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1. Accessing Account Codes Program.
Account Codes program can be accessed using the following URL from any
computer with a web browser and Adobe Acrobat Reader at
http://www.prairiewave.com/accountcodes/.

Program can be accessed using any web browser, but Internet Explorer 6 is
recommended.

2. Logging into Account Codes Program.
a. Once users enter the above URL in the web browser, the following login
screen will be presented.
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Please enter your UserName and Password
User Name :
Password :

Click here to register.

Note : This Program Requires Adobe Reader for viewing Reports If you don't have Adobe Reader installed on your computer,
Please click here to yet latest version of Adobe Reader for free

Click here to download use guide
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User Name: Same as your Customer Number. Your customer number can
be found on your Invoice. If you receive multiple Invoices you will have to
login using different customer numbers for accessing Tele Management
Reports for each Account.

Password: Your initial password will be sent in a notification email.
If you login into the system for the first time, you will be forced to change
your password. This step is necessasary to ensure your privacy.
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Complete the necessary information and click on “Change”.
This will redirect you to the homepage.
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3. Working with the Program.

Bl User Options

Y Modify Account Degcription
B Run Reports
B8 L ogout

Main Menu is the entry point to the program. Main Menu consists of the links that
will help you freely navigate through the site.

The following section explains the functionality of each link.

3.1 Modify Account Description.

This link will allow the users to change the account code descriptions. The
process of changing account codes consists of 4 steps.

Step 1: Click on Modify Account Description Link
Step 2: User will be presented with the available account codes.
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Step 3: Click “Edit” on the account code you would like to modify.
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Step 4:  Make the necessary modifications, and click on “Change”.
Account Code description will be saved.
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3.2 Run Reports.

This link will allow the users to run various reports available in the Account codes
program. The process of running reports consists of 3 steps.
Step 1: Click on Run Reports Link.

Step 2: User will be presented with a list of available reports.
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2 Emplovee Summary Reportwith employee summary View
2 Ermployee Totals Eeport Wik employee totals View
Aecount Code Summary Report With Account code Totals View
Top 50 AreaCodes Top 50 Area Codes View
Top 50 Numbers Top 50 Mumbers View
Top 50 Prefizes Top 50 Prefizes View L
Call Distribution by Line Call Distribution by Line View
Call Distribution by Call Type Call Distribution by Line View
Call Distribution by Toll Free Lme Call Distribution by Tell Free Line View
Charges by Location Charges by Location View
Time of Diay Analysis Time of Day Analysic View
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Step 3: Click on the "View" link to the right of each report. You will be
presented with a screen be presented with a screen to choose
various parameters that are required to run this report.
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Step 4: After selecting/completing all the required parameters click on
“Generate Report”. This will generate a PDF file that will display
in a browser (Depends on your web browser settings the PDF file
could be displayed in a separate window). You may print or save
the report using the following Icons respectively.

=) Print Bl save
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4. Trouble shooting:
1. Cannot View Reports:

Potential Cause: Adobe Acrobat Reader is not installed.
Solution: Install Acrobat Reader. Acrobat Reader is a free program
and can be downloaded from the following link Download Adobe
Reader. In some institutions Computer security is locked down so that
users cannot install any new programs. In this case, please contact
your IT department to install Acrobat Reader.

2. Web page is distorted and is not being displayed properly

Potential Cause: User is using a web browser other than Internet
Explorer 6
Solution: Install Internet Explorer 6.

3. Any other trouble: Please contact PrairieWave business customer
support at 1-877-633-4567
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