RR DONNELLEY

SAAS Invoicing Procedures
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Introduction

This document describes procedures for invoicing in RR Donnelley Software As A Service (SAAS) operations. The
instructions in this document are structured to work regardless of what mechanism your division uses to keep
track of projected monthly billings.

Prerequisites

Email service provider logins and passwords

Filemaker Pro application engine installed at your workstation
TimeData installed at your workstation

TimeData login and password

Access to FTP site from your workstation

Access to Ariba (for submitting AT&T B2B, AT&T CC and ING invoices only; see Appendix B: Submitting
Invoices Using Ariba)

ATR&T Billing MacroUSETHIS.xIs file (for submitting AT&T B2B invoices only; see Appendix C: AT&T AABA
Invoicing)

Microsoft Excel

Contacts

Megan Stone (megan.m.stone@rrd.com), 415-247-7046
Serena Schero (serena.schero@rrd.com), 630-322-6609
Thomas Porcella (thomas.a.porcella@rrd.com), 415-247-7063

Process Summary

1.

w ® N o b~ W DN

Log in to your email service provider

Download email sends for the month just ended

Transfer all the downloaded data into the email counts spreadsheet
Update the Projected Billings spreadsheet

Login to TimeData

Create the invoice

Print the invoice

Send the invoice out for internal approval

Create the Charge Sheet

10. Send the invoice to the customer

11. Update the Projected Billings spreadsheet

12. Batch and upload invoices to SAP
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The Process in Detail

1. Login to your email provider

If your email provider is ExactTarget, follow the procedures in Appendix A.

2. Download email sends for the month just ended

If your email provider is ExactTarget, follow the procedures in Appendix A.

3. Transfer all the downloaded data into the email counts spreadsheet

The email counts spreadsheet has
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a. At each applicable client engine tab, do the following:
Transfer all the downloaded data into the email counts spreadsheet for the month just ended.
For each CSV you need to import, do the following:
a. Open the email counts spreadsheet.
b. Go to the tab for the client engine you are working with.
c. Clean out all the data on the page, keeping only the header line (Job ID, Name, Date/Time Sent, etc.)
d. Put the cursor at Column A, in the row where you want the file import to begin.
e. At the File menu, click Import. Excel displays the Import dialog box.
f.  Say that you want to import a CSV file, then click Import.

g. Navigate to the CSV file you want to import, then click Get Data. Excel displays the Text Import
Wizard.

h. Choose Delimited.
I. Select the row on the spreadsheet where the new data (import) should start.

J- Click Next >.
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k. Confirm that the delimiters in your file are Tab and Comma.
l. Click Next >.

m. This last Text Import Wizard screen enables you to select each column in your spreadsheet and set its
Data format. This spreadsheet is already set up appropriately for the data you are importing, so don't
worry about changing anything.

n. Click Finish. Excel displays the Import Data dialog box.
0. Specify that the data should be put at an existing sheet.
Excel imports the data, filling in the spreadsheet from the line that you specified, down.

When you have finished importing all CSV files for that client engine tab, use the Excel Sum function to
sum the email total at the bottom of the spreadsheet. (This enables email totals to be automatically
recalculated even if some rows in the spreadsheet need to be cleared; see Step 3.)

b. Email the entire email counts spreadsheet to the CSR team for approval.

The CSR team reviews the entries on the spreadsheet, and highlights any that should not be included, such as
most of the “Test” email entries.

C. After the CSR team returns the annotated version of the email counts spreadsheet, remove any rows that are
highlighted, leaving a blank line where the highlighted text used to be.

Excel automatically recalculates the email total at the bottom of the spreadsheet.

d. Transfer the sum of each of the

. . | A B C D E B G H I J
tabs in the email counts : ‘;’ N
spreadsheet, to the Summary tab. |3 =
NOte On the spreadSheet’ that the : ATT_02 B28B El";;:sd h_::'ls $q=2v:2‘:231 A OK per T P la 09/03/13
i 7 :\—fuz B28B - Webinar = czls $ — : oK z:q::: r::: la 09‘.’03:"13
CSR team has approved the 8 A’\‘:UGCuszc'ne'Ca'e 253,795 0515 $ 3,806.93 x Oer'S:eveShvplevDQ/\OJ/lB
amounts. w0l T a7 075 31630 x  Ooe Ooisesme nvaud G9EA3
11 $ 695214
For each client page, do the s
. | 14
following: |15 | Toueh rees (softre
16 Emails Print. Rate Revenue ACCRUE
) . 17 11'/\.'.-cnzr = 0.0090 :s - x OKoe'Ealer'\kawwes.Cﬂ;‘Dll‘l)' :
nghllght the total at the | ig WLP 45,271 0.0270 : iz;;:; x OK per Christophe Raynaud 09/03/13
bottom of the tab. o
22
123 Totol Emoil/Touch Revenue S §,174.46
Go to the Summary tab. {2a

Find this client in Column A.
Move across the spreadsheet to
Column E.

Enter the formula =nnn, where nnn is the total at the bottom of the tab.

Make sure all the client totals are copied to the Summary tab.
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4. Update the Projected Billings spreadsheet

The Projected Billings spreadsheet lists all customers and all invoices (sales price, amount). This spreadsheet is
used to determine how to bill and what to bill.

Projected Billings is updated a second time (with invoice numbers) after billing has gone out, as described on

page 15.

a. Click the Projected Billing Details
tab.

b. Filter the displays so that only the
current the Billing Month (column C)
is showing.

C. Fill in the highlighted fields in
column M with the correct quantities
from the Email Counts spreadsheet.
The spreadsheet calculates the
appropriate amounts, based on the
email quantities you just entered.

Note: Make sure the amounts that
were calculated from the
highlighted quantities on the
Projected Billings spreadsheet,
match the amounts on the Email
Counts spreadsheet.

d. Click the Billing Summary tab.

The spreadsheet pulls the amounts
just calculated for the current Billing
Month, and displays them in the
pivot table.

ATAT Business Solutions
ATAT Business Solutons
AT

\T&T Business Solutions
\T&T Business Solutions
\TT_06 B28 Customer Care

CREF_01A6
TIAA-CREF_01 A-6
TIAA-CREF_01 A-6
TIAA-CREF_01 A-6
TIAA-CREF_01A-6
WellPoint
WallPoint
WallPoint
WallPoint

Program in Operaton
Program In Operation
Program In Operation
Program In Operation
Program in Operation
Program In Operation
Program In Operation
Program In Operation
Program In Operation
Program in Operation
Program in Operation
Program in Operation
Program In Operation
Program in Operation
Program In Operation
Program In Operation
Program In Operation
Program In Operation
Program In Operation
Program In Operation

Sort Ascending
Sort Descending

(Show All)
(Show Top 10...)
(Custom Filter...)

April
August
December
February
January
January '14
July
June
March
May
November
October

~ September

230073

AABA #103673
AABA #10355%

POEIITHE

AABA #10355%

POEIITHE

AABA #103555

POEIITHE

POEEZ91G
POES291G
POBS291%

3350
<> Billing Summary _ Projected Billing Details _
= EE [ | l g ry  Proj g 4

Ve ALGUS
2013
agorent and Corautng « Saptamder 2013
oratons « September 2013

~August 2013
ram rosteg & Sonvicos - Septeentar 2013
AN - Soptomdec 2013

.

g

-~

—-gg——-—oo——zo-——-—-—

(If the amounts don’t seem right, make sure the current billing month is selected in the pivot table filter. If
necessary, refresh the displays to see the amounts.)

Important: Make a note of all the job nhumbers of all the invoices listed. You will need these to create invoices.

Now you're ready to invoice!
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5. Login to TimeData

The application used to create invoices is called TimeData. TimeData runs as a FileMaker Pro application.

RR Donnelley uses TimeData for a number of activities, including Jobs, Tickets, Cycles, Masters, Contacts,
Estimates, Billing and Shipping. For information on these other activities, see the RR Donnelley TimeData-10

General User Guide.

a. To start TimeData, double-click the FileMaker Pro icon on your desktop. TimeData displays the FileMaker

Quick Start screen.

b. At Open a Database, click
TimeData-10_Nimblefish.

TimeData displays a login window.

Note: If you have never used the
TimeData Nimblefish database
before, request access and have
someone help you find it on the
network.

FileMaker Quick Start

Create a New Database
Create a new file, then define fields,
add records, and enter data.

]j’ Create a New Database

Convert an Existina File

Start from an Excel, Tab Delimited,
Comma Separated, or Merge file.

j Convert an Existing File

Use a Starter Solution

Select a pre-designed template for
business, academic, or personal tasks.

Use a Starter Solution

Open a Database Q

=1-Recent Files

Favorite Files

TimeData-10_Nimblefish (ELGPRE-MWE-TL|

[#)- Nimblefish (elgpre-mwe-tdp1.na.ad.rrd.com)

< n

Manage Favorites

[¥] Show this screen when FileMaker Pro opens

(7=
Video Tutorials

View instructional videos, plus get
access to other helpful resources.

Visitthe Resource Center»

Hands-on Tutorial

Expand your skills with
step-by-step instructions.

Start Now »

FileMaker Forum

Ask questions and receive advice
from other FileMaker Pro users.

Go to the FileMaker Forum »

C. Login to TimeData using your TimeData username and password.

TimeData displays the Home page.

6. Create the invoice

The following procedure is used for all clients. For additional procedures that apply only to AT&T B2B, AT&T CC
and ING, see Appendix B: Submitting Invoices Using Ariba.

a. At the TimeData home page, click
Invoices (shown highlighted in the
illustration to the right).

TimeData displays the Invoices list,
containing all invoices that have been
created thus far, for all Nimblefish
clients. The listing includes invoices
that are new, closed and rejected.

© RR Donnelley and Sons, 2013

[y TimeData-10_Nimblefish - Invoices @ ELGPRE-MWE-TOPL

INVOICE LIST

[imeData

ol << < > 5>
Recond 187 of 187, Total 187

Fitr 12 orenter to petom) [}

[H Create New Invoice  [] Gang Selected Invoices _ [£] Selected Invoices to Billing

Details

List

100] ol = Bowse | «

S Invoice Number Job Number Invoice Name Acoount Mansger Cusiomer Name inveice Dste __ Payment Date Status
» U | 8111007212 | 10072 2013 SOW, per Agreement None New Cingular Wireless PCS LLC - 7812013 8222013 Closed
» O [(s111007614 10076 Welcome to Anthem SOW 2013 None WELLPOINT - 0000177427-00078 | _ 782013 | 8712013 Closed
» [ [ 8111008200 | 10082 | ATTCS j190_d01-HighRiskApril, | MeganStone | AT&TBusiness Solutions - 0000123003 | 7912013 8232013 Closed
> [ 8111008400 | 10084 |  ATTCS /191 d01-Optimizing | MeganStone | AT &T Business Solutions - 0000123093 | 702013 | 81232013 Closed |
» [ [ 8111008500 | 10085 | Weblorm Logo Addition/F TP Process | None New Cingular Wireless PCS LLC - 7152013 | 8202013 | Closed
» [ | 8111008500 | 10085 | SOW- Relayfor Life Pilot Program None AMERICAN CANCER SOCIETY- | 71122013 _| _an12013_| Closed
» O | 8111008700 | 10087 Change Order No 1 - Add Mobile None DISNEY VACATION CLUB - 0000001425_|  7/19/2013 | _ 81812013 Closed
» O [ (8111007214 | 10072 2013 SOW, per Agreement None New Cingular Wireless PCSLLC- | 852013 | /102013 Closed
» O | 8111004317 10043 | Application Maintenance None TIAA CREF - 0000604829-00001 852013 9142013 Closed
> [ [ 8111005533 | 10055 | TIAA-CREF: Per Schedule A-6 SOW., None TIAACREF -0000604829-00001 | 8152013 | 042013 Closed
» [ | 8111007616 | 10076 | Welcome to Anthem SOW 2013 None WELLPOINT - 0000177427-00078 852013 9142013 Closed
» O | 8111007336 | 10073 | PerOrder No, 2004123031501 None AT & Business Solutions - 0000123093 | _ &/52013 | _or10r2013 Closed
» O [ 8111007337 | 10073 | PerOrder No. 2004123031501 None AT & T Business Solutons - 0000123093 | 8552013 91912013 Closed
> [J | 8111007338 | 10073 | PerOrder No. 2041230315011 None AT & T Business Solutions - 0000123093 | 8152013 | 91912013 Closed
» [J [ 8111008900 | 10089 __|Change Order No 1 to Project Order No None ING AMERICAS - 0000583493-00006 81422013 | 9132013 Closed
» [ [8111008800 | 10088 | ATTCS j192_d01- Ethemet, drop Megan Stone | AT & T Business Solutions - 0000123093 | _a/142013_|__ 91282013 Closed
» [0 [ 8111006203 | 10062 |  Nimblefish Nurture Engine & None DISNEY VACATION CLUB - 0000001425 | 8/19/2013 | 91812013 Closed
» [ 8111007507 | 10075 |  Addendum to SOW dated 08/15/13 None LO MANAGEMENT - 0000718852-00001 | _ 81912013 _| 91182013 Rejected
» [0 [ 8111005534 | 10055 | TIAA-CREF: Per Schedule A-6 SOW. None TIAA CREF - 0000604829-00001 | 82172013 | 972012013 | Closed
> [J [ 8111009000 | 10090 | Addendumto SOW, dated 08/26/13 None LQ MANAGEMENT - 0000718852-00001 | 872772013 | 912612013 Closed
» O [ 8111009100 | 10091 TestJob None KAISER PERMANENTE - 0000038119-00099( _ 8/2022013 | 9/28/2013 Rejected
> (J [ 8111007216 | 10072 | 2013 SOW, per Agreement None New Cingular Wireless PCSLLC- | 042013 | 101192013 Closed
» (] [ 8111005536 | 10055 | TIAACREF: Per Schedule A-6 SOW., None TIAA CREF - 0000604829-00001 9142013 10142013 Closed
» (] 8111007618 | 10076 | Welcome to Anthem SOW 2013 None WELLPOINT - 0000177427-00078 | _9/42013 | _ 10142013 Closed
» [ [ 8111007342 | 10073 | Per Order No. 20041230.31.5.011 None AT & TBusiness Solutions - 0000123093 | 0/422013 | 1011912013 Closed
» (0 | 8111007343 | 10073 | PerOrder No.20041230.31.5.011 None AT & T Business Solutions - 0000123093 | 9142013 | 1011012013 Closed
» (J | 8111009200 | 10092 | Program Enhancement Order to None TIAA CREF - 0000604829-00001 90512013 1052013 Closed
» O [ 8111000300 10003 | ATTCS_j192_d02 - Ethemet Postcard | Magan Stone | AT & T Business Solutions - 0000123093 | 9/6r2013 | 102172013 New
» (] | 8111008400 10004 ATTCS_j195_d01 Optimizing Megan Stone AT & T Business Solutions - 0000123093 90612013 1012172013 New
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At the top of the Invoice List,
click the plus sign at Create
New Invoice.

TimeData displays the Create
Invoice window.

Enter the Job Number of the
new invoice you wish to create.

Click Submit.

TimeData displays the Invoice
screen. The Customer Name,
Address, and Job Number fields
should be already populated.

Check the top of the invoice
to make sure the Final Ship
Date, Bill To Name, PO Number
(if applicable) and AABA
Disbursement Number (if
applicable) are filled in.

If these fields are not filled in,
TimeData cannot create a
printable invoice.

Note: If the invoice contains an
AABA disbursement number,
STOP HERE and follow the
invoice creation procedure
described in Appendix C: AT&T
AABA Invoicing.

© RR Donnelley and Sons, 2013

[y TimeData-10_Nimblefish

£ 0 IENEI
Recond 187 of 157, Tota 187,

)

- Invoices @ ELGPRE-MWE-TDP1
INVOICE LIST

Filter (tab or enter to perfom) [ Details

List

b. Armed with your list of job numbers from the preceding month, create your invoices as follows:

Tases | nsres | conmacrs [ eoara esriures [JIEEERY sune || pos s

[o].o =

PPING

Create Invoice

Invoice Neme ‘Acsount Manager Customer Name invoice Date_ Payment Date Stais
»UJ | 81 10072 2013 SOW, per Agreement None New Cingular Wireless PCS LLC - 7582013 812212013 Closed
=0 10076 Welcome to Anthem SOW 2013 None WELLPOINT - 0000177427-00078 7582013 8172013 Closed
» 3 | 8111 10082 ATTCS_j190_d01 - High Risk April, Megan Stone AT & T Business Solutions - 0000123093 7192013 812322013 1 Closed
»0 10084 ATTCS_191_d01 - Optimizing MeganStone | AT &T Business Solutions - 0000123093 | 7/0/2013 812312013 Closed
» O [ 8111008500 | Webform Logo AdditionFTP Process None New Cingular Wireless PCS LLC - 7152013 | 812012013 Closed
=0 } 8111008600 | 086 | SOW - Relay for Life Pilot Program None AMERICAN CANCER SOCIETY - 7122013 81112013 Closed
» (] | 8111008700 87 Change Order No 1- Add Mobile None DISNEY VACATION CLUB - 0000001425 711972013 8/18/2013 Closed
»0 ‘ 8111007214 | 10072 | 2013 SOW, perAgreement None New Cingular Wireless PCS LLC - 852013 | 91192013 Closed
R S L o T e mannan St E T BT ez
[y New Invoice =8 EC]

Invoice Type
Direct Bill

Job Number
Print Plant B

100] o ™™ Browse | «

Actions =
Tavoon Nomber 5111065101 e [¥] Contat<_iwvoiaTo_PORsG__ ipTo
 HOWINOI® 1 v name. Testdob o Dute w2013 @ B toName. Accounts Paable [
Ouplicate Invoice Cestomer PO Fins Stp Date. 22472013 (=]
KAISER PERMANENTE - [¥]  PaymestDae 1082013 (=)} Address 1800 HARRISON STFL Y. Address PO Box $5360
= Cop#Biflos 0000038118 00088 Tems/Disoount | ooow
Print Invoice r Aot ~
Print Al ey SsesReECP 0000622315 5] Ciy ORKLAND Ciy St Lowis
Print Al ARBA Aosocy Cote Sales Person ROBERT BONHAM Sweizp CA_sum Swe/Zo MO sat6e
= oo0o% |
Print Both
( s o [ o | ) e
nvoce T e 13 1241
Job CostReport
Change Type
[
Prist Quantity?
@Yes Otio
Piet Dsooust?
OYes @ Mo
Pt i Cost?
®ves Otio
Contact Address?
Otes Mo
Otes Mo
OYes @No
Owaka
Nembetah 7] 8 =
Diviion Number
LX) LL) 350 _
oM .
100] o 1 Browse | < )| ]
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At the lower right quadrant of
the form, click the Customer
Rate Schedule drop-down.

Make sure you click the drop-
down, and not the plus sign.

Select the correct rate

schedule from the drop-down list.

Note: When there are multiple
rate schedules in the drop-down,
be careful to select the right one!
(They are usually named clearly
enough for you to do that.)

If the items that are present do
not seem to match the items in
the projected billings for that
client, try the other rate
schedule(s).

Duplicate Invoice

Print Invoice

Print Al e
Print Alt AABA

Print Both

Job CostReport
Change Type

100] dud = Bowse__+] ¢

A number of billable items for that customer appear in the Customer Rate Schedule box. The type of
items vary, depending on what items are listed in the Customer’s contract.

These items should agree with the items listed for that client on the Projected Billings spreadsheet.

Select the items that need to be present in this invoice.

The items appear in the Customer Rate Schedule box.

Click the Plus Sign at the
upper left-hand corner of the
box, to add the selected
products.

TimeData processes the items
and populates the Product
Codes for Invoice field in the
lower left-hand quadrant of the
form.

© RR Donnelley and Sons, 2013

[B Select Customer Rate Schedule, Click + to add x'ed products

[Tes: v
Product Size/Desc Cost
0O | 'mplementation Fee Each $100000.00 -
@ | Professional Services Each $10200.00
_E]_ Software/Hosting Each $13000.00
Touch Fee Each $0.03
n Program Emails Each $0.02
printed 11/15/2013 page
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In the lower left-hand quadrant

of the form, fill in the quantity of ( Deferred | Header | History | )
each item. Enter a description if _
Product Codes for Invoice 8111009100
necessa I‘y. Invoice Header.
. Row Product uanti Size/Desc Cost Discount _Extended Extended Discount
Note that you are currently working 1 | Professional Servioes L 1 Ezch $10,200.00 $10,200.00 | $10,200.00 H ]| ~
. . | August 2012
in the Invoice tab. 2 | Softwara/Hosting [ 1 | Each [v]$13,000.00 | $13,000.00 | $13,000.00 [+
August 2013
3 | Program Emails | 80435 | Each [v[ s002 | $906.53 | ss08.53 [H[[X]
[ July 2013
4 | Touch Fee | 60435 | Each [v[ s003 | $1.831.75 | $1.831.75 [+
July 2013
[ | | [>] | | =
al / Disco $25,738.28 $25,738.28
$0.00 $0.00 otal Invoice Amo Disco $25,728.28

To create an internal schedule to defer and recognize revenue on this invoice, click the Deferred tab.
This must be completed for each invoice.
Use the Start Date and

Months functions, to define
the term of the contract and set

the date when the invoice’s Total Amount
revenue will be recognized. I e — ] l oo
. . 1 September, 2013 » -
slightly, depending on the _ %5 26 272 2B 20 30 3|
payment arrangements in the L sl %' =
customer’s contract. However, i 15 16 17 18 19 20 2a |
in general: . > a2zz22 2 l
At Start Date, enter the last L) Today:9/6/2013
day of the first month of the
period.
At Months, enter the number of | -

months that the contract runs. — “”;:m:: —
For a 12-month period that

starts at the first of the month,

enter 12.

For a 12-month period that does not start at the first of the month, enter the mid-month start date and the
number 13. TimeData automatically calculates the schedule when we can recognize revenue, prorating both
the first and thirteenth months based on the number of days the contract was in force during those months.

Important: In all the Deferred sections, an Invoice is automatically assigned a number once revenue has
been recognized. Before revenue is recognized, the invoice number field remains blank.

At the left-hand corner of the Customer Rate Schedule box (next to Total Amount), click the Plus Sign.
TimeData populates the deferred amounts and creates the invoice.

The following pages show three examples of how invoices are created. To skip ahead to the next step in the
invoicing procedure, continue at page 13.
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Example #1: Entire subscription billed up-front

LaQuinta has an annual advisor
subscription that starts on February
25, 2013 and runs through February
24, 2014.

Notice that since the subscription
does not start on the first day of the
month there are 13 entries, with the
first and last months prorated to
account for the start and end dates.

Start Date is 2/25/2013, Months is
13.

The resulting deferred section looks
like this:

© RR Donnelley and Sons, 2013

Defered | Header | History |

Product Codes for Invoice 8111007500
Invoice Header:

Row

Product

-

Annual Advisor - Tier 2

i Size/Desc Cost D
[ 12 Esch $2.518.67

iscount Extended Extended Discount
$35,000.00 | $35,000.00 |+ =

February 25, 2013 - February 24, 2014

| | K2 | |
Disco $35,00000 | $35.000.00
p $0.00 $0.00 $35,000.00

pro-
rated

Header

[ History |

Total Amount

Cost

% Cost Start Date

Months

$35,000.00
Invoice Amount Cost Inv Date Invoice Number Status Type
$416.68 $0.00 02125113 8111007501 Closed Professional [ w <]~
$2,918.67 $0.00 03/31/13 8111007502 Closed Professional v |
$2,918.67 $0.00 04/20/13 8111007503 Closed Professional | w X
52.916.67 $0.00 05/31/13 8111007504 Closed Professional | v
$2.916.67 $0.00 08/30/113 8111007505 Closed Professional v
$2,918.67 $0.00 07/3113 8111007508 Closed Professional v (X
$2,916.67 $0.00 08/31/13 8111007508 Closed Professional | w (]
$2.916.67 $0.00 09/30/13 New Professional | v
32,918.67 $0.00 10/31/13 New Professional | w
$2,916.67 $0.00 11/3013 New Professional | v
$2.916.67 $0.00 123113 New Professional | v [X]
$2.916.67 $0.00 01/31/14 New Professional | v
32,499.95 $0.00 02/28/14 New Professional | v |
$17,918.70
printed 11/15/2013 page

11



Example #2: Subscription billed on some regular basis (e.g., quarterly)
[ | Invoice Header | History ]

TIAA-CREF pays Nimblefish for
maintenance/hosting every quarter.

Total Amount Cost % % Cost Start Date Months

$1.345.00
The billing period runs from August 1, [—™%5G5" T 50 [ s [F sroomss | cess | Foiceos [T
2013 through October 31, 2013. $448.33 30.00 08730013 New Frofessional v
$448.34 $0.00 10/31/13 New Professional | w
As noted on page 7, Start Date is
the last day of the first month
covered (8/31/2013); Months is 3.
Revenue Recognized $448.33 5
m Revenue Deferred
Example #3: Monthly bill, variable amount
[ Invoice Header ] History I ]
AT&T B2B expenses are split up over =
. . . . +] ota 0 ) % % Co art Date o
a number of invoices, each of which is ey -
billed monthly. Invoice Amount I Cost | Inv Date — Invoice Number : Status Tvne &
$62,022.31 $0.00 08/30/12 . New |
Start Date is the last day of the
month; Months is 1 (because this
invoice only covers one month; next
month’s costs may be different).
Revenue Recognized $0.00 :
Revenue Deferred $62,022.31
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7. Print the invoice

a. Go to the left-hand side of the window, at the Actions tab.
b. Make sure that Division (at the bottom of the Actions tab) is set to “Nimblefish”.

c. Click Print Alt to print an itemized invoice or Print Alt AABA to print an
itemized invoice for AT&T B2B (which requires an AABA number).

Note: Make sure Division (at the bottom of the Actions tab) is set to “Nimblefish”.

TimeData asks you if you want to Print the invoice or Save it as a PDF. If you Save
it as a PDF, the PDF copy automatically goes to your workstation desktop.

d. Click Print, but specify that the output be PDF. This enables you to specify
precisely the location you want, for the PDF invoice.

e. Save the invoice with a name that clearly identifies the invoice.

For example, if you organize your invoices in nested folders, you probably only
need to name the invoice by its invoice number; if you only organize your invoices
by client, you probably want to name them by the month and the invoice number.

TimeData creates the PDF copy of the invoice and re-displays the Create Invoice
screen.

f. Click Continue.

g. To create another new invoice, click New Invoice. To return to the Invoice list,
click the List tab.

8. Send the invoice out for internal approval

Actions | Fiters |

New Involce
Duplicate Invoice

Pantinvoice

Print Alt

Print All AABA

Print Both

Job CoslReport

Change Type

Print Quantty?

@ Yes Qo

Peing Discount?

OYes &No

Priat Item Cost?
@Yes OlNo

Use Ceatact Addiess?
QYes @HNo
Inter-Company?
QYes ®No
Feorceign Cumency?
QYes ®&No
'Divzsbﬂ

Nimblafish ]
Division Numiar

Send a PDF copy of the invoice to the CSR responsible for that customer. The CSR checks over the invoice to

make sure it's correct and complete before you send it to the customer.

They might also instruct you to add or remove items.

© RR Donnelley and Sons, 2013 printed 11/15/2013
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9. Create the Charge Sheet

Once the CSR team approves the

invoice, do the following: 'r«Data
| REETAT . owmowwopeom| @ owas | um |

a. Return to TimeData and reopen .
Number 4o Number Invoice Name ‘Customes Name invoice Date_Payment Date Staua
H H H > 8111007212 10072 2013 SOW, per Agreement None New Cingular Wireless PCS LLC - 7182013 812212013 Closed
the Invoice list as described on page > O [otti0076ta | 10076 | Walome o Amhem S0 2073 None WELLPONT -c000i77azr-00078 | 7oty | ot | cised
» [ | 8111008200 10082 ATTCS_j190_d01 - High Risk April, AT&TB Soluti -0000123093 71912013 812372013 Closed
7. » O | 8111008400 | 10084 ATTCS_191_d01 - Optimizing AT &TBusiness Solutions - 0000123093 | 7//2013 | _ 82372013 Closed
» O [ 8111008500 | 10085 | Weblorm Logo Addition TP Process None New Cingular Wireless PCS LLC - 71512013 _| 82012013 Closed
» 0 | 8111008600 10086 SOW - Relay for Life Pilot Program _None_ AMERICAN CANCER SOCIETY - 71212013 81172013 Closed
. . . . » O [ 8111008700 | 10087 Change Order No 1- Add Mobile None DISNEY VACATION CLUB - 0000001425 | 711912013 | _ /182013 Closed
b. F|nd the Involce that was _]Ust » [ | 8111007214 10072 2013 SOW, per Agreement None New Cingular Wireless PCS LLC - 8152013 9119/2013 Closed
» O [ 8111004317 | 10043 Application Maintenance None TIAA CREF - 0000604829-00001 8512013 91412013 Closed
app roved » (] | 8111005533 | 10055 | TIAA-CREF: Per Schedule A6 SOW, None TIAA CREF - 0000604829-00001 85512013 91412013 Closed
. » O [ 8111007616 | 10076 Welcome to Anthem SOW 2013 None WELLPOINT - 0000177427-00078 8512013 91412013 Closed
» O [ 8111007336 | 10073 Per Order No. 20041230.31.8.011 None ATAT Business Solutions - 0000123003 | _ 8/5/2013 | _ /197201 Closed
. . » O [ 8111007337 | 10073 Per Order No. 20041230.31.8.011 None ATAT Business Solutions - 0000123093 | _ 8/5/2013 | _ /197201 Closed
C. Select the Involice. » O | 8111007338 10073 Per Order No. 20041230.31.8.011 None AT &T Business Solutions - 0000123093 | _ 8/5/2013 9191201 Closed
» (] | 8111008900 | 10089 _|Change Order No 110 Project Order No None ING AMERICAS - 0000583493-00006 | 81412013 | 9/13/201 Closed
O | 8111008800 | 10088 ATTCS _j192_d01 - Ethemet drop AT&T Business Solutions - 0000123093 | _8/14/2013 | 92872013 Closed
. - O [ 8111006203 10062 Nimblefish Nurture Engine & None DISNEY VACATION CLUB - 0000001425 8/19/2013 91872013 Closed
d . CI|Ck the Deta“s tab_ O [ 8111007507 10075 ‘Addendum to SOW dated 08115/13 None LQ MANAGEMENT - 0000718852-00001 | _ 8/19/2013 | _ 911872013 Rejected
O [ 8111005534 | 10056 | TIA-CREF: Per Schedule A6 SOW, None TIAA CREF - 0000604829-00001 82112013 _| 92012013 Closed
»E 8111009000 | 10090 | Addendum to SOW, dated 08726113 None LQ MANAGEMENT - 0000718852-00001 | _ 812712013 | _0126/201 Closed
P 8111009100 | 10091 Test Job None KAISER PERMANENTE - 0000038119-00099| _ 82012013 | _ 91281201 Rejected
e. At the top, where Status is listed O [ertioorggh | ioars | 2075 50W, pargresma Rane New Cinguia Wieiess PCSLLG -~ | ~ 52013 | 1019201 4~ Goses
N the d d list t 0 81110836 | 10056 | TIAA-CREF: Por Schedule A6 SOW, None TIAA CREF - 0000604829.00001 141201 104120 Closed
- a1xf807618 | 10076 Welcome to Anthem SOW 2013 None WELLPOINT - 0000177427-00078 014201 10412013 Closed
as New, use € drop-down list to 1007, 10073 Per Order No. 20041230.31.8.011 None AT & T Business Solutions - 0000123093 | 9141201 101912013 Closed
HTH » 1 3 | 10073 Per Order No. 20041230.31.8.011 None AT &TBusiness Solutions - 0000123093 | 9141201 10192013 Closed
c h a n g e th e Statu S to B I I I I n g »- 09200 10092 Program Enhancement Order to None TIAA CREF - 0000604829-00001 _DMOIJ— 10052013 Closed
L) 11009300 10093 ATTCS_j192_d02 - Ethemet Postcard Megan Stone AT & T Business Solutions - 0000123093 916/2013 1012172013 Billing Complete
Complete. g

f. Close the invoice.
g. Click the List tab.

h. At the list page, check the box at the left of the invoice. The invoice status is now marked on the list page as
Billing Complete in the right-hand column.

Note: You might select more than one invoice at a time.

i. Click Selected Invoices to

neDatq  CHARGE SHEET

Billing. The invoice moves to the [ P B o [oum [ s |
Charge Sheet (Billing tab). e s e o T —— e P
New ChargeSheet
el e ) [esnien o (e —— T P ey T
- . I B caemro || smamase B rereirs S ne
J- Enter the dollar amount in the o | | s wmo e | e f—
| e o o[ ST

Nimblefish box (subtotal field), then |—=—

click the subtotal link. TimeData &7 s
populates the debit and credit fields |—
at the bottom of the invoice. — e

Delete Chargesheet

Important: Verify that all the
fields auto-populated. The Debit
box description should say DRI
Receivables; the Credit box
description should say Deferred A—
Revenue. o = e . ‘ 2

i Total Amount Dve 53,0303 voies Toa Amount De ___§8.09034
Invoice 1 Debit Correct Debitko Credt: Correct Invoice © Credit Correct

Tip: You can use the left and right

arrow keys at the top of the Charge Navigate between invoices
Sheet, to navigate between all the
charge sheets just brought over.
Use << to go to the beginning of
the set of invoices, >> to go to the
end of the set of invoices, etc.
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Note: If you are
processing an invoice for a
new client, where there is
no historical data in the
ledger, you must enter the
Debit and Credit
information manually.

In the Debit box, click the
Account Number drop-
down and find DRI
Receivables.

In the Credit box, click the
Account Number drop-
down and find Deferred
Revenue.

Description

Account Number Description

[¥] ORI Receivables [

000-74013000-81 17 Wills Cradit
I 021-02010300-0000 DRI Receivables
|| 031-02891000-0000 Terms Discounts
-] ost.02010%00-0851 ARiOther

b 031-02120000-8831 Unbilled Revenus Acorual
03102120399-0000 Intercompany PMT Unbilled (Legacy RRD)
031-02130000-0000 Intercompany Helpout (Lagacy Acqusition)
031-07512700-0009 Signing Bonus Amort - Lands End
031-23410000-0000 Amort - Customer Prepay’
031-24031000-8891 S3U Tax Clearing-Lgy

031-24031007-8891 Sales Tax Liability

I~

031-25280100-6891 Deferred Revenue
081-40010200-3900 Sales - PUT
031-40010500-5102 Sales - PUT
081-40010%00-5103 Sales - PUT
081-40010500-5108 Sales - PUT

|s23.221.00

k. Print the Charge Sheet as a PDF,

as previously described on page 13.

Save it with a name LIKE
customer_name

invoice_number.pdf (for example,

CHARGE SHEET LIST

[imeData

£ O EIENEI=Y
Resord 2512 Tot 437

5 Create Charge Sheet
S8 ivoion Number _Jod Number

"y TimeData-10_Nimblefish - Invoices ® ELGPRE-MWE-TOPL

Filter (tab or enter o pertom)

Customer Name

081-25280100-8651 [v] Ceterred Revenve |
000-74012000-8117 Willis Credit -

= 031.02010000-0000 DRI Recsivables

[ ] 031-02551000-0000 Terms Discounts

. 081-02010000-5891 AR/Other

u 081-02120000-8831 Unbilled Revenus Accrual

081-0212082-0000 Intercompany FPMT Unbilled (Legacy RRD) 7

081-02120000-0000 Intercompany Helpout {Legacy Acqusition)

.| 081-07512700-0000 Signing Bonus Amert - Lands End

(031-22410000-0000 Amort - Customer Prepay

081-24021000-6821 S&U Tax Clearing-lgy

081-24021007-8831 Sales Tax Liability

11081-25260100-6851 Deferred Revenue

081-40010500-2900 Sales -

081-40010500-5102 Sales -

081-40010%00-3103 Sales -

031-40010500-5108 Sales -

[Tl

Debitto!

o
: €
bt )

=)

2383

Details. uist

o Deserption Account Mansger __Invoice Date __ Payment Date Statis

»J | 8111009300 | 10093

AT & T Business Solutions -

ATTCS_j192_002 Ethemet Megan Stone 9162013 102122013 New

» [ [ 8111009400 | 10094 |  AT&T

| ATTCS_j195_001 Optimizing | al2013 | 10212013 | New ]

ATT_B2B_Sep13_8111007343.pdf)

The invoice is now listed on the
Charge Sheet List (TimeData Billing

Tab).

If you look at that tab right now, you see only those invoices you moved to Billing in this session. To see the
complete list of all invoices, click Billing again.

10. Send the invoice to the customer

All customers receive a PDF copy of their invoice via email.

Some customers (such as AT&T B2B, AT&T CC and ING), also have invoices submitted through Ariba, as
described in Appendix B: Submitting Invoices Using Ariba.

AT&T B2B customers, who have AABA requirements, are invoiced as described in Appendix C: AT&T AABA

Invoicing.

11. Update the Projected Billings spreadsheet

After all invoices have been generated, approved internally, and then submitted to the customer, re-enter
the Projected Billings spreadsheet.

At the Billing Detail tab, add each invoice number to each corresponding job, at Column H.

© RR Donnelley and Sons, 2013
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12. Batch and upload invoices to SAP

Once the invoices have all been sent to the clients, someone else batches them and uploads them to SAP.
(Batching should never be done by the same person who creates the month-end invoices.)

Invoices can be batched and uploaded any time during the month; the only important thing is that the month’s
invoices should all be uploaded no later than the last day of the month.

The process looks like this:
a. Print the invoices to be batched.

b. Open FileMaker Pro, as described on page 7.

C. At the TimeData home page, click

Billing. E¥iTinene oL
Time Data  CE swerust o wor  mes wemms comen mena s moces [QEER s e
TimeData displays the billing tab B e F )
! [ Create Charge Sheet
H 1 1 H 1 /M| Invoice Number Job Number Customer Name Job Desaription Account Manager Invoice Date. Payment Date Status
which contains a list of all invoices e ey — e e
» O [Cat1005001 | 10080 0000718852 00001 Addendam o SOV dated 082513 o Y
h f d h H » [ | 8111007508 | 10075 -0000718852-00001; None 81312013 911812013 Batched 8301201 1 [
created thus far and their status ¥0) [oriootor | tooe | N Onauisos PeSLL0" | WaomLopsine Shcors | —oroarrs | oanes | a0y o
>0 [“8111007215 | 10072 | New Gingular Wireless PGS LLG- | 2013 S0W arsto015 | 101152013 | patched | 83020 os
» ] (8111004316 | 10043 | TiAAGREF - 0000804620.00001 | Applicat w312013 | 9302013 | eatched | 83020 os
d T h . - b S » [ | 8111005535 | 10055 TIAA CREF - 0000604829-00001 | TIAACREF Per Schedule A6 SOW| 83112013 93012013 Batched 83020 05
t t t t » [ | 8111007617 10076 WELLPOINT - 0000177427-00078 813112013 913012013 Batched 8130720 05
= 10 sort the Invoices by Status, e e e o
. > [ 8111009200 | 10092 | TIAACREF 1_| Program Enhan None 9552013 | 10552013 Batched | 911212013 9.06:03, 06
click Status. [ [Co111005300 | 10093 | AT TEusiness Solotons - | ATTGS 1192 402 Ememet | iaganSions | iti0s | rouo013 | stonen | wmot3 s o3
> [[8111008400 | 10094 | AT&TBusiness Sautions - | ATTCS, 1185 501 Optmidng | Megan Stone | oior2013 | 102112013 | patenea | 9501343957 03
»[J | 8111007344 10073 AT &T Business Solutions - ] Per Order No_ 913012013 111412013 Batched 912612013 08
>0 [ 8111007345 | 10073 AT & T Business Solutions - Per Order No_ 90302013 | 1111412013 Batched 912612013 08
f H H O [(8111009301 | 10083 | AT&TBusiness Solutons - | ATTGS_[182_do2 Eemet sr02013 | 1142013 | Batched azs01s o
e. Match your copies of the invoices B e o et o R M N ey s 2
» [ | 8111007509 | 10075 |LQ MANAGEMENT - 0000718852-00001 2013 AutoRenewal 93012013 1013012013 Batched 912612013 08
yo u Y rea bout to b atch to th e » 0 [“s111009002 | 10090 ~0000718852-00001| Adendum to S 9302013 _| 10302013 | Batched 92620 0
12 > [ (8111007217 | 10072 | New Cingular Wireless PCSLLC- | 2013 SOW per Agreement 9302013 _| 11142013 Batched 9126120 08
. . s >0 5111004319 | 10043 | TIAGREF -0000504826.00001 | _ Applca ooz0ts | 1002013 | Batohed azsi20 o
num be rs of th e invoices on th e b| | | ing >0 (8111005538 | 10055 | TIAA CREF - 0000504825-00001 | TAACREF Per Schedule A6 SO 9302013 | 10302013 | Batchea 2520 M
»[J | 8111005539 10055 TIAA CREF - 0000604829-00001 | TIAACREF Per Schedule A6 SO\ 973012013 107302013 Batched 91261201 08
- »[J | 8111005540 10055 TIAA CREF - 0000604829-00001 TIAACREF Per Schedule A6 Sﬁa 973012013 10/3012013 Batched 91267201 08
I I St . »[J | 8111007619 10076 'WELLPOINT - 0000177427-00078 2013 913012013 10/30/2013 Batched 912612013 08
»[J | 8111009100 10091 | KAISER PERMANENTE - 0000038119 Test Job None 81292013 9/28/2013 Hold
100] .|| 59| Browse  +| <

f. To select each invoice to be
batched, click the box at the far left-
hand side of the row.

g. Specify Division # (input 81, for
Acquisition), Batch #, and Batched
By (your name).

h. Click the + at the upper left-hand --.”
corner of the Division # field, to e

advance.

TimeData asks if you are batching
Invoices or Accruals. Click Invoices.
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TimeData displays the Print Preview
page, containing a new charge sheet
that includes only those invoices you
are batching. There are options for
printing the charge sheet to paper or
saving it as PDF.

i. Compare the totals on the new
charge sheet, with the totals on the
individual invoices you just printed.

j- Click Continue.

TimeData displays a confirmation
message.

[y Print Preview

== Fey
T : =1 =
e [} “—J Total 2= = Lo
. Pages Save as PDF | Print Print Setup
Layout:|Batch Header ~| View As: = Exit Preview Script paused|_Continue | [ Ca

Charge Sheet Batch Header

Batch Number 1]
No of Charge Sheets
Prepared by
Date Batched

Debit 2-1 Total
Credit 2-1 Total
Debit Total

Serens Scharo
92613 Credit Total

Cost Total

Debit 2-1 Total | Credit2-1Total Debit Total Credit Total

Cost Total

$0.00 $86,933.00

$86,933.00

$0.00

$0.00

$0.00

$0.00 $45,860.00 $45,860.00

$86,933.00 [ $386,069.24 $386,069.24

100|..|.4| ElPrevlew v] 4

k. Click Yes. TimeData displays the Charge Sheet List and saves an export file on your workstation desktop.

|. Drag the export file into the folder on your desktop where you store batched invoices.

m. Open your FTP application.

The Local (left-hand side) FTP
window should show the folder on
your desktop where you store
batched invoices. You should see the
export file in that window.

The Remote (right-hand side) FTP
window should show the RRD
Inbound and Outbound directories.
These directories are used to move
invoices to SAP.

My Computer x Elgin_| Sales4 plus

Ji an BayenBatches\2013109 Sep v Joptwhi/data/CHSST/GEAC300

a <
Up Folders o
e a &
Browse New Folder
Name
Posted
CHRGSHT.DO81.20130926.1314320000 8¢

Browse New Folder

Narme Size Type
inbound Fol
outbound Fol
CHRGSHT.DO. SKB Tex

Q
Q

« I »

1 object(s) selected - 5 ¥ Connected to acuxwbipS.rrd.com

n. Push the export file to the RRD Inbound directory.

RRD sends an email confirmation when the file is received successfully.

d
Refrq)
Modified Atib.
11722011 12
8/16/20132:2
9/26/20131:1

W,
T,

W,

x

3 object(s) - 7KB

¥ &
Up Folders

0. Forward a copy of the email to Megan Stone, to confirm that the invoices have been batched and posted.
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Appendix A: Downloading Email Sends From ExactTarget

This Appendix describes how to log in to ExactTarget and and download email sends from ExactTarget to your
desktop. The clients whose email sends are currently tracked via ExactTarget are:

American Cancer Society
AT&T Customer Care
Florida Blue

TIAA-CREF

WellPoint

Other clients (eg, Disney Vacation Club) will be added to the email sends file after their engines are live.
Al. Log in to ExactTarget

a. Point your browser to www.exacttarget.com.

b. In the upper right-hand corner, click Login.

A drop-down list enables you to specify if you're logging in for email, mobile or IMH. Choose email.
ExactTarget displays the Account Login screen.

C. Login with the email address

(your.name@rrd.com) and password provided
by Nimblefish’s ET Admin.

ExactTarget displays the default console screen.

The main functions you can access through the
default console screen are Content, Subscribers,
Tracking, Interactions, A/B Testing and Admin.

The two functions used in this procedure are
Tracking and Admin.
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A2. Download email sends for the month just ended

a. Click Admin.

ExactTarget displays the Nimblefish Admin
page.

b. At Client Accounts, click View Accounts.

ExactTarget displays a list of accounts, sorted
by Account ID, Account Name, Edition and
Enabled status.

Note that AT&T Business to Business and
AT&T Webinar are still listed under Account
Name, even though AT&T Business to Business
and AT&T Webinar now send emails through
Xert.

c. Click the name of the client engine of
interest (the live link under the Account Name
column).

ExactTarget displays the User Properties
dialog box.

d. There are two possible “users” you can
“impersonate” when working with this data:
%%ChannelUser%% and a second user role.
(The names of these user roles vary slightly
from client engine to client engine.)

Choose the user name that is NOT
%%ChannelUser%%.

© RR Donnelley and Sons, 2013

ExactTarget. Woma | Saiy | Seftogs | Help | Logowt

Email. Mobile. Social. Sites.
Contant | Subscribers | Tracking | Intaractions | A/BTesting | Admin

Admin W | Account settings
2]

s pean

o

3 Goneral Settings

Acoount Name | Nimbiesh Technologes
p— Account D | 141634

Email Display Name = Nimblefish Technologles
Email Roply Address | matb@nimbitin.com

URL
Modified By

Time Zone

Date Format
3 company Information

Company Name ' Nimbiefs

Streot

city

State | CA

ZiplPostal Code 84105
Country (Optional) | USA

ExactTarget.

Email. Mobile. Social. Sites.

~ Admin 44| || Account List
+ Account Settings Al & | Show : ([Active Accounts ¢ | Clear Results
5 + DataManagement O | Account D Account Name Edition Enabled
* File Locations O 10512674 8Touches True
* KeyManagement O 10422615 ATAT Business To Business True
« Send Management 0 207413 ATAT Customer Care True
& + ClientAccounts O 10206475 ATAT Webinar True
. O 10071310 Backroads True
*~0d Acoount O 10132950 Carnival True
* BrandBuilder O 10695842 dev - Nirvana Demo Il True
O 10694505 dev - Nirvana QA Sport True
O 10740375 Disney True
O 10755037 Florida Blue True
O 10471841 ING RETIREMENT True
O 10425379 Kalser True
O 10507615 New Member Welcome Programs True
O 225374 Nimblefish QA Reference Engine True
O 10068109 Nirvana True
O 10672337 PCH Handraiser True
O 10694693 QAQ1 - Nirvana Demo Il True
O 10694695 QAO1 - Nirvana QA Sport True
O 10426023 TIAA-CREF True

<
Page 1 0f 1 (19 ltems)

<(

Select a user to impersonate...

ID Logon Name

10081548 Channel
244321 att_b2b

er207413 %%ChannelUser%%

AT&T B2B User
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ExactTarget logs in that role and returns you

to the Home screen, which now displays the & C @ hitps://members.exacttarget.com/default aspx

Nimblefish logo.

You see the user role at the upper right-hand | AR Tentng | i |

side of the Home screen. s W | rccomseunon __userrole

© * AccountSettings P Edit
+ Subscription Details

3 Genoral Settings

© * Tracking Configuration
* Custom Tab

e. Click Tracking.

@ Please note: changes made to Account Setings will be reflected on all users within your account(s), except those users that override

Account Name | ATA&T Customer Care

AccountID | 207413

ExactTarget displays all the email items that
have been sent out. The default view of these
sends is Last 100 Sends.

f. Change the view to Custom, so you can
specify the date range for the invoices to be

displayed: o Showingl Mt Bl (=] Set Grid Prefi

- Today ;
1. In the Showing: drop-down list, select . Last 7 days + Sent
Custom. Sept 2013 email test 2004448399 Last 14 days 0:39 AM
; Last 30 days |
ExactTarget displays the Custom Sept 2013 email test 2004446539 Custom il
Tracking View window. Sept 2013 email test 2004432300 oz 10:51 AM
uly 2013 email2 2004375372 7/24/2013 9:00 PM
hr 2N12 amail? 2NNAA72040 Ti2UMNA? TEC DM
2. Set the From Date to start at the first
day of the previous month. e
Custom Tracking View
3. Set the To Date to end at the last day .
of the previous month. From Date : | g/ 1/2013 ﬁ
4. Click Filter. ExactTarget filters the To Date : lﬁ
display to show only the jobs that were - 803172013 )
created between the first of the previous P A
_ ugust 2013
month, and the last day of the previous
month. . S

The Showing: field updates to display the
dates you just specified.

Check the bottom of the screen to see how
many items are being displayed, and how
many pages you will need to export, to
retrieve all the required data.

© RR Donnelley and Sons, 2013 printed 11/15/2013
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g. To select all the emails in the pane, click
the empty square to the left of Job ID.

My Tracigng \
h. Click Compare email sends. i» o o Showing :

ExactTarget displays the Compare Results Job ID Name
screen. 21703452 OKGR 9898TEST 2004315808

21706300

D4TA1TAA

i. Click Export.

ExactTarget downloads the email data to a CSV file that includes each email job’s ID, name, the date/time sent,
status, etc.

Name the CSV file something that will enable you to keep track of what it contains.

. Repeat steps 7 through 9 for the rest of the pages of listings, until you have CSV files for all the emails sent
that month, for that client engine.

(For example, if the screen full of entries is 1 of 4, repeat steps 6 through 8 to capture the jobs on screen 2 of 4,
and then screen 3 of 4, and finally screen 4 of 4.)

k. Click Return.
You log out of the user role you were just impersonating and return to the ExactTarget home page.

l. Repeat steps a through k for each client engine on the Admin page, until you have downloaded information
for all client engines with active email programs for the past month. These should include some combination of
the following:

8Touches ING

American Cancer Society New Member Welcome Programs (WellPoint)
AT&T Customer Care (now Cingular Wireless)  PCH Handraiser

Disney TIAA-CREF

Florida Blue TIAA-CREF Early Engagement

Note: The above list will change as new client engines come online.

m. Click Logout.

Continue the invoicing process by transferring all the downloaded data in to the email counts spreadsheet, as
described on page 4.
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Appendix B: Submitting Invoices Using Ariba

This Appendix describes how to log in to Ariba to submit invoices for:

AT&T B2B
AT&T CC
ING

The procedures in this Appendix are done after the CSR has approved the TimeData version of the invoice.

When you have completed the procedures in this Appendix, rejoin the invoicing procedure at page

14 (Create the Charge Sheet).

B1. Log in to Ariba

a. Point your browser to www.ariba.com.

b. In the upper right-hand corner, click Login. Click the drop-down list and choose SUPPLIER.

Ariba displays the Ariba Login screen.
C. Use the login and password provided, to log
in to Ariba.

Ariba displays the Nimblefish Technologies
home screen.

Available Tabs include Inbox, Outbox, Catalogs,
Enablement Tasks and Reports.

B2. Create invoices

a. At the left-hand column, under Create, click
Create PO-Invoice.

Ariba displays the Purchase Orders page for
Nimblefish.

© RR Donnelley and Sons, 2013

' LEADS | PROPOSALS | CONTRACTS | ORDERS & INVOICES

NETWORK

Click here to sort
on Order Status

Home Inbox Outbox Catalogs Enablement Tasks Reports

Purchase Orders
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b. Find the purchase order against which you
want to invoice. Click the radio button at the left
side of the Purchase Order Number to select it.

C. At the bottom of the screen, click the Create
Invoice tab. Ariba displays the Create Invoice
drop-down menu.

d. Choose Standard Invoice. Ariba displays
the Invoice Header window.

€. Check the information in the header to make
sure it is complete and correct.

f. Fill out the invoice:

Enter the invoice number, as created in
TimeData.

In the Insert Line Items section, enter a
description of the item being invoiced.

Enter the appropriate quantity. Depending
on who created the PO on the client side,
the quantity may be either the dollar
amount of the invoice, or the amount as
listed by line items on the invoice.

If you are not sure what the appropriate quantity should be, ask Megan.

g. Click Next.
Ariba displays the invoice, as completed.

h. Check the invoice to make sure it's correct
and complete.

© RR Donnelley and Sons, 2013

© 1956-2013 Ao, . Al s resened. Doca Poly  Securty Disdosure  Tems of s

D a

ARIBA NETWORK

Create Invoice

B8 swmit B0

Confirm and submit this document.

Standard Invoice

Invoice #: 8111007348 Subtotal: $1,199.81USD
Wednesday 16 Oct 2013 1:32 PM Total Tax: $0.00USD
GMT-07:00

Total Gross Amount:  $1,199.81USD
Total Net Amount:

r: PO693758
$1,199.81USD

Amount Due: $1,199.81USD

Remit To: Bill To:

NIMBLEFISH TECHNOLOGIES ALET Mobility Services LLC
Postal Address:

100 Spear St, Suite 740
SAN FRANCISCO, CA 94105
United States

Remit To ID:123093

Postal Address(default):
PO BOX 66¢

ST LOUIS, MO 63166-6960
United States

Address 1D:STLYMOO3

upplier: Customer:
NIMBLEFISH TECHNOLOGIES AL&T Mobility Services LLC

Postal Address: Postal Address:

100 Spear Street Suite 740 PO BOX 66960
SAN FRANCISCO, CA 94105 ST LOUIS, MO 63166-6960
United States United Sta

d States
Address ID:STLYMOO3

Send Payment To Bank:
JP Morgan Chase

Bank Routing ID: 071000013
Account Name: RR Donnelley

printed 11/15/2013
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i. At the upper right-hand corner of the ———
invoice, click Submit,
Ariba displays a confirmation message. Snvoice 8111007348 has been submited.

« Print a copy of the invoice.
« Exit invoice creation.

B3. Save invoices as PDF

Click Print to print a copy of the invoice as a PDF file.

When you have completed the procedures in this Appendix, rejoin the invoicing procedure at page
14 (Create the Charge Sheet).
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Appendix C: AT&T AABA Invoicing

Some purchase orders for AT&T’s B2B client engine include an AABA disbursement number. Follow the procedure

in this Appendix to do an AABA billing.

When you complete the procedure in this Appendix, rejoin the invoicing procedure at page 14

(Create the Charge Sheet).

Ca. To start TimeData, double-click
the FileMaker Pro icon on your
desktop.

TimeData displays the FileMaker
Quick Start screen.

Cb. Login to TimeData using your
TimeData username and password.

TimeData displays the Home page.

FileMaker Quick Start

Create a New Database

Create a new file, then define fields,
add records, and enter data.

} Create a New Database

Convert an Existina File

Start from an Excel, Tab Delimited,
Comma Separated, or Merge file.

]' Convert an Existing File

Use a Starter Solution

Select a pre-designed template for
business, academic, or personal tasks.
ition

|| Show this screen when FileMaker Pro opens

(7[=]

Open a Database Q Video Tutorials

View instructional videos, plus get

=-Recent Files access to other helpful resources,

TimeData-10_Nimblefish (ELGPRE-MWE-TL!
Favorite Files
+)- Nimblefish (elgpre-mwe-tdp1.na.ad.rrd.com)

Visit the Resource Centerw

Hands-on Tutorial

Expand your skills with
step-by-step instructions.

Start Now »

FileMaker Forum

Ask questions and receive advice
from other FileMaker Pro users.

< 1 »

Browse... Manage Favorites

Go to the FileMaker Forum »

Cc. Get the macro file for AT&T, AT&T Billing MacroUSETHIS.xls from Megan.

The file you receive will be named AT&T Billing MacroUSETHIS mm.dd.yy.xls, where mm=Month, dd=Day and

yy=Year.

Cd. Ssave the macro file with the name AT&T Billing Macro nnn mm.dd.yy.xls, where nnn is incremented every

time you create a new copy of the file.

For example, if the file you used last time was AT&T Billing Macro 007 mm.dd.yy.xls, name this new file AT&T

Billing Macro 008 mm.dd.yy.xls.

Ce. Open the file at the ATT File — Final tab.

Cf. In Cell D2, add nnn.

© RR Donnelley and Sons, 2013

CYeYe)
llaEd= &8 O 6 &

New Open Save Print Import Copy Paste Format Undo Re

- cigy 5 -

AT&T Billing Macro 175 10.18.13.xls =

8 @

AutoSum Sort A-Z Sort Z-A Gallery Toolbox  Zoom  Help

8y % 100% [+| (@)

il Sl B =B s v RS E=EH-S-A
Sheets | Charts | SmartArt Graphics ] Wordart |
B c F G H i 1
1 oY Filetype (PO orDM)|  Vendor# | seq# m
o 7563158 75| 105
3 el Agoncydob# | Finalv | iwv# [ iwbate | ivs | AaBAProject Inv Description Total Pieces (DM only) | Task 1D

— e % E R HUATT File < Final | Data | Sample Import | ATT Lookup Codes | TEMPLATE | Instructions .+ I b ——— =)

Normal View Ready
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Cg. Click the TimeData Billing tab,
then click the Reports sub-tab.

TimeData displays the Reports
function.

Ch. Fill in the Start Date and \
Division blanks to run the report.

Set Start Date for first day of the

month and End Date for the last day | — S
| Sates by ODeptCuss

of the month OR, if you have
invoices within a certain date range,
set the start date and end date \

according to that. [ epsa et

Under Division, select Nimblefish.

’l'in‘cDm ERLLING REPORTS o wos TASS | CONTACTS | mamoaTA

To rea repocts.

1. Selec S 8 €02 Date
Onvinion” . 2 Select Dnasion (May select muliple)
8 3 Setect Rate Typa (May sebect musigle
4 Selea Coat Conter o Empiores
£ Run Repodt §om he Adons Potal

* Red is 8 mandisiory Fieid

Cl. At the Actions panel (arrow, above), click Export Invoices.

TimeData exports two .xlsx files to the desktop:

InvoiceData_mm_dd_yyyy.xlsx

InvoiceDataDetails_mm_dd_yyyy.xlsx

Cj. Open InvoiceDataDetails.

racrs  awocrs IR o3

Isolate (filter) invoices that have AABA disbursement. (Sort on the column whose header is “Invoice:AABA

Disbursement”.)

Ck. For each invoice that has an AABA disbursement number, do the following:

Copy from...
InvoiceDataDetails file

AABA Disbursement Number
Agency Job Code

Invoice Number

Invoice Date

Customer Name

Product Quantity (has to be a
negative number; in the adjoining
field, use the Minus key, select the
desired field, click Enter)

Extended Cost With Discount (has

to be a negative number; in the
adjoining field, use the Minus key,

select the desired field, click Enter)

Paste into...
AT&T Billing Macro file (Data tab)

PO# field
FOB field
Num field
Date field
Name field

Qty field

Amount field

Leave Column J of the AT&T Billing Macro file (Data tab) blank.

© RR Donnelley and Sons, 2013

printed 11/15/2013

page

26



Copy from... Paste into...
AT&T Billing Macro file (Lookup AT&T Billing Macro file (Data tab)

Codes tab)
Item Info (as described in Memo New column combining the Product
field) Name and Detail Notes column; see

Step Cl, below.

Note: When copying and pasting between files or spreadsheets, it is good practice to save your work.

_Cl. _For each line item listed in each Pmduci Name Deta"JNotes .
Invoice: .31 Program Emails September 2013 |=concatenate(l2," -"12) |
Insert a column in the
InvoiceDataDetails file, after the becomes...
Product Name and Detail . ) K
Notes columns. Product Name Detail Notes
31 Program Emails September 2013 |Program Emails - September 2013 |

CONCATENATE (text1, etc.)
the Product name and Detail
Notes values in that column.

Take the new combined column and paste special (preserving values and number formats) into the Memo
column the AT&T Billing Macro file.

Cm. Save the AT&T Billing Macro file, but don't close it.

Cn. Atthe AT&T Billing Macro ATT File — Final tab, press Ctrl-A, then click Delete. All the information that
was just added to the Data tab, populates the appropriate fields in the ATT File — Final tab.

Co. Save the AT&T Billing Macro file in .csv format. (The file name should now be something like AT&T Billing
Macro_mm_dd_yyyy.csv.)

Cp. Email the .csv version of the Billing Macro file, plus a PDF copy of the invoice.
To: g01014@att.com (AABA_PBG)
Cc: Tom Porcella, Wayne Weeks III, Lisa Hyne, Chennai Billing — Nimblefish

Note: AT&T B2B invoices have to have an approved estimate on file for every charge. The first time you need to
create an invoice with an AABA number for specific line items, be sure to also send a copy of the approved
estimate for those items.

Rejoin the invoicing procedure at page 14 (Create the Charge Sheet).
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