Jw-%% X DEFENSE
g% TELECOMMUNICATIONS SERVICE

- WASHINGTON

DTS-W Billing Forum

WITS2001 Survival Kit

May 2004

An Integral Component of DoD Worldwide Communications




%)
| =)
&2 TELECOMMUNICATIONS SERVICE

Aupt®, WASHINGTON

Table of Contents

» “The Transition” — DTS-W Billing Account Code (BAC)
Conversion to a Verizon BAC and GSA/TOPS Customer
Number

» Sample Documents:
— Miscellaneous Obligation Document, DD Form 2406

— Miscellaneous Obligation/Reimbursement Document
(MORD), AF 406

» WITS2001 Establishment/Change Form (JDTS-W TSCO
Form 019)

» Sample 299x — WITS2001 Customer Control Billing
Report (Non-IPAC)

» Change in Designated Agency Representative (DAR)
Appointment Process
— DoD WITS2001 DAR Addition/Change Form

» Snapshot of the Reports Interface “Screen” in
Service@once representing billable inventory

» Description of the Dispute Submission Process

» Point of Contact Telephone Numbers and E-mail
Addresses

DTS-W Customer Care Center (703) 697-2193, dtswcarecenter@hqgda.army.mil



“The Transition” — BAC to TOPS

Customer Number

""" — DoD/DTS-W

" _Verizon

"~ GSA/TOPS

4-digit Billing Account Code
(BAC)

0003 — 0033 - 0134
1001 - 4041 - 5020 - 6149

5-digit ‘Agency’

10003 - 10033 - 10134

11001 —- 14041 - 15020 —
16149

6-digit Billing Office Account
Code (BOAC)
37K003 - 37K033 - 37K134

37L001 — 370041 — 37P020 —
37Q149

If your 4-digit DTS-W BAC
begins with:

Verizon placed a “1” in front of
all DoD/DTS-W created

GSA’s TOPS bhilling system
requires a 6-digit BAC.

“0” Equals “K”
e - Equals “L”
oy I, — Equals “M”
g I Equals “O"
g I, Equals “P”
e - Equals “Q"

www.dtsw.army.mil




1. MISCELLANEOUS OBLIGATION 2. ACCOUNTING CLASSIFICATION 3. DATE PREPARED
MISCELLANEOUS OBLIGATION DOCUMENT DOCUMENT NUMBER
(Use reverse side for continuation of partial payment recorded.)
4. INSTALLATION 5. PREPARED BY
a. Name a. Signature b. Title
b. Address 6. APPROVED BY
a. Signature b. Title
7. DESCRIPTION 8. AMOUNT
a. Name of vendor or contractor b. Contract or purchase order number
9. PARTIAL PAYMENT RECORD
BALANCE (X one)
ACCOUNTS
DATE DESCRIPTION OBLIGATION EXAI\DCéﬁiSLIJ_II_EUDRE PAYABLE DISBURSEMENT _
BALANCE Unliquidated
Undelivered
1 2 3 4
(1) ) (3) (@) 5) ©) o
DD Form 2406, OCT 85 (EG) Designed using Perform Pro, WHS/DIOR, Jan 97
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WITS2001 Establishment/Change Form
(JDTS-W TSCO Form 019)

» The WITS2001 Establishment/Change Form is used by GSA
to establish or change your agency information for the

TOPS billing system.

» Uses of the form include:
— Providing or modifying your fund citation;
— Servicing Defense Finance and Accounting Service (DFAS);

— Changing or adding a new Certifying Officer; and
— Change of Address, etc.

DTS-W Customer Care Center (703) 697-2193, dtswcarecenter@hgda.army.mil



MEMORANDUM FOR GENERAL SERVICES ADMINISTRATION
NATIONAL CAPITAL REGION
FEDERAL TECHNOLOGY SERVICES
NETWORK SERVICES DIVISION

GSA Revenue Management Center

7" & D St. SW

Room 6124

ATTN: Bonita Bratton (Fax) - 202-205-2812
Washington DC 20407-2812

SUBJECT: Establishment/Change of WITS2001 Accounting Data for Contract
GS11K00BJD0005

The following information is submitted for the establishment/modification of
WITS2001 Account.

a. Requesting Agency Name/Address: US Government Agency
1700 N. Moore Street - Ste 1475
Arlington, VA 222(09-1947

b.  Budget/Certifying Officer/Phone/Fax/e-mail address: Must List Your Name/Title is Optional

703-691-2193/703-693-7331 / dtswcarecenter@hgda.army.mil

c. Agency Bureau Code: (check one)

NAVY -1700; ARMY - 2100; AIR FORCE - 5700; DoD - 9700; USMC - 1730
NAF Agency = 9700; ACOE - (9600) (9900); DOJ = 1500; Other -

d. Line of Accounting /Fund Citation Code:
2142020.00002010130950233 AFMODWITSPHN200404944837K 888

e. Billing Account Code (s) (BACs):
37KXXX, 37KXX1, 37KXX2, 37KXX3, 37LXX7, 37L.XX9, 37PXX2, 37QXXX

f.  Pay Office DFAS Field Site (OPLOC) DoD Activity Addressing Code
(DODAAC). For proper code visit:

OPLOC:_DFAS-IN
DODAAC:_WS8IMTB

Name and Signature of DAR:

This document can be found on the DTS-W web site
(http://Iwww.dtsw.army.mil/assets/docs/forms/dtsw_account_change_form.doc) and will
assist you in accounting for your telecommunication funding allocation(s).

Also, as the subject line states, “any” changes to your WITS2001 accounting data,
including changes to POC, Official Agency Names or Addresses, BAC(s), appropriations,
etc. can be made using this form and then sending it to GSA for update.

www.dtsw.army.mil
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Sample 299x

» The 299x is the WITS2001 Customer Billing Control Report
(Non-IPAC) and should include the following:

— Your Line of Accounting (LOA)/fund citation;

— Your signature certifying that the invoice is valid and correct for
your DFAS operating location (OPLOC) to process a
disbursement; and

— If necessary, the dispute tracking number* and the disputed
amount marked on your agency'’s file copy, pending resolution.

» Invoices are accessible online at GSA’s
Telecommunications Ordering and Pricing System (TOPS)
web site, https://topsbill.ftsbilling.gsa.qov

*(assigned by Verizon 800-381-3444, option 5)

DTS-W Customer Care Center (703) 697-2193, dtswcarecenter@hgda.army.mil



WITS 2001

G 5.:5'1 Customer Eilling Conirol Report (NondPAC)
February 2004
Run Diate: I Bill Mo: BOIMEIEE
sSAMPLE .
Usa DEPT Remit Te.

IS Government Agency
 Washimngton, DC 22208

47-00-0017

Account Symboel to Recdve

Custamer Mumber: K8

Agency
Agency Location Code MNCR-IPAC Location Code:
Bgency Bureay Code: 210 Cradit:

Generd Seevices Adminsratan
Finance Orisan
.0 Bo B25A32
Drallas, T 75284-5533

ATEIATHII07) 205

Level of Accounting Code) ) 15450 00002010130950233AFMODWITSPHN200404944837K 888

b
Mendar Charges Lsage

IMessage Linits 52,363 B3

! Pass Thouah Ch PII
Taxes and Surcharges
Toll= and Tariff Charges $13.35

TotalVandor Charges. | s237688

|35 Adjustments (incl CreditsiCebits)
|Tetal Charges

f18% B2

|

Manthiy Man Total
Recurring  Recurring

| _ : |- |- : -
$R0, 235 760 F000 $69.226.249
.00 000 50,00
$207347 $000  $2879.42
£1.00 $000 $0.00
4621 85  $351152 $47.132.37

000 $182882

003916 $27.21B54 $36252.80

£10.85

This is your 299, it should include...

- Your line of accounting (LOA);

- Your signature certifying that the invoice is valid and correct for your agency

(for servicing DFAS); and

$2363.63

I .
£310.95
$2.216.13
§$12.35

$0.00
$162322.80

For questons conceming this repont, please contact Barbara Thomas at 203 -70E -THE0 |

- Dispute information amounts marked on your agency file copy (if any)

‘_

www.dtsw.army.mil
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DAR Appointment Process Change

» The DAR appointment process has changed. The new
two-page DAR Appointment form is included in this
packet and is also posted on the DTS-W web site in the
Library section, under Forms,
http://www.dtsw.army.mil/resources/forms.asp.

» DTS-W’s Customer Care Center (CCC) has replaced
Defense Contracting Command-Washington (DCC-W) as
the WITS2001 Administrative Contracting Officer (ACO)
for escalating customer discrepancies/disputes.

» The “Authorizing Official” must sign the DAR
Appointment Form to acknowledge authority of the
appointed DAR to obligate Federal government
appropriations (see Obligation Document).

» All required/supporting forms can be found in the Library
section of the DTS-W web site, under Forms.

¥ 1
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DTS-W Customer Care Center (703) 697-2193, dtswcarecenter@hgda.army.mil



| Lf -
&2 TELECOMMUNICATIONS SERVICE

sy WASHINGTON

Service@once Inventory Management
Reporting

» Service@once is Verizon’s ISDN and analog telephone
ordering and provisioning system designed specifically
for federal agencies.

» A snapshot of the Reports Interface “Screen” in
Service@once representing your billable inventory is
shown on the next page.

?
a

DTS-W Customer Care Center (703) 697-2193, dtswcarecenter@hgda.army.mil



Sermiceonce - Citriz [CA Client

@Sewice@unce - [ WITS) Reports Interface]
@Eile Edit Activities Reportz ReportInterface Tools Window  Help

. -
b # Ho® = B & @
|| Mew Order  Mew Troubls Qrders | Gircui Froducts Inventary  Troubles
4 4 12 T x L] % =
|| Previous Hext Hefrezh o enerat [oef et Fezet Printer Setup |
Module

[T 4ccount Management
-5 ACCO0T Account Summary
i Line Configuration Management
- LCMO07 Line
- LCMO02 Primary Directory Mumber D etail
- LCMO03 Feature Group
- LCMO04 Hurt Group
|- LCMO05 Series Completion
- LCMO0G ‘Warking Line FeaturedT oken
|-f=] LCMO07 Telephone Numbers &vailable for Azsignment
-] LEMOOS Cireuit
-5} LEMOOS Fipe Member
|-/ LCMO10 Call &ppearance
|-[=] LCMI11 Voice Mail Detail <&
-] LEMO12 Veice Mail Summary
|-/ LCMO13 Telephone Mumber Irventary Fepot ————————@
- LCMO1 4 Telephone Mumber and Feature Layout Report
1./ LCMOTS CSR 2
- LCMO1G Agency Class of Service and Feature Summary
- LCMO1 7 warking Circuit and Trunk, ——————————@
- LCMO21 Suspended Telephone Mumbers
1 LCMO23 ‘Waorking/Suspended Line
-5} LEMO2E PYC Map
|-/ LCMO29 Telephone Mumber Class of Service
|-/ LCMO30IC0M Position dwvailability
-] LEMO31 TSP Detail
1[5 LCMIE2 Telephone Mumber / Corfiguration Group
1] LEMO33 Auiliar Services
i Location Maragement
™ LOCOO Lacation Summary
m Maintenance and Repair Management
Product Irventony Management
i Product Wanagement
i Service Order Management
7-[™} ORDO0 Order Detail
|-/ ORDO02 Order Summary
1-£7] ORDO03 Order Status
-] ORDO04 Order Enterer

- - - - - - - - - - - - - - F- - - -

I

F-F-[F

[Ready

The arrows indicate your ‘most’ likely
service(s). Other reports/are available as

indicated and there is also an ‘ad hoc’
opportunity, by request, through Verizon.

www.dtsw.army.mil
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Dispute Submission Process

» Submit discrepancies/disputes with TOPS invoices to the
Verizon Customer Service Center (CSC) within 30 days by
calling 800-381-3444, option 5.

» When submitting discrepancies/disputes, “be prepared” to
submit supporting documentation to back up your claim.

» Note the dispute tracking number and amount on the
invoice in dispute. “Pay” all non-disputed charges within 30
days.

» Verizon will attempt to resolve your dispute within 60
calendar days, unless a Verizon representative contacts you
to request additional time or information.

» The escalation procedure for disputes not resolved within
60 calendar days or with an approved time extension will be
handled by the GSA/DoD ACO for centralized billing or the
agency ACO if you are a direct bill (Verizon) customer.

» ACO disputes will be resolved according to IAW FAR
52.233-1 (Disputes).
a1 7

T
i

DTS-W Customer Care Center (703) 697-2193, dtswcarecenter@hgda.army.mil
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Resources

»

Verizon Customer Service Center (CSC)

— Phone: 1-800-381-3444

— Option 3 — DoD Customers

— Option 5 — Billing Disputes

— Option 6 — Helpdesk — password resets, BAC(s) access

TOPS Customer Service

— Phone: 1-877-944-TOPS - password resets, BOAC(s)/Customer Number
access

— Web Site: https://topsbill.ftshilling.gsa.gov

DTS-W Customer Care Center

— Phone: 703-697-2193 — Point of contact for all customer inquiries
— Option 1 — Pentagon

— Option 2 — Fort Belvoir

— Option 3 — All others

— E-mail: dtswcarecenter@hqgda.army.mil

DoD Telephone Directory Assistance
— Phone: 703-696-3774

DoD Directory Updates
— Phone: 703-696-3774
— E-mail: directory.update@hqda.army.mil

DoD Operator/Information
— Phone: “0” or 703-545-6700

Audio Conference Bridge Scheduling
— Phone: 703-696-8637

DTS-W Customer Care Center (703) 697-2193, dtswcarecenter@hqgda.army.mil
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List of Acronyms

ACO Administrative Contracting Officer

ALC Agency Location Code

AO Action Officer

AT&T American Telephone and Telegraph

ATM Asynchronous Transfer Mode

BAC Billing Account Code

BO Budget Officer

BOAC Billing Office Account Code

BOD Business Operations Division

BRI Basic Rate Interface

CCC Customer Care Center

CD-ROM Compact Disk — Read Only Memory

CLIN Contract Line Item Number

CONUS Continental United States

CO Certifying Officer

COR Contracting Officer Representative or Change Order Request

CSC Customer Service Center

DA Department of the Army

DAR Designated Agency Representative

DDLD Direct Dial Long Distance

DFAS Defense Finance and Accounting Service

DISA Defense Information Systems Agency

DISN Defense Information Systems Network

DITCO Defense Information Technology Contracting Office

DoD Department of Defense

DSN Defense Switched Network

DCC-W Defense Contracting Command — Washington (Formerly Defense Supply Services
— Washington)

DTS-W Defense Telecommunications Service — Washington

EOM Enterprise Operations and Maintenance

FPLL Full Product Line List

FTS2001 Federal Telecommunications Systems 2001

GPO Government Printing Office

GSA General Services Administration

HQDA Headquarters, Department of the Army

ID Identification

IDDD International Direct Distance Dialing

IDIQ Indefinite Delivery Indefinite Quantity

IMO Information Management Officer

IPAC Interagency Payment and Collections

ISDN Integrated Services Digital Network

IVR Interactive Voice Response

JON Job Order Number

JUTCPS Joint Uniform Telephone Communications Precedence System

Kbps Kilobytes per second

LAN Local Area Network

LG Location Group

LOA Line of Accounting

MCI Microwave Communications Incorporated

MIPR Military Interdepartmental Purchase Request

NCR National Capital Region

NIPRnet Nonclassified Internet Protocol Router Network

OAASA Office of the Administrative Assistant to the Secretary of the Army

OCONUS Outside of the Continental United States




OobC Other Direct Costs

OPLOC Operating Location

OSA Office of the Secretary of the Army

0SS Operations Systems Support

PBX Private Branch Exchange

PM Program Manager

PO Purchase Order

POC Point of Contact

PRI Primary Rate Interface

SMDS Switched Multi-megabit Data Service

SO Service Order

SOwW Statement of Work

TOPS Telecommunications Ordering and Pricing System
TSC Technical Service Center

TSCO Telecommunications Service Control Officer

TSR Telecommunication Service Request

WITS2001 Washington Interagency Telecommunications Services 2001

VOIP

Voice Over Internet Protocol
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