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The Account Coding Solution (ACS) is used to:

e Find and assign the account coding for all billing lines

e Split billing charges into 2 or more account codes

e Maintain a list of active account codes for your agency

e Maintain any optional data you would like to track and report with your billing (i.e. budget
template, office, in budget or not, etc.)

e Update/replace old product key(s) with new product key(s) for existing record(s) ~ new

e Summary output for bill processing ~ new

ACS is an excel spreadsheet macro solution. The workbook is divided into seven tabs:

e Control

e (Constant Data

e Maintenance ~ new

e Account Codes

e M-PWR ME Output

e Summary Template ~ new
e Output Template
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Control Tab
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1 |M-PWR ME Billing Account Code Population Utility
2
3 |Maintenance Tasks
4 |Please use this button to confirm Please use this button to perform account code
5 thatthat your account code data is correct maintenance (assign old data to new codes)
6
7
8 .
9 Vel Aaetit Maintain Account Codes
Codes
10
"
12
13
14
15 |Please use this function to create a report containing M-PWR ME billing detail lines with their account code information
16
17
18
19
20 Process Billing Worksheet
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22
23 -
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Ready H m - 1 + 120%

From this sheet you can:

e Validate Account Codes — This macro validates the Account Code information on the Account
Codes sheet to ensure information was entered correctly for the Process Billing Worksheet
function.

e Maintain Account Codes — This macro validates the Maintenance information on the
Maintenance sheet to ensure information was entered correctly for the Account Codes
sheet. ~ new

e Process Billing Worksheet — This macro runs the Validate Account Codes macro to ensure that all
lines billed have appropriate account coding assigned. If there are no errors, this macro
appends the Account Code data and any additional tracking data to the end of the bill detail
lines producing the Data Output tab(s).

See Account Codes Tab for more information on the above processes.
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Constant Data Tab
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« ¥ Format Painter = Formatting = Table * - - - Clear Filter - Select ~
Clipboard M Font M Alignment It Number [ Styles Cells Editing il
149 o Je ]
A B € D E F G H 1 K L M N 0 P A
1 ltem Value Note
2 Reference Data Worksheet Account Codes The sheet where your account code lookup data resides.
3 Bill Worksheet M-PWR ME Qutput The sheet where you paste the M-PWR ME Bill.350 report.
Product Key Column (1-Based) 19 The index ufl.hs ”Pm.duct Key" column on the "M-PWR ME Output” sheet. The value
entered here is required to be a number greater than or equal to 1
Missing Product Key Column (1-Based] u |f the data inthe product key column is missing, then the value from this column will be
5 used instead
Charges Column (1-Based) 9 The |r.vdex uf.lhs Charges" column on the "M-PWR ME Output” sheet. The value entered
] here is required to be a number greater than orequal to 1
i 1R atal YR "
Rate Column (1-Based) B The index of the "Rate" column on the "M-PWR ME Output" sheet. The value entered here
7 is required to be a number greater than or equal to 1
ill ode Column (1-8ased) 2 The |r.7dex nf.the Cansumer" column on the "M-PWR ME Output" sheet. The value entered
8 here is required to be a number greater than orequal to 1
" The method used to extract the bill code from the "Consumer” data. If left blank this will
Bill Code Parse Rule p
9 use the raw value. The value "P" will find the value in parentheses and extract it.
10 |Output Worksheet Data Output Name of Worksheet that will be created where the output will be recorded
TemplateOutput OutputTemplat Template worksheet of the output data. This sheet contains the headings for the
1 P " uiputiemplate combined 350 report with account code and custom data.
. This represents the number of user defined fields in your Account Codes sheet, These
Number of custom fields 3 N y i
2 fields will appear after the distribution in your output data.
This represents the number of standard accounting fields in your Account Codes sheet,
Number of account fields it These are the standard fields common to all agencies. These will start on the second
13 column of the Account Cades worksheet and encompass this many fields
- . Comma separated list of columns from the M-PWR output that will be appended to the
Additional Columns to Include in : ; : . ; "
24,12,20,4,5 hash information on the Account Codes Warksheet, in order to provide better information
Account Codes .
14 about the hash, allowing a simpler experience for the end user.
Guantity Column {1-Based] 7 The index of the "Quantity” column on the "M-PWR ME Qutput” sheet. The value entered
15 here is required to be a number greater than or equal to 1
16 | Create Summary \J Setto "Y" if you also want to produce the summary output worksheet
17 |SummaryTemplate SummaryTemplate Template worksheet of the summary data
18 |SummaryWorksheet SummaryWorksheet ~ Name of Worksheet that will be created where the summary will be recorded
19 |SummaryHeaderLinesToSkip 6 How many lines to keep blank for the summary header
20 |Maintenance Sheet Maint The name of the sheet used for account code copying/maintenance
21 |Internal Blank Value (blank) How blank account codes will show up in the output
2
23] v
|-‘_‘-‘ M-PWR ME Output [RISENWETER SummaryTemplate | utTemplate (@) q 3
Ready it m = 1 + 80%

This is a control values worksheet. It contains information that the excel macros utilize to process
correctly. These values should never be changed, unless you decide to track more or less data than
provided on the Account Codes tab; you decide to bring in other identifiable data from the M-PWR ME
Output tab; you decide you do not want to create a summary worksheet; and/or you decide you want
more or less space on the summary output tab for labeling above the accounting data. ~ new

To track more or less data, please see Modifying Tracking Data.
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Maintenance Tab ~ new
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1 |Old Product Key New Product Key Result Complete
2 | TThcGjjVezblhalK1fxsAlobxKpphcChFIZcOoHPpPQ= AbCdEjVczblhalK1fxsAlobxKpphcChFIZcOoHPPPQ= Complete! Y ) ) )
3 |7120d0G/v1Y105NFh2KilYy)dF5/ALcOANGIDAGwWLIk= d0g1/v1Y105NFh2KilYyJdF5/ALcOAngIDAGWLIk= Complete! Y This sheet is provided for the purpose of allowing you to copy the
4 |luaxLYORHQbU/q1010sSkFk/)dXafa2VuFlcuDiBL6k= CAt1LYORHQbU/ql010sSkFk/)dXafq2VuFlcuDiBL6k= Complete! Y coding from one product key to another.
5 | rVhrQucDK1xEBSp/mCugztzHUMHEEOUZ03fnR8DZWvY= 1UCKYucDK1xEBSp/mCugztzHUMHEEOUZ03fnREDzWyY= Completel Y Please enter a list of product keys in the first column, along with
6 |9ugusVOft3vPWKAADGQKjy7xlirtCPhFLIUG)v+/171= 01TWFOft3vPWKAADGQK)y7xljrtCPhFLIUG]v+/171= Complete! Y the corresponding list of product keys that they should be
7 | mecP8GITx8JshkAllKssdyifeTSkvirobRuQ8ZQDdow= P8MEGITx8)shkAIKssdyifeTSkvIrobRuQszaDdow= Completel Y mapped to.
8 |eLU4V3GbLQ1LU2MKgEHYaB+XMRSEuLigMI8ZMafKLAo= 1UV4V36bLQ1LU2MKgEHYaB+XMRSEULigMIBZMafKLAo= Complete! Y
9 |RGkOI67VmzZGfz66Wz/368IMbIRg4jiczvkW LGRCydI= ADGOI67VmzZGfz66WZ/368IMbIRg4jiczvkWLaRCydI= Complete! Y If there are any issues copying the data, then the specific error
10 |xJU6bzzDYgh/pl+H6r2m0JGdIQOBNThztV+bOVZpEI8= kac6bzzDYgh/pl+H6r2mOJGAIS0BNTbztV-+bOVZpEI8= Complete! Y will show up in the "Result" column.
11 |ubzx01FEnfwBu4ah9tImp2vbDIMjwYFSRIGkLhgtm7g= nonoNO1FEnfwBu4ah9tomp2vbDIMjwYFSRIGk1hgtm7g= Complete! Y
12 |OEGBjqThxxzgsy0myvGafCUSVWNVxIvjOCumpoZyYMXg= YeS6jqThxxzqsy0muGafCUSVWNVxIvjOCumpoZyYMXg= Complete! v Successfully Mapped items will be marked as "Complete”. To
13 | I+alxr3NdxysEyz1INiEvCb4350/WuSD7nulfshQWVg= mAyBEE3NdxysEyz1I NiEvCb4350/WuSD7nulfshQWVg= Complete! Y reprocess, please remove the "Y" from column D
14 | keN8weso2x1MXIHwD pNcOYKXr) BLIHNUnnQNXWKYjq8= keNooeso2x1MXIHwDPNCOYKXrIBLIHNUnnQNXWkYjg8= Complete! Y
15 |UDV4nHBj3+0vW170KUKPIGGObzX+Na/s5uWviYEzhOo= Dav4nHBj3+0vW170KUKpIGGObzX+Ng/s5uWviYEzhOo= Complete! Y
16 | wd/713xrPgeOnld1Asgi0DxccMozyBUYZI/OKTF/s= Ty/713xrPgeOnld1Asgj0DxceMozyBUrYZI/OKTF/s= Complete! Y
17 |oUKcvYga/iQtss2Yz24bon9pFgas6mQsIfRpPWLAlsg= M/EgcvYga/iQtss2Yz24bon9pFgas6mQ9JfRpPWLAlsg= Complete! Y
18 | Al+EMV24NQqg5bbkPGVC5Keumxn+UbOSj6T+WSOynQg= SlowMV2z4NQqg5bbkPGvC5Keumxn +UbO8j6T+WSOynQg= Complete! Y
13 |i03L0fkdezL17/feoTcwCsS+7AQbo8YQLMI/XqzdINQ= fasLOfkdezLI7/feoTew CsS+7AQbo8YQLmMI/XqzdSNQ= Complete! Y
20 | LOy4zHMUHKowRpLXvMzihZOOFhgsvTOUErk/TRly2pc= 1c04zHMUHKowRpLXvMzihZOOFhgsvTOUErk/TRly2pc= Completel Y
21 |17Vx9g7uU9ub20dARrEjkbvZmaufpjoD/x8606MooP4= p711g7uU9ub20dARrEjkbvZmaufpjoD/x8606MooP4= Complete! Y
22
23
24
25
26
27
28
T« » .| Maint “‘| Sheet4 | Data Output20191021120739 SummaryWorksheet201< ... ‘

This sheet is provided for the purpose of allowing you to copy the coding from one product key to another
for an existing record in the Account Codes tab.

You will need to enter a list of old product keys in column A and then the corresponding list of new product
keys that they should be mapped to in column B for existing record(s).

Go to the Control tab and click the Maintain Account Codes button. Upon receiving the message ‘Account
Coding Maintenance Successfully Completed’ OR ‘Account Coding Maintenance Had Errors, please review
messages’, go to the Maintenance tab.

Microsoft Excel

Account Coding Maintenance Successfully Completed

OK

1t raAe tThtarmatinn
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Microsoft Excel X

Account Coding Maintence Had Errors, please review messages.

oK

ount code mformation

Note: If there are any issues copying the data, then the specific error will show up in the "Result" column.
Successfully Mapped items will be marked as "Complete". To reprocess, please remove the "Y" from
column D.
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1 |old Product Key New Product Key Result Complete
el alobi This sheet is provided for the purpose of allowing you to copy th
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2 |dog1/v1Y105NFh2Kilyy)dF5/ALcOANgI DAGwLIk= TTheCjjVezbhalk 1fxsAlobxKpphcChFIZc0oHPpPQ=
o Please enter a list of product keys i the first column, along with
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Once you receive the message ‘Account Coding Maintenance Successfully Completed’ on the Control tab
upon clicking the Maintain Account Codes button, the new product key will override and replace the old
product key in the Account Codes tab.
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Account Codes Tab
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4 ... | Account Codes - YRRV VNI ECIEER Rl DO ACIECH EENTTAELEEE Sheet4 | Data Output | SummaryWorksheet @ 4 »
Ready & m - 1 + 64%

This sheet contains the account coding for the billing detail. The data on this sheet is:

Product Key - Each bill line/record from the M-PWR ME Output tab will contain a unique product key. The product key
can be found in the attribute 5 column. The data must be pulled from Nicus via the Bill.350 report. Upon the report
rendering on screen, you must open this report as on the Nicus Bill.350 report. This report is downloaded from Nicus
by opening up as a CSV and is in input into the Account Coding Solution. See M-PWR ME Output Sheet for more
information.

Your agency’s Advantage accounting fields, including but not limited to:
Fund — Department — Unit (formerly report org) - Sub Unit —Appropriation — Object — Activity — Task - Sub Task - Task
Order — Major Program — Program — Program Period — Supplemental Account

Note: Since agencies and service centers do their accounting differently, none of the above Advantage account code
fields are required. On the account codes tab, required data elements are denoted by their yellow background on their
column header (product key, distribution and rounding flag are required).

Distribution — Specifies how to distribute/allocate the billed line amount into the account codes. If the
amount is to be billed to just one account, specify 100 for the distribution value.
If the amount is to be billed to 2 or more accounts:

e enter the percentage that is allocated to this account as a whole number (i.e. 10% equals 10),

e ensuring that the total percentage for all accounts the billed amount is distributed to equals 100.
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Rounding Flag — If the billing charge will not be split, set the rounding flag to be the single line of coding by entering
a ‘X’. For billing charges that are split between multiple accounts, set the rounding flag for the one account you
want to receive the rounded amount.

Custom Data 1, 2 and 3 — If you would like to track additional data than the data on the Account Code tab, here is
where you can do this. These 3 custom data fields can be used to store numeric or alphanumeric data. You can also
add additional columns or subtract these columns. To do that please see Modifying Tacking Data.

Notes — You can enter whatever notes you would like.

Validation Message — This is the column that will contain the error message if there are any errors in your
Account Codes sheet.

Five columns of identifiable data for each unique product key: ~ new

This data is automatically pulled from the M-PWR ME Output tab. The line item
(unique to each bill line/record). The attribute 1 column lists the names (such as
end user, server, database), metric 1 lists the footprint ticket number (latest/most
recent ticket), service category and service code.

Recommendations/Guidance:

After you update the Account Codes sheet, you should validate it. To do that, click on the Control Sheet tab and click
on the ‘Validate Account Codes’ box. For further instructions, please see Validating the Account Codes tab.

Note: Because agency account coding varies, no Advantage account code fields are required.
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M-PWR ME Output Tab

Account Coding Solution - Excel Farrand, Jill

Insert  Pagelayout  Formulas  Data  Review  View  Add-ns @ Tell mewhat you want to do

‘D gé’ | ol == & - SwapTe: General - 5‘4 ’_:.5 %ﬂ EX @ é::tfsum i QY p
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Clipboard 1 Font I Alignment [F] Number 7 Styles Cells Editing ~
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1 |Period Consumer Level : Service Category Service QuantiRate  Charges Dispui Dispute Attribute Resource Email Add Metric5 Attribute Attribute3 Attribute 4 Attribute
2 | 201803 Administrative - Defe15A Device Bundling (Track It)] BUNDLEB 1 130.78 130.78 <a href="CB/D douglas.a.farnham Desktop DVEMCDALP 87136 IbTMSi9A
3 -Defe15A Device Bundling (Track It)]  BUNDLEB 1 130.78 130.78 <a href="CB/D multi-user Desktop DVEMCDAILP 83085 Hz/nm3n
4 | 201803 Administrative - Defe15A  Device Bundling (Track It} BUNDLEC 1 139.11 139.11 <a href="CB/D scott.a.young Laptop  DVEMCT1AL 90372 dph&KDY)
5 | 201803 Administrative - Defe 154  Office 365 (Commitments) AD-ONLY 2 9 18 <a href="CB/D 1l 1ZDk6Sul
6 | 201803 Administrative - Defe 154  Office 365 (Net New) G3NN 3 37.69 113.07 <a href="CB/DisputelnitHome.aspx?CONSUMER=18B15ADVEM&Service=G3NN" target="_t 36U7kc5s
7 | 201803 Administrative - Defe 15A  Office 365 (Users) G3l 1 0 0 <a href="CB/D Douglas.A.Farnham Douglas.ADVEM-G3  Daniel.Gooi Ogawiki
8 | 201803 Administrative - Defe15A  Office 365 (Users) G3l 1 o 0 <a href="CB/D Scott.A.Young Scott.A.Yc DVEM-G3 Daniel.Gooi xTeBOCrl
9 | 201803 Administrative - Defe 154  Secure Remote Access SECURERA 1 4.76 4.76 <a href="CB/D Douglas.A.Farnham 10/20/201 SystemDom;: 8FOFI974FE. GwwO2be
10 | 201802 Administrative - Defe 154  Secure Remote Access SECURERA 1 476 4.76 <a href="CB/D Melissa.Willette 11/28/201 SystemDom: CA4CAF795; AtytQ/tEl
11 | 201803 Administrative - Defe15A  Secure Remote Access SECURERA 1 4.76 4.76 <a href="CB/D Scott.A.Young 1/25/2017 SystemDomi 1039FAD410 6kzZTgSN
12 | 201803 Adult Education (18BI105SA  Device Bundling (Track It} BUNDLEC 1 139.11 139.11 <a href="CB/D donald.marino Laptop  DOE-CTIALTI 94942 mVaHfR
13 | 201803 Adult Education (18BI105A Device Bundling (Track It} BUNDLEC 1 139.11 139.11 <a href="CB/D gail.senese Tablet PC DOE-CTIATB 90637 DPuBjbU
14 | 201803 Adult Education (18B105A  Office 365 (Users) G3l 1 o 0 <a href="CB/D Abigail. Manahan Abigail.M: DOE-G3 jeff.mao #3. SHxfZFpN
15
16
17
18
19
20 s

LN ccount Codes |_m-PwR ME Output I ) | Data Output20180518090942 | I ... ] 3

This tab contains the input file for ACS and the account coding process. The input file is the BILL.350
Billing Details by Consumer and Service Report that is exported into a CSV file from Nicus (a.k.a. M-
PWR ME).

To load the Bill.350 data into the ACS spreadsheet tab labeled M-PWR ME Output:
e View the Bill.350 report for the most current billing period within Nicus (a.k.a. M-PWR ME)
e C(Click on the ‘Open in CSV’ option in the upper left-hand side of the screen
Save the CSV file
Open your latest ACS workbook
Go back to the CSV file you just saved that contains your Bill.350 data
Copy all data (excluding row 1 — column headers) from the Bill.350 report that opened and
saved as a CSV to the ACS workbook on the tab labeled M-PWR ME Output (overlaying the
existing data) in the ACS workbook.

Note: Product key values are located in the Attribute 5 column.
For most services:

e Metric 1 column contains the footprints ticket associated with providing the service
e Attribute 1 column contains the name of the person who received the service
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Summary Template ~ new

= T EDS-T79 kelly curtis 10-1-19x1sm - Excel Curtis, Kelly A.

Insert  Pagelayout Formulas Data  Review View Help ACROBAT @ Tell me what you want to do

Fio T 55 T AutoSum - A
ab - B €m BX
2 Wrap Text General E _# | Normal 2 Normal Bad €= =X K] e oY ,O

Merge & Center =~ $ - % » % g Conditional Formatas| Good Neutral Calculation .| lnsert Deleteformat . Sort& Find&

Formatting - Table - - - - Filter - Select -
Clipboard [} Font [} Alignment [} Number ~ Styles cells Editing ~

= X cut
Ex Copy -
Paste E P
- ¥ Format Painter

Calibri S - A A

I u- - H-A-

Al - Se a

o AW o

Suppleme
ntal
Account

Total
Amount

Task
Order

Mir
Program

Program
Period

Departme
nt

o ;
Line | AccountingString | Fund unit | subunit |“PPTPM? | opject | Activity | Task | SubTask Program
on

4 » .| SummaryTemplate [NOIIFERRET ‘SheeM ‘ Data Output20191021120739 ‘ SummaryWorksheet20191021120836 ‘ Data Output ‘ SummaryWorks} ... @ < »

Select destination and press ENTER or choose Paste B Moo= 1 + 100%

This tab lists the headings of the summary worksheet columns which will be displayed on the report
generated to the SummaryWorksheet tab.
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Output Template Tab

Farrand, .ill
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This tab lists the headings of the output columns which will be displayed on the report generated to the
Data Output tab. If you are using the custom data fields, change their headings on this tab to a label
that reflects your usage of the columns. Account code and custom data fields can be found by scrolling
to the right.
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Data Output Tab
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3 (201803 15A Device Bundli BUNDLEB 1 130.78 130.78 <a href="CB/DisputelnitHome.as multi-user CHARGE2

4 5201803 15A Device BundliBUNDLEC 1 120 120 <a href="CB/DisputelnitHome.as scott.a.young CHARGE3

5 5201303 15A Device BundliBUNDLEC 1 120 120 <a href="CB/DisputelnitHome.as scott.a.young CHARGE2
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| ——— e e S — i —

E -
P M| constantData || M-PWR ME Output || OutputTemplate |G ] v

This tab shows your final report containing the data from Bill.350 report with account coding and
custom data appended at the end of each row.

Once these Data Output reports are generated, they should be saved either as separate workbooks or as
separate sheets within a workbook. The dispute column can only be utilized within Nicus (a.k.a. M-PWR
ME); therefore, we recommend deleting this column from your copy of the final data output report.

Considerations:

A separate excel sheet is created each time you click on ‘Process Billing Worksheet'.

When you run the “Process Billing Worksheet” process, the macro process first copies the Data Output
sheet to a new worksheet named Data OutputYYYYMMDDHHMMSS where YYYYMMDD equals the
current date and HHMMSS equals the current time. It then copies the contents of the Output Template

with the Account Codes information appended on the end of each line to the Data Output sheet.

We recommend you delete previously created Output sheets that you do not want to keep.
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Summary Worksheet Tab ~ new
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This tab shows your final report summarizing total amount due by account code(s). The
information is pulled from the account codes tab and the data output tab.

Once these Summary Worksheet reports are generated, they should be saved either as separate
workbook or as separate sheet within a workbook.

Considerations:

A separate excel sheet is created each time you click on ‘Process Billing Worksheet'.

When you run the “Process Billing Worksheet” process, the macro process first copies the Summary
Worksheet sheet to a new worksheet named SummaryWorksheetYYYYMMDDHHMMSS where
YYYYMMDD equals the current date and HHMMSS equals the current time. It then copies the contents

of the Account Codes information with the information from the Data Output sheet.

We recommend you delete previously created SummaryWorksheet sheets that you do not want to keep.
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Validating the Account Codes tab

After you update your Account Codes Worksheet, you should validate it. Go to the Control Tab and Click
on the ‘Validate Account Code’ box.

If there are errors on the Account Codes sheet, the following error message will be displayed:

i N

Microsoft Excel P

Your account codes have validation errors, Please review and fix

oK

ulg

After you click the OK button on this error, click on the Account Codes tab to see what errors were
generated. Error messages are listed in the “Validation Messages” column.

Validation Performed:

Ensures the total distribution for a product key adds up to 100. If total allocations sum to more or
less than 100, the error message ‘M: Distribution does not add up to 100’ is generated for each row
of the product key in error.

Ensures that one of the rounding flags is indicated for each product key. If the rounding flag has not
been selected for a product key, or more than one rounding flag has been selected for the same product
key, the error message ‘M: Product Key should have exactly one rounding flag’ is generated for each row

of the product key in error.

An example of both errors follow.
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If there are no validation errors on the Account Codes sheet, you will get the following message:

Microsoft Excel |

Your account codes appear to be valid

OK

You are now ready to generate your report with account code information.
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Validating the Maintenance tab ~ new

After you update your Maintenance Worksheet, you should validate it. Go to the Control Tab and Click
on the ‘Maintain Account Codes’ box.

If there are errors on the Maintenance sheet, the following error message will be displayed:

Microsoft Excel X

Account Coding Maintence Had Errors, please review messages.

oK

ount code mrormation

After you click the OK button on this error, click on the Maintenance tab to see what errors were
generated. Error messages are listed in the “Results” column.

Validation Performed:

Ensures that the coding from one product key to another successfully maps. If the coding does not
map, the error message will be displayed in the ‘Result’ column on the Maintenance tab and the old
product key on the Account Codes tab will not change.

Ensures that the old product key is replaced with the new product key.

An example of the error is as follows.
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Successfully Mapped items will be marked as "Complete". To reprocess, please remove the "Y" from
column D.

If there are no validation errors on the Maintenance sheet, you will get the following message:

Microsoft Excel *

Account Coding Maintenance Successfully Completed

OK

1t raAe tThtarmatinn

You are now ready to generate your report with account code information.
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Process Billing Worksheet:

After you have downloaded the Nicus (a.k.a. M-PWR ME) Bill.350 report to a CSV and copied/pasted
values (all data except row 1) it to the ACS tab labeled M-PWR ME Output, you are ready to identify
new billing line items and/or apply account codes to the billing detail.

In the ACS, go to the tab labeled Control and click on the “Process Billing Worksheet” box.

The Process Billing Worksheet macro runs the Validate Account Codes macro to ensure there are no
errors in the Account Codes. If there are no errors, the ‘Processing Billing Worksheet’ macro appends
the Account Code data and any additional data previously entered for tracking (the custom columns) to
the end of the bill detail lines from the M-PWR ME Output tab, producing the Data Output sheet(s).

If the Bill.350 report (in the M-PWR ME Output tab) contains new product keys that are not listed on
the Account Codes tab, the following error will be generated:

BUNDLEB 1 130.78 130.78 <a href="CB/DisputelnitHom:

BUN Microsoft Excel S

BU i

BU il
The total on the M-PWR ME Qutput Bill, 524,24 does not match the distribution

AD- i
total 554,35

G3 il

Gal

G3l

SEC

SEC

Lol ot I ol LT ] - a = -y Py EEREE L P L TR B RS E T S

When you click OK, ACS will tell you that there are missing product keys on the Account Codes tab.

<a href="CB/DisputelnitHome.as Douglas.A.Farnham 10/20f.

e L — ——————— 5 11728/

<a Microsoft Excel 2 1/25/21

<a Laptop

=8| | There are missing product keys values, Please populate this data and try again. Tablet

<3 Abigail
oK

When you click on the OK button, you are brought to the Account Codes tab where any missing product
keys are added to the end of the Account Codes list with a message stating, “Please Populate this
Value”.
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To find the billing detail lines for the new product keys, you have two choices:

You can scroll to the right of the Account Codes tab to columns W through AA. Identifying data for
each product key such as Line ltem, Attribute 1 (Name), Metric 1 (Footprints ticket #), Service
Category, and Service Code pulls the applicable data from the M-PWR ME Output tab. ~ new

You no longer need to copy a new product key from the end of the account code list and on the M-
PWR ME Output tab do a find (find and select in upper right-hand corner on the excel ribbon) on the
product key.

Or:

On the M-PWR ME Output tab, all new product keys will have their font changed to red and will be
bolded. You can filter the new product keys by adding a filter to the Attribute 5 column (column R
where product key is stored) on the M-PWR ME tab and then filtering on red font. For instructions on
how to do this, please see How to Filter All New Product Keys on the M-PWR ME Output Tab.

Determine your account code values for your new product keys. If you need additional data, the metric
1 column lists the footprint ticket for many services, so you can research the ticket.

Now enter your Account Code information and additional custom data for the new product key(s) and
click on the ‘Process Billing Worksheet’ macro box on the Control tab.

Upon completion, you will be brought to the Data Output tab and SummaryWorksheet tab where
your reports are populated, and you receive the success message below: ~ new
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Microsoft Excel

1 01015A1112011112(010 15A 1112 01 111201 5500 123 3 TEST F2019 $1,837.21

2 01315A0002020002(013 15A 0002 02 000202 5000 | Your il has processed successfullyl $3,977.56
3 09915A9999019999(099 15A 9999 o1 999901 5600 ] $6,837.38
4 05015A7676997676¢050 15A 7676 99 767699 5200 ]

$1,934.04
Total: $14,586.19
; ;

Signature

Date

Things to Remember:

All final output reports should be saved as separate workbooks or as separate sheets within an annual
workbook. Note: Because the dispute column is only utilized within M-PWR ME, we recommend
deleting this column from your copy of the final report.

A separate excel sheet is created each time you click on ‘Process Billing Worksheet'.

When you run the “Process Billing Worksheet” process, the macro first copies the Data Output sheet to
a new worksheet named Data OutputYYYYMMDDHHMMSS where YYYYMMDD equals the current date
and HHMMSS equals the current time. It then copies the contents of the Output Template with the
Account Code and tracking data appended on the end of each bill line (from the M-PWR ME Output tab)
to the Data Output sheet. Then the macro second copies the Account Codes account code string(s)
(columns B-0) and Data Output distribution (column AZ) and compiles that information on the
SummaryWorksheet. Each account code string is auto numbered on this sheet.

Your most current output is always on the Data Output tab and the SummaryWorksheet tab.

We recommend you delete previously created Output sheets that you do not want to keep.
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Modifying Tracking Data
If you would like to track additional or less data with your Account Coding data, you can by:

On the Account Codes tab:
Insert any additional columns between the Custom Data 3 and Distribution columns.
Or delete any of the Custom Data columns if you want to track less data.

On the Output Template tab:

Give heading names to the additional columns you added. Enter these column names (labels) in
the first row after the Custom Data 3 column.

Or delete columns containing custom data labels for any custom data you do not want to track.

On the Constant Data Tab:

If you added additional custom data fields to track, add 1 to the number stored in the following
row for every column you added.

Or if you deleted custom tracking data, subtract 1 from the number stored in the following row
for every column you deleted.

Number of custom fields
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> #1~ Add 1 for every column of tracking data
o Orsubtract 1 for every column of tracking data deleted to the values of: Number of custom
fields

> # 2~ Add additional identifying information from the M-PWR ME Output tab in the Account Codes
tab ~ new
o Oryou can change the order of the existing identifying information by rearranging the
numbers. Note: The numbers represent the columns located on the M-PWR ME Output
tab
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How to Filter All New Product Keys on the M-PWR ME Output Tab

Product key is stored in the Attribute 5 column. Select the Attribute 5 column (column R) by clicking on
the Attribute 5 column, then click on the Sort & Filter icon located in the upper right hand corner of the
excel ribbon. Select filter and a filter is added to the product key column.
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Click on the filter and put your cursor on the ‘Filter by Color’ entry, then click on the red rectangle in the
‘Filter by Font Color’ box.
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Viola! You can now review your billing detail line and data to determine your account code coding.

Account Coding Solution - final testing version - Excel Farrand, Jill (&3]
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