL Server and Reporting Services.
This may take some time. Please wait.

Tapit Mova Prerequisites - InstallShield Wizard

Tapit Hova Prerequisites Installation - Step 3 - Details

Maow Installation will prepare the following components:

1. SOL Server

Setup will intialize SOL Server security and connection settings.

2. Reporting Service
Setup will check the statuz and temporarily ztop the service.

Inztalls hield

< Back Cancel

20. System prompts you to reboot the PC.
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21. After the PCis rebooted, make sure TapitNOVA DVD is still in the DVD drive. Go to
the DVD drive via Windows Explorer. Double-click on the StartupN.exe file.
Alternately, use the Run command on the Start Windows menu by typing
D:\StartupN.exe, where D represents your DVD drive, in the Open text box and
clicking on OK.

22. The TapitNOVA Installation Manager screen comes up. Click on Install.

TRISYS INC.

Tapit Mova Prerequisites - InstallShield Wizard *

Ready to imtiahize additional components

Click Install to continue companent initialization.

InstallShield

< Back Irstall Cancel

Setup program will finish installation of prerequisites.

Tapit Mova Prerequisites - InstallShield Wizard

InstallShield Wizard Complete

T apit Mova Prerequizsites are installed on thiz PC.
“ou are now ready to install Tapit Mova.

Fleaze finish this installabion and install Tapit Mova,

< Back Cancel

23. Please proceed with the section below to install TapitNOVA.
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Installing TapitNOVA

You have to have administrative privileges on this PC.
When installing on Vista or Windows 7 please install this software “As
Administrator”

11S, MS .NET Framework 3.5 SP1, and Windows PowerShell 1.0 have to be
already installed on this PC.

Installation of TapitNOVA Prerequisites has to be successfully completed.

1. If your TapitNOVA Installation Manager screen is not already open, insert Tapit
DVD into the DVD drive. If installing from a TapitNOVA DVD Download, browse to
the folder where the download was extracted, right-click on STARUPN.EXE and
select Run as Administrator.

The Trisys Installation Manager screen is displayed.

If this screen is not displayed automatically then use the Run command on the
Start Windows menu by typing D:\StartupN.exe, where D represents your DVD
drive, in the Open text box and clicking on OK.

2. Click on Install TapitNOVA.

3. The TapitNOVA Installation screen comes up. Click on Next.

Tapit Mova - InstallShield Wizard >

Tapit Hova Installation

Thiz ‘whizard will inztall Tapit Mowva on pour PC.

T apit Mowa requires additional components on the sugten,

These components are verfied and installed by Tapit Mova
Prerequisites setup.

Pleaze continue only if T apit Mova Prerequisites setup wasz alieady
complete on this PC.

To continue, click Mext.

< Back Cancel

4. The License Agreement screen is displayed. Read the license agreement and click
on | accept the terms of the license agreement to continue. Click on Next.

Document #: TNCAM- 190218 Page | 20 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

Tapit Mova - InstallShield Wizard

License Agreement

Pleaze read the following license agreement carefully.

Software License Agreement
TOPERSONS WHO PURCHASE OF. USE THIS SOFTWARE:

Carefully read all the terms and conditions of this agreement before opening this

package. Opening of this package indicates vour acceptance of the terms and
conditions of this License Agrzement.

Parties. The Licenzer iz TRISYS, INC.

215 Ridgedale Avenne, Florham Park, NJ 07932, and vou are the Licenses.

1. Grant of License.

The Licenszor grants to the Licenses a non-transferable, non-sxclusive, non- W

(®) | acocept the terms of the license agreement

()1 do nat accept the terms of the licenze agreement

Inztalls hield

| ¢ Back || M et » || Cancel |

5. The TapitNOVA Installation - Step 1 - Details screen shows up. Click on Next.
Installation program is verifying that TapitNOVA Prerequisites (see section above
for information on INSTALLING TapitNOVA PREREQUISITES) are installed on the
PC. Please wait, this may take few minutes.

Tapit Mova - InstallShield Wizard

Tapit Hova Installation - Step 1 - Details

Ingtallation will check if all required components were inztalled on the systen:

1. Tapit Mova Prerequisites

T apit Mova Prerequizsites inztallation must be cormplete before installing T apit Mowva.

InztallShield

< Back || Mest » || Cancel
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6. If you have a serial number enter it into the Serial Number field exactly how it
appears on the label, otherwise leave this field empty and TapitNOVA will be
installed as a trial version.

Tapit Mova - InstallShield Wizard

Enter Senal Humber if available

If pou have a valid Senal Humber, pleaze enter it
exactly how it appearz on the label.

[f you don't have a Serial Mumber and you just want
to inztall a DEMO wersion leave this field empty.

Serial Murnber [ et mostu | ||

[nztallS hield

¢ Back Cancel

7. Click on Next.
Tapit processes the serial number. Product information message is displayed.
Click on Yes. In case you have not entered any serial number, TapitNOVA will
install as a trial version and the following message will be displayed. Click on Yes.

Cluestion

Serial Mumber XRLY9-0303-003 is associated with software product
Tapit Multi User DEMO

Do you want to continue installation of this version?

Yes Mo
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8. The TapitNOVA Installation Detail - Step 2 screen shows up. Click on Next.
Installation program prepares TapitNOVA components for installation. Please wait,
this may take some time.

Tapit Mova - InstallShield Wizard

Tapit Hova Installation - Step 2 - Details

Mo Inztallation will prepare the following components:

1. S0L Server
Setup will prepare SOL Server Databazes.

2. Reporting Service
Setup will prepare Reporting Service Databases and Security.

3. Application web Interface

Setup will prepare ‘wWeb Interface components and Security,

[ riztallS hield

| < Back " Mesxt » || Cancel |

9. The Ready to Install the Program screen comes up. Click on Install.

Tapit Mowva - InstallShield Wizard

Ready to Install the Program

The wizard iz ready to beain installation.

Click Inztall to begin the inztallation.

[F wou want to reviews or change any of your installation zettings, click Back. Click Cancel to exit
the wizard.

| riztallShigld

| ¢ Back || |rztall || Cancel
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10. Installation is in progress. Please wait until it is completed. Do not interrupt this
process. It may take some time.

"o 38% complete

Copying 611 items from WebRoot to TapitMova
58% complete

Setup Status

'.: ) More details

Tapit Mava iz configuring your new software installation.

InstallShield

Do not interrupt this process. It may take some time.

11. TapitNOVA files have been installed. Click on Finish.

Tapit Mowva - InstallShield Wizard

Inztall5hield Wizard Complete

The InstallShield Wizard has successfully installed T apit Hova.
Click Firish to exit the wizard.

< Back Cancel
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12. TapitNOVA Installation will download latest updates from Trisys website. Click on
Yes to the information message. You have to have Internet access.

Question

Mow Installation will start Mova Updater.
Mova Updater will update main Tapit Mova components,

If you de not want to start Nova Updater now click on NO,

olderinfo.txt".

14. TapitNOVA Installation program will display a message regarding SMDR Service
Manager. We recommend clicking on Yes to this message and setup SMDR Service
Manager at this time. However, if you would like to do it later, click on No. If you
have clicked on No you will have to setup SMDR Service Manager before using the
TapitNOVA application. To open SMDR Service Manager at a later time go to the
Start/Programs/TapitNOVA/SMDR Service Manager.

Question

e Now Installation will start SMDR Service Manager.

Please, set your Local Phene Number and all other settings for your
Main location.

After completing initialization start Trisys SMDR Data Processor Service
by going te 'Action’ menu and selecting 'Start Service',

If you do not want to start SMDR. Service Manager now click on NO,
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15. If you clicked on Yes SMDR Service Manager opens and the message is displayed
asking you to specify the Local Phone Number and PBX Output Format. Click on

OK.

SMDR Service Manager >

Local phone number is not specified!
PBX data format is not specified!

Please enter Local Phone Mumber and PEX Data Format
otherwise calls are not geing to be processed correctly,

16. The Current PBX Settings screen comes up.

Current PBX Settings

Local Phone Mumber
9733602300 [ 10 digitz only, e.g. 9733602300 |

Collect and Pracess SMOR Data from COM Part ar Text File ?

" COM Part [For configuration screen select 'COM Port' under 'Settings' menu)

% Text File [Call data collected uzing IP Collector, COF Loader or ather wtility]

IE:'\T.-’-'-.F'IT NOYVANLOCATIONSALONDATANTELMSG.DAT

Select curent PEX format;

IEISEEI CCM 547 wi FTP Push File - CDRWHM - NxP ;I

¥ exltended Processing [ Mote: Thiz option iz HOT available for all PEX formats | Cancel |

"Llse Computer ar Telephone System Date 7

" Computer Date i PEx Date

Check and process Test file every I'I 20 gecondz [ in B0 zec. increments)

Note: in case you have more than one location (you've purchased Remote
Manager) this screen pertains to the Main location.

Local Phone Number - enter the local phone number for the Main location.
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Depending on how Tapit is obtaining SMDR data, click on one of the options under
Collect and Process SMDR Data from COM Port or Text File?

e COM Port - select this option if SMDR data is collected via COM Port.
o Text File - select this option if SMDR data is collected via IP Collector, CDR
Loader or another utility.

Select current PBX format - select the PBX format you are using.

eXtended Processing - this option is not available for ALL PBX formats. For some
PBX formats it is checked by default. If the box is not checked by default, check it
only when you are certain Tapit supports extended processing format, or when
suggested by Trisys Technical Support. Note: Format names ending in either XP or
NXP should have this option checked.

Use Computer or Telephone System Date? - click on the PBX or the Computer
option to specify whether date information for the call records is going to be
processed based on the computer or PBX date.

You must check the Computer date option if your phone system is not generating
the following date information: day, month and year. Otherwise, we recommend
you use the PBX date.

Check and process Text file every...seconds - this option becomes available
when the Load Calls from Text File box is checked. The value entered in this box
determines how often Tapit loads data from the text file (as opposed to the Call
Load task that converts raw information into Tapit database format file).

17. Click on OK to save changes.

18. Trisys SMDR Service Manager displays a message asking you to verify that
selected PBX format you have selected is the correct format for your phone
system. Inaccurate PBX format may result in incorrectly processed call records and
therefore loss of vital information. If you are certain that you have selected the
correct PBX format for your phone system click on Yes to continue.

SMDR Service Manager

-/_. ._\.

\ Selecting the wrong PBX format may result in loss of information.
‘' Do you wish to continue?

Yes Mo

Document #: TNCAM- 190218 Page | 27 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

19. Trisys SMDR Service Manager is open and a registration message is displayed as
a reminder to register Tapit software. It is very important to register your Tapit
promptly. Tapit will stop functioning if you do not register it 30 days from the date
of installation. See page 38 for REGISTRATION instructions. Click on OK.

Tapit Register X

“ou have 30 days leftto register software

20. If TapitNOVA is collecting SMDR data via COM Port, open Settings/Com Port on
the Trisys SMDR Service Manger screen. However, if TapitNOVA is collecting
SMDR data from text file (SMDR data is collected via IP Collector, CDR Loader or
another utility) proceed with point 21 on page 29.

SMDR Data Processor - COM Port Settings

Fonitor COM Part Options: Dizplay Options:

Park: IEDM‘I vi v Autawrap
Sl T I~ Add Line Fesd
Data Bits: m
Parity: Im

Stop Bits: |-| ,I
Flow Ctl: [~ DTR/DSR

v RTS/CTS

[~ HOMAXOFF Cancel |
COM Buffer Size: |3ED

Cantral Options: v Display Emarg

v “wirite Log File TELMSG.DAT [ Abwaps on Top

Port - click on the down arrow icon in the Port field to select a port on the
computer the SMDR cable is connected to.

Baud Rate - click on the down arrow icon in the Baud Rate field to select a
transmission speed the phone system is set at.

Data Bits - click on the down arrow icon in the Data Bits field to select a data bits
setting of the phone system.

Parity - click on the down arrow icon in the Parity field to select a parity setting of
the phone system.

Stop Bits - click on the down arrow icon in the Stop Bits field to select a stop bits
setting of the phone system.

Flow Ctrl. - check an appropriate box to select a flow control parameter that may
be required by the PBX (refer to PBX's documentation).

Com Buffer Size - a number of characters SMDR Monitor will hold in the memory
buffer before saving data to the hard disk (recommended value is 80).
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Control Options

Write Log File TELMSG.DAT check this box if you wish Tapit to save raw SMDR
information in the separate file (TELMSG.DAT in directory where the Tapit
database is stored).

Display Errors - check this box if you wish Tapit to display communication errors
in the SMDR Monitor window.

Always on top - check this if you wish SMDR Monitor icon or window to be always
on the foreground of the desktop.

Display Options

Autowrap - some PBX SMDR strings are longer than can fit on the screen, check
this option to force the string to wrap to the next string when the right edge of the
SMDR Monitor window is reached.

Add Line Feed - check this box if you wish to have a blank line inserted between
SMDR call records (it may improve readability of SMDR records displayed on the
SMDR Monitor).

Click on Action and then Start Service.
SMDR Service Manager < Mova > < Service Stopped » < Application Closed » < Console Closed > < File mode =

Action Settings Test About

IChecking if Test Conscle is open...

Besult: Test Conzele not detected.

[Checking if JMDB Monitor is open...

Besult: SMIE Monitor not debected.

Info about current statuzes of Jervice, Comsole and Monitor iz Befreshed.
Application Started and Ready now.

|Felect Zetting=->Info to =ee current Informatiom.

Hote: When running in 'Hova' mode SMDB Monitor processes data and
prepares it for loading, but it does not load call records into the database.

Call records are leaded by Tapit Nova web application services.

To edit =mettings first go to Action menu and stop Zervice or close Test Conscle,
lal=c make =ure JMDR Monitor Application is closed.

The SMDR Data Processor Service has started and is ready to process call data.

SMDR Service Manager < Mova > < Service Running = < Application Closed = < Conscle Closed = < File mode »
Action  Settings  Test  About

Checking if SMOE Monitor is openm...

Besult: SMDB Monitor not detected.

Info about current statuses of Jervice, Conzole and Monitor is Refreshed.

Bpplication Started and Beady mow.

|Belert Settings->Info to see current Information.

Hote: When mumning in 'Hova' mode SMDR Monitor processes data and

prepare=s it for loading, but it does not load call records inte the databasme.

Call records are lpaded by Tapit Hova web application services.

To edit settings first go to Action menu and stop Serviee or close Test Console,
|al=c make =sure SMDB Monitor Application is closed.

|Berrice start pending.

|Berrice iz running now.
|.‘.H]IB. Data Processor Jervice starbed.
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23. Open TapitNOVA by double-clicking on the TapitNOVA icon “ on your desktop or
from Start/Programs/TapitNOVA/TapitNOVA.

24. TapitNOVA Login screen is displayed. Enter generic pass code, tapit_manager,
into both user name and password fields.

“tapit_manager” is the default username and password to TapitNOVA. This
user account cannot be deleted. You can create additional user logins under
Security [page 229]. If you chose to change the default password to the
tapit_manager account please be sure to make note of it as there is no
alternative master password to gain access to Tapit Nova

Setup Wizard is displayed. Click on Next.

e

Welcome to Tapit Nova

We need a few more things from you...

TAPIT Mowa is capable of maintaining information on phone activity within your
orgatization, regardless of whether you have one ar multiple physical locations (and
different PEXs). For now, we have created and configured your first location called
"MAIM", If you wish, you may change this name to something else. When ready, click
“Mext”,

Location Mame
|Main

|' MNext I

25. Verify the local phone number for the Main location. Click on Next.

.

Welcome to Tapit Nova

What is the main telephone number at this location?

Each “phwsical” location in TAPIT needs to have a ten digit telephone number associated
with it. This lets TAPIT determing which calls are "local”, Please verify that the phone
nurnber shiwn is correct, When ready, click “Mext”,

Location Telephone Number
[a058951386

|J Previous ] I Mext ]
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26. The email settings screen is displayed. This screen is used to enter email
information for system notifications.

Note: SMTP settings used below should be provided by your IT Department or E-
mail Provider

¢ Host - enter the name of the SMTP Server.

e Port - enter the port you would like to use to send email from TapitNOVA.

e SSL - check this option if your SMTP server requires an SSL Certificate.

o Use Default Credentials - check this option if you would like to use Default
Network Credentials. Otherwise, email will be sent anonymously.

e From Email Address - This should be a valid email address. It will display as
the From address on e-mails sent from TapitNOVA.

e From Email Name - if your SMTP server requires login credentials put the
login name here. Often this will be an email address.

e Password - if your SMTP server requires login credentials put the password
here.

e To Email Address - this email address will receive error messages from
TapitNOVA when certain errors occur during TapitNOVA's processes.

To test email settings click on Send Test Email and verify that an email message
has been delivered to the recipient’s email address.

Host:
|smtpsewername
Port:

——

™ use SSL
™ use Default Credentials

From Ermail Address:

Ijims@trisys.cnm
From Email Mame:
[irn Smith
Password:

To Emnall Address (Separate multiple addresses with ;1

|admin@trisys.cnm
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27. Depending on if this is an upgrade or a first time TapitNOVA installation click on
one of the options on this screen.
Click on Finish.

el

Welcome to Tapit Nova

We are just about ready to start TAPIT Nova.

Wi just need to know if you are a new or existing Tapit custormer,

¥ This is the first time I'm using TAPIT.
" I have an older version of TAPIT, and I would like to import data from it in to NOVA.

Pleaze see page xxx if you plan to copy data from a prior version of Tapit into Tapit Kova,

[ Previous ] l Finish ]

If you have clicked on the This is the first time I'm using Tapit option the installation
and setup are completed and TapitNOVA application is ready to use. Call Loader
task is scheduled automatically.

Otherwise, if you have clicked on “I have an older version of Tapit...” follow
instructions from the section below.
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Upgrading TapitEX to TapitNOVA

Note: the upgrade from TapitEX can be run later if you wish. In that case select the
option “This is the first time I'm using TapitNOVA". Later, when you're ready,
select the Upgrade Tapit task under Tasks.

1. Install TapitNOVA following the above instructions. Make sure you have selected |
have an older version of Tapit option on the last page of the Setup Wizard.
Click on Finish in the Setup Wizard, if you haven't done so already.

G

Welcome to Tapit Nova

We are just about ready to start TAPIT Nova.

Wi just need to know if you are a new or existing Tapit customer,

” This is the first time I'm using TAPIT.
% I have an older version of TAPIT, and I would like to import data from it in to NOVA.

Please see page xxx if you plan to copy data from a prioe version of Tapit into Tapit Mova,

|. Previous ] | Finish ]

2. TapitNOVA application opens. Click on the System button.

Click on the Locations tab.

4. Click on the Call Costing link. Make sure Call Costing settings reflect settings in
the old Tapit version.

5. Click on the Activity link. Make sure Activity settings reflect settings in the old
Tapit version. Verify the Account / Authorization Code Processing Options
match the same options in old Tapit version.

6. Click on the Dialing Patterns link. Make sure Dialing Patterns settings reflect
settings in the old Tapit version.

7. Click on the Pricing link. Make sure the Pricing table is empty. Pricing settings will
be imported automatically later from the old version of Tapit.

8. Click on the Dest Code Pricing link. Make sure Dest Code Pricing settings reflect
settings in the old Tapit version.

9. Ifyou had trunks and trunk groups defined in Web Reports for Tapit EX, enter the
same trunks and trunk groups into TapitNOVA via Trunks and Trunk Groups
links.

10. Minimize TapitNOVA application and prepare old Tapit database for import by
following steps below.

w
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You can make old Tapit database accessible to TapitNOVA for import by copying
the old Main folder to the PC where TapitNOVA is installed. The Main folder of the
old version of Tapit is a subfolder of TapitW32\Data folder.
To move Main folder to the PC where TapitNOVA is installed:

a. Create TapitOld folder on your C drive (C:\TapitOld)

b. Copy Main folder from TapitW32\Data (old Tapit folder) to the C:\TapitOLd

folder on the PC where TapitNOVA is located.

Go back to the TapitNOVA application, or if you closed it, open it by clicking on the
TapitNOVA icon on your desktop.
Click on the System button.
Click on the Tasks tab.
Select Upgrade Tapit task from the Create a new Task list.

System Locations Tasks Security

Create a new Task j Scheduled Tasks | Running Tasks | Task Log

Schedule a Database Upgrade
When do you want this task to run?

* Run Once

Start Tirne:
[15:19:29

[ Next J I Cancel ]

Accept default current time to run this task at once. Click on Next.

If you have purchased Remote Manager, select a location name you are currently
upgrading from the Pick the location you wish to upgrade list. Otherwise,
accept default Main location.

Enter a path and a file name of the old Tapit database into the field below.
In our example, the screen below reflects the path to the local copy of the old
Tapit database - C:\TapitOld\Main\Tapitdb.mdb.
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System Locations Tasks Security

Create a new Task Bd| Scheduled Tasks | Running Tasks | Task Log

Schedule a Database Upgrade
Select a Location To Upgrade

Current Upgraded Locations
Name Date Loaded Calls Status
Main 1/1/1900 12:00:00 &AM ]

Pick the location you wish to upgrade

|hr1ain |

Select the access database file you wish to upgrade
IC:\TapitOId\Main\Tapitdh.mdh

i Previous ]{ Next ] l Cancel ]

18. Fill out the email information and click on Finish. The task has been scheduled
and starts running right away.
An email message will be sent by the system to the recipient’'s email address from
the To field once the task is completed.

/ System Locations Tasks Security

Create a new Task Bd| scheduled Tasks | Running Tasks | Task Log

Schedule a Database Upgrade
Email Results

** Separate multiple email addresses by sericolons ;)
Ton

|recipient@trisys.cnm

e

BCC:

Subject;
IDId Calls were loaded in the new Tapithova databas:

Meszage:

Hawve a nice day! ;I

: Previous J[ Finish ] [ Cancel ]
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19. Click on the Running Tasks link. The Upgrade task is listed on the Currently
Running Tasks list. If the Upgrade task is not listed, it is already completed. You
can verify that by checking the Task Log.

Task Log has a list of all completed tasks.

System Locations Tasks Security

Create a new Task ﬂ Scheduled Tasks | Running Tasks | Task Log

Currently Running Tasks

Location Task Started Elapsed Status % Complete
Main LUPGRADE 00:00:00 00:00:04 Importing data from Calls 1%

20. To view upgrade details, click on the UPGRADE task on the Currently Running
Tasks list. The Active Task Detail screen appears.

System Locations Tasks Security

Create a new Task B4l Scheduled Tasks | Running Tasks | Task Log

Active Task Detail

Task Status
LocID Process Name  Status

0 UPGRADE Importing data from Calls

Progress

Counter Counter Max Avg Recs/Sec Avg Secs/Rec Elapsed Time Estimated Run Time Last Msg By Client  Last Msg By Server
1400 456070 100 0.01 00:00:14 000740 1/23/2010 55846 PM 1/22/2010 3:29;25 PM

Warning {Code = 0) / Errors (Code <= 0)

Code Message

u]

State

Active Complete Verify Stop

al 0 1 ]

| Refresh | | Verify I | Stop Task | | Return to Active Tasks I

The Task Status section displays description of the task.

The Progress section displays current information about the running task
Counter - how many call records have been imported so far.

Counter Max - the total number of call records to be imported.

Avg Recs/Sec - how many records per second are being imported.

Avg Secs/Rec - how many seconds it takes to import one call record.
Elapsed Time - how much time has passed since the start of upgrade.
Estimated Run Time - approximately how long the upgrade will take.

The Warning section displays warnings and errors. To see updated Task Details
click on the Refresh button.
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If the task appears to be “hung” and you are not certain that the task is working,
click on Verify and then click on Refresh to see the current status.

If for some reason you need to stop the task click on the Stop Task button.
However, this is not recommended, because it can produce unpredictable results
in call data.

To go back to the Currently Running Tasks list, click on Return to Active Tasks.

21. Once upgrade task is completed it will disappear from the Currently Running
Tasks list. You will be able to find it on the Tasks - Completed list located on the
Task Log tab.

Tasks - CompletedextPae

22. If you have more than one location to upgrade (if you are upgrading old Tapit with
Remote Manager) you need to repeat points 2-22 for each location’s database.

Registration

1. Go to where the TapitNOVA server is installed.

2. Goto Start -> Programs -> TapitNOVA -> Register.

3. The product information window comes up. Click Get Registration Number and
then follow the online instructions.
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Dashboard

Using Dashboard

Dashboard is the first screen users see upon logging into the system. It can display
up to four reports. Each report is refreshed within a desired time interval. This
feature saves a lot of time for users who frequently view the same reports

Reports can be added to the dashboard or removed from it via the Manage
Dashboard screen.

To add a new Dashboard item

1. Log in to TapitNOVA.

2. Ifyou have not yet assigned any reports to the dashboard, the Manage
Dashboard screen is displayed.
Otherwise, your dashboard is populated with reports. In that case, to open the
Manage Dashboard screen, click on the Manage Dashboard link located in the
upper left-hand corner above the reports.

3. Gotothe Create a new Dashboard Item section and click on the down-arrow of
the Report Groups field. The list of available report groups appears.
Click on the desired report group name to select it.
Report Groups
|Extensi|:|n j

4. Click on the down-arrow of the Reports field to pull down the list of available

reports for the selected report group. Click on the desired report name.
Reports

|Extensi|:|n - Expanded Detail by Date j

5. Click on the down-arrow of the Call Filters field and select a predefined filter to be
applied to the selected report. If there are no predefined filters, or if none of the
existing filters reflects required search criteria, go to Reports and create one

(Generating Reports for more information).
Call Fifters

|T|:|da'_.,.rs Calls for ext 114 |

6. If youwould like the dashboard to display a different title than the report name,

type a new title into the Report Title Override field.
Report Title Owverride

|Exter15i|:|n Detail for Today for ext 114

Document #: TNCAM- 190218 Page | 38 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

7. Dashboard reports are refreshed with new call data in minute intervals. Enter the
length of the minute interval into the Refresh report every...minutes.

Refrash report every IF minutes.

In our example, we have added “Extension - Expanded Detail by Date” report to
the dashboard. The report is based on the predefined filter “Todays Calls for ext
114". Dashboard will display this report under the new title “Extension Detail for
Today for ext 114”. The report displays detail today's data for extension 114
refreshed every 10 minutes.

8. Click on Save Report to save changes or Cancel to start over.
9. After saving, the Current Reports on Your Dashboard list reflects newly added
report.

Current Reports on Your Dashboard
Extension - Expanded Detail by Date

The Create a New Dashboard Item screen is refreshed and ready for a new
entry.

10. Repeat pt. 3 through 9 until you are satisfied with the dashboard reports.

To edit an existing Dashboard item

1. Login to TapitNOVA.
2. Click on the Manage Dashboard link located in the upper left-hand corner above
the reports.

Manage Dashboard

3. Click on the report name on the Current Reports on Your Dashboard list to
select it.
The lower part of the screen is populated with the report information.
You start making appropriate changes.

4. Click on the down-arrow of the Report Groups field to change a report group.
Select the desired report group from the list.
Report Groups
|Exter15i|:|n j

5. Click on the down-arrow of the Reports field to change a report. Click on the

desired report name.
Reports

|Extensi|:|n - Summary j
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6. Click on the down-arrow of the Call Filters field and select a predefined filter to be
applied to the selected report.
If there are no predefined filters, or if none of the existing filters reflects required
search criteria, go to Reports and create one (see page 70 to create a predefined

filter).
Czll Fifcers

|Yesterda'_.,.rs Calls j

7. If you would like the dashboard to display a different title than the report name,

type a new title into the Report Title Override field.
Repaort Title Override

|Exter15i|:|r1 Summary - Yesterdays Calls

8. The dashboard reports are refreshed with new data in minute intervals. Enter the
length of the minute interval into the Refresh report every...minutes.

Refresh report every Im minutes.

. Click on Save Report to save changes or Cancel to start over.
10. The Create a new Dashboard Item screen is displayed. You can create a new
report or edit another report.

-

To delete an existing Dashboard item

1. Log in to TapitNOVA.
2. Click on the Manage Dashboard link located in the upper left-hand corner above
the reports.

Manage Dashboard

Select the report name from the Current Reports on Your Dashboard list.
Click on the Delete button.

5. Click OK to the confirmation message.

The report name is removed from the Current Reports list.

W
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Changing Dashboard Report Order

You can change the order in which reports are displayed on the dashboard with Move
Up and Move Down buttons. For example, you may want to view one of the
dashboard items more frequently than others. In that case it would be a good idea to
place it on the first tab of your dashboard.

1. Log in to TapitNOVA.
2. Click on the Manage Dashboard link located in the upper left-hand corner above
the reports.

3. Click on the report name you want to move to the first dashboard tab.
Current Reports on Your Dashboard

User - Summary
Department - Summa

Miscellaneous - Expanded Detail

[ Move Up “ Move Down ]

In our example, we have selected the Miscellaneous - Expanded Detail report
which is currently occupying the last tab of our dashboard.

4. Click on the Move Up button enough times to place the report on the top of the list.
Current Reports on Your Dashboard

Miscellaneous - Expanded Detail
User - Summary
Department - Summary

[ Move Up ” Move Down ]

5. Click on Return to Dashboard. The selected report is displayed on the first tab of
the dashboard. In our example, the Miscellaneous - Expanded Detail report
moved up to the first tab.

Miscellaneous - Expanded Detai User - Summary Department - Summary

Manage Dashboard

4 4 I]. of 51 B Pl 4 | Find | Next S [

Miscellaneous - Detail by Date
¢ Location: Main

ee Date: 12/9/2008

R T
1 i} 85

03:46:32 1 00:02:48

6. You can move other reports up or down in the same way to organize your
dashboard.
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Reports

Generating Reports

TapitNOVA offers variety of reports. The reports can be created using the previously
saved filters or by entering filter criteria manually.

Generate Report using a predefined search filter

A user can save search criteria for future use. Report screen displays saved filters in
a list located next to the list of report names. A user may select any of the
predefined filters instead of entering search criteria manually when creating a
report.

1. Log in to TapitNOVA.

2. Click on the top Reports button.
3. The Select a report and filter: screen is displayed.

T".,_\'E;l_w \Lﬂéeglncf,?“gnes Dashboordl Reports .'[ Admin ][ System ]

Step 1 - Select a report and filter:
|Select a Report Group j | j |Enter search criteria OR select existing filter j

[ View Report Jl Clear Jl Save Filter J l Advanced Filter “ Manage Dashboard J

4. The Select a Report Group drop-down list on the left contains report group
names. Click on the down-arrow and select a report group.

5. The next list is dynamically populated with the report names corresponding to the
selected report group. Click on the down-arrow and select a report name. The
report filter screen opens below.

6. If you want to display filter criteria on the report check the Display filter on
report box.

¥ Display filter on report

7. Select a predefined filter from the list located in the right-hand upper corner of the
screen.

|Enter search criteria OR select existing filter j

We have selected a previously saved filter for internal calls only, for one day in
December, 2008.

IInternaI December 2008 j
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The report filter screen reflects the predefined search criteria.

The date range fields are populated with a range from the filter (month of
December 2008).

Enter 2 date range: 120108 |EH-[12/31008 | EH

The Internal call direction option is checked.
Direction

I Incoming

™ outgoing

V¥ Internal

8. Click on View Report to generate a report.

Generate Report using manually entered search criteria

The report filter screen offers a wide variety of search criteria to satisfy clients
reporting needs.

Location filter criteria

Provided you have purchased the Remote Manager software, you can generate a
report either for all locations or a particular location.

Location: If'u'hain j

If you have purchased Remote Manager and you would like to run a report for
only one location, click on the down-arrow of the Location list and select the
location name. Otherwise, the report will be created for all locations.

If you do not have Remote Manger, you have only one location - Main. Reports will
always be created for Main location.

Date filter criteria

You can specify a date range or use a variety of predefined date options.
Enter 3 date range: 112/01/2009 |EH - | 12/15/2009 |G

To enter a date range type start and end dates into the Enter a date range fields,
or select dates using calendar controls.

Note: both date range fields have to be populated with valid dates. When running
a report for one day, enter the same date into both text boxes. In our example:
the report is created for call data collected on 8/31/09.

Enter a date range: 08/31/09 |EH - |os/31/00 |
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To select one of the predefined date options select a date interval from the “or
select an interval” list.
or select an interval:

Today
Yesterday
Week To Date
Last Week
Month To Date
Last Manth
Year To Date
Last Year

There are several predefined date intervals: Today, Yesterday, Week To Date,
Last Week, Month To Date, Last Month, Year To Date, Last Year.

Time filter criteria

You can specify a time frame or use a variety of predefined time options.
Enter 3 time range: |DEI:UD | -|1T:DEI |

To enter a time frame type start and end time into the Enter a time range fields
Time must be entered in military format -“mm:hh" i.e. 09:00 for 9:00 AM and 17:00
for 5:00 PM. In our example, the report will display all call records collected at or
after 9:00 AM and before 5:00 PM.

To select one of the predefined time options select a time interval from the or
select an interval list

or select an interval:

Within 1 minute
Within & minutes
Within 10 minutes
Within 15 minutes
Within 30 minutes
Within 1 hour
Within 2 hours
Within 3 hours
Within & hours

There are several predefined time intervals.

Each of these intervals will display call activity within some time frame from the
current time.

For example, if you select Within 1 minute at 10:29:00 AM, all call records with
the start time within the last minute (from 10:28:00 AM to 10:29:00 AM) are going
to be included in the report. Therefore, a call starting at 10:28:11 AM is going to be
displayed, but call starting 10:27:55 is not going to be on the report.
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Note: When selecting one of the shorter time intervals, you have to schedule the
Call Loading task to run at an appropriate time interval as well.

For example, selecting Within 1 minute would not produce desired results if Call
Loading was scheduled to run every 10 minutes. In that case the Call Loading
task would have to be re-scheduled to run every 30 seconds.

Extension filter criteria

The Extension field represents a telephone extension a call record is associated
with.

The report filter screen offers flexibility in Extension search criteria.

You can include or exclude extension ranges or individual extensions.

1. Click on the Extension field label.
Extension:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for extensions
entered here.
Select Exclude option if you would like to run a report for all extensions except
the extension numbers entered here.

3. You can enter extension range, or individual extensions, or both.
To enter extension range, type a start extension and an end extension separated
by a hyphen into the top text box i.e.101-114 and click on Add.
To enter an individual extension, type an extension into the top text box i.e. 200
and click on Add.

4. Repeat point 3 as needed.

5. Click on OK when you are satisfied with the search criteria. The Include/Exclude
window closes.
The Extension filter field reflects entered search criteria.

Example of the Include option:
Extensions listed on the Current Selections list will be the only extensions
included in the report.

& Include  Exclude | Addl
Current Selections:
l.u.k ] l Cancel ] 101-114
200
180-133

Delete Selected |

Clicking on OK closes the Include/Exclude window and populates the Extension
field with filter criteria.
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Extension: |1U1-1 14, 200, 180-183

According to the above criteria the report will include only displayed extensions:
101, 102, 103, 104, 105, 106, 107, 108, 109, 110, 111, 112, 113, 114, 180, 181, 183,
and 200.

Example of the Exclude option:
The report will include all extensions except the ones listed on the Current
Selections list.

 Include & Exclude | Add |
Current Selections:
l ok ] l Cancel ] 101-114
200
180-183

Delete Selected |

Clicking on OK closes the Include/Exclude window and populates the Extension
field with filter criteria.

Extension(-): |1U1-114. 200, 180-183

(-) suffix indicates that the displayed extensions are excluded from the report.
According to the above criteria the report will include all extensions except
displayed extensions: 101, 102, 103, 104, 105, 106, 107, 108, 109, 110, 111, 112,
113,114, 180, 181, 183, and 200.

Xfr To Extension filter criteria

The Xfr To Extension filed represents extension the call was transferred to.
The report filter screen offers flexibility in Xfr To Extension search criteria.
You can include or exclude extension ranges or individual extensions.

1. Click on the Xfr To Extension field label.
Xfr To Extension:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for extensions
entered here.
Select Exclude option if you would like to run a report for all extensions except
the ones entered here.

3. You can enter extension range, or individual extensions, or both.
To enter extension range, type a start extension and an end extension separated
by a hyphen into the top text box i.e.185-187 and click on Add.
To enter an individual extension, type an extension into the top text box i.e. 101
and click on Add.

4. Repeat point 3 as needed.
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5. Click on OK when you are satisfied with the search criteria. The Include/Exclude
window closes. The Xfr To Extension filter field reflects entered search criteria.

Example of the Include option:
Extensions listed on the Current Selections list will be the only extensions
included in the report.

# Include © Exdude | Mdl
Current Selections:
{ ok ] [Canoel ] 101
185-187

Delete Selected |

Clicking on OK closes the Include/Exclude window and populates the Xfr To
Extension with filter criteria.

Xfr To Extension: 1101, 185-187 |

According to the above criteria the report will be generated only for the following
extensions from the Xfr To Extension field: 101, 185, 186, and 187.

Example of the Exclude option:
The report will include all extensions except the ones listed on the Current
Selections list.

 Include ™ Exdude | Mdl
Current Selections:
{ 0k J l Cancel J 101
185-187

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Xfr To
Extension field with filter criteria.

Xfr To Extension(-); 1101, 185-187 |

(-) suffix indicates that the displayed extensions are excluded from the report.
According to the above criteria the report will include all extensions from the Xfr
To Extension field except displayed extensions: 101, 185, 186, and 187.
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Xfr From Extension filter criteria

The Xfr From Extension field represents extension the call was transferred from.
The report filter screen offers flexibility in Xfr From Extension search criteria.
You can include or exclude extension ranges or individual extensions.

1. Click on the Xfr From Extension field label.
Xfr From Extension:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for extensions
entered here.
Select Exclude option if you would like to run a report for all extensions except
the ones entered here.

3. You can enter extension range, or individual extensions, or both.
To enter extension range, type a start extension and an end extension separated
by a hyphen into the top text box i.e.185-187 and click on Add.
To enter an individual extension, type an extension into the top text box i.e. 101
and click on Add.

4. Repeat point 3 as needed.

5. Click on OK when you are satisfied with the search criteria. The Include/Exclude
window closes. The Xfr From Extension filter field reflects entered search criteria.

Example of the Include option:
Extensions listed on the Current Selections list will be the only extensions included
in the report.

& Include © Exclude I Add |
Current Selections:
[Dk ] [Eancel ] 101
185-187

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Xfr From
Extension field with filter criteria.

¥fr From Extension: 101, 185187 ‘

According to the above criteria the report will be generated only for the following
extensions from the Xfr From Extension field: 101, 185, 186, and 187.
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Example of the Exclude option:
The report will include all extensions except the ones listed on the Current
Selections list.

" Include ™ Exclude | Addl
Current Selections:

[-I}k ] [Cancel ] 101

185-187

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Xfr From
Extension field with filter criteria.

Xfr From Extension(-); 101, 185-187 |

(-) suffix indicates that the displayed extensions are excluded from the report.
According to the above criteria the report will include all extensions from the Xfr
To Extension field except displayed extensions: 101, 185, 186, and 187.

Account Code filter criteria

You can include or exclude account code ranges or individual account codes.

1. Click on the Account Code field label.
Account Code:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for account codes
entered here.
Select Exclude option if you would like to run a report for all account codes
except the ones entered here.

3. You can enter account code range, or individual account codes, or both.
To enter account code range, type a start account code and an end account code
separated by a hyphen into the top text box i.e. 1000-1002 and click on Add.
To enter an individual account code, type an account code into the top text box
i.e. 1010 and click on Add.

4. Repeat point 3 as needed.

5. Click on OK when you are satisfied with the search criteria. The Include/Exclude
window closes. The Account Code filter field reflects entered search criteria.
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Example of the Include option:
Account codes listed on the Current Selections list will be the only account codes
included in the report.

# Include © Exclude | Mdl
Current Selections:

[ ok ] l Cancel J 1000-1002

1010

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Account
Code field with filter criteria.

Account Code: 11000-1002, 1010 |

According to the above criteria the report will be generated only for the following
account codes from the Account Code field: 1000, 1001, 1002, and 1010.

Example of the Exclude option:
The report will include all account codes except the ones listed on the Current
Selections list.

" Include & Exclude | Add |
Current Selections:

ok | | cancel | 1000-1002

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Account
Code field with filter criteria.

Account Code(-): 11000-1002, 1010 |

(-) suffix indicates that the displayed account codes are excluded from the report.
According to the above criteria the report will include all account codes from the
Account Code field except displayed account codes: 1000, 1001, 1002, and 1010.
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Matter Code filter criteria

You can include or exclude matter code ranges or individual matter codes.

Click on the Matter Code field label.

Matter Code:

The Include/Exclude window opens.

Select Include option if you would like to generate a report only for matter codes
entered here. Select Exclude option if you would like to run a report for all matter
codes except the ones entered here.

You can enter matter code range, or individual matter codes, or both.

To enter matter code range, type a start matter code and an end matter code
separated by a hyphen into the top text box i.e. 4441-4444 and click on Add.

To enter an individual matter code, type a matter code into the top text box i.e.
4446 and click on Add.

Repeat point 3 as needed.

Click on OK when you are satisfied with the search criteria. The Include/Exclude
window closes. The Matter Code filter field reflects entered search criteria.

Example of the Include option:
Matter codes listed on the Current Selections list will be the only matter codes
included in the report.

¥ Include " Exclude | Mdl
Current Selections:

(o) (Caneal ) e

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Matter
Code field with filter criteria.

Matter Code: 4441-4444 4446 |

According to the above criteria the report will be generated only for the following
matter codes from the Matter Code field: 4441, 4442, 4443, 4444, and 4446.
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Example of the Exclude option:
The report will include all matter codes except the ones listed on the Current
Selections list.

' Include ™ Exclude | ﬂddl
Current Selections:
[ ok ] l Cancel ] 4441-4444
4448

Delete Selected |

Clicking on OK closes the Include/Exclude window and populates the Matter
Code field with filter criteria.

Matter Code(-): |444 1-4444 4448 ‘

(-) suffix indicates that the displayed matter codes are excluded from the report.
According to the above criteria the report will include all matter codes from the
Matter Code field except displayed matter codes: 4441, 4442, 4443, 4444, and
4446.

Authorization Code filter criteria

You can include or exclude authorization code ranges or individual authorization
codes.

1. Click on the Authorization Code field label.
Authorization Code:

The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for authorization
codes entered here.

Select Exclude option if you would like to run a report for all authorization codes
except the ones entered here.

3. You can enter authorization code range, or individual authorization codes, or both.
To enter authorization code range, type a start authorization code and an end
authorization code separated by a hyphen into the top text box i.e. 1561-1564 and
click on Add.

To enter an individual authorization code, type an authorization code into the
top text box i.e. 1567 and click on Add.

4. Repeat point 3 as needed.

Click on OK when you are satisfied with the search criteria. The Include/Exclude

window closes. The Authorization Code filter field reflects entered search criteria.

U
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Example of the Include option:
Authorization codes listed on the Current Selections list will be the only
authorization codes included in the report.

' Include © Exclude | a""«ddl
Current Selections:

[Dk ] { Cancel ] 1561-1564
1567

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the
Authorization Code field with filter criteria.

Authorization Code: 1661-1564, 1567

According to the above criteria the report will be generated only for the following
authorization codes from the Authorization Code field: 1561, 1562, 1563, 1564,
and 1567.

Example of the Exclude option:
The report will include all authorization codes except the ones listed on the
Current Selections list.

" Include ¥ Exclude | ﬁddl
Current Selections:
[{,k ] l Cancel ] 1561-1564
1567

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the
Authorization Code field with filter criteria.

Authorization Code(-):  |1561-1564. 1567 |

(-) suffix indicates that the displayed authorization codes are excluded from the
report. According to the above criteria the report will include all authorization
codes from the Authorization Code field except displayed authorization codes:
1561, 1562, 1563, 1564, and 1567.
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Area Code filter criteria

You can include or exclude area code ranges or individual area codes.

1. Click on the Area Code field label.
Area Code:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for area codes
entered here.
Select Exclude option if you would like to run a report for all area codes except
the ones entered here.

3. You can enter area code range, or individual area codes, or both.
To enter area code range, type a start area code and an end area code separated
by a hyphen into the top text box i.e. 908-973 and click on Add.
To enter an individual area code, type an area code into the top text box i.e. 210
and click on Add.

4. Repeat point 3 as needed.

5. Click on OK when you are satisfied with the search criteria. The Include/Exclude
window closes. The Area Code filter field reflects entered search criteria.

Example of the Include option:
Area codes listed on the Current Selections list will be the only area codes
included in the report.

& Include © Exclude | Addl
Current Selections:
(o ) (“cancal | 30857

Delete Selected |

Clicking on OK closes the Include/Exclude window and populates the Area Code
field with filter criteria.

Area Code: 903-973. 210

According to the above criteria the report will be generated only for the following
area codes from the Area Code field: 908 through 973, and 210.
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Example of the Exclude option:
The report will include all area codes except the ones listed on the Current
Selections list.

" Include & Exclude I a"’tddl
Current Selections:

| ok | | cancel | 308-973

210

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Area Code
field with filter criteria.

Area Code(-): 908-973, 210 |

(-) suffix indicates that the displayed area codes are excluded from the report.
According to the above criteria the report will include all area codes from the Area
Code field except displayed area codes: 908 through 973, and 210.

Call Note filter criteria

A note can be added to each call record via any detail report. The report filter
screen offers ability to search for call records using text from associated with them
Call Notes. You can include or exclude call records according to the assigned Call
Notes.

1. Click on the Call Note field label.
Call Note:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for call records
with Call Notes that contain text entered here.

Select Exclude option if you would like to run a report for all call records except
the ones with Call Notes that contain text entered here.

3. You can enter text from multiple Call Notes. You can enter any text within the
note. For example, to bring back call records with Call Note “December Holiday
Special”, one could enter the following text: “Dec”, “December”, “Holiday”, or
“Special”.

Type a Call Note or a partial Call Note into the top text box i.e. and click on Add.

4. Repeat point 3 as needed.

Click on OK when you are satisfied with the search criteria. The Include/Exclude

window closes. The Call Note filter field reflects entered search criteria.

U
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Example of the Include option:
Call records associated with call notes listed in the Current Selections list will be
the only call records included in the report.

& Include © Exclude | Addl
Current Selections:

=0 [

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Call Notes
field with filter criteria.

Call Note: |H|:|Iid;a'_-,.r Special Promotion |

According to the above criteria the report will be generated only for the call
records with the Call Notes that contain: “Holiday Special” and/or “Promotion”.

Example of the Exclude option:
The report will include all records except call records that contain Call Notes listed
on the Current Selections list.

 Include @ Exclude | Mdl
Current Selections:

P E&=0 [

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Call Notes
field with filter criteria.

Call Note(-): |H|:|Ii|:|;5|‘_5.r Special Promotion |

(-) suffix indicates that call records with the displayed call notes are excluded from
the report. According to the above criteria the report will include all records except
the call records with the call notes that contain “Holiday Special” and/or
“Promotion”.
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Length - call length filter criteria

The Length field represents the duration of the call.
You can run a report for call records with the particular call duration, shorter than
the specified call duration, or longer than the duration threshold.

Enter the desired duration threshold into the Length field.
Length: I}j |UU:U1:DU |

Click on the down arrow and select an appropriate conditional sign for your search
Criteria.

You have a choice of:

greater than sign (>) - will include all call records with a duration above the
entered threshold (> 00:01:00 -all longer than 1 minute calls will be included)

less than sign (<) - will include all call records with a duration below the entered
threshold (< 00:01:00 -all shorter than 1 minute calls will be included)

equal sign (=) - will include all call records with a duration equal to the entered
threshold (= 00:01:00 -all equal to exactly 1 minute calls will be included)

Length should be entered in one of the following formats:

00:01:00 or 00:01 - one minute

01:00:00 or 01:00 - one hour

00:00:01 - one second

In our example, we have set the length to “>00:01:00" in order to bring back
longer than 1 minute call records.

Ring Length filter criteria

The Ring Length field represents the length of a ring period before a call is picked
up.

You can run a report for call records with the particular ring duration, shorter than
the specified ring duration, or longer than the ring duration threshold.

Enter the desired ring duration threshold into the Ring Length field.
Ring Length: |:=-j |EIEI:EIEI:5EI |

Click on the down arrow and select an appropriate conditional sign for your search
criteria.

You have a choice of:

greater than sign (>) - will include all call records with a ring duration above the
entered threshold (> 00:01:00 -all calls with a ring duration longer than 1 minute
will be included)

less than sign (<) - will include all call records with a ring duration below the
entered threshold (< 00:01:00 -all calls with a ring duration shorter than 1 minute
will be included)
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equal sign (=) - will include all call records with a ring duration equal to the
entered threshold (= 00:01:00 -all calls with a ring duration equal to 1 minute
would be included)

Ring Length should be entered in one of the following formats:

00:01:00 or 00:01 - one minute

01:00:00 or 01:00 - one hour

00:00:01 - one second

In our example, we have set the ring length criteria to “>00:00:50". The report will
display call records with a ring period longer than 50 seconds.

Hold Length filter criteria

The Hold Length field indicates how long a call stayed on hold.
You can run a report for call records with the particular hold duration, shorter
than the specified hold duration, or longer than the hold duration threshold.

Enter the desired hold duration threshold into the Hold Length field.
Hold Length: [ =]|00-01:00 |

Click on the down arrow and select an appropriate conditional sign for your search
criteria.

You have a choice of:

greater than sign (>) - will include all call records with hold duration above the
entered threshold (> 00:01:00 -all calls with a hold duration longer than 1 minute
will be included)

less than sign (<) - will include all call records with a hold duration below the
entered threshold (< 00:01:00 -all calls with a hold duration shorter than 1 minute
will be included)

equal sign (=) - will include all call records with a hold duration equal to the
entered threshold (= 00:01:00 -all calls with a hold duration equal to 1 minute will
be included)

Hold Length should be entered in one of the following formats:

00:01:00 or 00:01 - one minute

01:00:00 or 01:00 - one hour

00:00:01 - one second

In our example, we have set the hold length criteria to bring “>00:01:00". The
report will display call records for calls that stayed on hold longer than 1 minute.
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Cost filter criteria

The Cost field represents the cost of the call.
You can run a report for calls that cost the specified amount of money, cheaper
than the specified cost, or more expensive than the cost threshold.

Enter desired cost threshold in dollars into the Cost field.

Cost: |:=j |1_UU |

Click on the down arrow and select an appropriate conditional sign for your search
criteria.

You have a choice of:

greater than sign (>) - will include all more expensive the entered threshold calls
(> 1.00 -all calls more expensive than 1 dollar will be included)

less than sign (<) - will include all cheaper than the entered threshold calls (<
00:01:00 -all calls less expensive than 1 dollar will be included)

equal sign (=) - will include all call records with cost equal to the entered
threshold (= 00:01:00 -all 1 dollar calls will be included).

Cost should be entered in one of the following formats:

1.00 or 1 - one dollar

0.50 or .50 - 50 cents

In our example, we have set the cost criteria to “>1.00". The report will display only
call records that are priced for more than one dollar.

Trunk filter criteria

You can include or exclude trunk numbers from a report.

1. Click on the Trunk field label.
Trunk:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for call records
for trunks entered here.
Select Exclude option if you would like to run a report for all call records except
the call records with trunks entered here.

3. Type a trunk number into the top text box, i.e. 1, and click on Add.
Repeat the above until you are satisfied with the trunk search criteria.

4. Click on OK. The Include/Exclude window closes. The Trunk filter field reflects
entered search criteria.

Example of the Include option:

Call records with trunks listed on the Current Selections list will be the only
records included in the report.
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* Include  Exclude | Add |
Current Selections:

[Dk][ﬂancel] 1

2
3
10

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Trunk field
with filter criteria.

Trunk: 1,2, 310 |

According to the above criteria, the report will be generated only for the call
records for the following trunks: 1, 2, 3, and 10.

Example of the Exclude option
The report will include call records except the call records for trunks listed on the
Current Selections list.

" Include @ Exclude | ﬂl
Current Selections:
[ ok ] l Cancel ] ;

3
10

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Trunk field
with filter criteria.

Trunk(-): 11,2310 |

(-) suffix indicates that the displayed trunks are excluded from the report.
According to the above criteria the report will include all call records except call
records for the following trunk numbers: 1, 2, 3, and 10.
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Trunk?2 filter criteria

Some phone systems provide a second trunk number for calls that are redirected
from one trunk to another. You can include or exclude call records associated with
redirect trunk numbers from a report.

1. Click on the Trunk2 field label.
Trunk2:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for call records
with the redirect trunks entered here.
Select Exclude option if you would like to run a report for all call records except
the call records with redirect trunks entered here.

3. Type a trunk number into the top text box, i.e. “1”, and click on Add. Repeat the
above until you are satisfied with the redirect trunk search criteria

4. Click on OK. The Include/Exclude window closes. The Trunk2 filter field reflects
entered search criteria.

Example of Include option:
Call records with redirect trunks listed on the Current Selections list will be the
only records included in the report.

¥ Include " Exclude | Add
Current Selections:
l ok J [ Cancel ] ;
3
10

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Trunk2
field with filter criteria.

Trunk2: 11.2.3.10 |

According to the above criteria the report will be generated only for the call
records with the following redirect trunks: 1, 2, 3, and 10.
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Example of Exclude option:
The report will include all call records except the call records with redirect trunks
listed on the Current Selections list.

" Include ™ Exclude | Add |

Current Selections:
[ ok ] l Cancel ] ;
3
10

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the Trunk2
field with filter criteria.

Trunk2(-): 11.2.3.10 |

(-) suffix indicates that the displayed trunks are excluded from the report.
According to the above criteria the report will include all call records except the
call records with the following redirect trunks: 1, 2, 3, and 10.

Telephone Number filter criteria

The Telephone Number field indicates the number dialed associated with a call
record. You can filter a report on the Telephone Number by including or
excluding call records with specified number dialed.

1. Click on the Telephone Number field label.
Telephone Number:
The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for call records
associated with telephone numbers entered here.
Select Exclude option if you would like to run a report for all call records except
the call records associated with the telephone numbers entered here.

3. Type atelephone number into the top text box, i.e. 9733602300, and click on Add.
Repeat the above until you are satisfied with the telephone number search criteria

4. Click on OK. The Include/Exclude window closes. The Telephone Number filter
field reflects entered search criteria.
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Example of the Include option:
Call records with telephone numbers listed on the Current Selections list will be
the only records included in the report.

# Include © Exclude | Addl
Current Selections:
[ ok ] [ Cancel ] 9733602300
9733661500
2102308939

Delete Selected |

Clicking on OK closes the Include/Exclude window and populates the Telephone
Number field with filter criteria.

Telephone Number: |9?335[]23[][]. 9733661800, 21[]23[]ﬂ

According to the above criteria the report will be generated only for call records
associated with the following telephone numbers: 9733602300, 9733661800, and

2102308989.

Example of the Exclude option:
The report will include all call records except the call records associated with the
telephone numbers listed on the Current Selections list.

" Include & Exclude | Add |
Current Selections:
[ ok ] [ Cancel ] 9733602300
0733661800
2102308989

Delete Selected |

Clicking on OK closes the Include/Exclude window and populates the Telephone
Number field with filter criteria.

Telephone Number(-): |9?335[]23[]U_ 9733661500, 210230#

(-) suffix indicates that the displayed telephone numbers are excluded from the
report. According to the above criteria, the report will include all call records
except the call records associated with the following telephone numbers:
9733602300, 9733661800, and 2102308989.

Note: To filter for partial phone numbers please use % as wild card character.
For example %9733602300 will find both 19733602300 and 9733602300, or
973360% will find all phone numbers that start with 973360.
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DNIS Number filter criteria

Phone systems featuring DNIS identify what telephone number was dialed by the
caller on incoming calls. The DNIS Number field represents such telephone
number. You can filter a report on the DNIS Number by including or excluding call
records associated with specified DNIS Numbers.

Note: DNIS reports will only work in TapitNOVA if your phone system provides
that information in the SMDR we receive.

1. Click on the DNIS Number field label.
DNIS Number:

The Include/Exclude window opens.

2. Select Include option if you would like to generate a report only for call records
associated with DNIS numbers entered here.
Select Exclude option if you would like to run a report for all call records except
the call records associated with the DNIS numbers entered here.

3. Type a DNIS number into the top text box, i.e. 8005552222, and click on Add.
Repeat the above until you are satisfied with the DNIS number search criteria

4. Click on OK. The Include/Exclude window closes. The DNIS Number filter field
reflects entered search criteria.

Example of the Include option:
Call records with DNIS numbers listed on the Current Selections list will be the
only records included in the report.

& Include  Exclude | Add |
Current Selections:
[ ok ] [ Cancel J 8005552222
g005552223
B005552226

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the DNIS
Number field with filter criteria.

DNIS Number: |E!UE15552222. 8005552223, EEIEIEEEQI

According to the above criteria the report will be generated only for call records
associated with the following DNIS numbers: 8005552222, 8005552223, and
8005552226.
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Example of the Exclude option:
The report will include all call records except the call records associated with the
DNIS numbers listed on the Current Selections list.

 Include @ Exclude | Add |
Current Selections:

[ ok ] [ Cancel ] 8005552222

8005552223
8005552226

Delete Selected

Clicking on OK closes the Include/Exclude window and populates the DNIS
Number field with filter criteria.

DNIS Number(-): |8005552222_ 8005552223, EDUEEEEI

(-) suffix indicates that the displayed DNIS numbers are excluded from the report.
According to the above criteria, the report will include all call records except the
call records associated with the following DNIS numbers: 8005552222,
8005552223, and 8005552226.

Users filter criteria

The Users field represents TapitNOVA users defined via Users screen and
associated with telephone extensions and authorization codes.

You can select one user or a group of users from the Users list and thus narrow
down report criteria to call records associated with selected users. To select one
user, simply click on it. To select a group of consecutive users, click the first user,
press and hold down SHIFT, and then click the last user. To select a group of
inconsecutive users, press and hold down CTRL, and click on each user you would
like to include in a report.

For example, we have selected the user “Operator, 100” from the Users list. Our

report will display call records only for user “Operator, 100".
Users

Padulsky, Scott
Schaefgen, Steve hd
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Clients filter criteria

The Clients field represents client accounts defined via Clients screen and
associated with telephone numbers and account codes.

You can select one client or a group of clients from the Clients list and thus narrow
down report criteria to call records associated with selected clients. To select one
client, simply click on it. To select a group of consecutive clients, click the first client,
press and hold down SHIFT, and then click the last client. To select a group of
inconsecutive clients, press and hold down CTRL, and click on each client you would
like to include in a report.

For example, we have selected the client “MPD Printing” from the Clients list. Our

report will display call records only for client “MPD Printing”.
Clients

Martin.Dolan&Holton, =

Murray, Jim —
MyTrack. Customer S|

Departments filter criteria

The Departments field represents departments created via Departments screen.
Departments consist of users and sub departments.

You can select one department or a group of departments from the Departments
list and thus narrow down report criteria to call records associated with selected
departments. To select one department, simply click on it. To select a group of
consecutive departments, click the first department, press and hold down SHIFT,
and then click the last department. To select a group of inconsecutive departments,
press and hold down CTRL, and click on each department you would like to include
in a report.

For example, we have selected the department “Analytics” from the Departments

list. Our report will display call records only for department “Analytics”.
Departments
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Trunk Groups filter criteria

The Trunk Groups field represents trunk groups created via
System/Locations/Trunk Group screen. Trunk groups are collections of trunks and
are location specific. When a location is selected from the Location list the Trunk
Groups list populates with trunk group names associated with that location.
Otherwise, if the Location list displays All, the Trunk Groups list is empty.

Select a location form the Location list.

Select one trunk group or a group of trunk groups from the Trunk Groups list and
thus narrow down report criteria to call records associated with selected trunk
groups. To select one trunk group, simply click on it. To select a group of
consecutive trunk groups, click the first trunk group, press and hold down SHIFT,
and then click the last trunk group. To select a group of inconsecutive trunk groups,
press and hold down CTRL, and click on each trunk group you would like to include
in a report.

For example, we have selected the trunk group “TRGroup1” from the Trunk Groups

list. Our report will display call records only for trunk group “TRGroup1”.
Trunk Groups

All

TRGroup2

DNIS Campaigns filter criteria

The DNIS Campaigns are defined via DNIS Campaigns screen and are associated
with DNIS Numbers.

Select one DNIS Campaign or a group of DNIS Campaigns from the DNIS
Campaigns list and thus narrow down report criteria to call records associated with
selected DNIS Campaigns.

To select one DNIS Campaign, simply click on it. To select a group of consecutive
DNIS Campaigns, click the first DNIS Campaign, press and hold down SHIFT, and
then click the last DNIS Campaign. To select a group of inconsecutive DNIS
Campaigns, press and hold down CTRL, and click on each DNIS Campaign you would
like to include in a report.

For example, we have selected the DNIS Campaign “Channel 40 Add” from the DNIS
Campaigns list. Our report will display call records only for DNIS Campaign

“Channel 40 Add".
DNIS Campaigns
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Direction filter criteria

By default all calls regardless of call direction are included in a report.

To display calls for a specific direction check the box corresponding to it. You can
select multiple direction types at the same time by checking more than one box. In
our example, a report will bring up only internal calls.

Direction
™ Incoming
™ outgoing
¥ Internal

Transfer filter criteria

Check the Transfer option to include only transferred calls in a report.
¥ Transfer

Status filter criteria

By default all calls, regardless of a call status, are included in a report.
To display calls with a specific status only, check the box corresponding to it.
/ You can select multiple status options by checking multiple options.
Status
™ Complete
I Continued
¥ abandoned

In our example, a report will bring up only abandoned calls.

Calls filter criteria

By default all calls, regardless of their origin or destination, are included in a report
(All option is selected).

To create a report for only one type of calls click on the corresponding to it option
button.

You can select only one call type at a time.
Calls

Al

& Local

" Long Distance

" International

" Operator Assisted

In our example, a report will bring up only local calls.
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To create a predefined filter

If you have set all desired search criteria, you can save your search as a predefined
filter and reuse it in future. Click on the Save Filter button.

Enter the name of the filter and a short description. We have set the Direction to
Internal and entered a one day date range of “12/09/08".

Save This Filter

Please enter the filter name:
IInternaI December 2008
Comment:

IOnI‘_-,.r Internal Calls

| Save “ Cancel ]

Click on Save.

Note: the filter selection in the right upper corner of the basic filter screen reflects
the name of the newly saved search filter.

|Interna| December 2008 j

To display filter on the report

If you would like the search criteria to be displayed on the actual report, check the
Display filter on report box located under the filter selection list.

3 Display filter on report

To view the report

If you are satisfied with the search criteria click on the View Report button.

The report screen comes up. Refer to the section, Working with Report View
Screen for further instructions.
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Working with Report View Screen

When the report is generated it is displayed in a browser.

4 4 1 of 17 b Pl ¢ | Find | Next & [
Extension - Expanded Detail by Date

+ Location: Main

++ Extension: 0

I e B A T T

12/09/08  10:49:19  00:00:45  00:00:02  00:00:00 N £0.00
12/09/08 12:53:24 0o:02:08 00:00:02 00:00:00 N 0,00 3
12/09/08 A55eal e 00:05:28 00:00:02 00:00:00 N £0.00 2}
12/08/08 16:25:53 00:00:10 00:00:03 00:00:00 I =0.00
+# Totals for Extension: 0
Calls In Calls Out Internal All calls Total Dur. Total Ring Total Hold Total Cost
0 0 4 4 00:08:32 00:00:09 00:00:00 £0.00

To navigate through report pages

Use arrows located in the upper left corner of the report screen to navigate
through pages. If you would like to go to a specific page, enter the page number
into the center text box and press the Enter key.

4 4 |1 of 17 B I

/ To go back to the parent report

4
Summary reports have a drill-down capability to invoke corresponding detail

reports. When on the detail report, use this tool to go back to the parent summary
report.

To search for a specific value in the report

You can search for a specific value in the report.
For example to find the phone number 9733602300, enter the number into the
Find box and click on Find.

IQ?SSEDESDD Find | Mext

The report has advanced to page 29

4 4 |29 of 71 B

The phone number 9733602300 has been highlighted

12/09/08 13:38:33 00:00:18 00:00:02 00:00:00 0 £0.00 0733602300 MADISOM, M1

Click on Next to go to the next instance of 9733602300 located on page 30.

To print the report

Click on the printer icon = to print the report.
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To email the report

Click on the envelope icon “— to email the report.

Email Results
** Separate multiple email addresses by semicolons ()

To:
|recipient@trisys.cum

Subject:
|Extensi|:|n Report - Ext. 114
[Message:

please take a look

| Email ][ cancel |

The Email Results screen comes up.

Enter the recipient's email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.
Enter the email text into the Message field.
Make sure the Report box on the bottom of the screen is checked.

Click on the Email button. The report has been emailed as an attachment in a pdf
format.
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To export the report

Click on the exporticon “ - to export the report.

d ] & w
|

Acrobat [PDF) file

Excel

Word

Exported reports may be saved as .PDF, Work, or Excel Documents.

To add a note to the call record

You can associate a note with any call record via any detail report.

To add a note to a call record click on the value in the first column of the call
record of the detail report.

N T T Y AT

12/09/08 10:49:19 00:00:45 0o:00:02 0o:00:00 M £0.00

In our example the first column displays date. When you click on the date field the
report toolbar expands and displays a note icon@.

Click on the note icon to open the note editor.

Call Hotes For This Call

this iz a sales call *

[ ) [}

Type in a short description of the call and click on Save.
This call record can be found now by setting Call Note search criteria on a filter

screen. Simply enter text from the note, i.e. “sales call”, into the Call Note field and

run the report. The report will bring back all call records with notes containing
“sales note” phrase.

Use this to tag phone calls of the same type for quick retrieval in the future.
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To drill down to a detail report

Summary reports have a drill-down capability.

Extension - Summary by Calls

* Location: Main

EENEEECIEI T

053:07:42 00:02:54 00:07:41

109 24 53 19 96 02:49:01 00:01:46  00:12:24
19arnold, Brad) 24 34 19 77 03:39:05 00:02:51  00:11:05
101 41 14 10 65  01:54:38 00:01:46  00:05:38

The entries in the first column on the summary report are the links to the
corresponding detail reports. In our example the first column displays extension
numbers. Pointing to the extension 109 displays a tool tip with the name of the
Tapit User associated with this extension. Clicking on the number 109 invokes a
detail report for this extension.

Extension - Expanded Detail
+ Location: Main

+# Extension: 109 (Arnold, Brad)

mmmmml

12/09/08 09:19:37 00:00:29 00:00:00 00:00:00 £0.00
12/09/08 0%:20:15 00:00:43 00:00:02 00:00:00 I £0.00
12/09/08 0%:21:02 0o:11:00 00:00:02 00:00:00 I £0.00
12/08/08 09:29:34 00:00:40 00:00:02 00:00:00 I £0.00
12/05/08 09:32:20 00:04:28 00:00:15 00:00:00 0 50.45
12/08/08 09:39:03 00:00:25 0o:00:02 00:00:00 I £0.00
12/08/08 09:42:32 00:00:57 0o:00:08 0o:00:00 0 £0.10

Replay and Screen Logger

The first column of a detail report provides a gateway to multiple features. Some
of them are dependent on the type of the system you have purchased. Clicking on
the value in the first column displays a new toolbar.

If Replay Voice Recording has been purchased, a voice recording associated with
the call record plays automatically.

If Screen Logger screen capture system has been purchased, clicking on the eye

* icon displays PC activity corresponding to an extension of the call record.
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Report Scheduler

The Report Scheduler screen displays a list of the scheduled reports. Each report
name is listed along with the name of the filter used to generate the report, and the
information on how frequently the report will be run and who scheduled it.

Currently Scheduled Tasks

Task User Frequency Next Run Time Task Name (Filter Name)
REPORT agnes Manthhy 09/01/0% 12:00:00 Phone Mumber - Summary by Calls { PhoneNmbersFitter)

This screen is used to schedule TapitNOVA reports to run automatically daily,
weekly, monthly, within time interval, or only once.

To schedule a new report

Log in to TapitNOVA.

Click on the Reports button located on the top of the screen.
Click on the Report Scheduler tab.

Click on the Schedule Report button to start the wizard.

AN =

Schedule a Report

When do you want this task to run?

" Run Once
* Daily

" Weekly

" Interval
" Monthly

Start Time:

IEH:UU

l Next ]I{:ancel]

Select how frequently you would like to run the report.

Run Once - the report will run only once at a time specified in the Start Time
field. For example, if a report is scheduled to run at 23:00 (11:00 PM) the system
waits until 11:00 PM and runs the scheduled report. The system does not run the
scheduled report again.
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Daily - the report will run every day at a time specified in the Start Time field. For
example, if a report is scheduled to run at 23:00 (11:00 PM) the system waits until
11:00 PM every day and runs the scheduled report.

Weekly - checking this option expands the Schedule a Report screen.

" Run Once
" Daily

+ Weekly

" Interval
" Monthly

Start Time:

IES:UU

Run only on the selected day of the week

" Thursday " Friday © Saturday

In addition to Start Time the days of the week are displayed. The report can be
scheduled to run every week on a selected day of the week at a time specified in
the Start Time field. For example, if a report is scheduled to run at 23:00 (11:00
PM) on Monday, the system waits until 11:00 PM every Monday and runs the
scheduled report.

Interval - when the Interval option is selected the screen displays a list of time
intervals. The report can be scheduled to run repeatedly after a selected time
interval.

" Run Once
" Daily

" Weekly

% Interval
" Monthly

Run ewvery:

IE Hours TI

Following our example above, a report is scheduled to run every 2 hours.
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Monthly - checking this option expands the Schedule a Report screen.

" Run Once
" Daily

" Weekly

" Interval
&+ Monthly

Start Date:

[og/01/2009 | G

Start Time:

|12:UU

In addition to Start Time, the Start Date field is displayed. The report can be
scheduled to run every month on a selected day of the month at a time specified
in the Start Time field. For example, to run report the end of each month, set the
Start Date to the first of the month and the Start Time to 12:00 (12:00 AM).

5. Click on Next. Select the report you wish to run screen comes up.

Select the report you wish to run
Report Groups

|F'h|:|ne Murmber j
Reparts

|F'h|:|ne Mumber - Summary by Calls j
Call Fitcers

|PhnneNmbersFiIter j

¥ Display filter on report

If the existing Call Fitters do not give you the calls you are looking for, go to the
Reparts

Repaort Title Qwverride
Phone Mumber Summary by Calls Maonthly

IUse this field to display a custom title on the report.

| Previous ]{ Next ][ Cancel ]

6. Click on the down-arrow of the Report Groups list and select a report group.
7. Click on the down-arrow of the Reports list and select a report name.
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8. Click on the down-arrow of the Call Filters list and select a report filter name. If
none of the existing filters fits the desired report criteria, click on the Reports link
and create a new filter.

9. If you would like the filter criteria to be displayed on the report, check the Display
filter on report box.

10. Enter the report title you would like to see on the report into Report Title
Override. If you are happy with the default report name leave this field empty.

11. Click on Next. The Email Results screen appears.

Email Results

% Saparate multiple email addresses by semicalans ()
Tao:

|recipient@tri5ys_cnm

CC:

BCC:

Subject:

|Ta pit Mova Report
[Message:

/ Flease see the attached. -

Previous H Finish “ Cancel ]

12. Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

13. Enter the email subject into the Subject field.

14. Enter the email text into the Message field.

15. Click on Finish. The Currently Scheduled Tasks list comes up.

Currently Scheduled Tasks

Task User Frequency Next Run Time Task Name (Filter Name)
REPORT agnes Maonthhy 09/01/0% 12:00:00 Phone Mumber - Summary by Calls { PhoneNmbersFiter)

16. The newly scheduled report is added to the list.
17. If you wish to schedule another report, click on the Schedule Report button.

[ Schedule Report ]
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To edit existing scheduled report

Log in to TapitNOVA.

Click on the Reports button located on the top of the screen.

Click on the Report Scheduler tab.

Click on the scheduled report record you want to edit. The Report Scheduler
wizard comes up reflecting the selected report information.

AN =

Currently Scheduled Tasks

Task User Frequency Next Run Time Task Hame (Filter Name)
REPORT aanes Maonthly 09/01/09 12:00:00 Phane Number - Summary by Calls [ PhoneNmbersFiter)

5. If needed, change how frequently you would like to run the report.

Run Once - the report will run only once at a time specified in the Start Time
field. For example, if a report is scheduled to run at 23:00 (11:00 PM) the system
waits until 11:00 PM and runs the scheduled report. The system does not run the
scheduled report again.

Daily - the report will run every day at a time specified in the Start Time field. For
example, if a report is scheduled to run at 23:00 (11:00 PM) the system waits until
11:00 PM every day and runs the scheduled report.

Weekly - checking this option expands the Schedule a Report screen.

" Run Once
" Daily

% Weekly

" Interval
" Monthly

Start Time:

IES:UD

Run only on the selected day of the week

" Thursday ¢ Friday " Saturday

In addition to Start Time the days of the week are displayed. The report can be
scheduled to run every week on a selected day of the week at a time specified in
the Start Time field.

For example, if a report is scheduled to run at 23:00 (11:00 PM) on Monday, the
system waits until 11:00 PM every Monday and runs the scheduled report.
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Interval - when the Interval option is selected the screen displays a list of time
intervals. The report can be scheduled to run repeatedly after a selected time
interval.

" Run Once
" Daily

" Weekly

% Interval
" Monthly

Run every:

|2 Hours TI

Following our example above, a report is scheduled to run every 2 hours.

Monthly - checking this option expands the Schedule a Report screen.

' Run Once
" Daily

" Weekly

" Interval
&+ Monthly

Start Date:

|nam1.rzuna iz

Start Time:

|12:UU

In addition to Start Time, the Start Date field is displayed. The report can be
scheduled to run every month on a selected day of the month at a time specified
in the Start Time field. For example, to run report the end of each month, set the
Start Date to the first of the month and the Start Time to 12:00 (12:00 AM).
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6. Click on Next. If you need to edit the report group, name, call filter or title, make
appropriate changes here.

Select the report you wish to run
Report Groups

|F'h|:|ne Mumber j
Reports

|F'h|:|ne Mumber - Summary by Calls j
Call Fifters

|F'hnneNmbersFiIter j

I¥ Display filter on report

If the existing Call Fiters do not give you the calls you are looking for, go to the
Fepaorts

Report Title Override
Phone Mumber Summary by Calls Maonthly

Use this field to display 2 custom title on the report.

[ Previous “ Hext “ Cancel “ Delete ]

7. If you need to change the report group, click on the down-arrow of the Report
Groups list and select a report group.

8. If needed, select a different report from the Reports list.

9. To change the report filter, click on the down-arrow of the Calls Filters list and
select a report filter name. If none of the existing filters fits the desired report
criteria, click on the Reports link and create a new filter.

10. If you would like the filter criteria to be displayed on the report, check the Display
filter on report box.

11. Enter the report title you would like to see on the report into Report Title
Override. If you are happy with the default report name leave this field empty.
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12. Click on Next. The Email Results screen appears. You can edit email information
here.

Email Results
** Separate multiple email addresses by semicolons ()

To:
|recipient@tri5ys.cnm
cc:

BCC:

Subject:
|Ta pit Mova Report

[Messzge:

Flease =see the attached. =

Previous ]{ Finish ][ cancel ]

13. Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

14. Enter the email subject into the Subject field.

15. Enter the email text into the Message field.

16. Click on Finish. The changes to the scheduled report have been saved.
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To delete existing scheduled report

Log in to TapitNOVA.

Click on the Reports button located on the top of the screen.

Click on the Report Scheduler tab.

If there is a report already scheduled the Report Scheduler screen opens up with
the list of scheduled tasks. Click on the scheduled report you want to delete. The
Report Scheduler wizard opens reflecting the selected report information.

AN =

Currently Scheduled Tasks
Task User Frequency Next Run Time Task Name (Filter Name)
REPORT aagnes Maonthly 09/01/09 12:00:00 Phone Number - Summary by Calls { PhoneNmbersFilter)

5. Click on the Delete button. Click OK to the confirmation message. The report has
been removed from the Currently Scheduled Tasks list. If that was the only
report scheduled, the tasks list does not appear at all. The screen changes to the
first page of the Report Scheduler wizard.
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TRISYS INC. ADMIN

Users

Users are people within your organization. Their information, in TapitNOVA, is
maintained via Users screen.

Departments

Manage Users | User List

Manage Users - this link opens a screen where you can add or edit a user.

User List - this link opens a report with user names and the corresponding
information.
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Manage Users

To add a new user

1. Log in to TapitNOVA.

2. Click on the Admin button located on the top of the screen.

3. Click on the Users tab.

4. The Users screen opens on the Manage Users page by default.
Enter user’s information into the Create a New User screen located to the right of
the Available Users list.

Create a New User
Last Mame: First Mame:
[Smith [John
Department: Email:
|Accnunting j |smith@trisys.cnm
Location:
|f'u'1;ain j
Extensions at this location: Authorization Code:
| Add | 957854
Surcharge | Call:
201
202 J1.50
Surcharge / Minute:
|20
Delete Selected Extensions | Ir; Lo

5. Last Name - enter user’s last name.

6. First Name - enter user's first name.

7. Department - if a user belongs to a department, select it here.

8. Email - enter user's email address.

9. Extensions at this location, Authorization Code, Surcharge/Call,

Surcharge/Minute, and Multiplier/Call fields are location specific. If you haven't
purchased Remote Manager, you have only one location.
Otherwise, select a location this user is associated with.
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10. Add extensions associated with this user and the selected location.

Enter an extension number into the Extensions at this location field and click on
Add.

The extension is moved to the list below. You can also remove extensions by
selecting one or a group of extensions and clicking on Delete Selected
Extensions.

11. Enter user’s authorization code (if any) into the Authorization Code field. This
field accepts only digits.

12. Enter user’s surcharge per call (if any) in dollars into the Surcharge/Call field i.e.
1.50 = one dollar and fifty cents of surcharge per call.

13. Enter user’s surcharge per minute (if any) in dollars into the Surcharge/Minute
field i.e. .20 = twenty cents of surcharge per minute.

14. Enter a multiplier per call (if any) into the Multiplier field i.e. 2 = each total call
cost for this extension will be multiplied by two.

15. If you have purchased Remote Manager and this user has extensions at more than
one location, repeat pt. 9 through 14 until you enter all information for all
locations for this user.

16. Click on Save. New user (Smith John) has been added to the list of users.

Usars Departments Clients DHNIS Matter Codes Report

Manage Users | User List

Available Users

User Department Extension
Smith, John Accounting 201

Smith, John Accounting 202
Tarineli, Steve Tech Support 187
Tsintsadze, George Software 102

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
user records.
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To edit an existing user

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Users tab.

The Users screen opens on the Manage Users page by default.

Click on a user you would like to edit on the Available Users list. You can sort the
list using list headers and navigate it with paging controls located on the bottom of
the list.

AN =

Users Departments Clients DHNIS Matter Codes Report

Manage Users | User List

Available Users

Usar Department Extension
Smith, John Accounting 201

Smith, John Accounting 202
Tarinell, Steve Tech Support 187
Tsintsadze, George  Software 102

/ 5. The right pane of the screen reflects user’s information. If needed, make
appropriate changes to Last Name, First Name, Department, and Email fields.

Modify or Delete User: Smith, John

Last Name: First Name:

[Smith [Jahn

Department: Email:

|Accnunting j |smith@trisys.cum
Location:

|Main j

Extensions at this location: Authorization Code:

| Add | [957354

Surcharge / Call:

201
202 |1'50
Surcharge / Minute:
020
Delete Selected Extensions | Ir;urtiplier,l' .
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Extensions at this location, Authorization Code, Surcharge/Call,
Surcharge/Minute, and Multiplier/Call fields are location specific. If you haven't
purchased Remote Manager, you have only one location.

Otherwise, select a location you would like to edit from the Location list.

Add or remove extensions associated with this user and the selected location. To
add an extension, enter an extension number into the Extensions at this
location field and click on Add.

The extension is moved to the list below. To remove extensions, select one or a
group of extensions and click on Delete Selected Extensions.

Change the remaining fields as needed:

Enter user’s authorization code (if any) into the Authorization Code field. This
field accepts only digits.

Enter user’s surcharge per call (if any) in dollars into the Surcharge/Call field i.e.
1.50 = one dollar and fifty cents of surcharge per call.

Enter user’s surcharge per minute (if any) in dollars into the Surcharge/Minute
field i.e. .20 = twenty cents of surcharge per minute.

Enter a multiplier per call (if any) into the Multiplier field i.e. 2 = each total call
cost for this extension will be multiplied by two.

If you have purchased Remote Manager and you would like to edit more than one
location for this user, repeat pt. 9 through 14 until you enter correct information
for all locations for this user.

Click on Save.

Changes have been saved.

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
user records.
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To delete an existing user

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Users tab.

The Users screen opens on the Manage Users page by default.

Click on a user you would like to edit on the Available Users list. You can sort the
list using list headers and navigate it with paging controls located on the bottom of
the list.

AN =

Users Departments Clients DNIS Matter Codes Report

Manaqe Users | User List

Available Users

User Department Extension
Smith, John Accounting 201

Smith, John Accounting 202
Tarineli, Steve Tech Support 187
Tsintsadze, George Software 102

5. The right pane of the screen reflects user’s information.
Click on Delete.
7. Click OK to the confirmation message. The record has been deleted.

o

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
user records.
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User List

Log-in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Users tab.

The Users screen appears. Click on the User List link. The Current Users report is
displayed. The Current Users report lists all users entered into TapitNOVA along
with the Department, Email, Extension, Authorization Code and Location
information

AN =

4 4 I]. of 3 B Pl L] I Find | Next & =
Current Users
User Name =

Agee, Angelz Sales angel@trisystems.com 119 02684 Main
Agee, Angelz Sales angelz@trisystems.com 220 92684 Main
Arnold, Brad Sales 999 Ramsey
Arnold, Brad SuperSales brad@trisystems.com 888 92668 Ramsey
Arnold, Brad Sales 109 Main

Conference, Room General 145 Main

To work with User List

To sort the report

The report can be sorted by each column header.

The two arrows next to the field name indicate that this field is not sorted. To sort
the report by the User Name field click on the arrows next to the User Name
header.

The report is sorted by User Name from A-Z. The ascending sort order is indicated
by the up arrow adjacent to the field name.
User Name ©

Click on the up arrow to change the sort direction. The report is sorted by User
Name from Z-A. The descending sort order is indicated by the down arrow
adjacent to the field name.

To navigate through report pages

4 4 |l of 17 B M

Use paging controls in the upper left corner of the screen to navigate through
report pages. If you would like to go to a specific page, enter the page number into
the center text box and press the Enter key.

Document #: TNCAM- 190218 Page | 89 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

To search for a specific value in the report
You can search for a specific value in the report.
For example to find a user with last name Smith, enter “smith” into the Find box

and click on Find.

Ismith Find | MNext

The report has advanced to page 2

4 4 [z of 3 b Pl

The last name Smith has been highlighted

B, John Accounting smith@trisys.com 201

Clicking on Next takes us to the next instance of Smith if there is any.

To print the report
Click on the printer icon = to print the report.

To email the report

Click on the envelope icon “ to email the report.
The Email Results screen comes up.

Email Results

** Separate multiple emai addresses by semicalons (3]
To:

Irecipient@trisys.cnm

CC:

BCC:
Subject:
IUsers List
Message:

please =see the attached -

| Email ][ cancel |
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Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

TRISYS INC.

Enter the email subject into the Subject field.
Enter the email text into the Message field.
Make sure the Report box on the bottom of the screen is checked.

Click on the Email button. The report has been emailed as an attachment in pdf
format.
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Departments

Departments screen is used to maintain department’s information. It has two
sections. The left section is a tree list of departments reflecting their hierarchy. The
left pane of the screen is an entry form used to create and edit departments.

To navigate the available departments tree list

You can navigate it by clicking on list items.

Available Departments
=-General

- Aocounting

- AnahyTics

- IT

-Reserved Extensions
~Software

~Tech Support

¢ Voicemall
él--SaIEE
él--Harl:Iware Sales
é----GIubaI Sales
E----F{egil:urml Sales
E----r~a1E|intenz|r|c:a Sales

Departments with sub-departments have node buttons with a minus sign when
expanded, or a plus sign when closed.

Clicking on a closed node (with a plus sign) expands the list of sub-departments.

Generzl
!

- General
- Accounting
- Anahetics
-~Reserved Extensions
- Software
-Teach Support

-\ oicemail
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Clicking on an expanded node (with minus sign) closes the list of sub-
departments.

- General

- Accounting

- Anahetics

-~Reserved Extensions
- Software

- Tach Support

-\ oicermail

l

General

To add a new department

Log-in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Departments tab.

The Departments screen appears. The right pane displays Create a New
Department screen.

AN =

Create a New Department

Department Mame:

|Genera|

Parent Department:
|T|:|p Level Department j

5. Enter the name of the department into the Department Name field.

6. If youwould like to make this department a sub-department of another
department, select a department from the Parent Department list. Otherwise,
leave the default value (Top Level Department) to indicate that this is a top level
department. There can be up to three levels of departments. The highest level (top
level) cannot be a sub department of another department.

7. Click on Save. The Available Departments list reflects newly added department.

To edit an existing department

Log-in to TapitNOVA.
Click on the Admin button located on the top of the screen.
Click on the Departments tab.

wN =
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4. The Departments screen appears. The left pane displays the Available
Departments tree list. Click on a department name you would like to edit. Note:
Departments with plus signs next to them contain sub-departments. Click on the
plus sign to expand the list of sub-departments

Available Departments

=-General

- Accounting

-~ AnahyTics

- IT

-Reservad Extensions

~Software

-Tech Support

¢ =\oicemail

él--SaIES

él--Hardware Sales

é----GIDbaI Sales
E----Regil:unal Sales

L-Maintenance Sales

/ 5. The right pane of the screen populates with the department’s information. Change
the department name as needed.

Modify or Delete This Department

Department Mame:

|A|::|::|:|unting

Parent Department::

IGeneraI j

[Save ” Delete ” New ][Cancel]

6. If youwould like to make this department a sub-department of another
department, select a department from the Parent Department list. Otherwise,
leave the default value (Top Level Department) to indicate that this is a top level
department. There can be up to three levels of departments. The highest level (top
level) cannot be a sub department of another department.

7. Click on Save. Changes have been saved.
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To delete an existing department

Deleting a department will also delete its sub-departments.

Log-in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Departments tab.

The Departments screen appears. The left pane displays the Available
Departments tree list.

Click on a department name you would like to delete.

Note: Departments with plus signs next to them contain sub-departments.
Click on the plus sign to expand the list of sub-departments

PN =

Available Departments
=-General

- Accounting

- AnahyTics

~Reserved Extensions
~Software

-Tech Support

¢ =\oicemail
él--SaIES
él--Hardware Sales
é""G|I:I|:IEI| Sales
E----Fv::agil:unal Sales
E----Maintlianancle Sales

5. The right pane of the screen populates with the department’s information.

Modify or Delete This Department

Department Mame:

|ﬁ|:|:|:|unting

Parent Department::

|Genera| j

[Save ” Delete ” New ][{:ancel]

6. Click on Delete.
7. Click OK to the confirmation message. The department has been deleted and has
disappeared from the Available Departments list.
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Clients

Clients can be your organization’s business partner, vendors, resellers, customers,
etc. Once they are entered into the system, TapitNOVA keeps track of all call traffic
and costs associated with clients’ telephone numbers. The Clients screen is used to
enter, view, and edit client information.

Users Departments

Manaqe Chents | Client Lists

Manage Clients - this link opens a screen where you can add or edit a user,

Client Lists - this link opens a screen with reports on client information.
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Manage Clients

The Manage Clients screen is used to add, edit, or delete clients.

To add a new client

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Clients tab.

The Clients screen opens on the Manage Clients page by default.

Go to Create a New Client section of the screen and enter client information.

AN =

Create a New Client

Client Last Mame:
|Smith

Client First Mame: Add a new Telephone Number:
|J|:|hn |

Company Mame: Add |

|Smith & Co.
Address:

Imu Church Lane

Current Telephone Numbers:

City: 8005681111
B005681112

|Greensburuugh

State:

|N|:|rth Caralina j
Zip: Delete Selected
|27560
Country: Account Code:
|usa 1026

Email:

|smith@smithcu.cnm

Client Last Name - enter client’s last name.

Client First Name - enter client's first name.

Company Name - enter the client’'s company name.

Address, City, State, Zip, Country - enter the client's address information.
Email - enter client's email address.

0w N O v
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10. Add phone numbers associated with this client. Enter phone number into the Add
a new Telephone Number field and click on Add. Phone number is moved to the
list below. This field accepts digits only.

You can also remove phone numbers by selecting one or a group of numbers and
clicking on Delete Selected.

11. Enter client's account code into the Account Code field. This field accepts digits
only.

12. Click on Save.

New client (Smith John) has been added to the list of clients.

Available Clients

Client Phone Number Acct Code
O'Connar, Robert 7189233072 1040
0'Connor, Robert 7189233212 1040
Palmer, Bil 8003629876 1035
Polychronopoulos, Kathy 0083224927 1017
Puglisi Agatha, Aaggie 7188966500 1056
Smith, John Bo0s681111 1026
Smith, John BO03681112 1026

>

To edit an existing client

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Clients tab.

The Clients screen opens on the Manage Clients page by default.

Click on a client you would like to edit on the Available Clients list. You can sort
the list using list headers and navigate it with paging controls located on the
bottom of the list.

uAWN =

Available Clients

Client Phone Number Acct Code
0'Connor, Robert J189233072 1040
O'Connor, Robert 7189233212 1040
Palmer, Bill B003629876 1035
Polychronopoulos, Kathy 0083224927 1017
Puglisi Agathz, Aaggie 7188966500 1056
Srnith, John go005681111 1026
Smith, John go0see1112 1026
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6. The right pane of the screen is populated with client's information.

Modify or Delete Client: Smith

Client Last Name:
|Smith

Client First Mame: Add a new Telephone Number:
|J|:|hr1 I

Company Name: Addl

[Smith & Co.
Address:

|1uu Church Lane

Current Telephone Mumbers:

City: 8005681111
|Greensbnrnugh 8005681112

State:

|N|:|rth Carolina j

Zip: Delete Selected
|27560

Country: Account Code:
lusa 1026

Ernail:

|5mith@smithcn.cum

[Save ” Delate ” New ][Cancel]

7. Make appropriate changes to Client Last Name, Client First Name, Company
Name, address and Email fields.

8. Add or remove the phone numbers if required. To add a phone number, enter it
into the Add a new Telephone Number field and click on Add. Phone number is
moved to the list below. This field accepts digits only. To remove phone numbers
select one or a group of numbers and clicking on Delete Selected.

9. Change client's account code if needed. This field accepts digits only.

10. Click on Save. Changes have been saved.

To delete an existing Client

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Clients tab.

The Clients screen opens on the Manage Clients page by default.

AN =
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5. Click on a client you would like to delete on the Available Clients list. You can sort
the list using list headers and navigate it with paging controls located on the
bottom of the list.

Available Clients

Client Phone Number Acct Code
0'Connor, Robert 7189233072 1040
O'Connor, Robert 7189233212 1040
Palmer, Bill BOO3629876 1035
Polychronopoulos, Kathy Q083224927 1017
Puglisi Agatha, Aggie 7188966500 1058
Srnith, John g005681111 1026
Srnith, John 8005681112 1026

6. Theright pane of the screen is populated with client’s information.

Modify or Delete Client: Smith

Client Last MName:
|Smith

Client First Mame: Add a new Telephone Number:
|J|:|hr1 I
Company Name: Addl
[Smith & Co.
Address:

|1uu Church Lane

Current Telephone Mumbers:

City: 8005681111
|Greensbnrnugh 8005681112

State:

|N|:|rth Carolina j

Zip: Delete Selected
|27560

Country: Account Code:
[usa 1026

Ernail:

|smith@smithcn.cum

(v | [t ) ) canc

7. Click on Delete.
8. Click OK to the confirmation message. The record has been deleted.
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Client Lists

There are two reports to choose from. Client List report displays basic client
information; Client List by Area Code shows client information grouped by the
area code of the phone numbers associated with clients.

Client List Report

Log-in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Clients tab.

The Clients screen appears. Click on the Client Lists link. The Client List report is
displayed by default.

Manage Clients | Client Lists

PN =

Salect Report: | Client List -

4 4 |1 of 4 b Pl % | Find | Next S
Client List

Client <

Abacus, John 1020 john@abacus.com 6178913300
American Communications, Donna 1021 donna@ac.com 6108251200

Atlantic Tele-Com, John 1022 john@atlantic.com 9124361666

5. The Client List report lists all clients entered into TapitNOVA along with the
Account Code, Email and Telephone Number.

To sort the report
The report can be sorted by column headers.
The two arrows next to the field name indicate that the field is not sorted. To sort
the report by the Client field click on the arrows next to the Client header.
Client =

The report is sorted by Client from A-Z. The ascending sort order is indicated by
the up arrow adjacent to the field name.
Client ©

Click on the up arrow to change the sort direction. The report is sorted by Client
from Z-A. The descending sort order is indicated by the down arrow adjacent to
the field name.

Client &
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To navigate through report pages

4 4 |1 of 17 B W

Use paging controls in the upper left corner of the screen to navigate through
report pages. If you would like to go to a specific page, enter the page number into
the center text box and press the Enter key.

To search for a specific value in the report

You can search for a specific value in the report.

For example to find a client with last name Smith, enter “smith” into the Find box
and click on Find.

Ismith Find | Mext

The report has advanced to page 2

4 4 2 of 3 b Pl

and the last name Smith has been highlighted

BT, John 5408456 trisys@trisys.com

Clicking on Next takes us to the next instance of Smith if there is any.

To print the report
Click on the printer icon = to print the report.
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To email the report

Click on the envelope icon “— to email the report.
The Email Results screen comes up.

Email Results
** Saparate multiple email addresses by semicolons ()

Ta:
|recipient@trisys.cum

Subject:
[Client Lists
[Message:

pleazse see the attached

| Email ][ cancel |

Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.
Enter the email text into the Message field.
Make sure the Report box on the bottom of the screen is checked.

Click on the Email button. The report has been emailed as an attachment in pdf
format.
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Client List by Area Code Report

Log-in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Clients tab.

The Clients screen appears. Click on the Client Lists link. The Client List report is
displayed by default. Select the Client List by Area Code report from the Select
Report list.

AN =

To navigate through report pages

4 4 |l of 17 B M

Use paging controls in the upper left corner of the screen to navigate through
report pages. If you would like to go to a specific page, enter the page number into
the center text box and press the Enter key.

To search for a specific value in the report

You can search for a specific value in the report.

For example to find a client with last name Smith, enter “smith” into the Find box
and click on Find.

Ismith Find | Mext

The report has advanced to page 2

4 4 [z of 3 b Pl

The last name Smith has been highlighted
B, John 5408456 trisys@trisys.com

Clicking on Next takes us to the next instance of Smith if there is any.

To print the report
Click on the printer icon = to print the report.
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To email the report

Click on the envelope icon “— to email the report.
The Email Results screen comes up.

Email Results
** Saparate multiple email addresses by semicolons ()

Ta:
|recipient@trisys.cum

Subject:
[Client Lists
[Message:

pleazse see the attached

| Email ][ cancel |

Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.
Enter the email text into the Message field.
Make sure the Report box on the bottom of the screen is checked.

Click on the Email button. The report has been emailed as an attachment in pdf
format.
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DNIS

DNIS Numbers

The DNIS Numbers screen is used to add, edit and delete DNIS numbers. The
screen has two parts. The left hand side pane is a list of Active DNIS Numbers. The
right hand side is the entry screen used to add new DNIS numbers or edit existing
ones. Note: DNIS reports will only work in TapitNOVA if your phone system provides
that information in the SMDR we receive.

To add a new DNIS number

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the DNIS tab.

The DNIS screen opens on the DNIS Numbers page by default.

Go to Create a New DNIS Number screen located on your right hand side and
enter DNIS Number information.

DNIS Number - enter DNIS Number.

Description - enter DNIS Number Description.

Create a New DNIS Number

DNIS Mumber:
[8005554549

Description:

Honda Service A

| Save Ji Cancel J

Click on Save.
New DNIS number has been added to the Active DNIS Numbers list.

Active DNIS Numbers
DHIS # Description
8005554346 Honda 1
8005554347 Acura 1
8005554548 Honda 2
8005554549 Honda Service
8005554350 Service
8005554551 Acura 2
8005554352 Honda 3
8005554553 Acurad
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To edit an existing DNIS number

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the DNIS tab.

The DNIS screen opens on the DNIS Numbers page by default.

Click on the DNIS number you would like to edit on the Active DNIS Numbers list.
The right pane of the screen populates with DNIS information.

AN =

Modify or Delete this DNIS Number

DNIS Number:
8005554549

Description:

Honda Service -

[Sa\re ” Delete “ Hew ][Canoel ]

5. Make appropriate changes to DNIS Number and Description. The DNIS Number
field accepts only digits.
6. Click on Save. Changes have been saved.

To delete an existing DNIS number

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the DNIS tab.

The DNIS screen opens on the DNIS Numbers page by default.

Click on the DNIS number you would like to delete on the Active DNIS Numbers
list. Click on it to select the DNIS record.

The right pane of the screen populates with DNIS information.

PN =

Modify or Delete this DNIS Number

DNIS Number:
8005554549

Description:

Honda Service -

[Sa\re ” Delete “ Hew ][Canoel ]

5. Click on Delete. Click OK to the confirmation message. The record has been
deleted.
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DNIS Campaigns

The DNIS Campaigns screen is used to add, edit or delete campaigns.

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the DNIS tab.

Click on the DNIS Campaigns link. The Available Campaigns screen appears. It
displays campaigns active between today and a date a month ago (i.e. if today is
9/16/09 then the date frame will be 8/16/09 to 9/16/09). If you are looking for a
campaign running within a different time frame adjust the date range on the top

of the screen accordingly and click on the Go link.
Available Campaigns

Display campaigns between: |a_.r15_r2(]gg H and Ig-f15-"2009 i Go

Campaign Description Start Date End Date
No Money Down Star Ledger Star Ledger add - Hondz. 09/01/2008 09/30/2008

New Campaign l

To create a new DNIS Campaign

AN =

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the DNIS tab.

Click on the DNIS Campaigns link. The screen displays a list of currently active
campaigns.

Click on the New Campaign button. The Schedule Campaign screen is displayed.
Enter the campaign name into the Campaign Name field and a short description
into the Description field.

Enter the start date and the end date for the campaign into Start and End fields
respectively.

Schedule a Campaign

Enter general campaign information

Campaign Name:

Mo Money Down Star Ledger
Description:

Star Ledger add - Honda. =

Campaign Dates

gtart;|9f1fznng ] End:lﬂﬁnfznus |

[Hext ][Canoel]
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8. Click on Next.

9. Atleast one DNIS number has to be assigned to the campaign. Select a DNIS

number or a group of numbers from the Available DNIS #s list and click on >
button to add them to the Selected DNIS #s list. You can also use >> button to
move all items from Available DNIS #s to the Selected DNIS #s list.
To remove numbers from the Selected DNIS #s list, click on the number, and then
click on the < button. If you would like to remove all items from the Selected DNIS
#s list, click on the << button and all DNIS numbers will be moved to the Available
DNIS #s list.

Schedule a Campaign

Assign DHIS numbers to the campaign

Avalizble DMIS #s5 Selected DNIS #s
8005554547 8005554545
80058554549 e
8005554550 —

[ Previous ‘ [ Finish ‘ [ Cancel ‘

10. Click on the Finish button.
The Available Campaigns screen shows up. It displays campaigns active between
today and a date a month ago (i.e. if today is 9/16/09 then the date frame will be
8/16/09 to 9/16/09). If the new campaign is running within that time frame it is
listed. Otherwise, if you would like to see the newly added campaign, adjust the
time frame on the top of the screen accordingly and click on the Go link.

Available Campaiqns Display carmpaigns between: |8/16/2009 2 ang [9/16/2009 | Go
Campaign Description Start Date End Date

Mo Money Down Star Ledger Star Ledger add - Honda. 09/01/2009 09/30/2009

I New Campaign )
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To edit an existing DNIS Campaign

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.
Click on the DNIS tab.

Click on the DNIS Campaigns link.

The screen displays a list of currently active campaigns.

AN =

Available Campaigns Display campaigns between: [317/2008 [ ang 9172008 oo

Campaign Description Start Date End Date
Mo Money Down Mew York Times New York Times add - Honda. 09/01/2009 10/30/2009

5. Click on the campaign name you want to edit. If the desired campaign is not on
the list, adjust the date range on the top of the screen to reflect campaign active
time and click on Go link.

The Schedule Campaign screen is displayed.
Make appropriate changes to the Campaign Name field and the Description
field.

6. Enter the start date and the end date for the campaign into Start and End fields
respectively.

Schedule a Campaign

Enter general campaign information

Campaign Mame:

Mo Money Down Mew York Times
Description:

New York Times add - Honda. =

Campaign Dates

start: [9/1/2009  EH gng: [10/302009 | EH

Next ]{ Cancel ][ Delete ]

7. Click on Next.
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8. Add or remove DNIS numbers as needed. At least one DNIS number has to be
assigned to the campaign.
Select a DNIS number or a group of numbers from the Available DNIS #s list and
click on > button to add them to the Selected DNIS #s list. You can also use >>
button to move all items from Available DNIS #s to the Selected DNIS #s list.
To remove numbers from the Selected DNIS #s list click on the number and click
on the < button.
If you would like to remove all items from the Selected DNIS #s list, click on the <<
button and all DNIS numbers will be moved to the Available DNIS #s list.

Schedule a Campaign

Assign DNIS numbers to the campaign

Avalizble DNIS #5 Selected DNIS #s
8005554547 8005554545
8005554549 e

80055544550 —

-

[ Previous “ Finish “ Cancel ]

9. Click on the Finish button. The changes have been saved.
The Available Campaigns screen shows up. It displays campaigns active between
today and a date a month ago (i.e. if today is 9/16/09 then the date frame will be
8/16/09 to 9/16/09). If the campaign, you just edited, is running within that time
frame it is listed. Otherwise, if you would like to see the newly added campaign,
adjust the date range using date fields on the top of the screen accordingly and
click on the Go link.

Available Campaiqgns Display campaigns between: |8/16/2008 B ang [016/2000 | B go

‘Campaign Description Start Date End Date
Mo Maoney Down Star Ledger Star Ledger add - Honda. 09/01/2009 09/30/2009

f New Campaign I
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To delete an existing DNIS Campaign

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the DNIS tab.

Click on the DNIS Campaigns link. The screen displays a list of currently active
campaigns.

AN =

Available Campaigns Display campaigns between: [8117/2009  EH ang [or17/2009 B go

‘Campaign Description Start Date End Date
Mo Money Down New York Times Mew York Times add - Honda. 09/01/2009 10/30/2009

5. Click on the campaign name you want to delete. If the desired campaign is not on
the list, adjust the time frame on the top of the screen to reflect campaign active
time and click on Go link. The Schedule Campaign screen is displayed.

Schedule a Campaign

Enter general campaign information

Campaign Mame:

Mo Maney Down Mew York Times

Description:

Hew York Times add - Honda. —

Campaign Dates

5m¢;|9.r1fzuus | End:l1ﬂ.-’3[].-’2li]ﬂﬂ ]

Next ]{ cancel ][ Delete ]

6. Click on Delete.
7. Click OK to the confirmation message. The campaign has been deleted.
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DNIS Lists

There are two DNIS Lists reports to choose from. The DNIS Numbers List report
lists all DNIS numbers entered into TapitNOVA along with their description, assigned
campaigns, campaigns descriptions and campaigns start dates and end dates.

The Campaign List by Start Date shows all campaign names together with their
descriptions, start dates, end dates and associated DNIS numbers.

Log-in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the DNIS tab.

The DNIS screen appears. Click on the DNIS Lists link. The DNIS Numbers List
report is displayed by default. To view the Client List by Area Code report, select
it from the Select Report list.

AN =

To navigate through report pages

4 4 Il of 17 Pkl

Use paging controls in the upper left corner of the screen to navigate through
report pages. If you would like to go to a specific page, enter the page number into
the center text box and press the Enter key.

To search for a specific value in the report
You can search for a specific value in the report. For example to find campaigns
with a phrase “Honda", enter “"Honda” into the Find box and click on Find.

IH::unu:Ia Find | Mext

The report has advanced to page 2

4 4 [z of 3 b Pl

The phrase “Honda"” has been highlighted
8005554546 1

Clicking on Next takes us to the next instance of “Honda" if there is any.

To print the report
Click on the printer icon = to print the report.
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To email the report

Click on the envelope icon “— to email the report.
The Email Results screen comes up.

Email Results
** Saparate multiple email addresses by semicolons ()

To:

|recipient@tri5ys.cnm
e

Subject:
[DNIS Numbers List
[Message:

Please =ee the attached =

Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.
Enter the email text into the Message field.
Make sure the Report box on the bottom of the screen is checked.

Click on the Email button. The report has been emailed as an attachment in pdf
format.
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Matter Codes

Matter Code is a part of account code used to identify the type of the call. For
example, matter codes can be associated with different products offered by your
organization. If a phone call pertains to product A an account code with the matter
code for product A is keyed in. Consequently, a user enters an account code with
the matter code for product B if the phone call is regarding product B. Later, a user
can generate TapitNOVA reports based on matter codes to reflect statistics on calls
in regards to product A and product B.

The Matter Code screen is used to enter and edit matter code numbers.

To add a new Matter Code

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Matter Code tab.

The Matter Code screen opens on the Manage Matter Codes page by default.
Go to Create a new Matter Code screen located on your right hand side and
enter matter code information.

Matter Code - enter a matter code number (digits only).

Description - enter matter code description.

Create a new Matter Code
Matter Code:
(EEE

Description:
Eeplawv ATS =

| Save |;{Cancel J

Click on Save.
New matter code (888) has been added to the Active Matter Codes list.

Active Matter Codes
Matter Code Description
111 Replay T1
222 Replay ST
333 Replay VoIP
444 TAPIT NOVA
555 TALITY
666 Screen Logger
777 Replay DS
a88 Replay ATS
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To edit an existing Matter Code

A wN =

o

Log in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Matter Code tab.

The Matter Code screen opens on the Manage Matter Codes page by default.
Select a desired matter code from the Active Matter Codes list.

Active Matter Codes
Matter Code Description
111 Replay T1
222 Replay ST
333 Replay ValP
444 TAPIT MOWVA
335 TALITY
660 Screen Logger
777 Replay DS
ga8 Replay ATS

The Modify or Delete this Matter Code screen reflects selected matter code
information.

Modify or Delete this Matter Code

Matter Code:

[111

Description:

Replay T1 a

(o) (ot ) ) canc

Matter Code - change a matter code number if needed (digits only).
Description - change a matter code description is needed.

Click on Save.

Changes have been saved.

Document #: TNCAM- 190218 Page | 116 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

To delete an existing Matter Code

1. Log in to TapitNOVA.
2. Click on the Admin button located on the top of the screen.
3. Click on the Matter Code tab.
4. The Matter Code screen opens on the Manage Matter Codes page by default.
5. Select a matter code you would like to delete from the Active Matter Codes list.
Active Matter Codes
Matter Code Description
111 Replay T1
222 Replay ST
333 Replay ValP
444 TAPIT NOVA
555 TALITY
660 Screen Logger
777 Replay DS
ga8 Replay ATS

6. The Modify or Delete this Matter Code screen reflects selected matter code
information.

Modify or Delete this Matter Code

Matter Code:

[111

Description:

Replay T1 a

(o) (ot ) ) canc

7. Click on Delete. Click OK to the confirmation message. The matter code record
has been deleted.
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Matter Codes List

Matter Codes List is a report listing matter code numbers and their descriptions.

Log-in to TapitNOVA.

Click on the Admin button located on the top of the screen.

Click on the Matter Codes tab.

The Matter Codes screen appears. Click on the Matter Codes Lists link. The
Matter Codes List report is displayed by default.

AN =

Matter Codes

1111 Replay T1
222 Replay 5T
333 Replay WolIP

5. The Matter Codes List report lists all matter codes along with their descriptions.

To sort the report
The report can be sorted by column headers.
The two arrows next to the field name indicate that the field is not sorted. To sort
the report by the Matter Codes field click on the arrows next to the Matter Codes
header.

Matter Code =

The report is sorted by Matter Codes from A-Z. The ascending sort order is
indicated by the up arrow adjacent to the field name.
Client ©

Click on the up arrow to change the sort direction. The report is sorted by Matter
Codes from Z-A. The descending sort order is indicated by the down arrow
adjacent to the field name.

Client &

To navigate through report pages

4 4 |l of 17 B M

Use paging controls in the upper left corner of the screen to navigate through
report pages. If you would like to go to a specific page, enter the page number into
the center text box and press the Enter key.
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To search for a specific value in the report

You can search for a specific value in the report.

For example to find matter codes with the phrase “Replay”, enter “Replay” into the
Find box and click on Find.

IRED|EI'5|’ Find | Next

“Replay” has been found and highlighted
1111 T1

Clicking on Next takes us to the next instance of “Replay” if there is any.

To print the report
Click on the printer icon = to print the report.

To email the report

Click on the envelope icon “ to email the report.
The Email Results screen comes up.

Email Results
** Separate multiple email addresses by semicolons ()

To:
|recipient@trisys.cum

Subject:
Irepnrt

[Messzge:

please see the attached

| Email J[ Cancel J

Enter the recipient's email address into the To field. If required, enter email
addresses into CC and BCC fields.
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When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

TRISYS INC.

Enter the email subject into the Subject field.
Enter the email text into the Message field.
Make sure the Report box on the bottom of the screen is checked.

Click on the Email button. The report has been emailed as an attachment in pdf
format
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SYSTEM

System

Global Status Report

The Status screen is the first screen of the System tab. It provides a user with the
Global Status report on TapitNOVA system. The report gives a user a summary of
all system information accumulated in one place. If needed, it can be printed or
emailed. This is especially useful when communicating with Tapit technical support.

To navigate through the Global Status report

A user can navigate through the report using paging controls located on the tool
bar above the report header.

I4 4 Il of 4 [ P

To find a specific value in the Global Status report

A user can search for a specific value in the report using search control located on
the tool bar above the report header.

For example, to find a company name “Trisys, Inc.” enter the name into the Find
box and click on Find.

ITrisvs, Inc. | Find | Next

“Trisys, Inc.” has been found on page six and it has been highlighted

sting tame N

AppCompany

A user can click on Next to find another instance of “Trisys, Inc.” in the report.

To print the Global Status report

The Global Status report can be printed by clicking on the printicon = located
on the tool bar above the report header.

Document #: TNCAM- 190218 Page | 121 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

To email the Global Status report

A user can email the Global Status report.

Click on the envelope icon ““ to email the report.
The Email Results screen comes up.

Email Results

** Saparate multiple email addresses by semicalons (;)
Tao:

|admin@trisys.cnm

e

Subject:

[Message:

Enter the recipient's email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.
Enter the email text into the Message field.

Click on the Email button. The status reports have been emailed as an attachment
in pdf format.
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Database Usage

Database Usage reports on the Used and Free database space and the statistics
of call volume over time.

Global Status
DATABASE USAGE

% Usage Total Call Growth

200000

150000 -

= § 100000 -
50000 —
..—'-'-""'_f_ﬂ_#
0
N Used 2 4 6 2 10 12
Free | 208 1 12008
Total Calls In DB Monthly Call Trends

174,251

Max. Calls In DB
8,000,000

Calls

2008 | 1 200m!

Advanced Filter

Advanced Filter indicates if the TapitNOVA Report Advanced Filter feature is
turned on or off. Advanced Filter is disabled by default.

Global status
ADVANCED_FILTER

Enabled Mo
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Email

The Email page displays all information entered in the System/Email screen. It
shows what SMTP Server is being used, email address, port etc. To change any
settings on this page, you need to edit them using System/Email screen (see page
127 for EMAIL section).

Global status

EMAIL
T
EnzbleSsl 1
FromEmailaddress murray.jim@grail.com
FramMame TapitMova
Host smitp.amail.com
Port 587
TapitAdminEmail jim.murray@yahoo.com
UseDefaultCredentils 0

Replay

The Replay page displays information pertaining to the Replay Voice Recording
add-on.

Global Status

REPLAY
IsInstalled Yasg
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Setup
The Setup page lists TapitNOVA system parameters.

Global status

SETUP
T
AppCompany Trisys, Inc.

AppDate qf22/2009

AppDir C:\TapitMova\ TpLoader,

ApplIniFile C:\TapitMova, TpLoader\tploader.ini
AppProduct Tapit Mova TpLoader

AppTitle TplLoader

AppVer 5.1.0.82

CompID VWPC-35ND-eL2U-YT2U

GlobalDir C:\TapitMova,
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Email

The Email Settings screen is used to enter email information for system
notifications.

¢ Host - enter the name of the SMTP Server.

e Port - enter the port you would like to use to send email from TapitNOVA.

e SSL - check this option if you would like to use SSL certificate.

e Use Default Credentials - check this option if you would like to use Default
Network Credentials. Otherwise, email will be sent anonymously.

e From Email Address - enter sender’s valid email address.

e From Email Name - enter the name to represent sender.

e Password - enter password for SMTP Server authentication (optional, only if
needed).

e Send Tapit Error Reports to - enter recipient’s valid email address.

To test email settings click on Send Test Email and verify that an email message has
been delivered to the recipient's email address.

Host:
|smtpsewername
Port:

-

" use SSL
™ use Default Credentials

From Ernail Address:

Ijims@trisys.t:nm
Frarm Ernail Marne:
[irn Srnith
Passweord:

To Emnall Address (Separate multiple addresses with ;1

|admin@trisys.cnm
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Destination Codes

A user can view, edit, add and delete records in the city and state destination table
via the Destination Code screen.

To search the Destination Code list

To find a specific destination code, enter the code into the Destination Codes
beginning with: search field and click on Go.

You can also use partial destination codes to display a list of codes beginning with
the same set of digits. To accomplish that, enter at least first three digits of the
destination code into the Destination Codes beginning with: search field and
click on Go.

For example to view all destination codes starting with “0112", you need to enter
“0112" into the search field and click on Go. The Destination Codes list displays
only destination codes starting with “0112".

Destination Codes beginning with: [0112 El
Dest Code City State Country

01120 EGYPT EGYPT

011212 MOROCCO-KI MOROCCO-KI

011213 ALGERIA ALGERIA

011216 TUMNISIA TUMNISIA

011218 LIBYAM ARA LIBYAMN ARA
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To add a new INTERNATIONAL destination code

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the System tab.

Click on the Destination Codes link. The Destination Codes screen is displayed.
The right pane of the screen displays Create a New Destination Code entry
screen.

AN =

Create a New Destination Code

Code Intl. Prefit  Country Code Arez Code
City State Country

[Save][ﬂanceI]

5. Code - this field is a combination of international code (“011") and country code.
For example: country code for Egypt is “20” thus the destination code for that
country would be “01120".

Intl. Prefix - enter the international code (“011").

Country Code - enter the country code (For example: “20" for Egypt).

Trunk - enter the international code (“011").

City - enter the description for the international destination code. This description
will identify the destination code on TapitNOVA reports (for example “Egypt”).

10. State - leave this field empty.

11. Country - copy the value you've entered into the City field (in our example -

i

llEgypt").
Code Intl. Preftix  Country Code Arez Code
[01120 [011 20 011
City State Country
[EGYPT | [EGYPT

12. Click on Save.

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
destination information.
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To add a new DOMESTIC destination code

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the System tab.

Click on the Destination Codes link. The Destination Codes screen is displayed.
The right pane of the screen displays Create a New Destination Code entry
screen.

AN =

Create a New Destination Code

Code Intl. Prefit  Country Code Arez Code
City State Country

[Save][ﬂanceI]

5. Code - this field is a combination of Trunk and exchange. For example: Trunk for
Summit, NJ is “908" and the exchange is “898", thus the destination code would be
“908898".

6. Intl. Prefix - leave this field empty.

7. Country Code -leave this field empty.

8. Trunk - enter the Trunk (in our example - “908").

9. City - enter city (in our example - “SUMMIT").

10. State - enter state (in our example - “NJ").

11. Country - enter “USA".

12. Following our example, we end up with the following entries:

Code Intl. Prefix Country Code &rez Code
|oossas | | 908

City State Country
ENI [y [usa

13. Click on Save.

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
destination information.
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To edit an existing INTERNATIONAL destination code

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the System tab.

Click on the Destination Codes link. The Destination Codes screen is displayed.
Find the destination code you want to edit. To locate a destination code, enter at
least first three digits of the desired code into the Destination Codes beginning
with: search field and click on Go.

Destination Codes beginning with: [01120 El
Dest Code City State Country
01120 EGYPT EGYPT

Click on the destination code you want to edit. The right pane of the screen
displays destination code information.

Modify or Delete a Destination Code

Code Intl. Prefix ~ Country Code Arez Code
{01120 [011 |20 011

City State Country
[EGYPT | [EGYPT

Code - this field is a combination of international code (“011"”) and country code.
For example: country code for Egypt is “20” thus the destination code would be
“01120". Edit this entry if either an international code or a country code has
changed.

Intl. Prefix - international code associated with the destination code (“011"). Edit
this entry if an international code has changed.

Country Code - the country code associated with the destination code (For
example: “20” for Egypt). Edit this entry if a country code has changed.

Trunk -the international code associated with the destination code (“011"). Edit
this entry if an international code has changed.

City - enter an identifier for the international destination code. This identifier will
be displayed on TapitNOVA reports (for example “Egypt”). Edit this entry if you
would like to create a new identifier for the destination code.

State - leave this field empty.

Country - the same value you've entered into the City field (in our example -
“Egypt”). Edit this entry if you have changed the value of the City field.

Click on Save.
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It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
destination information.

To edit an existing DOMESTIC destination code

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the System tab.

Click on the Destination Codes link. The Destination Codes screen is displayed.
Find the destination code you want to edit. To locate a destination code, enter at
least first three digits of the desired code into the Destination Codes beginning
with: search field and click on Go.

AN =

Destination Codes beginning with: |919464 E|
Dest Code City State Country
019464 SMITHFIELD MNC 5A

6. Click on the destination code you want to edit. The right pane of the screen
displays destination code information.

Modify or Delete a Destination Code

Code Intl. Prefix ~ Country Code Arez Code
[019464 | [ [a19
ity State Country
|SMITHFIELD Inc |usa

7. Code - this field is a combination of Trunk and exchange. For example: Trunk for
Summit, NJ is “908” and the exchange is “898", thus the destination code would be
“908898". Edit this entry if either a Trunk or an exchange has changed.

8. Intl. Prefix - leave this field empty.

9. Country Code -leave this field empty.

10. Trunk - the Trunk (in our example - “919"). Edit this entry if either an Trunk has
changed

11. City -city associated with the destination code (in our example - “SMITHFIELD").
Edit this entry if the city associated with the destination code has changed.

12. State - state associated with the destination code (in our example - “NC"). Edit this
entry if the state associated with the destination code and exchange has changed.

13. Country - this is a domestic destination code - leave this entry at “USA".

14. Click on Save.
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It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
destination information.

To delete an existing DOMESTIC destination code

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the System tab.

Click on the Destination Codes link. The Destination Codes screen is displayed.
Find the destination code you want to delete. To locate a destination code, enter
at least first three digits of the desired code into the Destination Codes
beginning with: search field and click on Go.

AN =

Destination Codes beginning with: |919464 E|
Dest Code City State Country
019464 SMITHFIELD MNC 5A

6. Click on the destination code you want to delete. The right pane of the screen
displays destination code information.

Modify or Delete a Destination Code

Code Intl. Prefix ~ Country Code Arez Code
[019464 | [ [a19
ity State Country
|SMITHFIELD Inc |usa

7. Click on the Delete button.
8. Click on OK to the confirmation message. The destination code is deleted.

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after adding, changing or deleting
destination information.

Document #: TNCAM- 190218 Page | 132 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

Call Editor

To add a new call record

1. Click on the New button - a new blank record appears.

2. Start entering the call record information. The Dir And Status field can have the
following values: O - outgoing calls Depending on the output of your phone
system the incoming call entries can be a variation of I, X, C, A where | stands for
incoming, X - transferred, C - continued, A-abandoned (i.e. IX, IXC, IA) N - internal
calls.

3. Click on Exit (changes are saved automatically).

To edit an existing call record

1. Click on the field where the information is to be edited and using the Delete or
the Backspace keys on your keyboard erase the existing information. Enter the
new data.

2. Click on Exit (changes are saved automatically).

To delete an existing call record

Click any place on the record to be deleted and click on the Delete button.
Click on Exit (changes are saved automatically).

A
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Locations

Locations screen is used to manage pricing, dialing patterns, trunks and trunk
groups as well as system parameters for each location. If you do not have Remote
Manger this screen displays only Main location. However, if you have purchased
TapitNOVA Remote Manager, and you have remote locations, this screen allows you
to switch locations and manage their settings individually.

Status
1. Log in to TapitNOVA.
2. Click on the System button located on the top of the screen.
3. Click on the Locations tab.
4. Click on the Status link. The Status screen is displayed.
5. The top of the screen provides location drop-down list and menu links. A user
selects a desired location from the list - by default Main location is selected.
6. The left pane of the screen displays selected location name, its telephone number
and status.
Location
Change Location Mame:
If'u'hain

Telephone Mumber:
|9733603600

Location 5tatus: Active

)

[ Location Settings J

7. The Location Settings button opens the Location Settings report. This report
lists all settings for a selected location. It can be printed or emailed.

8. The right pane of the Status screen displays information regarding call loading for
the selected location.
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Call Loader Status
Last Load Calls Status

10/2/2009 1:29:05 PM 0 File C:\TapitMova'\Locations\LO\Data'\tpoutwe.dat not found. Mo new
records to process.

Last 20 Calls for this Location

Date Time Extension Phone # Duration
01/18/09 16:459:09 112 78 00:00:07
01/15/09 16:47:00 200 12153581635 00:00:07
01/18/09 16:45:11 185 16266419155 00:01:28
01/15/09 16:41:02 1] 3016955500 00:00:53
01/18/09 16:40:28 112 4178614655 00:00:00
01/15/09 16:40:28 89497 4178614655 00:08:33
01/18/09 16:40:13 0 4178614655 00:08:46
01/15/09 16:37:56 185 16266419155 00:04:06
01/18/09 16:37:54 108 00:13:36
01/15/09 16:36:26 112 15027364228 00:02:16
4 4 |1_ B Il Page 1 of 2

Refresh |

Last Load - date and time of the most recent call load to TapitNOVA for the
selected location.

Calls - calls loaded during the last call load for the selected location.

Status - status of the last call load. If there was a problem with loading calls, the
description of the issue is displayed here.

Last 20 Calls for this Location - the list of the last 20 calls loaded to TapitNOVA
for the selected location.

To update call loading information, click on the Refresh button.

To navigate the Last 20 Calls for this Location list, use the paging controls on the
bottom of the list.

4 4 |1 | Page 1 of 2
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Location Settings Report

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Click on the Status link. The Status screen is displayed.

Select a location from the Select a location list.

Click on the Location Settings button. The Location Settings report is displayed.
The report gives a user a summary of all configuration settings for a selected
location.

oukwh=

To navigate through the Location Settings report
A user can navigate through the report using paging controls located on the tool
bar above the report header.

4 4 |l of 4 P

To find a specific value in the Location Settings report

A user can search for a specific value in the report using search control located on
the tool bar above the report header.

For example, to find a company name “SMDR.” enter the name into the Find box
and click on Find.

ISI"-'IDR Find | Next

“SMDR" has been found on page six and it has been highlighted.

AppMame SMORENERER

A user can click on Next to find another instance of “SMDR" in the report.

To print the Location Settings report

The Location Settings report can be printed by clicking on the printicon =
located on the tool bar above the report header.
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To email the Location Settings report
A user can email the Location Settings report.

Click on the envelope icon =~ to email the report.
The Email Results screen comes up.

Email Results
% Qeparate multiple email addresses by semicalons ()

To:
|admin@trisys.cnm
cc

Subject:

Messzge:

| Email ][ cancel |

Enter the recipient's email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.

Enter the email text into the Message field.

Click on the Email button. The status reports have been emailed as an attachment
in pdf format.
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To change location name and phone number

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Click on the Status link. The Status screen is displayed.

Select a location from the Select a location list.

The left pane of the screen displays selected location name, its telephone number
and status. Make appropriate changes.

oukwh-=

Location
Mame:

|['u'1;air1

Telephone Mumber:
|9733602300

Laocation Status: Active
=

7. Click on the Save button. Changes have been saved.
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Call Costing

The Call Costing Settings screen is used to specify pricing intervals and increments
for the selected location.

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Call Costing link. The Call Costing screen is displayed.

A wN =

Select a Location: WEL j Status | Call Costing | Activ

Call Costing Settings

First Interval: |3U sec. Mext Intenval: IEU sec.
First Increment: IE sec. Mext Increment: IE 5eC.

Would you like to price incomming calls? ™
Would you like to surcharge calls which cost $0.002

Per Call Per Min. Multiplier %
Default Surcharge |.5 |EI |EI
Zero Plus Pricing @0 o |

Account / Authorization Code Processing Options:
{¥ Client Account Code

{” User Authorization Code Only
" Seperate Account & Authorization Codes (when both are supplied by System)

Matter Code Length: IU

[E‘:,m.lue~

6. First Interval specifies the length of the first pricing interval in seconds. This
interval determines the first time the rates from Pricing table are applied to the
phone call.

7. By default this setting is 60 seconds - which means that if a rate for the call is
$1:00 in the Pricing table, $1.00 will be applied to the call after the first 60 seconds.

8. Next Interval specifies the length of every pricing interval after the first one in
seconds. This setting determines frequency the rates from Pricing table are
applied to the phone call after the first interval is over.
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9. By default this setting is 60 seconds - which means that if a rate for the call is
$1:00 in the Pricing table, $1.00 will be applied to the call every 60 seconds after
the first interval is over.

Note: By default both fields are set to 60 seconds and the calls are priced per
minute

10. First Increment specifies time increments in seconds within the first interval.
For example, the first minute in Pricing table is set to 10 cents, First Interval
equals 60 and First Increment equals 6.

If the call is shorter than 60 seconds, its cost is prorated according to the number
of 6 seconds increments in the duration of the call. Thus, if the call record is 6
seconds long, it is priced at 1 cent.

However, if both First Interval and First Increment are equal to 60 seconds, a
call record with the duration of 6 seconds costs 10 cents.

11. Next Increment specifies time increments in seconds within each interval after
the first interval (within Next Interval).

For example, the next minute in Pricing table is set to 10 cents, Next Interval
equals 60 and Next Increment equals 6. The cost of the call is prorated according
to the number of 6 seconds increments in the duration of the call after the first
interval.

Thus, if the call record is 1 minute and 6 seconds long and the first interval is 1
minute long and priced at 10 cents, the next 6 seconds are priced at 1 cent.
Therefore the total price for the call is 11 cents.

However, if both Next Interval and Next Increment equal 60 seconds, a call
record with the duration of 1 minute and 6 seconds costs 20 cents.

12. Would you like to price incoming calls? - Check this box if you would like to
price incoming calls according to the entries in the Pricing table.

Incoming calls will not be priced if this box is left un-checked.

13. Would you like to surcharge calls which cost $0.00?

Check this option if you would like to surcharge calls that cost $0.00.

14. Default Surcharge has three sub-fields:

Per Call, Per Minute, Multiplier - If there are surcharges specified on user level,
via Admin\Users screen, the Call Costing surcharges are ignored for any phone
calls belonging to users with surcharges.

Otherwise, Call Costing surcharges are applied on top of the call record pricing.
Per Call - enter dollar amount to apply per call surcharge. Numeric values from
0.00 to 100.00 are permitted.

Per Minute - enter dollar amount to apply per minute surcharge. Numeric values
from 0.00 to 100.00 are permitted.

Multiplier - enter percentage value to apply as a surcharge i.e. 10 equals 10%.

15. Zero Plus Pricing @ - this field holds prices and surcharges for operator assisted
calls.
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16. Account/Trunk Processing Options:
Most Phone Systems provide only one kind of numeric code that can be used as
account code or Trunk. The following settings determine if you would like to use
account code or Trunk in your organization.
Click on Client Account Code to associate provided code numbers with client
names (if your system supplies only account codes).
Click on User Trunk to associate provided code numbers with user names (if your
system supplies only Trunks).
When Client Account Code is selected the Matter Code Length field becomes
available (Matter Code is a part of the account code.).
Click on the Matter Code Length field to enter the number of digits used by the
matter codes (This number must be shorter than a length of the account code).
However, in some cases both Trunk and account code are provided.
In that case click on the Separate Account & Trunks to associate account code
with the client and Trunk with the user (if your system supplies both account and
Trunks).

17. Click on Save to save changes.

>
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Activity

The Activity Settings screen is used to specify what type of the phone activity to

store in the TapitNOVA.

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Activity link. The Activity Settings screen is displayed.

Activity Settings

Store call records with:

Call Direction:
¥ outgoing ™ Incoming # Internal

¥ Include Local Calls

Calls Longer Than: IUUIU1ZUE

Account [/ Authorization Code Processing Options:
" Separate Account & Authorization Codes (when both are present)
" User Authorization Code Only
* Client Account Code

Matter Code Length: |3

)

Store call records with Call Direction:

Outgoing - check this option to store outgoing calls. Leave it empty if you would
like to exclude outgoing call activity from storage.

Incoming - check this option to store incoming calls. Leave it empty if you would
like to exclude incoming call activity from storage.

Internal - - check this option to store internal calls. Leave it empty if you would
like to exclude internal call activity from storage.

Include Local Calls - check this option if you want to store local calls. This option
is checked by default.

Calls Longer Than - specify the minimum call length for calls you want to store in
the Tapit database. Calls with a shorter duration time will not be stored in Tapit
database. The default value is 00:00:00.
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9. Account / Trunk Processing Options - select one of the options to determine
whether how to process account / Trunks generated by the phone system.
Separate Account & Trunks - check this option if your phone system generates
separately account codes and Trunks.

User Trunk Only Codes - check this option if your phone system generates only
one code and you would like to process it as a Trunk associated with the user.
Client Account Code Only- check this option if your phone system generates
only one code and you would like to process it as an account code associated with
the client.

10. Exclude Activity For:

Exclude Activity for:

Extensions: Trunks:

Add | Add

100 - 01

101 1000

200 01

201

100 |

[ Delete Selected ] [ Delete Selected ]

If you do not want to store activity for a particular extension, enter it into the
Extensions field and click on Add. The extension is added to the list. Any calls for
this extension are not going to be stored in the Tapit database.

11. To remove an extension from the list, select it and click on Delete Selected. Once
an extension is removed from the list, calls associated with that extension are
going to be stored in Tapit database.

12. If you do not want to store activity for a particular trunk number, enter it into the
Trunks field and click on Add. The trunk number is added to the list. Any calls for
this trunk are not going to be stored in the Tapit database.

13. Toremove a trunk from the list, select it and click on Delete Selected. Once a
trunk is removed from the list, calls associated with that trunk are going to be
stored in Tapit database.

14. Click on Save to save changes.
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Dialing Patterns

The Dialing Patterns screen is used to separate the actual telephone number from
complex dialing digit sequences, so TapitNOVA can report on the telephone
numbers stripped from the extra digits.

Main j Status | Call Costing | Activity | Dialing Patterns | Pricing | Trunks |
Dialing Patterns

Available Patterns Create a new Dialing Pattern
101NN - Dialing Patterns allow you to either assign or ignore the cost of calls matching the pattern.

TITTTTT -1 Dialing Pattern: | Assign Cost 7: [T

To define a dialing pattern you may use the following charactars:
Pattern Usage
T represents one digit of the telephone number (0-9)

0-9, #, * indicates a one to one correspondence between the appropriate character
and the dialing string

N represents any one character of the digling string that is not a part of the
dialed number

X ignores all characters from this point on, can be used only once and after the
longest digling pattern

C account code that directly proceeds or follows the telephone number dialed
on the SMDR string

u authorization that directly proceeds or follows the telephone number dialed

on the SMDR string

@ | cancel |

lﬁ“ Down “ Save Order ]

To define a dialing pattern you may use the following characters:

e T-represents one digit of the telephone number (0-9)

e 0-9, #, *-indicates a one to one correspondence between the appropriate
character and the dialing string

e N -represents any one character of the dialing string that is not a part of the
dialed number

e X-ignores all characters from this point on, can be used only once and after the
longest dialing pattern

e C-indicates an area or account code that directly proceeds or follows the
telephone number dialed on the SMDR string.
When defining dialing patterns, remember that the dialing digit sequence
generated by your telephone system does not always match what you have dialed,
i.e. dialing 1-202-593-8200 may generate 494-1-202-593-8200 in the phone system.
Therefore, the correct pattern to handle the above dialing sequence would be
NNNTTTTTTTTTTT where NNN, is 494 that has been added to the number by the
telephone system. NNN tells TapitNOVA that the first 3 digits of the dialing
sequence are not a part of the actual phone number.
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The following examples may already contain patterns that you can use.
If not, they should at least help you to create correct patterns for your
environment:

E(I)AI\;EBII)NATION PATTERN
1-201-593-8200 TTTTTTTTTTT
593-8200 TTTTTTT
9-593-8200-123 OTTTTTTTNNN
1-593-8200 ITTTTTTT

;2338'1 -201-593- TONNNTTTTTTTTTTT
DODE123 TTTTTITTTX
4994-1201-593-8200 A4994TTTTTTTTTIT
1234-1201-593-8200 CCCCTTTTTTTITTIT
1202-593-82001234 TTTTTTTTTTCCCC

*In last two examples 1234 is an account code. This pattern can be used only if
account or Trunk is generated with EVERY telephone number.
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To add a new dialing pattern

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Dialing Patterns link. The Dialing Patterns screen is displayed.

The Create a New Dialing Pattern entry form is displayed on the right-hand side
of the screen.

6. Typein a new dialing pattern into the Dialing Pattern field.

A wWwN =

Dialing Pattern: [CCCCTTTTTTTTTTI Assign Cost 7: W

7. Click on the Assign Cost check box if you would like to price phone calls
associated with this dialing pattern.
8. Click on Save to save the new dialing pattern.

To edit an existing dialing pattern

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Dialing Patterns link. The Dialing Patterns screen is displayed
Click on the dialing pattern you want to edit on the Available Patterns list.

oA wWN =

Available Patterns Update Dialing Pattern

T0TMNNN -1 Dialing Patterns allow you to either assign or ignore the cost of calls matching the pattern.
-1

TTT -1 Dialing Pattern: ICCCC Assign Cost 7: ¥

7. The right hand side of the screen reflects selected dialing pattern information. In
our case the dialing pattern is CCCCTTTTTTTTTIT and it is priced.

8. If you would like to change dialing pattern enter a new one into the Dialing
Pattern field.

9. Check or uncheck the Assign Cost check box depending if you would like to price
calls associated with this dialing pattern or not.

10. Click on Save to save changes.

It is strongly recommended that you exit out of the Tapit program as well as
the SMDR Monitor and reboot the computer for the dialing pattern changes
to take effect. The changes will affect only the calls processed after PC has
been rebooted.
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Pricing
The Pricing screen is used to enter pricing information that is going to be applied to
the call records.

Common TapitNOVA Pricing Wildcards for Number Dialed Field

e L-Local Calls made to Area codes and exchanges marked as Local under System-
>Locations->Dest Code Pricing.

e LD - Domestic Long Distance. This covers all 10 and 11 digit dialed numbers not
marked as Local. Formerly QQQ which will work also.

e TF-Toll Free Area codes. Costing for toll free numbers people dial. Currently
covers 800, 888, 877, 866 and 855.

¢ INTL - International Calls. The default charge for any International (011) call.
Formerly 011 which will work also.

e Px - Pricing for calls with a specific number of digits x. For example, P4 will cost all
4 digit dialed numbers; P6, all 6 digit dialed numbers etc.

e Cx - Custom Rate. A custom rate for Area codes and exchanges you identify under
System->Locations->Dest Code Pricing. You can have up to 15 custom rates (C1
through C15).

e Area Code - This will cost all calls to a specific Area Code. For example, 973 will
cost all calls to the 973 area code (with or without the 1).

e Area Code + Exchange - This will cost all calls to that Area code and Exchange.
For example, 973360 will cost all calls that begin with 973-360 (with or without the
1).

e 011+ a Country Code - This will cost all calls to a specific country. For example,
01181 will cost all calls to Japan.

e IN - Costing Inbound calls. Please note the option to cost inbound calls under
System->Locations->Call Costing must be checked for this to work.

e IN +a Number - Pricing Inbound calls with a specific Caller ID number. This can
be done by area code (e.g. IN973), Area Code+Exchange (e.g. IN973360) or full
phone number (e.g. IN9733602300). Please note the option to cost inbound calls
under System->Locations->Call Costing must be checked for this to work.

¢ NNN - All calls not otherwise identified in the Pricing Table.

e DA411 - This will cost 411 Directory Assistance calls.

NOTE: The more specific price setting the higher priority it receives.

For example consider the following settings in the Pricing table:

919366 - is set to be priced at 5 cents per minute - all outgoing calls with Area
Code 919 and exchange 366 are going to be priced at 5 cents per minute.
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Pricing Table Example

The following examples show Number Dialed and Time/Rate the way they are
entered into the Pricing table. You may find them helpful when setting up your
own pricing.

*  Number Dialed: LD
Domestic long distance calls are priced 11 cents per first minute interval and 8

cents per each additional minute interval.
Start Time Rate / Minute Start Time Rate / Minute Start Tirme Rate / Minute

(HH:MM) First Mext [HH:MM) First Mext [HH:MM) First Mext
[oo:00-00  Jo11  Joos  foo:oo:00  foo0  Jooo  Joo:00:00  fo.oo  fo.00

*  Number Dialed: 01141 (011xXXxXX)
International calls with the 41 country code are priced 70 cents per first minute
and 65 cents per each additional minute starting 9:00 AM. The rates change at
5:00 PM (17:00:00) to 60 cents per first minute and 55 cents per each additional
minute. The last time interval starts at 11:00 PM (23:00:00). Then the rates are 50

cents per first minute and 45 cents per each additional minute
Start Time Rate [ Minute Start Time Rate [ Minute Start Time Rate [ Minute

[HH:MM} First MNext (HH:MM} First MNext (HH:MM} First MNext
[og:00:00  foro  foes  [17:00:00  foe0  f0.55  [23:00000  fos0  f04s

*  Number Dialed: 011
All other international calls are priced at 85 cents per each minute/interval

Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute
(HH:MM)  First  Next (HH:MM)  First  Next (HH:MM)  First  Next
[oo:00  Joss  Jo.oo [oo:00 Jooo  Jo.oo [oo:00 Jo.oo  Jo.oo

*  Number Dialed: L
All local calls are priced 10 cents per first minute/interval and 5 cents per each
additional minute/interval.

Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute
(HH:MM)  First  Next (HH:MM)  First  Next (HH:MM)  First Next
[oo-00 fo10  fo.0s joo:00  fooo  fo.00 [oo-00  fooo  fo.oo

A user has to identify Local destination codes so that price settings
associated with Local Calls are applied to the correct call records. The
System/Locations/Dest Code Pricing screen is used to mark a selection of
destination codes as Local (see page 164 for DEST CODE PRICING section).
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*  Number Dialed: 201593 (aaaxxx)
Calls made to the Area Code “201"” and the exchange “593" are priced at 25 cents
for the first minute/interval and 20 cents for each additional minute/interval
between 8:00 AM and 11:00 AM. Between 11:00 AM and 23:00 calls are priced at
20 cents for the first minute/interval and 15 cents for each additional
minute/interval. After 23:00 until 8:00 AM the rate is 11 cents for the first
minute/interval and 8 cents for each additional minute/interval.

Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute
(HH:MM)  First  HNext (HH:MM)  First  Next (HH:MM)  First  HNext
los:00 o2  fo.20 [11:00 Joz0  [015 [23:00 Jo11  fo.08

*  Number Dialed: 201 (aaa) all other calls made to the Area Code “201" are priced
at 30 cents for the first minute/interval and 25 cents for each additional
minute/interval between 8:00 AM and 11:00 AM. Between 11:00 AM and 23:00
calls are priced at 25 cents for the first minute/interval and 23 cents for each
additional minute/interval.

After 23:00 until 8:00 AM the rate is 15 cents for the first minute/interval and 10
cents for each additional minute/interval.

Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute
(HH:MM)  First  HNext (HH:MM)  First  HNext (HH:MM)  First  HNext
jos:00 f030 025 [11:00 Jo2s  o23 [23:00 fo15  fo10
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To activate incoming calls pricing

The pricing of incoming calls needs to be activated via the Call Costing screen.
Follow the instructions below to activate incoming calls pricing.

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Call Costing link. The Call Costing screen is displayed.

Check the Would you like to price incoming calls? box to price incoming calls.
Incoming calls will not be priced if this box is left un-checked.

7. Click on Save to save changes.

oA wWN =

To add a new price setting with different call rates for different times of the
day
Follow the instructions below if call rates are dependent on the time of the day.

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Pricing link. The Pricing screen is displayed. The Price settings list is
located on the left-hand side of the screen. It shows the Number Dialed codes.
The right hand side displays Create a new Price setting entry form. NOTE: when
populating Pricing table, please refer to the sections above, Guidelines for Number
Dialed Field and Pricing Table Example, on help with price settings.

6. Enter the new Number Dialed code into the Number Dialed field.
Mumber Dialed:

201

AN =

7. Enter the start time of the first daily interval in military time format into the first
Start Time field.

8. Enter the rate for the first minute and the next minute into the First and the Next
fields for this daily time interval.

9. Enter the start time of the second daily time interval into the second Start Time
field.

10. Enter rate for the first minute and the next minute into the First and the Next
fields for this daily time interval.

11. Depending on how many times call rate changes throughout a day, you can leave
the third time interval blank, or you can enter start time and rates into the third
daily time interval fields in the same fashion you have entered them into the
previous intervals.
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Example of a call rate changing three times throughout a day:

e  First time interval starting at 9:00:00 (9:00 AM) - calls are priced 70 cents per
first minute and 65 cents per each additional minute

e Second time interval starting at 17:00:00 (5:00 PM) - the rates change to 60
cents per first minute and 55 cents per each additional minute

e Third time interval starting at 23:00:00 (11:00 PM) - the rates change to 50
cents per first minute and 45 cents per each additional minute

Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute

(HH:MM}) First Mext [HH:MM) First Mext [HH:MmM} First Mext

[og-:00:00  fo70 fo.es  [17-00:00 o0  [0.55  [23:00:00  [0.50  0.45

12. Click on Save.

When pricing local calls:

A user has to identify Local destination codes so that price settings
associated with Local Calls are applied to the correct call records. The
System/Locations/Dest Code Pricing screen is used to mark a selection of
destination codes as Local (see page 164 for DEST CODE PRICING section).

An exchange must be prefixed by the local Area Code. l.e. 411 calls must be
entered with the local Area Code - i.e. “973411".
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To add a new price setting with the same call rate throughout the day

Follow the instructions below if a call rate is the same throughout the day.

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Pricing link. The Pricing screen is displayed.

The Price settings list is located on the left-hand side of the screen. It shows the
Number Dialed codes.

The right hand side displays Create a new Price setting entry form.

NOTE: when populating Pricing table, please refer to the sections above,
Guidelines for Number Dialed Field and Pricing Table Example, on help with price
settings.

6. Enter the new Number Dialed code into the Number Dialed field.
Mumber Dialed:

[201

AN =

7. Enter call rates into the First and the Next fields for the first time interval.
Leave all other fields empty. If a rate for the first minute is the same as a rate for
each additional minute, enter the same rate into the First and the Next fields.
Both fields have to be populated.

Example of pricing with one 24 hours long interval:
Calls are priced 11 cents per first minute interval and 8 cents per each additional

minute interval
Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute

[HH:MM) First Mext [HH:MM) First MNext [HH:MM) First Mext

[oo-00-00  Jo11  foos  oo-00:00  Jo.oo  fo.oo  oo-00:00  fo.0o0  [0.00

8. Click on Save.

When pricing local calls:

A user has to identify Local destination codes so that price settings
associated with Local Calls are applied to the correct call records. The
System/Locations/Dest Code Pricing screen is used to mark a selection of
destination codes as Local (see page 164 for DEST CODE PRICING section).

An exchange must be prefixed by the local Area Code. l.e. 411 calls must be
entered with the local Area Code - i.e. “973411".
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To add a new price setting with the flat rate per call

Follow the instructions below if a call rate is the same throughout the day.

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Pricing link. The Pricing screen is displayed.

The Price settings list is located on the left-hand side of the screen. It shows the
Number Dialed codes.

The right hand side displays Create a new Price setting entry form.

NOTE: when populating Pricing table, please refer to the sections above,
Guidelines for Number Dialed Field and Pricing Table Example, on help with price
settings.

6. Enter the new Number Dialed code into the Number Dialed field.
Mumber Dialed:

[201

AN =

7. Enter the flat rate value into the First field under the first Rate / Minute section.
Leave all other fields empty.
Call records for the specified number dialed are going to be priced at the flat rate
of the first minute interval regardless of the call duration or the
System/Locations/Call Costing price increment settings.

Example of the flat rate price setting - flat rate is 33 cents per call.

Note: the only populated field is the First field of the first Rate/Minute interval.
Start Time Rate [ Minute Start Time Rate [ Minute Start Time Rate / Minute

[HH:MM) First Mext (HH:zMM} First Mext [HH:MM) First Mext

[oo-00:00  [033  Joo0  foo-00-00  fo.00  f0.00  [00-00:00  [0.00  [0.00

8. Click on Save.

When pricing local calls:

A user has to identify Local destination codes so that price settings
associated with Local Calls are applied to the correct call records. The
System/Locations/Dest Code Pricing screen is used to mark a selection of
destination codes as Local (see page 164 for DEST CODE PRICING section).

An exchange must be prefixed by the local Area Code. l.e. 411 calls must be
entered with the local Area Code - i.e. “973411".
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To edit an existing price setting with different call rates for different times of
the day

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Pricing link.

The Pricing screen is displayed. The Price Settings list is located on the left-hand
side of the screen. It displays number dialed codes.

Price Settings

800
877

973411

NN

NNINE55

Qaa

AW N =

6. Click on a number dialed code associated with the price setting you would like to
edit. The Modify or Delete this Price Settings form reflects pricing information
for the selected code.

Modify or Delete this Price Setting

Humber Dialed:

L
Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute
[HH:MM) First Mext {HH:MM) First Mext [HH:MM) First MNext

foo:00:00  fooo  fooo  foo-oo:00  fooo oo foo:oo:00  Jo.oo  Jo.oo

[Save H Delete “Hew ][Cancel]

7. If needed, change the Number Dialed code.
Number Digled:

[201

8. Enter the start time of the first daily interval in military time format into the first
Start Time field.

9. Enter the rate for the first minute and the next minute into the First and the Next
fields for this daily time interval.

10. Enter the start time of the second daily time interval into the second Start Time
field.

11. Enter rate for the first minute and the next minute into the First and the Next
fields for this daily time interval.

Document #: TNCAM- 190218 Page | 154 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

12. Depending on how many times call rate changes throughout a day, you can leave
the third time interval blank, or you can enter start time and rates into the third
daily time interval fields in the same fashion you have entered them into the
previous intervals.

Example of a call rate changing three times throughout a day:

First time interval: starting at 09:00:00 (9:00 AM) - calls are priced 70 cents per first
minute and 65 cents per each additional minute

Second time interval: starting at 17:00:00 (5:00 PM) - the rates change to 60 cents
per first minute and 55 cents per each additional minute

Third time interval: starting at 23:00:00 (11:00 PM) - the rates change to 50 cents
per first minute and 45 cents per each additional minute

Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute

(HH:MM) First Mext {HH:MM) First Mext {HH:1MM) First Mext

[0s:00:00  fo7o  foe5  [17:00:00  Jo60  J0.55  [23:00:00  [0.50  [0.45

13. Click on Save.

When pricing local calls:

A user has to identify Local destination codes so that price settings
associated with Local Calls are applied to the correct call records. The
System/Locations/Dest Code Pricing screen is used to mark a selection of
destination codes as Local (see page 164 for DEST CODE PRICING section).

An exchange must be prefixed by the local Area Code. l.e. 411 calls must be
entered with the local Area Code - i.e. “973411".
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To edit an existing price setting with the same call rate throughout the day

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Pricing link. The Pricing screen is displayed.

The Price Settings list is located on the left-hand side of the screen. It displays
number dialed codes.

Price Settings

800

877
973411
M
NNIN555
Qaa

Click on a number dialed code associated with the price setting you would like to
edit. The Modify or Delete this Price Settings form reflects pricing information
for the selected code.

Modify or Delete this Price Setting

Mumber Dialed:

L
Start Time Rate / Minute Start Time Rate / Minute Start Time Rate | Minute
[HH:MM) First Mext [HH:MM) First Mext [HH:MM) First [Next

fo0:00:00  fooo  fo.oo  foo:oo0-00  fo.oo  fo.oo  foo:00:00  Jo.oo 0.0

[Save “ Delete “ New ][Cancel]

If needed, change the Number Dialed code.
HNumber Digled:

[201

Enter call rates into the First and the Next fields for the first time interval. Leave
all other fields empty. If a rate for the first minute is the same as a rate for each
additional minute, enter the same rate into the First and the Next fields. Both
fields have to be populated.
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Example of pricing with one 24 hours long interval:

Calls are priced 11 cents per first minute interval and 8 cents per each additional
minute interval

Start Time Rate / Minute Start Time Rate / Minute Start Time Rate / Minute

[HH:MM} First Mext [HH:MM} First Mext [HH:MM} First Mext

[oo-00-00  Jo11  Joos  Joo:o000  fooo  fooo  foo-00-00  foo0  o.00

9. C(Click on Save.

When pricing local calls:

A user has to identify Local destination codes so that price settings
associated with Local Calls are applied to the correct call records. The
System/Locations/Dest Code Pricing screen is used to mark a selection of
destination codes as Local (see page 164 for DEST CODE PRICING section).

An exchange must be prefixed by the local Area Code. l.e. 411 calls must be
entered with the local Area Code - i.e. “973411".

To edit an existing price setting with the flat rate per call

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Pricing link. The Pricing screen is displayed.

The Price Settings list is located on the left-hand side of the screen. It displays
number dialed codes.

Price Settings

800
877

973411

NN

NNINE55

Qaa

AW N =

6. Click on a number dialed code associated with the price setting you would like to
edit. The Modify or Delete this Price Settings form reflects pricing information
for the selected code.
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Modify or Delete this Price Setting

Mumber Dialed:

L
Start Time Rate / Minute Start Time Rate / Minute Start Time Rate | Minute
[HH:MM) First Mext [HH:MM] First Mext [HH:MM] First Mext

[oo-00-00  Jooo  fooo  foo00:00  Jooo  fo.oo  foo-oo-00 oo fo.00

[Save ” Delete “ New ][Cancel J

7. If needed, change the Number Dialed code.
Mumber Digled:

201

8. Enter the flat rate value into the First field under the first Rate / Minute section.
Leave all other fields empty.
Call records for the specified number dialed are going to be priced at the flat rate
of the first minute interval regardless of the call duration or the
System/Locations/Call Costing price increment settings.

Example of the flat rate price setting - flat rate is 33 cents per call.

Note: the only populated field is the First field of the first Rate/Minute interval.
Start Time Rate / Minute Start Time Rate [ Minute Start Time Rate / Minute

(HH:MM] First Mext (HH:MM]} First Mext (HH:MM} First Mext

[oo-00:00 033 Jooo  foo-00-00  fo.00  f0.00  [00-00:00  [0.00  [0.00

9. Click on Save.

When pricing local calls:

A user has to identify Local destination codes so that price settings
associated with Local Calls are applied to the correct call records. The
System/Locations/Dest Code Pricing screen is used to mark a selection of
destination codes as Local (see page 164 for DEST CODE PRICING section).

An exchange must be prefixed by the local Area Code. l.e. 411 calls must be
entered with the local Area Code - i.e. “973411".
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To delete an existing price setting

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Pricing link. The Pricing screen is displayed.

The Price Settings list is located on the left-hand side of the screen. It displays
number dialed codes.

Price Settings

800

877
973411
M
NNIN555
Qaa

A wN =

6. Click on a number dialed code associated with the price setting you would like to
edit. The Modify or Delete this Price Settings form reflects pricing information
for the selected code.

/ Modify or Delete this Price Setting

MNurmber Dialed:

L
Start Time Rate | Minute Start Time Rate / Minute Start Time Rate / Minute
(HH:MM) First Mext [HH:MM} First Mext [HH:MM) First Mext

[00-00-00  Jo.oo  fo.oo  foo-00:00  o.oo  Jo.oo  foo:00:00  [o.00  [0.00

[Save Jl Delete “ New ][Cancel]

Click on the Delete button.

7. Click OK to the confirmation message. The pricing record has been deleted.
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Dest Code Pricing

A user has to identify Local destination codes so that price settings associated with
Local Calls are applied to the correct call records. The Dest Code Pricing screen is
used to mark a selection of destination codes as Local.

To mark destination codes as Local

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list. The destination code list is
displayed.

5. Filter the destination code list to display only destination codes you would like to
mark as Local.

PN =

To find a specific destination code, enter the code into the Destination Codes
beginning with: search field and click on Go.

You can also use partial destination codes to display a list of codes beginning with
the same set of digits. To accomplish that, enter at least first three digits of the
destination code into the Destination Codes beginning with: search field and
click on Go.

For example to view all destination codes starting with “973", you need to enter
“973" into the search field and click on Go. The Destination Codes list displays
only destination codes starting with “973".

Destination Codes beginning with: 973

6. To select all displayed destination codes click on the check box next to the Dest
Code list header.

Dest Code City State  Country Plan

To select a group or an individual destination code, check boxes next to
destination codes.
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Destination Codes beginning with: |9?3 El

" Dest Code City State  Country Plan
W a73 AREA CODE M3 UsSA
¥ 973200 LITTLE FAL M USA
W o973201 WHIPPANY M USA
W 973202 NEWARK M USA
W 973203 MORRISTOWN M USA
973204 NEWARK M USA
T 973205 NEWARK M USA
973206 MORRISTOWN M USA

Wait until the Destination Codes selected label on the right hand-side panel
reflects the number of selected destination codes.
It may take some time.

5 Destination Codes selected
Select L-Local from the Select a Pricing Plan list on the right-hand side.

Apply a Pricing Plan to the selected code(s)

5 Destination Codes selected

Select a Pricing Plan
|L - Local j

[ Apply ] [ Reset Codes ]

Click on Apply.

10. Wait until the screen refreshes. The destination code list reflects changes. There is

a pricing plan indicator L next to each of the selected destination code. These
destination codes are going to be priced according to the local price settings
defined in the Pricing table (System/Location/Pricing). See page 148 for PRICING
section. Local price settings must exist in the Pricing table in order to price Local
calls.
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TRISYS INC. " Dest Code City State  Country Plan
- g7 AREA CODE N3 Usa L
I~ 973200 LITTLE FAL N3 UsA L
I~ g73201 HIPPANY N3 UsA L
I~ g73202 NEWARK N3 UsA L
- 973203 MORRISTOWN N3 UsA L
I~ 973204 NEWARK N3 USA
I~ 973205 NEWARK N3 USA
I~ 973206 MORRISTOWN N3 USA

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after changing pricing plan
information for destination codes.

Document #: TNCAM- 190218 Page | 162 Updated on 02/18/2019



AN =

TapitNOVA Call Accounting Manual

To clear destination codes pricing plan

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list. The destination code list is
displayed.

Filter the destination code list to display only destination codes you would like
reset. Resetting will erase Local pricing plan assignment.

To find a specific destination code, enter the code into the Destination Codes
beginning with: search field and click on Go.

You can also use partial destination codes to display a list of codes beginning with
the same set of digits. To accomplish that, enter at least first three digits of the
destination code into the Destination Codes beginning with: search field and
click on Go.

For example to view all destination codes starting with “973", you need to enter
“973" into the search field and click on Go. The Destination Codes list displays
only destination codes starting with “973".

Destination Codes beginning with: 973

To select all displayed destination codes click on the check box next to the Dest
Code list header.

Dest Code City State  Country Plan

To select a group or an individual destination code, check boxes next to
destination codes.

Destination Codes beginning with: |9?3 El

[T  Dest Code City State  Country Plan
W a3 AREA CODE NJ UsSA L

I 973200 LITTLE FAL N] USA L

W 973201 WHIPPANY ] UsA L

I 973202 NEWARK N UsA L

I 973203 MORRISTOWN NJ UsA L

r 973204 NEWARK N] USA

T 973205 NEWARK ] UsA
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7.  Wait until the Destination Codes selected label on the right hand-side panel

reflects the number of selected destination codes.
It may take some time.

5 Destination Codes selected
8. Select L-Local from the Select a Pricing Plan list on the right-hand side.

Apply a Pricing Plan to the selected code(s)

5 Destination Codes selected

Select a Pricing Plan

|Se|ect Plan j

[ Apply J [ Reset Codes ]

/ 9. Click on the Reset Codes button.

10. Click OK to the confirmation message. Local pricing plan has been erased for the
selected destination codes.

Destination Codes beginning with: [¢73 Go|

[T  Dest Code City State  Country Plan
r a3 AREA CODE M3 Usa
973200 LITTLE FAL M3 USA
973201 WHIPPANY M USA
973202 NEWARK M USA
973203 MORRISTOWN M USA
973204 NEWARK M USA

It is a good practice to run Reindex Database (Main
Menu/Maintenance/Reindex Database) after changing pricing plan
information for destination codes.
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Trunks

To add a new trunk

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Trunks link. The Create a new Trunk screen is displayed.
Enter trunk number into the Trunk field.

Create a new Trunk

Trunk:
[11120

Save ] [Cancel ]

Click on Save.
The Active Trunks list reflects newly added trunk.
Active Trunks

1

10
b
11120

To edit an existing trunk

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Trunks link. The Create a new Trunk screen is displayed.
Select a trunk you would like to edit from the Active Trunks list.
Active Trunks

1
10
11

Edit trunk number in the Trunk field.

Modify or Delete this Trunk

Trunk:
{11020

ISave Jg[[}elete][ﬂew][(:anoel]
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8. Click on Save.
The Active Trunks list reflects revised trunk.

To delete an existing trunk

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Trunks link. The Create a new Trunk screen is displayed.

Select a trunk you would like to delete from the Active Trunks list.
Active Trunks

1
10
11

oA wWN =

7. Click on Delete.
8. Click on OK to the confirmation message. The trunk has been deleted.
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Trunk Groups

The Trunk Group reports produce no data unless trunk groups are set up.

To add a new trunk group

1. Log in to TapitNOVA.

2. Click on the System button located on the top of the screen.

3. Click on the Locations tab.

4. Select alocation from the Select a location list.

5. Click on the Trunk Groups link. The Create a new Trunk Group screen is
displayed.

6. Enter trunk group number into the Trunk Group field.

Trunk Group:
|TRGrnup3

7. Select a trunk or a group of trunks from the Available Trunks list.
To select consecutive list entries, click the first item, press and hold down SHIFT,
and then click the last item.
To select list entries that are not consecutive, press and hold down CTRL, and then
click each item.
Availzble Trunks

8. Assign trunks to the new trunk group by moving them from the Available Trunks
list to the Selected Trunks list.
Use one of the arrow controls to move trunks between the lists.

=

>> moves all contents of the Available Trunks list to the Selected Trunks list.

> moves selected trunks from the Available Trunks list to the Selected Trunks list.
< removes selected trunks from the Selected Trunks list and moves them to the
Available Trunks list.

<< removes all contents of the Selected Trunks list and moves them to the
Available Trunks list.
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In our example we used > button to move the selection of trunks to the Selected

Trunks list.

Trunk Group:

|TRGrnup3

Available Trunks Selected Trunks
) - 10
7 == 1112
] - |14
1 —15
aa0 =

ae1

<

832 = —

9. Verify the Selected Trunks list contains all trunks you would like to assign to the
new group and click on Save.

10. The new trunk group has been added to the Available Trunk Groups list.
Available Trunk Groups

TRGroup1
TRGroup?
[

> To edit an existing trunk group

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Trunk Groups link.

Select trunk group you would like to edit from the Available Trunk Groups list. The
right pane of the screen displays Trunk Group information.

Available Trunk Groups

TRGroup1
TRGroup?
[

7. If needed, edit the trunk group number in the Trunk Group field.
Trunk Group:

|TRGrnup3

oukwnNn-=

8. Trunks listed on the Selected Trunks list are assigned to the selected trunk group.
You can change trunk assignment for this trunk group by removing trunks from
the Selected Trunks list or adding trunks from the Available Trunks list.
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9. To assign more trunks to the trunk group select trunks from the Available Trunks
list.
To select consecutive list entries, click the first item, press and hold down SHIFT,
and then click the last item.

To select list entries that are not consecutive, press and hold down CTRL, and then

click each item.
Available Trunks

Use one of the arrow controls to move trunks to the Selected Trunks list.

>> moves all contents of the Available Trunks list to the Selected Trunks list.
> moves selected trunks from the Available Trunks list to the Selected Trunks
list.

In our example we used > button to move the selection of trunks to the Selected

Trunks list.
Available Trunks Selected Trunks
A - 10
T == 1112
a - |4
1 —15
8a2 = ||580
883 881
=
a84 j —_

10. To remove trunks from the trunk group select trunks from the Selected Trunks
list.
To select consecutive list entries, click the first item, press and hold down SHIFT,
and then click the last item.

To select list entries that are not consecutive, press and hold down CTRL, and then
click each item.
Selected Trunks
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Use one of the arrow controls to remove the selection from the Selected Trunks
list.

< removes selected trunks from the Selected Trunks list and moves them to the
Available Trunks list.

<< removes all contents of the Selected Trunks list and moves them to the
Available Trunks list.

In our example we used < button to remove the selection of trunks from the
Selected Trunks list.

Available Trunks Selected Trunks
a2 - 4

883 == 115

884 - {880

885 —1|381

11123 =

10 <=

12 - —

11. Verify the Selected Trunks list contains all trunks you would like to assign to the
trunk group and click on Save. Changes have been saved.

To delete an existing trunk group

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Locations tab.

Select a location from the Select a location list.

Click on the Trunk Groups link.

Select trunk group you would like to edit from the Available Trunk Groups list.
The right pane of the screen displays Trunk Group information.

ouhkwnNn-=

Available Trunk Groups

TRGroup
TRGroup?

7. Click on Delete.
8. Click on OK to the confirmation message. The trunk group has been deleted and
all assigned to it trunks have been released.
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Tasks

Report Scheduling

Report task generates selected reports automatically and emails them to the
desired recipients.

To create a new Report task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Expand the Create a new Task list and select the Run a Report task.

AWwN =

Scheduled Tasks | Running Tasks | Task Log

5. The Schedule a Report screen comes up.

Schedule a Report

When do you want this task to run?

" Run Once

" Daily

* Daily (Monday - Friday)
" Weekly

" Interval

" Monthly

Start Time:

IUB:SU
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6. Select an appropriate option under When do you want this task to run?
You have a choice of the following:

Run Once
A report will run only once at a specified time. For example, the screen below
shows a report set up to run once at 5:00 PM.

* Run Once

" Daily

" paily (Monday - Friday)

i Weekly

" Interval

" Monthly

Start Time:

|1T:EIEI

Daily
A report will run every day at a specified time.
For example, the screen below shows a report set up to run every day at 8:30 AM.
" Run Once
@ Daily
" Daily (Monday - Friday)
" Weekly
" Interval
" Monthly

Start Time:

IB:BU

Daily (M - F)
A report will run every day, Monday through Friday, at a specified time.
For example, the screen below shows a report set up to run every day, Monday
through Friday, at 8:30 AM.
" Run Dnce
" Daily
* Daily (M - F)
" weekly
" Interval
" Monthly

Start Time:

IB:SD
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Weekly

A report will run every week, on a specified day of the week, at a specified time.
For example, the screen below shows a report set up to run every week, on Friday,
at 8:30 AM.

" Run Once

i Daily

" Daily (Monday - Friday)
* Weekly

" Interval

" Monthly

Start Time:

IB:SU

Run only on the selected day of the week
" sunday { Monday { Tuesday  Wednesday
" Thursday @ Friday  Saturday

Interval
The report will run at a specified time interval For example, the screen below
shows a report set up to run every four hours.

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

* Interval

" Monthly

Run ewvery:

|4 Hours 'I

Monthly

The report will run monthly, on a specified day of the month, at a specified time.
For example, the screen below shows a report set up to run monthly, on every
10th of the month starting 12/10/2009, at 4:30 PM. If the report is scheduled to
run on 31st day of the month, in case a month does not have 31 days, it will run
on the last day of the month.
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When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

" Interval

&+ Monthly

Start Date:

|12.f1[]f2[][]9 iz

Start Time:

|1E:3[]

Click on Next. The Select the report you wish to run is displayed.

Click on the down-arrow of the Report Groups field to expand the list of the
available report groups.

Click on the desired report group to select it.

Report Groups

|Exten5i|:|n j

Click on the down-arrow of the Reports field to pull down the list of available
reports for the selected report group.

Click on the desired report name.
Repaorts

|Exter15i|:|n - Expanded Detail by Date j

Click on the down-arrow of the Call Filters field and select a predefined filter to be
applied to the selected report.

If there are no predefined filters, or if none of the existing filters reflects required
search criteria, go to Reports and create one (see page 70 to create a predefined

filter).
Call Fitcers

|T|:|da'_.,.fs Calls for ext 114 =l

Check the Display filter on report box, if you would like to see filter criteria detail
on the scheduled report.

¥ Display filter on report

If you would like to substitute the report name with a custom title, type a new title

in the Report Title Override field.
Report Title Override

|Extensi|:|n Detail for Today for ext 114
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13. Click on Next. Email Results screen appears.

Email Results

** Separate multiple emzil addresses by semicalons ;)
To:

|recipient@trisys.cum

Ce:
|cc_recipient@trisys_cnm
BCC:
|bc|:_recipient@trisys.cnm
Subject:

|Ext 114 Daily Report
[Meszsage:

Flease =see the attached report for [=
today's calls for ext 114.

14. Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

15. Enter the email subject into the Subject field.

16. Enter the email text into the Message field.

17. Click on Finish.

18. The newly created Report task is listed on the Currently Scheduled Tasks screen.

| Task User Frequency Next Run Time Task Name (Filter Name)

Daity (Monday
- Friday)

REPORT aagnes 12/10/0% 16:30:00 Extension - Expanded Detail by Date { Todays Calls for ext 114)

To edit an existing Report task

1. Log in to TapitNOVA.
2. Click on the System button located on the top of the screen.
3. Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
4. Click on the task you would like to edit.
Currently Scheduled Tasks
Task User Frequency Next Run Time Task Name (Filter Nama)
REPORT ik Daity 12/06/09 20:22:00 Extension - Summary ( MS 12092008)
BACKUP jim Daily 12/07/08 15:11:35
RECOST agnes Daity 12/07/09 15:24:00
REPORT jim Daily 12/07/09 16:38:00 BExtension - Summary ( AAAA Replay Filter)
REPORT agnes ?i:;;:;mday 12/10/09 16:30:00  Extension - Expanded Detal by Date ( Todays Calk for ext 114)

Document #: TNCAM- 190218 Page | 175 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

5. The Schedule a Report screen comes up.
Schedule a Report

When do you want this task to run?

" Run Once

" Daily

¥ paily (Monday - Friday)
" Weekly

" Interval

" Monthly

Start Time:

IUB:HU

6. To edit this setting, select an option under When do you want this task to run?
You have a choice of the following:

Run Once
A report will run only once at a specified time.
For example, the screen below shows a report set up to run once at 5:00 PM.
* Run Once
" Daily
" Daily (Monday - Friday)
i Weekly
" Interval
" Monthly

Start Time:

|1T:EIEI

Daily
A report will run every day at a specified time.
For example, the screen below shows a report set up to run every day at 8:30 AM.
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" Run Once

* Daily

" Daily (Monday - Friday)
" Weekly

" Interval

" Monthly

Start Time:

IE:SU

Daily (M - F)
A report will run every day, Monday through Friday, at a specified time.
For example, the screen below shows a report set up to run every day, Monday
through Friday, at 8:30 AM.
" Run Dnce
" Daily
& Daily (M- F)
" wWeekly
" Interval
" Monthly

Start Time:

IB:SD

Weekly A report will run every week, on a specified day of the week, at a specified
time. For example, the screen below shows a report set up to run every week, on
Friday, at 8:30 AM.

" Run Once

i Daily

" Daily (Monday - Friday)

* Weekly

" Interval

" Monthly

Start Time:

IB:SU

Run only on the selected day of the week
" sunday { Monday { Tuesday  Wednesday
" Thursday @ Friday  Saturday
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Interval
The report will run at a specified time interval
For example, the screen below shows a report set up to run every four hours.

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

* Interval

" Monthly

Run ewvery:

|4 Hours 'I

Monthly

The report will run monthly, on a specified day of the month, at a specified time.
For example, the screen below shows a report set up to run monthly, on every
10th of the month starting 12/10/2009, at 4:30 PM. If the report is scheduled to
run on 31st day of the month, in case a month does not have 31 days, it will run
on the last day of the month.

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

" Interval

% Monthly

Start Date:

|12.r1n.rzuna iz

Start Time:

|1E:3EI

7. Click on Next. The Select the report you wish to run is displayed.
8. Click on the down-arrow of the Report Groups field. The list of available report
groups appears.
Click on the desired report group name to select it.
Report Groups
|Extensi|:|n j
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9. Click on the down-arrow of the Reports field to pull down the list of available

reports for the selected report group. Click on the desired report name.
Reports

|Extensi|:|n - Expanded Detail by Date j

10. Click on the down-arrow of the Call Filters field and select a predefined filter to be
applied to the selected report.
If there are no predefined filters, or if none of the existing filters reflects required
search criteria, go to Reports and create one (see page 70 to create a predefined

filter).
Call Fitcers

|T|:|da'_.,.fs Calls for ext 114 =l

11. Check the Display filter on report box, if you would like to see filter criteria detail
on the scheduled report.

¥ Display filter on report

12. If you would like to substitute the report name with a custom title, type a new title

into the Report Title Override field.
Report Title Override

|Extensi|:|n Detail for Today for ext 114

13. Click on Next. Email Results screen appears.

Email Results

** Separate multiple email addresses by semicolons (;)
Tao:

|recipient@tri5ys.cnm

ce:
|cc_recipient@trisys_cnm
BCC:
|bc|:_recipient@trisys.cnm
Subject:

|Ext 114 Daily Report
[Message:

Please =ee the attached report for =
today's calls for ext 114.
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14. Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

15. Enter the email subject into the Subject field.

16. Enter the email text into the Message field.

17. Click on Finish.

18. The Currently Scheduled Tasks screen reflects changes made to the report task.

| Task User Frequency | Next Run Time Task Name (Filter Name)

Daily (Monday

REPORT
agnes - Friday)

12/10/09 16:30:00 Extension - Expanded Detzil by Date { Todays Calls for ext 114)

To delete an existing Report task

1. Log in to TapitNOVA.
2. Click on the System button located on the top of the screen.
3. Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
4. Click on the task you would like to delete.
Currently Scheduled Tasks
Task Usar Frequency Next Run Time Task Name (Filter Name)
REPORT mike Daily 12/06/0% 20:22:00 Extension - Summary { MS 12052008)
BACKUP jim Daily 12/07/08 15:11:35
RECOST agnes Daity 12/07/09 15:24:00
REPORT jim Daily 12/07/09 16:38:00 Extension - Summary ( AAAA Replay Filter)
REPORT agnes F’im;:gondav 12/10/0% 16:30:00  Extension - Expanded Detail by Date [ Todays Calls for ext 114)

5. The Schedule a Report screen comes up.

When do you want this task to run?

" Run Once

" Daily

* Daily (Monday - Friday)
" Weekly

" Interval

" Monthly

Start Time:

IE:SEI

| Next H Cancel ] [ Delete ]

6. Click on Delete. The task has been deleted.
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Scheduling Call Loading

To create a new Call Load task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Expand the Create a new Task list and select the Load Calls task.

AN =

Load Calls Scheduled Tasks | Running Tasks | Task Log

5. The Schedule Call Loading screen comes up.

Schedule Call Loading
When do you want this task to run?

¥ Interval

RLIn every:

|3EI Sec. 'I

[ Mext ] [ Cancel ]

6. The only option under When do you want this task to run? is Interval.
The report will run at a specified time interval.
For example, the screen above shows that call loading is set up to run every 30
seconds.

7. Click on Next. The location selection screen is displayed.

8. Select the location for which you would like to load calls.

Load calls into location:

|Pu'1;ain j
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9. Click on Next. Email Results screen appears.

Email Results
** Caparate multiple emzil addresses by semicalons (2]

To:

|recipient@tri5ys.cnm

cC

|cc_recipient@trisys_cnm

BCC:

|bcn:_ren:ipient@trisys.cnm

Subject:

|Ca|l5 were loaded in Tapithova

[Message:

Call Load Task =

10. Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

11. Enter the email subject into the Subject field.

12. Enter the email text into the Message field.

13. Click on Finish.

14. The newly created LOAD task is listed on the Currently Scheduled Tasks screen.

Task User Frequency Hext Run Time

LOAD agnes Interval 12/10/09 16:25:05
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To edit an existing Call Load task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Click on the task you would like to edit.

Currently Scheduled Tasks

Task User Frequency Hext Run Time
REPORT mike Dby 12/06/09 20:22:00 E
BACKUP jim Daily 12/07/0% 15:11:35
RECOST agnes Diaily 12/07/09 15:24:00
REPOQORT jim Dby 12/07/09 16:38:00 E
LOAD agnes Interval 12/10/09 16:25:05
REPORT agnes F’Ei:;:r;”d“ 12/10/09 16:30:00 E
LOAD agnes Weekly 12/18/09 14:21:51

The Schedule Call Loading screen comes up.

Schedule Call Loading
When do you want this task to run?

* Interval

FLin every:

|3EI SR, vI

[ Mext ] [ Cancel ]

The only option under When do you want this task to run? is Interval. The
report will run at a specified time interval For example, the screen above shows
call loading set up to run every 30 seconds. Change the time interval as needed.
Click on Next. The location selection screen is displayed.

If needed, select a different location. Calls will be loaded for the selected location.

Load calls into location:

|Pu'1;ain j
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Click on Next. Email Results screen appears.

Email Results
** Caparate multiple emzil addresses by semicalons (2]

To:

|recipient@tri5ys.cnm

cC

|cc_recipient@trisys_cnm

BCC:

|bcn:_ren:ipient@trisys.cnm

Subject:

|Ca|l5 were loaded in Tapithova

[Message:

Call Load Task =

Make desired changes to this screen.

Enter the recipient's email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.

Enter the email text into the Message field.

Click on Finish.

The Currently Scheduled Tasks screen displays revised LOAD task.

Task User Frequency Hext Run Time

LoAaD agnes Interval 12/10/09 16:25:05
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Click on the System button located on the top of the screen.
Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Click on the task you would like to edit.

Task User Frequency Hext Run Time
REPORT mike Dby 12/06/09 20:22:00 E
BACKUP jim Daily 12/07/0% 15:11:35
RECOST agnes Diaily 12/07/09 15:24:00
REPOQORT jim Dby 12/07/09 16:38:00 E
LOAD agnes Interval 12/10/09 16:25:05
REPORT agnes F’Ei:;::‘;”d“ 12/10/09 16:30:00 E
LOAD agnes Jeekly 12/18/09 14:21:51

5. Scheduled a report screen comes up.

Schedule Call Loading

When do you want this task to run?

* Interval

RLn every;

|5 Mlin. 'I

Next | (Gancel | Delte )

6. Click on Delete
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Reindex Database

To create a new Reindex Database task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Expand the Create a new Task list and select the Reindex Database task.

Reindex Database Scheduled Tasks | Running Tasks | Task Log

The Schedule a Database Reindex screen comes up.

Schedule a Database Reindex
When do you want this task to run?

¥ Run DOnce

Start Time:

|1.'-":EIEI

I Next ]l Cancel ]

The only option under When do you want this task to run? is Run Once.

A report will run only once at a specified time.

For example, the screen above shows Reindex set up to run once at 5:00 PM.
Click on Next. The location selection screen is displayed.

Select a location to reindex.

Schedule a Database Reindex
Reindex calls into location:

|f'u'1:air1 j

Select Reindex Type
{* Simple (Reindexes changes made to Client, User, or Department tables only)

" Complete (Reindexes all changes)

[ Previous ] [ Next ] [ Cancel ]

Select one of the options under the Select Reindex Type.

Simple - reindexes changes made to Client, User, or Department tables only.
Complete - reindexes all changes made to the Tapit database.

Click on Next. The filter screen shows up. Set up filter criteria to select call data to
reindex. See page 43, section, for instructions on using filter screen.
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11. Click on Next. Email Results screen appears. Enter

Schedule a Database Reindex
Email Results

** Separate multiple email addresses by semicolons ;)
Ton

|recipient@trisys.cnm

CC

BCC:

Subiject:
|Ca|ls were re-indexed in TapitMova

Message:

Database BReindex Task =

[ Previous [ Finish ] [ Cancel

12. Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

13. Enter the email subject into the Subject field.

14. Enter the email text into the Message field.

15. Click on Finish.

16. The newly created Reindex task is listed on the Currently Scheduled Tasks
screen.

Task User Frequency Hext Run Time
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To edit an existing Database Reindex task

1. Log in to TapitNOVA.
2. Click on the System button located on the top of the screen.
3. Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
4. Click on the task you would like to edit.
The Schedule a Database Reindex screen comes up.
If needed, change the time of reindex.
5. Click on Next. The location selection screen is displayed.

6. If needed, select a different location to reindex.

Schedule a Database Reindex

Reindex calls into location:

|Pu'1;ain j

Select Reindex Type
¥ Simple (Reindexes changes made to Client, User, or Department tables only)

" Complete (Reindexes all changes)

[ Previous ] [ Next ] [ Cancel ]

7. Select one of the options under the Select Reindex Type.
Simple - reindexes changes made to Client, User, or Department tables only.
Complete - reindexes all changes made to the Tapit database.

8. Click on Next. The filter screen shows up. Set up filter criteria to select call data to
reindex. See page 43, section, for instructions on using filter screen.

9. Click on Next. Email Results screen appears.
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Schedule a Database Reindex
Email Results

** Saparate multiple emaill addresses by semicolons ()
To

|recipient@trisys.cnm

e

BCC:

Subiject:

|Ca|l5 were re-indexed in Tapithlova
Meszage:

Database BReindex Task =

[ Previous J [ Finish J [ Cancel ]

10. Make appropriate changes to this screen.
Enter the recipient's email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

11. Enter the email subject into the Subject field.

12. Enter the email text into the Message field.

13. Click on Finish. Reindex task is saved with new schedule information.

To delete an existing Database Reindex task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.

Click on the task you would like to edit. The Schedule a Database Reindex screen
comes up.

5. Click on Delete

AN =
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Recost Call Records

There are two types of recosting: Tapit Carrier and Custom.

Tapit Carrier -Tapit calls are priced according to the Tapit Pricing and city and
destination settings. Calls should be recosted with Tapit Carrier whenever there are
any changes to the Tapit Pricing table, city and destination table, phone numbers in
Call Editor or call records are imported.

Custom - a user can define price adjustments to apply to Tapit calls. Calls should be
recosted with Custom option whenever there is a flat dollar rate or percentage to
be added or subtracted to cost of Tapit calls.

To create a new Call Recosting task - Recosting with Tapit Carrier

Tapit calls are priced according to the Tapit Pricing and city and destination
settings. Call should be recosted with Tapit Carrier whenever there are any
changes to the Tapit Pricing table, city and destination table, phone numbers in
Call Editor or call records are imported.

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Expand the Create a new Task list and select the Recost Call Records task.

Create a new Task j

Create a new Task
Fun a Report

Load Calls

Feindex Database
‘Fecost Call Records
Load Destination Codes
Expart Billing Data
Backup Tapit

Upgrade TARPIT

The Schedule Call Recosting screen comes up.

Schedule Call Recosting
When do you want this task to run?

* Run Once

Start Time:

|1?:EIEI

I MNext | Cancel |
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The only option under When do you want this task to run? is Run Once.
A report will run only once at a specified time.

For example, the screen above shows Recost set up to run once at 5:00 PM.
Click on Next. The location selection screen is displayed.

Select a location to recost.

Schedule Call Recosting

Recost calls at location:

|Main j

Type of Recosting

¥ Tapit Carrier © Custom

Select the Tapit Carrier option under the Select Reindex Type.

Tapit Carrier - calls are priced according to the Tapit Pricing and city and
destination settings.

Custom - a user can define price adjustments to apply to Tapit calls. See the
section below on how to Custom Recost Tapit calls.

Click on Next. Recost Scope options are displayed.

Schedule Call Recosting
Recost Scope
" Check this option if changes where made to the Pricing Table only.

* Check this option if changes were made to the call or city and state destination table

Check the first option if you are recosting because changes were made to the
Pricing Table only.

Check the second option if you are recosting because changes were made to the
Pricing Table and to the City and Destination table or/and phone number field in
Call Editor, and/or calls were imported.

Click on Next. The filter screen shows up. Set up filter criteria to select call data to
recost. See page 43, section, for instructions on using filter screen.

Click on Next. Email Results screen appears.
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Schedule Call Recosting

Email Results

*+* Separate multiple email addresses by semicolons ()
To:

|recipient@trisys.cnm

o

BCC:

Subject:
ICaIIs were re-priced in TapitMova

Message:

Have a nice day! =

: Previous J[ Finish ] l Cancel ]

Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.

Enter the email text into the Message field.

Click on Finish.

The newly created Recost task is listed on the Currently Scheduled Tasks screen.

To create a new Call Recosting task - Custom Recosting

A user can define price adjustments to apply to Tapit calls.
Calls should be recosted with Custom option whenever there is a flat dollar rate
or a percentage to be added or subtracted to the cost of Tapit calls.

Log in to TapitNOVA.
Click on the System button located on the top of the screen.
Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
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4. Expand the Create a new Task list and select the Recost Call Records task.
Create a new Task j

Create a new Task
Fun a Report

Load Calls

Feindex Database
‘Fecost Call Records
Load Destination Codes
Expart Billing Data
Backup Tapit

Upgrade TARPIT

5. The Schedule Call Recosting screen comes up.

Schedule Call Recosting
When do you want this task to run?

* Run Once

Start Time:

|1?:EIEI

I MNext Il Cancel

6. The only option under When do you want this task to run? is Run Once.
A report will run only once at a specified time.
For example, the screen above shows Recost set up to run once at 5:00 PM.
7. Click on Next. The location selection screen is displayed.
8. Select a location to recost.

Schedule Call Recosting

Recost calls at location:

|Main j

Type of Recosting

" Tapit Carrier ™ Custom

9. Select the Custom option under the Select Reindex Type.
Custom - a user can define price adjustment to apply to Tapit calls
Tapit Carrier - calls are priced according to the Tapit Pricing. See section above
for instructions on how to recost calls with Tapit Carrier.
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10. The screen expands and price adjustment options are displayed.

Increment - the price adjustment value is going to be added to the cost of a call
record.

Decrement - the price adjustment value is going to be subtracted from the cost of
a call record.

Percentage - the price adjustment value represents percentage of the cost of a
call record.

Dollar Value - the price adjustment value represents dollar amount.
Per Call - the price adjustment value is going to be applied per call.
Per Minute - the price adjustment value is going to be applied per minute.

The screen below shows Custom Recosting where 50 cents is going to be added to
each call record.

Schedule Call Recosting

Recost calls at location:

|Main j

Type of Recosting

” Tapit Carrier ™ Custom

Type of Adjustment

¥ Increment " Percentage
" Decrement * pollar Yalue
& per Call Valle: |-5|:|

i Per Minute

Click on Next. Recost Scope options are displayed.

Schedule Call Recosting
Recost Scope
" Check this option if changes where made to the Pricing Table only.

* Check this option if changes were made to the call or city and state destination table

Check the first option if you are recosting because changes were made to the
Pricing Table only.

Check the second option if you are recosting because changes were made to the
Pricing Table and to the City and Destination table or/and phone number field in
Call Editor, and/or calls were imported.

Click on Next. The filter screen shows up. Set up filter criteria to select call data to
recost. See page 43, section, for instructions on using filter screen.
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. Click on Next. Email Results screen appears.

Schedule Call Recosting

Email Results

** Separate multiple email addresses by semicolons ()
To:

|recipient@tri5ys.cnm

i

BCC:

Subiject:
|Ca|ls were re-priced in TapitMova

Message;

Hawve a nice day! =

: Previous J[ Finish ] l Cancel ]

Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.

Enter the email text into the Message field.

Click on Finish.

The newly created Recost task is listed on the Currently Scheduled Tasks screen.

To edit an existing Call Recosting task

There are two types of recosting: Tapit Carrier and Custom.

Tapit Carrier -Tapit calls are priced according to the Tapit Pricing and city and
destination settings. Calls should be recosted with Tapit Carrier whenever there
are any changes to the Tapit Pricing table, city and destination table, phone
numbers in Call Editor or call records are imported.

Custom - a user can define price adjustments to apply to Tapit calls. Calls should
be recosted with Custom option whenever there is a flat dollar rate or percentage
to be added or subtracted to cost of Tapit calls.

Log in to TapitNOVA.
Click on the System button located on the top of the screen.
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w

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
4. Click on the task you would like to edit.

The Schedule Call Recosting screen comes up.

If needed, change the time of recosting.

Click on Next. The location selection screen is displayed.
5. If needed, select a different location to recost.

Schedule Call Recosting

Recost calls at location:

|Main j

Type of Recosting

¥ Tapit Carrier " Custom

6. You can change Type of Recosting option.
Tapit Carrier - calls are priced according to the Tapit Pricing and city and
destination settings.
Custom - a user can define price adjustments to apply to Tapit calls. See the
section below on how to Custom Recost Tapit calls. If you select Custom - the
screen expands and price adjustment options are displayed.
Increment - the price adjustment value is going to be added to the cost of a call
record.
Decrement - the price adjustment value is going to be subtracted from the cost of
a call record.
Percentage - the price adjustment value represents percentage of the cost of a
call record.
Dollar Value - the price adjustment value represents dollar amount.
Per Call - the price adjustment value is going to be applied per call.
Per Minute - the price adjustment value is going to be applied per minute.

7. Click on Next.

8. Ifyou have selected Tapit Carrier, the Recost Scope options are displayed.
Otherwise, please proceed with the next step.

Schedule Call Recosting

Recost Scope
" Check this option if changes where made to the Pricing Table only.

* Check this option if changes were made to the call or city and state destination table

Check the first option if you are recosting because changes were made to the
Pricing Table only.

Check the second option if you are recosting because changes were made to the
Pricing Table and to the City and Destination table or/and phone number field in
Call Editor, and/or calls were imported.
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9. Click on Next. The filter screen shows up. Set up filter criteria to select call data to
recost. See page 43, section, for instructions on using filter screen.
10. Click on Next. Email Results screen appears.

Schedule Call Recosting

Email Results

** Sgparate multiple email addresses by semicolons ()
To:

|recipient@trisys.cnm

oy

BCC:

Subiject:
|Ca|ls were re-priced in Tapithlova

Message;

Have a nice day! =

: Previous J[ Finish ] [ Cancel ]

Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

11. Enter the email subject into the Subject field.

12. Enter the email text into the Message field.

13. Click on Finish.

14. The Currently Scheduled Tasks screen displays revised Recost task.

To delete an existing Call Recosting task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Click on the task you would like to edit.

The Schedule Call Recosting screen comes up.

5. Click on Delete.

AN =
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Load Destination Codes

Load Destination Codes task loads the city state destination table updates into the
Tapit database.

To create a new Load Destination Codes task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.

Expand the Create a new Task list and select the Load Destination Codes task.

AN =

|Create a new Task j

Create a new Task

Fun a Report

Load Calls

Reindex Database
Recost Call Records
Load Destination Codes
Export Billing Data
Backup Tapit

Upgrade TAPIT

5. The Schedule Loading New Destination Codes screen comes up.

Schedule Loading New Destination Codes

When do you want this task to run?

* Run Once

Start Time:

|1.'-":EIEI

I Next ]l Cancel ]

6. The only option under When do you want this task to run? is Run Once.
A report will run only once at a specified time.
For example, the screen above shows destination codes set up to load once at
5:00 PM.

7. Click on Next.
Enter a path and a file name of the destination codes file, or click on Browse and
locate the file using Windows Explorer.
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Schedule Loading New Destination Codes

Destination Code file name:
CATapitMNovatCity Stater TRBOASY 3. 360

Press to upload file to server

8. Click on the Press to upload file to server button.

9. Click on Next. Email Results screen appears. Enter the recipient's email address
into the To field. If required, enter email addresses into CC and BCC fields. When
entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

10. Enter the email subject into the Subject field.

11. Enter the email text into the Message field.

12. Click on Finish.

To edit an existing Load Destination Codes task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.

Click on the task you would like to edit.

The Schedule Loading New Destination Codes screen comes up.

If needed, change the time of loading destination codes.

5. Click on Next.

If needed enter a different path and a file name of the destination codes file, or
click on Browse and locate the file using Windows Explorer.

AN =

Schedule Loading New Destination Codes

Destination Code file name:
CATapitMovahCity State TRBOAST 3. 360

Press to upload file to server

6. If file name or path has changed, click on the Press to upload file to server
button.

7. Click on Next. Email Results screen appears.
Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

8. Enter the email subject into the Subject field.

9. Enter the email text into the Message field.

10. Click on Finish.
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To delete an existing Load Destination Codes task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Click on the task you would like to delete. The Schedule Loading New
Destination Codes screen comes up.

5. Click on Delete.

AN =

Export Billing Data

The Export Billing Data task exports Tapit call data in various formats supported by
major Database, Spreadsheet and Time & Billing software applications.

To create a new Export Billing Data task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Expand the Create a new Task list and select the Run a Report task.

Create a new Task j

Create a new Task

Fun a Hepart

Load Calls

Feindex Database
Recost Call Records
Load Destination Codes
Expaort Billing Data
Backup Tapit
Upgrade TARIT

AN =

5. The Schedule a Billing Export screen comes up.

Schedule a Billing Export
When do you want this task to run?

" Run Once
¥ Daily

" Daily (M - F)
" weekly

" Interval

" Monthly

Start Time:;

|19:EIEI:J19

[ Next ] l Cancel ]
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6. Select an appropriate option under When do you want this task to run?
You have a choice of the following:

Run Once
A report will run only once at a specified time. For example, the screen below
shows a report set up to run once at 5:00 PM.

* Run Once

" Daily

" paily (Monday - Friday)

i Weekly

" Interval

" Monthly

Start Time:

|1T:EIEI

Dail
A regort will run every day at a specified time. For example, the screen below
shows a report set up to run every day at 8:30 AM.

" Run Once

@ Daily

" Daily (Monday - Friday)

" Weekly

" Interval

" Monthly

Start Time:

IB:BU

Daily (M - F)
A report will run every day, Monday through Friday, at a specified time. For
example, the screen below shows a report set up to run every day, Monday
through Friday, at 8:30 AM.

" Run Dnce

" Daily

* Daily (M - F)

" weekly

" Interval

" Monthly

Start Time:

IB:SD
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Weekly
A report will run every week, on a specified day of the week, at a specified time.
For example, the screen below shows a report set up to run every week, on Friday,
at 8:30 AM.

" Run Once

i Daily

" Daily (Monday - Friday)

* Weekly

" Interval

" Monthly

Start Time:

IB:SU

Run only on the selected day of the week
" sunday { Monday { Tuesday  Wednesday
" Thursday @ Friday  Saturday

Interval
The report will run at a specified time interval For example, the screen below
shows a report set up to run every four hours.

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

& Interval

" Monthly

Run ewverny:

|4 Hours vI

Monthly

The report will run monthly, on a specified day of the month, at a specified time.
For example, the screen below shows a report set up to run monthly, on every
10th of the month starting 12/10/2009, at 4:30 PM. If the report is scheduled to
run on 31st day of the month, in case a month does not have 31 days, it will run
on the last day of the month.

Document #: TNCAM- 190218 Page | 202 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

" Interval

&+ Monthly

Start Date:

|12.f1[]f2[][]9 iz

Start Time:

|1E:3[]

7. Click on Next.
Select the location you would like to export billing data from.

8. Select one of the billing system formats from the options provided under Select
which billing system you want to export to.

Schedule a Billing Export

Select location to extract billable calls:

|Main j

Select which billing system you want to export to
* ASCII - Comma Delimited
" TimeSlips v8
I TimeSlips
" PC Law
" 1TABS III

" Barrister

" DOmega
" Juris
 Juris CSY
i Pro Law

" Jonas

[ Previous ] [ Mext ] [ Cancel ]

9. Click on Next. The filter screen shows up. Set up filter criteria to select call data to
recost. See page 43, section, for instructions on using filter screen.
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Click on Next. Email Results screen appears.

Schedule a Billing Export

Email Results

** Separate multiple ermail addresses by semicolons ()
To

Irecipient@triays.cum

CC

BCC:

Subject:
|Ca|ls were exparted for billing in TapitNova

Message;

Hawve a nice day! =

Previous ][ Finish ] [ Cancel ]

Enter the recipient's email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.

Enter the email text into the Message field.

Click on Finish.

The newly created Export Billing Data task is listed on the Currently Scheduled
Tasks screen.

| Task User Frequency Next Run Time Task Name (Filter Name)

‘E}{P4BILL agres Daily 01/20/10 19:00:49
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To edit an existing Export Billing Data task

1. Log in to TapitNOVA.

2. Click on the System button located on the top of the screen.

3. Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
4. Click on the task you would like to edit.

Currently Scheduled Tasks

Task User Frequency Next Run Time Task MName {Filter Name}

LoD jirn Interyal 01/19/10 17:20:00

REIMDEX agres Fun Once 01/19/10 18:00:00

BaCKUP jirn Diaily 01/19/10 18:12:15

LD jirn Interyal 01/20/10 13:54:00

EXP4BILL agres Draily 01/20/10 19:00:49

REPORT jirn Dally (M -F) 012610 17:35:00 Extension - Surmmary | A285845 Replay Filter)
REPORT jirn Moty 02f12/10 17:39:00  Extension - Summmary [ 8885 Replay Filter)
REIMDEX ke Monthly 02f12/10 20:10:44

5. The Schedule a Billing Export screen comes up.

Schedule a Billing Export
When do you want this task to run?

' Run Dnce
& Daily

" Daily (M - F)
" weekly

" Interval

" Monthly

Start Time:

|1E|:EIEI:J19

[ Mext ] [ Cancel ] [ Delete ]
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6. Select an appropriate option under When do you want this task to run?
You have a choice of the following:

Run Once
A report will run only once at a specified time. For example, the screen below
shows a report set up to run once at 5:00 PM.

* Run Once

" Daily

" paily (Monday - Friday)

i Weekly

" Interval

" Monthly

Start Time:

|1T:EIEI

Dail
A regort will run every day at a specified time. For example, the screen below
shows a report set up to run every day at 8:30 AM.

" Run Once

@ Daily

" Daily (Monday - Friday)

" Weekly

" Interval

" Monthly

Start Time:

IB:BU

Daily (M - F)
A report will run every day, Monday through Friday, at a specified time. For
example, the screen below shows a report set up to run every day, Monday
through Friday, at 8:30 AM.

" Run Dnce

" Daily

* Daily (M - F)

" weekly

" Interval

" Monthly

Start Time:

IB:SD
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Weekly

A report will run every week, on a specified day of the week, at a specified time.
For example, the screen below shows a report set up to run every week, on Friday,
at 8:30 AM.

" Run Once

i Daily

" Daily (Monday - Friday)
* Weekly

" Interval

" Monthly

Start Time:

IB:SU

Run only on the selected day of the week
" sunday { Monday { Tuesday  Wednesday
" Thursday @ Friday  Saturday

Interval
The report will run at a specified time interval For example, the screen below
shows a report set up to run every four hours.

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

* Interval

" Monthly

Run ewvery:

|4 Hours 'I

Monthly

The report will run monthly, on a specified day of the month, at a specified time.
For example, the screen below shows a report set up to run monthly, on every
10th of the month starting 12/10/2009, at 4:30 PM. If the report is scheduled to
run on 31st day of the month, in case a month does not have 31 days, it will run
on the last day of the month.
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When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

" Interval

&+ Monthly

Start Date:

|12.f1[]f2[][]9 iz

Start Time:

|1E:3[]

7. Click on Next.
If needed select a different location you would like to export billing data from.
8. Select one of the billing system formats from the options provided under Select
which billing system you want to export to.

Schedule a Billing Export

Select location to extract billable calls:

|Main j

Select which billing system you want to export to
* ASCII - Comma Delimited
" TimeSlips v8
I TimeSlips
" PC Law
" 1TABS III

" Barrister

" DOmega
" Juris
 Juris CSY
i Pro Law

" Jonas

[ Previous ] [ Mext ] [ Cancel ]

9. Click on Next. The filter screen shows up. Set up filter criteria to select call data to
export billing data. See page 43, section, for instructions on using filter screen.
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Click on Next. Email Results screen appears.

Schedule a Billing Export

Email Results

** Separate multiple ermail addresses by semicolons ()
To

Irecipient@triays.cum

CC

BCC:

Subject:
|Ca|ls were exparted for billing in TapitNova

Message;

Hawve a nice day! =

Previous ][ Finish ] [ Cancel ]

Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient]@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.

Enter the email text into the Message field.

Click on Finish.

The newly created Export Billing Data task is listed on the Currently Scheduled
Tasks screen.

Task User Frequency | Next Run Time Task Name (Filter Name)

EXP4BILL agnes Draily 01f20/10 19:00:49
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To delete an existing Export Billing Data task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Click on the task you would like to edit.

AN =

Currently Scheduled Tasks

Task User Frequency Next Run Time Task Mame (Filter Name)

LOAD jirn Interval 01/19/10 17:20:00

REIMNDEX agres Run Once 01f19/10 18:00:00

BACKLIP jim Duaily 01/19/10 18:12:18

LOAD jirn Interval 01/20/10 13:54:00

EXP4BILL Agres Draily 01/20/10 19:00:49

REPORT jirn Daily (M -F)  01/26/10 17:32:00  Extension - Surnmary ( SA082 Replay Filter)
REPORT jirn amthly 02/12/10 17:3%:00  Extension - Surnmary { 88082 Replay Filter)
REIMDEX ke Marthly 0212110 20:10:44

5. The Schedule a Billing Export screen comes up.

Schedule a Billing Export
When do you want this task to run?

" Run Once
* Daily

" Daily (M - F)
" wWeekly

" Interval

" Monthly

Start Time:

|19:EIEI:49

[ Next ] [ Cancel ] [ Delete ]

6. Click on Delete. The task has been deleted.
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Backup Tapit

You can schedule the Backup Tapit task to create backup copies of Tapit databases

To create a new Backup Tapit task

Log in to TapitNOVA.

Click on the System button located on the top of the screen.

Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
Expand the Create a new Task list and select the Run a Report task.

PN =

Create a new Task j

Create a new Task

Fun a Hepart

Load Calls

Reindex Database
Fecost Call Records
Load Destination Codes
Export Billing Data

Upgrade TAPIT

/ 5. The Schedule a Database Backup screen comes up.

Schedule a Database Backup
When do you want this task to run?

" Run Dnce
&+ Daily

" Daily (™ - F)
" weekly

T Interval

" Monthly

Start Time:

I23:EIEI

I Next ]l Cancel ]
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6. Select an appropriate option under When do you want this task to run?
You have a choice of the following:

Run Once
A report will run only once at a specified time. For example, the screen below
shows a report set up to run once at 5:00 PM.

* Run Once

" Daily

" paily (Monday - Friday)

i Weekly

" Interval

" Monthly

Start Time:

|1T:EIEI

Daily A report will run every day at a specified time. For example, the screen
below shows a report set up to run every day at 8:30 AM.

" Run Once

* Daily

" Daily (Monday - Friday)
" Weekly

" Interval

" Monthly

Start Time:

IB:SU

Daily (M - F) A report will run every day, Monday through Friday, at a specified
time. For example, the screen below shows a report set up to run every day,
Monday through Friday, at 8:30 AM.

" Run Dnce

" Daily

& Daily (M - F}

" weekly

" Interval

" Monthly

Start Time:

IB:SD
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Weekly A report will run every week, on a specified day of the week, at a specified
time. For example, the screen below shows a report set up to run every week, on
Friday, at 8:30 AM.

" Run Once

" Daily

" Daily (Monday - Friday)

¥ Weaekly

" Interval

" Monthly

Start Time:

IB:HU

Run only on the selected day of the week
" sunday  Monday O Tuesday ¢ Wednesday
" Thursday * Friday { Saturday

Interval
The report will run at a specified time interval For example, the screen below
shows a report set up to run every four hours.

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

* Interval

" Monthly

Run every:

|¢1 Hours *I

Monthly

The report will run monthly, on a specified day of the month, at a specified time.
For example, the screen below shows a report set up to run monthly, on every
10th of the month starting 12/10/2009, at 4:30 PM. If the report is scheduled to
run on 31st day of the month, in case a month does not have 31 days, it will run
on the last day of the month.
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When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

" Interval

&+ Monthly

Start Date:

|12.f1[]f2[][]9 iz

Start Time:

|1E:3[]

7. Click on Next. Email Results screen appears.

Schedule a Database Backup
Email Results

** Saparate multiple erail addresses by semicolons ()
To

|recipient@trisys.cnm

e

BCC:

Subiject:
|The Tapithlova database has been backed up

Meszage:

Hawve a nice davy! =

Previous ][ Finish ] [ Cancel ]

8. Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

9. Enter the email subject into the Subject field.

Document #: TNCAM- 190218 Page | 214 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

10. Enter the email text into the Message field.
11. Click on Finish.

12. The newly created Export Billing Data task is listed on the Currently Scheduled
Tasks screen.

| Task User Frequency Next Run Time Task Name (Filter Name)

BACKIP agnes Draily 012010 19:25:42

To edit an existing Backup Tapit task

1. Log in to TapitNOVA.
2. Click on the System button located on the top of the screen.
3. Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
4. Click on the task you would like to edit.
LoaD jirmn Interyal 01f20/10 13:54:00
EXP4ABILL agries Dhaily 01/20/10 19:00:49
EACKLUP agres Draily 01f20/10 19:29:43
REFCRT jirn Daily (M- F)  01f26/10 17:28:00  Extension - Surnmary [ AALS Replay Filter)

5. The Schedule a Database Backup screen comes up.

Schedule a Database Backup
When do you want this task to run?

" Run Once
* Daily
 Daily (M - F)
" wWeekly

" Interval

" Monthly

Start Time:

|19:25:4B

[ Next ] [ Cancel J [ Delete ]
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6. Select an appropriate option under When do you want this task to run? You
have a choice of the following:

Run Once
A report will run only once at a specified time. For example, the screen below
shows a report set up to run once at 5:00 PM.

* Run Once

" Daily

" paily (Monday - Friday)

i Weekly

" Interval

" Monthly

Start Time:

|1T:EIEI

Dail
A regort will run every day at a specified time. For example, the screen below
shows a report set up to run every day at 8:30 AM.

" Run Once

@ Daily

" Daily (Monday - Friday)

" Weekly

" Interval

" Monthly

Start Time:

IB:BU

Daily (M - F)
A report will run every day, Monday through Friday, at a specified time. For
example, the screen below shows a report set up to run every day, Monday
through Friday, at 8:30 AM.

" Run Dnce

" Daily

* Daily (M - F)

" weekly

" Interval

" Monthly

Start Time:

IB:SD

Document #: TNCAM- 190218 Page | 216 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

Weekly

A report will run every week, on a specified day of the week, at a specified time.
For example, the screen below shows a report set up to run every week, on Friday,
at 8:30 AM.

" Run Once

i Daily

" Daily (Monday - Friday)
* Weekly

" Interval

" Monthly

Start Time:

IB:SU

Run only on the selected day of the week
" sunday { Monday { Tuesday  Wednesday
" Thursday @ Friday  Saturday

Interval
The report will run at a specified time interval For example, the screen below
shows a report set up to run every four hours.

When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

* Interval

" Monthly

Run ewvery:

|4 Hours 'I

Monthly

The report will run monthly, on a specified day of the month, at a specified time.
For example, the screen below shows a report set up to run monthly, on every
10th of the month starting 12/10/2009, at 4:30 PM. If the report is scheduled to
run on 31st day of the month, in case a month does not have 31 days, it will run
on the last day of the month.
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When do you want this task to run?

" Run Once

" Daily

" Daily (Monday - Friday)
" Weekly

" Interval

&+ Monthly

Start Date:

|12.f1[]f2[][]9 iz

Start Time:

|1E:3[]

7. Click on Next. Email Results screen appears.

Schedule a Database Backup
Email Results

** Saparate multiple erail addresses by semicolons ()
To

|recipient@trisys.cnm

e

BCC:

Subiject:
|The Tapithlova database has been backed up

Meszage:

Hawve a nice davy! =

Previous ][ Finish ] [ Cancel ]

8. Enter the recipient’s email address into the To field. If required, enter email
addresses into CC and BCC fields.
When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

9. Enter the email subject into the Subject field.
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10. Enter the email text into the Message field.
11. Click on Finish.

12. The newly created Export Billing Data task is listed on the Currently Scheduled
Tasks screen.

| Task User Frequency Next Run Time Task Name (Filter Name)

BACKLIP agres Daily 01/20/10 19:25:48

To delete an existing Backup Tapit task

1. Log in to TapitNOVA.
2. Click on the System button located on the top of the screen.
3. Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
4. Click on the task you would like to edit.
LoAD firm Irnterval 01f20/10 13:54:00
EXP4BILL agres Diaily 01/20/10 19:00:49
BaCKLUP agres Diaily 01/20/10 19:25:48
REPORT jirm Daily (M -F)  01f26/10 17:33:00  Extension - Summary [ A884 Replay Fiter)

5. The Schedule a Database Backup screen comes up.

Schedule a Database Backup
When do you want this task to run?

' Run Dnce
% Daily

" Daily (M - F)
" weekly

" Interval

" Monthly

Start Time:

|19;25;48

[ Mext ] [ Cancel J [ Delete ]

6. Click on Delete. The task has been deleted.
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Scheduling an Upgrade Tapit task

The Upgrade Tapit task imports Users, Clients, Pricing information and Call Data
from old Tapit database into TapitNOVA.

However, settings for the Status, Call Costing, Activity, Dialing Patterns, Dest
Code Pricing, Trunks and Trunk Groups screens, under the System\Locations tab,
have to be re-entered manually to match old Tapit settings.

If you are upgrading old Tapit with Remote Manager, this task needs to be run
separately for each location. Each location needs to be upgraded only once. Running
this task more than once for the same database will result in duplicate data.

See page 33, UPGRADING Tapit EX TO TapitNOVA, for instructions on upgrading
older version of Tapit screen.

Currently Running Tasks

The Currently Running Tasks screen displays a list of tasks that are in progress. It
is also a gateway to the task’s details.

This screen is very useful for monitoring progress of tasks that take a long time to
complete. Upgrade Tapit, Reindex Database can be examples of such tasks.

1. Click on the System button located on the top of the screen.
2. Click on the Tasks tab. The Currently Scheduled Tasks list is displayed.
In our example the Upgrade task is listed on the Currently Running Tasks list.

System Locations Tasks Security

Create a new Task Bd| scheduled Tasks | Running Tasks | Task Log

Currently Running Tasks
Location Task Started Elapsed Status % Complete
Main UPGRADE 00:00:00 00:00:04 Irnporting data from Calls 1%

3. To view upgrade details, click on the task on the Currently Running Tasks list.
The Active Task Detail screen appears.
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System Locations Tasks Security

Create a new Task B3| Scheduled Tasks | Running Tasks | Task Log

Active Task Detail

Task Status
LocID Process Name  Status

] UPGRADE Irmporting data from Calls

Progress

Counter Counter Maz Avg Recs/ Sec Avg Secs/Rec Flapsed Time Estimated Run Time Last Msg By Client  Last Msg By Server
1400 46070 100 0.01 00:00; 14 000740 12372010 5:58:460 PM 1/22/2010 2:29:25 PM

Warning {Code = 0) / Errors (Code <> 0)

Code Message

o

State

Active Complete Yerify Stop

1 u} 1 u]

| Refresh I | Yerify I | Stop Task I | Return to Active Tasks I

The Task Status section displays description of the task.

The Progress section displays current information about the running task
Counter - how many call records have been imported so far.

Counter Max - the total number of call records to be imported.

Avg Recs/Sec - how many records per second are being imported.

Avg Secs/Rec - how many seconds it takes to import one call record.
Elapsed Time - how much time has passed since the start of upgrade.
Estimated Run Time - approximately how long the upgrade will take.
The Warning section displays warnings and errors.

To see updated Task Details click on the Refresh button.

If the task appears to be “hung” and you are not certain that the task is working,
click on Verify and then click on Refresh to see the current status.

If for some reason you need to stop the task click on the Stop Task button.
However, this is not recommended, because it can produce unpredictable results
in call data.

To go back to the Currently Running Tasks list, click on Return to Active Tasks.

4. Once upgrade task is completed it will disappear from the Currently Running
Tasks list. You will be able to find it on the Tasks - Completed list located on the

Task Log tab.
Tasks - Completedles Page

01f23/10 17:58 18:03 UPGRADE u] Complete
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Task Log

The Task Log screen is a list of completed tasks.

Tasks - Completed Tasks

01/25/10 09:26 09:27 REPORT -1 Complete
01/25/10 09:26 09:26 LOAD tapit_manager  Interval ] Complete
01/25/10 09:25 092:25 LOAD tapit_manager  Interval ] Complete

To sort the list

The Tasks list can be sorted by each column header except Message. The two
arrows next to the field name indicate that this field is not sorted. To sort the report
by the start date and time click on the arrows next to the Started header.

Started =

The report is sorted by start date and time from A-Z. The ascending sort order is
indicated by the up arrow adjacent to the field name.

Started ©

Click on the up arrow to change the sort direction. The report is sorted by start date
and time from Z-A. The descending sort order is indicated by the down arrow
adjacent to the field name.

Started &

To navigate through list pages

4 4 |l of 17 B P

Use paging controls in the upper left corner of the screen to navigate through report
pages. If you would like to go to a specific page, enter the page number into the
center text box and press the Enter key.

To search for a specific value on the list

You can search for a specific value on the list.

For example to find an upgrade task, enter “upgrade” into the Find box and click on
Find.

Iupgrade Find | Mext

Clicking on Next takes us to the next instance of “upgrade” if there is any.

To print the list
Click on the printer icon = to print the list.
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To email the list

Click on the envelope icon “— to email the list.
The Email Results screen comes up.

Email Results

** Saparate multiple email addresses by semicolons ()
To:

|recipient@trisys.cnm

Cc

BCC

Subiject:
|Task Laog
Message:

Enjoy

Email I Cancel I

Enter the recipient’'s email address into the To field. If required, enter email
addresses into CC and BCC fields.

When entering multiple email addresses use semicolons to separate them i.e.
recipient1@trisys.com;recipient2@trisys.com;recipient3@trisys.com.

Enter the email subject into the Subject field.

Enter the email text into the Message field.

Make sure the Report box on the bottom of the screen is checked.

Click on the Email button. The report has been emailed as an attachment in pdf
format.
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Security

Access to TapitNOVA can be controlled by creating user accounts with different
security clearance. There are three security levels: System Manager, Administrator,
and User. Each security level can be restricted further by imposing different
permissions.

System Manager - this is the highest level of security. This user will be able to
access all features of the TapitNOVA application.

Administrator - a user account with this security level will have access only to
Dashboard, Reports and Admin sections of TapitNOVA. System will not be
accessible to this user.

User - a user account with this security level will have access only to Dashboard
and Reports. Admin and System sections of TapitNOVA will not be available for this
user.

“tapit_manager” is a generic System Manager account. It works as both a user
name and a password for logging in to TapitNOVA. If you would like to use the
Security feature of TapitNOVA to restrict access to the application, it is
recommended to create another System Manager password and delete the
generic account.

To create a new TapitNOVA user account

1. Login to TapitNOVA.
2. Click on the System button located on the top of the screen.
3. Click on the Security tab. The Current TapitNOVA Logins list is displayed.
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Manage a Login

Login Identity

Iser Mame

|t est_user
Passwiard

|--|--||-
Ernail
|user@trisys.cum

Cammment

This user is a S3ystem MNanager =

Login Role
Cuser  Administrator % System Manager

Account Status
& Active { Deactivated

[ Save ] [ Cancel ]

4. C(lick on the Create a New Login button.

5. Enter a user name and a password. The password has to be a least 7 characters
long.

6. Enter email address for this user account into the Email field.

7. Enter account description into the Comment field.

8. Select one of the security level options under Login Role.

System Manager - this is the highest level of security. This user will be able to
access all features of the TapitNOVA application.

Administrator - a user account with this security level will have access only to
Dashboard, Reports and Admin sections of TapitNOVA. System will not be
accessible to this user.

User - a user account with this security level will have access only to Dashboard
and Reports. Admin and System sections of TapitNOVA will not be available for

this user.
Note: each of the above security levels can be restricted by a variety of

permissions.

9. Accept the default Active option under the Account Status.
10. Click on Save.

Document #: TNCAM- 190218 Page | 225 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

11. Once the account is saved the Current TapitNOVA Logins list is displayed. To
assign permissions to the newly created account, find it on the list and click on it.

User Created Last Login Email Role Active

test_user 1/21/2010 6:42:13 PM 1/21/2010 6:42:13 PM user@trisys,com system_manager s

12. The Manage a Login screen comes up.
Click on the Create a new permission button.

13. Select one of the options under Select a Permission Type. Permission type
indicates what kind of permission you are going to create. In our example we have
selected Extensions.

Select a Permission Type
" Account Codes
" Authorization Codes
" Clients
" Departments
" DNIS Numbers
&+ Extensions
" Locations
" Recordings

{” Report Groups
i Users

14. Click on Next.
Following our example select an extension number or a group of extensions from
the Available list.
To select consecutive list entries, click the first item, press and hold down SHIFT,
and then click the last item.
To select list entries that are not consecutive, press and hold down CTRL, and then
click each item.

Once extensions are selected, click on > button to add them to the Selected list.
You can also use >> button to move all items from the Available list to the
Selected list.

To remove extensions from the Selected list select an extension number or a
group of extensions and click on the < button. If you would like to remove all items
from the Selected list, click on the << button and extensions will be moved to the
Available list.
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Select Extensions for this permission

Ay ailable Selected

0 il == |[100
101 102
103 _~ 1l1o5
104 < {106
108 —|107
109 | =
110
111
112
113
114
115
116
117

118 |

Grant or deny access to these items
* Grant © Deny

15. Click on one of the options under Grant or deny access to these items.
Grant - a user will have access only to the extensions from the Selected list.
Deny - a user will have access to all extensions except extensions from the

/ Selected list.
16. Click on Next. This screen displays summary of the newly created permission. If
this is correct, click on Finish.
Otherwise, you can click on Previous and edit the permission.

Here is your permission

Grant access to calls containing the following Extensions: 100,
102, 105, 106, 107,

17. The Login Permissions screen reflects newly added permission.

Login Permissions

Dbject Permission

Extensions  Grant access to calls containing the following Extensions: 100, 102, 105, 108, 107,

18. Follow points 12 through 17 to add permissions for different permission types.
When all desired permissions are assigned to the user account, click on New to
create another user account, or click on Cancel to go back to the Current
TapitNOVA Logins list.
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To edit existing TapitNOVA user account

1. Log in to TapitNOVA.

2. Click on the System button located on the top of the screen.

3. Click on the Security tab. The Current TapitNOVA Logins list is displayed.
Click on a user account you would like to edit.

User Created Last Login Email Role Active

test_Liser 1/21/2010 £:42:13 PM 1/21/2010 £:42:13 PM Liser@trisys.com systemn_manager s

4. The Manage a Login screen comes up.
Manage a Login

Login Identity

Lizer Mame

|test_user
Paszsword

Ernail

|user@trisy5.cum
Carnrment

Thiz user is a System Manager =

Login Role
" user  Administrator % System Manager

Account Status
* Active { Deactivated

[ Gave ] [ Delete ] [ MNew ] [ Cancel ]

5. If needed change the existing user name and the password. The password has to
be a least 7 characters long.

6. Enter email address for this user account into the Email field.

7. Enter account description into the Comment field.
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8. If you would like to change a security level for this user account, select one of the
security level options under Login Role.

User - a user account with this security level will have access only to Dashboard
and Reports. Admin and System sections of TapitNOVA will not be available for
this user.

Administrator - a user account with this security level will have access only to
Dashboard, Reports and Admin sections of TapitNOVA. System will not be
accessible to this user.

System Manager - this is the highest level of security. This user will be able to
access all features of the TapitNOVA application.

Note: each of the above security levels can be restricted by a variety of
permissions.

9. If you would like this user to have no access to TapitNOVA click Deactivated
option under the Account Status. You can activate it at any time later, by selecting
Active option.

10. You can assign new permissions to this user account or edit existing ones.

To assign a new permission click on the Create a new permission button.
To change existing permissions click on the desired permission on the Login
Permissions list.

11. If you are assigning a new permission you need to select one of the options
under Select a Permission Type. Permission type indicates what kind of
permission you are going to create. In our example we have selected Extensions.

Select a Permission Type
" Account Codes
" Authorization Codes
" Clients
" Departments
" DNIS Numbers
¥ Extensions
" Locations
" Recordings
{” Report Groups
" Users

If you are editing an existing permission, this screen is grayed out. You will not
be able to make changes to the permission type. If you would like to delete this
permission, click on the Delete button. Otherwise, proceed with the next step.
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Select a Permission Type
€ Account Codes
€ authorization Codes
€ Clients
{* Departments
€ DNIS Numbers
¥ Extensions
€ Locations
" Recordings
T Report Groups
€ Users

(ot ) (Carncar) (oete )

12. Click on Next.
Following our example select an extension number or a group of extensions from
the Available list. To select consecutive list entries, click the first item, press and
hold down SHIFT, and then click the last item.
To select list entries that are not consecutive, press and hold down CTRL, and then
click each item.

Once extensions are selected, click on > button to add them to the Selected list.
You can also use >> button to move all items from the Available list to the
Selected list.

To remove extensions from the Selected list select an extension number or a
group of extensions and click on the < button. If you would like to remove all items
from the Selected list, click on the << button and extensions will be moved to the
Available list.
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Select Extensions for this permission

Available Selected

1] ﬂ == [|100
101 T 102
103 — o5
104 = ||10R
108 - _|noF
109 —_
110
111
112
113
114
115
116
117

118 |

Grant or deny access to these items
* Grant  Deny

13. Click on one of the options under Grant or deny access to these items.
Grant - a user will have access only to the extensions from the Selected list.
Deny - a user will have access to all extensions except extensions from the

/ Selected list.
14. Click on Next. This screen displays summary of the newly created permission. If
this is correct, click on Finish.
Otherwise, you can click on Previous and edit the permission.

Here is your permission

Grant access to calls containing the following Extensions: 100,
102, 105, 106, 107,

15. The Login Permissions screen reflects created or edited permission.

Login Permissions
Object Permission

Extensions  Grant access to calls containing the following Extensions: 100, 102, 105, 106, 107,

16. Follow points 12 through 17 to add or edit permissions for different permission
types. When all desired permissions are assigned to the user account, click on
Save to save changes to the user account.
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To delete existing TapitNOVA user account

Deleting the user account permanently removes it from TapitNOVA.

1. Login to TapitNOVA.

2. Click on the System button located on the top of the screen.

3. Click on the Security tab. The Current TapitNOVA Logins list is displayed.
Click on a user account you would like to edit.

User Created Last Login Email Role Active

test_Lser 1/21/2010 6:42:12 PM 1/21/2010 6:42:12 PM user@trisys.com system_manager Yfes

4. The Manage a Login screen comes up.
Manage a Login

Login Identity

Llser Mame

|test_uaer
Password

Ernail

|user@trisys.cum
Comment

Thiz user iz a Syztem HManager =

Login Role
Cuser © Administrator % System Manager

Account Status
& Active  Deactivated

(Sove ) (Doete ) (Wew) (Tarcel)

5. Click on Delete. Click OK to the confirmation message.
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To activate/deactivate an existing TapitNOVA user account

There may be time when you would like to temporarily deactivate user account
and to reinstate it at a later time.

1. Log in to TapitNOVA.

2. Click on the System button located on the top of the screen.

3. Click on the Security tab. The Current TapitNOVA Logins list is displayed.
Click on a user account you would like to activate or deactivate.

User Created Last Login Email Role Active

test_user 1/21/2010 6:42:13 PM 1/21/2010 6:42:13 PM user@trisys,com systerm_manager s

4. The Manage a Login screen comes up.
Manage a Login

Login Identity

Llzer Mame

|test_user
Password

Ernail

|user@trisys.cum
Cornrment

This user is a S3ystem MNanager =

Login Role
" user O Administrator  System Manager

Account Status
¥ Active  Deactivated

[ Save ] l Delete ] l MNew ] l Cancel J

5. If you would like to reinstate the user account click on the Activate option under
Account Status. Otherwise, to temporarily disable this account, click on the
Deactivated option. Deactivated user will not be able to access TapitNOVA at all.
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SMDR Service Manager

Overview

SMDR Service Manager is an application used to manage SMDR data collection.
Data is collected and processed by SMDR Data Processor Service.

Using SMDR Service Manger you can start and stop SMDR Data Processor Service,
enter and edit PBX and Com Port settings, and test data collection.

SMDR Data Processor Service must be running at all times to collect and
process SMDR Data.

Testing with Test Console and SMDR Monitor are the only exceptions. SMDR
Data Processor Service is stopped while testing. However, it must be resumed
as soon as testing is finished.

The title bar of the SMDR Service Manger screen displays information regarding
data collection mode, status of SMDR Data Processor Service and Test Console.

For example, the screen below shows:
<File mode> - SMDR data is collected and processed from text file.

<Service - Stopped> - SMDR Data Processor Service is currently stopped. Calls are
not being processed.

<Console - Closed> - Test Console is closed

QTrisys SMDR Service Manager < Mova = < File mode > < Service - Stopped > < Console - Closed =
Action  Setkings  Test  About
Checking Trisys SMDR Data Processor service state.

éﬁérent State: The service is not running.
Checking if Test Console is open.
ﬁééult: Test Console not detected.

Application Started.
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Action Menu (SMDR Service Manager)

Start Service - starts SMDR Data Processor Service. If SMDR Data Processor
Service is not running and neither Test Console nor Tapit Monitor are open then
calls are not processed.

Stop Service - stops SMDR Data Processor Service. Calls are not processed. If
SMDR Data Processor Service is not running and neither Test Console nor Tapit
Monitor are open then calls are not processed.

Open Test Console - opens Test Console. This screen is used to test SMDR data
collection.

Close Test Console - closes Test Console.

Exit - exits SMDR Service Manager. This option does not stop SMDR Data
Processor Service.

To start collecting calls

1. Open SMDR Service Manager (Start/TapitNOVA/SMDR Service Manger).

2. Click on the Action menu.

3. Click on Start Service. SMDR Data Processor Service is started and calls are
being processed.

To stop collecting calls

1. Open SMDR Service Manager (Start/TapitNOVA/SMDR Service Manger).

2. Click on the Action menu.

3. Click on Stop Service. SMDR Data Processor Service is stopped and calls are
NOT being processed.

To test SMDR data collection with Test Console

Open SMDR Service Manager (Start/TapitNOVA/SMDR Service Manger).
Click on the Action menu.

Click on Stop Service.

Click on the Open Test Console. Trisys SMDR Data Processor window is
displayed.

PN =
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¢ Trisys SMDR Data Processor

B1-38-18 28:31:34 — File nmode:
Selected PBE fowrmat: Asterisk CDR Text {(svuc filed> — HP

TRISYS INC.

P1-38-18 28:31:34 — File mode:
Prepared for File Processing

013018 208:31:34 — File mode:
Ready for Service Timer operations.

138,18 28:31:34 — File node:
SMDR DPFS Service will start in a moment...

A1.-30-18 20:31:34 — File mode:
TapitDPS (Trisys SMDR Data Processor Service) started.

A1-30-18 20:31:34 — File mode:
Running TapitDPS <(Trisys SMDR Data Processor?> in Console mode.

A1.-30-18 208:31:34 — File mode:
Console Title is changed to 'Trisys SMDR Data Processor’.

B1-38-18 28:31:34 — File mode:
Ready to start File Processing

When done with testing, click on Action in SMDR Service Manager and click on
Close Test Console. Trisys SMDR Data Processor window closes.

5. To start data collection click on Action and then Start Service. SMDR Data
Processor Service has started and is ready to process call data.

Settings Menu (SMDR Service Manger)

PBX Format - opens Current PBX Settings. This screen has to be set up for calls to
be processed correctly. The Local Phone Number and PBX format settings are
crucial to the SMDR data collection process.

COM Port - if SMDR data is collected via COM Port, a user needs to enter Com Port
settings.

To setup SMDR Service Manger Settings

Open SMDR Service Manager (Start/TapitNOVA/SMDR Service Manger).
Click on the Action menu.

Click on Stop Service.

Click on the Settings menu.

Click on PBX Format.

The Current PBX Settings screen comes up.

ouhkwnNn=
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Local Phone Mumber

|E|UEEE|E1 356 [ 10 digitz anly, .. 3733602300 )

Collect and Process SMOR Data from COR Part or Test File 7

" COM Part [For configuration screen select 'COM Part' under 'Settings' memnu

¥ Text File [Call data collected using IP Collector, COF Loader or other wtility]

IE:HT.-’-‘-.F'I THOVANLOCATIONSALONDATANTELMS G.DAT

Select curent PBX farmat;

IEISEEI CCM 5.1 w/ FTF Push File - CDRWM - NxP j

¥ extended Processing [ Mote: Thiz option iz MOT available for all PE formats | Cancel |
"Llse Computer or Telephone Spstem Date 7

" Computer Date {* PBx Date

Check and proceszs Tewt file every 120 gecondz [ in B0 zec. increments]

Note: in case you have more than one location (you've purchased Remote
Manager) this screen pertains to the Main location.

7. Local Phone Number - enter the local phone number for the Main location.

8. Depending on how Tapit is obtaining SMDR data click on one of the options under
Collect and Process SMDR Data from COM Port or Text File?

COM Port - select this option is SMDR data is collected via COM Port.
Text File - select this option if SMDR data is collected via IP Collector, CDR Loader
or another utility.

. Select current PBX format - select the PBX format you are using.

10. eXtended Processing - this option is not available for ALL PBX formats. For some
PBX formats it is checked by default. If the box is not checked by default, check it
only when you are certain Tapit supports extended processing format, or when
suggested by Trisys Technical Support.

11. Use Computer or Telephone System Date? - click on the PBX or the Computer
option to specify whether date information for the call records is going to be
processed based on the computer or PBX date.

You must check the Computer date option if your phone system is not generating
the following date information: day, month and year. Otherwise we recommend
you use the PBX date.
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12. Check and process Text file every...seconds - this option becomes available
when the Load Calls from Text File box is checked. The value entered in this box
determines how often Tapit loads data from the text file (as opposed to the Call
Load task that converts raw information into Tapit database format file).

13. Click on OK to save settings.

14. If TapitNOVA is collecting SMDR data via COM Port, open Settings/Com Port.
However, if TapitNOVA is collecting SMDR data from text file (SMDR data is
collected via IP Collector, CDR Loader or another utility) proceed with point 22.

SMDR Data Processor - COM Port Settings |

tanitar COR Part Opticnz: Digplay Optians:

Fot: v Autowrap
BaudRate: [1o00 -] I~ Add Line Feed
Data Bits: m
Farity: Im
Stop Bits: Iﬁ

Flow Chl: [~ DTR/DSR
¥ RT5/CTS

[~ H0OM/A-0FF Cancel |
COk Buffer Size: IEEEI

Contral Options: ¥ Display Ermors
v wiite Log File TELMSG.DAT [ Alwayz on Top

15. Port - click on the down arrow icon in the Port field to select a port on the
computer the SMDR cable is connected to.

16. Baud Rate - click on the down arrow icon in the Baud Rate field to select a
transmission speed the phone system is set at.

17. Data Bits - click on the down arrow icon in the Data Bits field to select a data bits
setting of the phone system.

18. Parity - click on the down arrow icon in the Parity field to select a parity setting of
the phone system.

19. Stop Bits - click on the down arrow icon in the Stop Bits field to select a stop bits
setting of the phone system.

20. Flow Ctrl. - check an appropriate box to select a flow control parameter that may
be required by the PBX (refer to PBX's documentation).

21. Com Buffer Size - a number of characters SMDR Monitor will hold in the memory
buffer before saving data to the hard disk of the computer (recommended setting
is 360).

22. When finished click on Action and then Start Service to start data collection. The
SMDR Data Processor Service has started and is ready to process call data.
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Test (SMDR Service Manger)

Load Telmsg.dat file- click on it if you would like to load data from Telmsg.dat file.
Loading Telmsg.dat may result in duplicate records in your Tapit database.
Start Monitor - opens SMDR Monitor.

SMDR Monitor

SMDR Monitor is very useful for testing purposes. It processes calls and displays
the raw SMDR data on the screen of your computer in real time.

However, while it is running the SMDR Data Processor service has to be stopped.
SMDR Monitor does not work as a service. Therefore, a user must stay logged in
when SMDR Monitor is running.

1. Open SMDR Service Manager (Start/TapitNOVA/SMDR Service Manger).

2. Click on the Test menu.

3. Click on Start Monitor. The SMDR Data Processor service needs to be stopped
before SMDR Monitor is opened. Click OK to the notification message.

SMDR Service Manager |

'E The Service is stopped and automatic SMDR. processing is inkerrupked!
[

When testing is camplete clase Manikar,
restart SMDR. Service Manager
and start the Service by selecting 'Start Service' From ‘Action’ menu.

4. SMDR Data Processor Service is stopped and the SMDR Service Manager screen
is closed. SMDR Monitor opens up.

QTrisrs SMDR Monitor < Mova > < File mode =

Ackion  Setkings  Test  Abouk
Checking Trisys SMDR Data Processor service state. ﬂ

éﬁ;rent State: The service is not running.
Completed checking service state.
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5.  SMDR Monitor Action menu has following options:

Connect - click on it start processing calls.

Disconnect - click on it to stop processing calls.

Flush - click on it to dump any SMDR data that may be currently in SMDR Monitor
buffer.

Print - click on it to print a content of current screen.

Exit - exits SMDR Monitor. Call data is not being collected.

6. The SMDR Monitor Settings menu has following options:

PBX Format - opens Current PBX Settings. This screen has to be set up for calls to
be processed correctly.

COM Port - if SMDR data is collected via COM Port, a user needs to enter Com
Port settings.

7. The SMDR Monitor Test/Load Telmsg.dat option is used to load data from
Telmsg.dat file. Note: Loading Telmsg.dat may result in duplicate records in your
Tapit database.

8. When finished working with SMDR Monitor, click on Action and then Start
Service to start SMDR Data Processor Service.

To setup SMDR Monitor Settings

This section pertains to the SMDR Monitor.
In order to see the SETTINGS MENU (SMDR SERVICE MANGER) section for SMDR
Service Manager, go to page 240.

Open SMDR Service Manager (Start/TapitNOVA/SMDR Service Manger).
Click on the Action menu.

Click on Stop Service.

Click on the Settings menu.

Click on PBX Format.

The Current PBX Settings screen comes up.

oA WN =
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Local Phone Mumber

|E|UEEE|E1 356 [ 10 digitz anly, .. 3733602300 )

Collect and Process SMOR Data from COR Part or Test File 7

" COM Part [For configuration screen select 'COM Part' under 'Settings' memnu

¥ Text File [Call data collected using IP Collector, COF Loader or other wtility]

IE:HT.-’-‘-.F'I THOVANLOCATIONSALONDATANTELMS G.DAT

Select curent PBX farmat;

IEISEEI CCM 5.1 w/ FTF Push File - CDRWM - NxP j

¥ extended Processing [ Mote: Thiz option iz MOT available for all PE formats | Cancel |

"Llse Computer or Telephone Spstem Date 7

" Computer Date {* PBx Date

Check and proceszs Tewt file every 120 gecondz [ in B0 zec. increments]

Note: in case you have more than one location (you've purchased Remote
Manager) this screen pertains to the Main location.

7. Local Phone Number - enter the local phone number for the Main location.
8. Depending on how Tapit is obtaining SMDR data click on one of the options under
Collect and Process SMDR Data from COM Port or Text File?

COM Port - select this option is SMDR data is collected via COM Port.
Text File - select this option if SMDR data is collected via IP Collector, CDR Loader
or another utility.

9. Select current PBX format - select the PBX format you are using.

10. eXtended Processing - this option is not available for ALL PBX formats. For some
PBX formats it is checked by default. If the box is not checked by default, check it
only when you are certain Tapit supports extended processing format, or when
suggested by Trisys Technical Support.

11. Use Computer or Telephone System Date? - click on the PBX or the Computer
option to specify whether date information for the call records is going to be
processed based on the computer or PBX date.

You must check the Computer date option if your phone system is not generating
the following date information: day, month and year. Otherwise we recommend
you use the PBX date.
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12. Check and process Text file every...seconds - this option becomes available
when the Load Calls from Text File box is checked. The value entered in this box
determines how often Tapit loads data from the text file (as opposed to the Call
Load task that converts raw information into Tapit database format file).

13. Click on OK to save settings.

14. If TapitNOVA is collecting SMDR data via COM Port, open Settings/Com Port.
However, if TapitNOVA is collecting SMDR data from text file (SMDR data is
collected via IP Collector, CDR Loader or another utility) proceed with point.

SMDR Data Processor - COM Port Settings |

tanitar COR Port Options: Digplay Optiorns:

Fart; v fwtowrap
BaudRate: [1200 ] ™ Add Line Feed
Data Bits: Iﬁ
Parity: Im
Stop Bits: Iﬁ

Flow Ciel: [~ DTR/DSR
IV RTS/CTS

[T XOM/XOFF Cancel |
COk Buffer Size: ISEEI

Contral Ophions: v Display Errars

¥ “wiite Log File TELMSG.DAT [T Always on Top

15. Port - click on the down arrow icon in the Port field to select a port on the
computer the SMDR cable is connected to.

16. Baud Rate - click on the down arrow icon in the Baud Rate field to select a
transmission speed the phone system is set at.

17. Data Bits - click on the down arrow icon in the Data Bits field to select a data bits
setting of the phone system.

18. Parity - click on the down arrow icon in the Parity field to select a parity setting of
the phone system.

19. Stop Bits - click on the down arrow icon in the Stop Bits field to select a stop bits
setting of the phone system.

20. Flow Ctrl. - check an appropriate box to select a flow control parameter that may
be required by the PBX (refer to PBX's documentation).

21. Com Buffer Size - a number of characters SMDR Monitor will hold in the memory
buffer before saving data to the hard disk of the computer (recommended setting
is 360).

22. When finished click on Action and then Start Service to start data collection. The
SMDR Data Processor Service has started and is ready to process call data.
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REPLAY NOVA

Replay Player

Replay Nova Player is available only with the purchase Replay Recording solution.

To Play a Voice Recording

Voice Recordings can be played via TapitNOVA detail reports.

1. Log in to TapitNOVA.

2. Run a detail activity report. (For example: the Miscellaneous - Detail by Date
report). See page 43 on how to generate a report.

3. Find a desired call record and click on a field in a first column of the report (for
example: the Time field on the Miscellaneous - Detail by Date report)

4. The Replay Player shares the screen with the Call Note feature. It is displayed in
the upper right corner of the report.

Matching Recordings
e 01_20101020_082825_000123_0_9732100430_14109222443_NODTMF

w

m " Do not archive or delete recording

MNote for this call

5. The corresponding recording plays automatically. At times Replay may find more
than one recording. In that case Replay will automatically play the first recording
on the list. If you would like to play another recording from the displayed list, click
on the Play button corresponding to it.

Document #: TNCAM- 190218 Page | 243 Updated on 02/18/2019



TapitNOVA Call Accounting Manual

To Email a Voice Recording

Voice Recordings can be emailed to the desired recipients, provided email settings
are entered into TapitNOVA (System\System\Email, see page 127).

The Email button is not displayed unless TapitNOVA user is granted a
permission to Email recordings (via System\Security).

1. Login To TapitNOVA.

2. Run a detail activity report. (For example: the Miscellaneous - Detail by Date
report). See page 43 on how to generate a report.

3. Find a desired call record and click on a field in a first column of the report (for
example: the Time field on the Miscellaneous - Detail by Date report)

4. The Replay Player shares the screen with the Call Note feature. It is displayed in
the upper right corner of the report.

Matching Recordings
Play 01_20101020_032825_000123_0_9732100430_14109222443_MNODTMF

w

m " Do not archive or delete recording

MNote for this call

5. Most of the time Replay displays one recording, however, sometimes, Replay may
find more than one voice file. The top most recoding plays automatically and is the
selected one.

If you would like to email another recording on the list, click on the Play button
next to it to select it.
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6. Click on Email.

Email Results

** Separate multiple erail addresses by sermicolons ()
To:

|recipient@yahuu.cnm

i

BCC:

Subiject:
|Here ig your recording

Message;

Plea=ze =ees the attached

Email || Cancel I

7. Enter recipient’s email address into the To field. If you wish, you can enter the cc
and bcc email addresses in the corresponding fields.

8. Enter the email subject into the Subject field.

9. Enter your message into the Message field.

10. Click on Email. The message with the voice file attachment has been emailed.
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To Download a Voice Recording

The Download button is not displayed unless the TapitNOVA user is granted a
permission to download recordings (via System\Security)

1. Login To TapitNOVA.

2. Run a detail activity report. (For example: the Miscellaneous - Detail by Date
report). See page 43 on how to generate a report.

3. Find a desired call record and click on a field in a first column of the report (for
example: the Time field on the Miscellaneous - Detail by Date report)

4. The Replay Player shares the screen with the Call Note feature. It is displayed in
the upper right corner of the report.

Matching Recordings
Play 01_20101020_022825_000123_0_ 9732100430 _14109222443_MHODTMEF

w

m " Do not archive or delete recording

MNote for this call

5. Most of the time Replay displays one recording, however, sometimes, Replay may
find more than one voice file. The top most recoding plays automatically and is the
selected one.

If you would like to download another recording on the list, click on the Play
button next to it to select it.

6. Click on Download.

7. Internet Explorer displays the message prompting you to either run or save the
file.

8. Click on Save.

Save the file to the desired location.
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To Delete a Voice Recording

The Delete button is not displayed unless TapitNOVA user is granted a
permission to delete recordings.

1. Login To TapitNOVA.

2. Run a detail activity report. (For example: the Miscellaneous - Detail by Date
report). See page 43 on how to generate a report.

3. Find a desired call record and click on a field in a first column of the report (for
example: the Time field on the Miscellaneous - Detail by Date report)

4. The Replay Player shares the screen with the Call Note feature. It is displayed in
the upper right corner of the report.

Matching Recordings
Play 01_20101020_022825_000123_0_ 9732100430 _14109222443_MHODTMEF

w

m " Do not archive or delete recording

MNote for this call

5. Most of the time Replay displays one recording, however, sometimes, Replay may
find more than one voice file. The top most recoding plays automatically and is the
selected one.

If you would like to email another displayed recording, click on the Play button
next to it to select it.

6. Ifthe Do not archive or delete recordings check box is checked, the Delete
button is hidden. Click on the Do not archive or delete recordings check box to
show Delete button.

7. Click on Delete.

Click OK to the confirmation message.

9. Voice file is deleted. A new empty file is created and a file name is reflecting the
deletion date.

10. If a user tries to play this file again, he will receive a message “This file has been
deleted”.

o
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To Exclude a Voice Recording from Scheduled Archive\Delete

By default all voice files are included in the scheduled archive\delete. The archive or
delete is scheduled via Replay Nova Manager. Once the recordings are archived or
deleted, they are not available for playing via TapitNOVA detail reports.

A user may decide that a recording must be available for playing for an extended
period of time and thus it has to be excluded for scheduled archive\delete.

The Do not archive or delete recordings option is used to mark a voice recording
KEEP and exclude it from scheduled file maintenance.

The Do not archive or delete recordings checkbox is not displayed unless
TapitNOVA user is granted a permission to keep recordings (via
System\Security).

1. Login To TapitNOVA.

2. Run a detail activity report. (For example: the Miscellaneous - Detail by Date
report). See page 43 on how to generate a report.

3. Find a desired call record and click on a field in a first column of the report (for
example: the Time field on the Miscellaneous - Detail by Date report)

4. The Replay Player shares the screen with the Call Note feature. It is displayed in
the upper right corner of the report.

Matching Recordings
Play 01_20101020_032825_000123_0_ 9732100430 _14109222443_MODTMF

w

m " Do not archive or delete recording

Note for this call

5. Most of the time Replay displays one recording, however, sometimes, Replay may
find more than one voice file. The top most recoding plays automatically and is the
selected one. If you would like to select another recording on the list, click on the
Play button next to it.
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6. Click on the Do not archive or delete recording check box.
¥ Do not archive or delete recording This Voice file will not be archived or deleted
next time the scheduled archive\delete takes place.

To Include a Voice Recording into automatic Archive\Delete

By default all voice files are included in the scheduled automatic archive\delete.
However, at times, a recording that has been previously excluded from scheduled
file maintenance, has to be released.

The Do not archive or delete recordings checkbox is not displayed unless
TapitNOVA user is granted a permission to keep recordings (via
System\Security).

1. Login To TapitNOVA.

2. Run a detail activity report. (For example: the Miscellaneous - Detail by Date
report). See page 43 on how to generate a report.

3. Find a desired call record and click on a field in a first column of the report (for
example: the Time field on the Miscellaneous - Detail by Date report)

4. The Replay Player shares the screen with the Call Note feature. It is displayed in
the upper right corner of the report.

Matching Recordings
Play 01_20101020_022825_000123_0_ 9732100430 _14109222443_MHODTMEF

w

m " Do not archive or delete recording

MNote for this call

5. Most of the time Replay displays one recording, however, sometimes, Replay may
find more than one voice file. The top most recoding plays automatically and is the
selected one. If you would like to select another recording on the list, click on the
Play button next to it.
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6. Click on the Do not archive or delete recording check box to uncheck it.

I Do not archive or delete recording s \oice file will be archived or deleted next
time the scheduled archive\delete takes place.

To create a user with Replay permissions

In order to be able to listen to the voice files TapitNOVA users have to be granted
recordings permissions. A user can be permitted to listen, keep and delete the
recordings.

Select the Replay functions this login may perform

Replay function
¥ Listen to recordings ™ Delete recordings ¥ Keep Recordings ¥ Email/ Download Recordings

[ Previous ] l Next ] l Cancel ] l Delete ]

Listen to recordings - a user is allowed to listen to voice recordings.

Keep recordings - a user is allowed to exclude a voice recording from the
scheduled archive or delete.

Delete recordings - a user is allowed to delete individual voice recordings using the
Replay Player.

Email/Download Recordings - a user is allowed to email or download individual
voice recordings.

To allow user delete, keep, email/download recordings a user has to be
granted permission to listen to recordings.

The below are the guidelines on how to create a user with recordings permissions.
1. Login to TapitNOVA.

2. Click on the System button located on the top of the screen.
3. Click on the Security tab. The Current TapitNOVA Logins list is displayed.
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Manage a Login

Login Identity

Iser Mame

|t est_user
Passwiard

|--|--||-
Ernail
|user@trisys.cum

Cammment

This user is a S3ystem MNanager =

Login Role
Cuser  Administrator % System Manager

Account Status
& Active { Deactivated

[ Save ] [ Cancel ]

4. C(lick on the Create a New Login button.

5. Enter a user name and a password. The password has to be a least 7 characters
long.

6. Enter email address for this user account into the Email field.

7. Enter account description into the Comment field.

8. Select one of the security level options under Login Role.

System Manager - this is the highest level of security. This user will be able to
access all features of the TapitNOVA application.

Administrator - a user account with this security level will have access only to
Dashboard, Reports and Admin sections of TapitNOVA. System will not be
accessible to this user.

User - a user account with this security level will have access only to Dashboard
and Reports. Admin and System sections of TapitNOVA will not be available for
this user.

Note: each of the above security levels can be restricted by a variety of
permissions.

9. Accept the default Active option under the Account Status.
10. Click on Save.
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11. Once the account is saved the Current TapitNOVA Logins list is displayed. To
assign permissions to the newly created account, find it on the list and click on it.

User Created Last Login Email Role Active

test_user 1/21/2010 6:42:13 PM 1/21/2010 6:42:13 PM Liseritrisys, conn system_rmanager Wes

12. The Manage a Login screen comes up.
Click on the Create a new permission button.
13. Select the Recording option under Select a Permission Type.

Select a Permission Type
" Account Codes
" Authorization Codes
" Clients
" Departments
" DNIS Numbers
" Extensions
" Locations
¥ Recordings
" Report Groups
 Users

[ Next ] l Cancel ]

14. Click on Next.

Select the Replay functions this login may perform

Replay function
¥ Listen to recordings ¥ Delete recordings ¥ Keep Recordings ¥ Email/ Download Recordings

[ Previous ] l Next ] { Cancel ] l Delete ]

Click on the options you would like to grant to the user.

Listen to recordings - a user is allowed to listen to voice recordings.

Keep recordings - a user is allowed to exclude a voice recording from the
scheduled archive or delete.

Delete recordings - a user is allowed to delete individual voice recordings using
the Replay Player.

Email/Download Recordings - a user is allowed to email or download individual
voice recordings.

To allow user delete, keep, email/download recordings a user has to be
granted permission to listen to recordings.
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15. Click on Next. This screen displays summary of the newly created permission. If
this is correct, click on Finish.

Otherwise, you can click on Previous and edit the permission.

Here is your permission

Grant access to the following Replay functions: Listen to

recordings, Delete recordings, Keep recordings, Email /Download
Recordings

(reviews ) (Fioh ) [(Delete ) [Concel |

16. The Login Permissions screen reflects newly added permission.

Login Permissions
Dbject Permission

_ Grant access to the following Replay functions: Listen to recordings, Delete recordings, Keep
Recordings ) ; )
recordings, EmailfDownload Recordings
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Phone System Integration

Shoretel Integration

Once TapitNOVA is installed, there are two choices for configuring the collection and
processing of the necessary SMDR Data.

To set up the PBX Settings:

1. Go to Start -> Programs -> Tapit Nova -> SMDR Service Manager
2. Go to Action -> Stop Service
3. Go to Settings -> PBX Format

Current PBX Settings

Local Phone Murmber

AR R [ 10 digitz anly, e.g. 9733602300 ]

— Collect and Process SMDR Data from COM Poart ar Text File 7
" COM Port [For configuration screen select 'COM Port' under 'Settings' menu
f® Teut File [Call data collected using IP Collectar, COR Loader ar ather utility]
I"«'\“r’EILI FPROWIDE THE PATH HERE \cdr™.log

Select current PE* format:

IShDreTeI CDR Text File - MxP ;I k.

Iv extended Processing [ Mote: This option is MOT available for all PEX formats | Carcel

Ilze Computer or Telephone System Date ?
[ " Computer Date * PEx Date

Check and process Test file every (300 gseconds [ in B0 zec. increments)

4. Select one of the two following configuration options:
A. TextFile
This option requires the path to the log files created by the ShoreTel
system. The path is to be provided by ShoreTel during setup. TapitNOVA'’s
SMDR Service Manager uses these files to create a database from which
TapitNOVA queries.
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Since ShoreTel cdr*.log files start at midnight, data is unavailable until it is
released. In order to test if this setup works properly, you must run reports
for the previous day. Therefore, all reports will be a day behind at all times.

If the customer requires call records more than once a day, the text file
option is not for them.

If this solution does not work for the customer because they wish to have
current day data, please select to use COM Port.

B. COM Port
For data to be sent to the SMDR Service Manager as a call is completed,
please connect a COM Port between the TapitNOVA setup and the PBX.
This will allow the SMDR to immediately add calls to the database. Here the
reports will be updated when calls end.
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