CYBORG USERS
RELEASE 5.1.3 BULLETIN #080303
SMART ORS TDP for Setting Up a New Agreements

DATE: 03/03/08

RE: SMART ORS TDP for Setting Up a New Agreement

For new TDP agreements, ORS requires that you upload the information for the agreement in a file with a
specific layout.

You can use the SMART ORS TDP “tab” to create the file in the layout format specified by ORS, which
then needs to be uploaded to ORS as described in the Reporting Instruction Manual in Appendix F:TDP
File Transfer Guide.

The following is a step by step guide for setting up a new TDP agreement:

Log into SMARTXL
Click on PAYROLL

Click on ORS Module

Click on TDP button

Tool bar at the top, click on ADDNEW

Fill in the TDP agreement form based on your paper copy from the employee

Click on SAVE once the form is completely filled in

Click on TDP Button

Click on list to see the new TDP Submission form

10. In the Tool bar at the top, click on File, Generate file for submission

11. Get message number of records generated, write down path where records were saved

12. Follow instructions in ORS Reporting Instruction Manual in Appendix F to upload your TDP
Agreement. If you have not used the ORS file transfer for TDP agreements yet, then you will need
to contact ORS for your password to go with your ID.

©CooNo~WNE

This procedure takes the place of creating the TDP new agreement file in WORDPAD.
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STEP BY STEP for Setting up a New TDP Agreement with Screen Prints

1. Click on the SMARTXL icon on your desk top to open up SMARTXL
2. Loginto SMARTXL

+ Ch - Simplified Management Analysis & Reporting Tools

Eile Wiew Finance Payroll Personnel Help

8&C L

View after logging into SMARTXL
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+ C5 - Simplified Management Analysis & Reporting Tools
File Wiew Finance Payroll Personnel Help

qEC AL

Click on Payroll
Click on ORS Module
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+ C5- 0.R.S. Module
File View Help

GenerateORSFile ‘ TDP Totals ‘ Enor Repart ‘

T ﬂ Reporting Period: [ -

£ »

View after clicking on ORS Module
Click on TDP button
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+* TDP Submission Form
Eile Addrew Delete a Record

[ Y S S I

SSN: ||

List

TOP Payrment Plan

[ Detail

SSN:
Agreement #:

Invoice #:

Signature Dt:

Box 6:
Billing Amt:

Service Credit Available:

Box 9:

Scheduled Deduction:

Service Purchase Type:

Pay Frequency:
Box 14:
Billing Due Dt:

Submitted:

Service Credit Purchased:

[~

Allfields are Mandatony

TETETTeed

717171713 * 5 digit #

1717713 *Last 8 digits of Agreement®
2/11/2008 MDD Y Y

000000000
FEIFE I (2 Decimal Places, ex: 1000000

5999 (3 Decimal Places, ex2 275)

00000000

35R3 (3 Decimal Places, ex:1 275)

1705 (2 Decimal Places, ex:75.75)

oo

B

00000000

2112008 MDD ™Y
i Fleaze enter % or M

Save

TDP Submission form appears. Notice on the left hand side the words DETAIL and LIST.
You current view is DETAIL by SSN order
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A TDP Submission Form
File Addnew Delete a Record

[ S T S ]

ssn: | |
% S5M |AgreementNumber InvoiceNumber|Submitted|8ignDate |Bi||ingAmt |SerErAvaiI SerCiPur | SchDeduct |F'ayFreq|BiIIingDueDt Generatean| ~
111111111 611612611 11612611 Y £/11/2005 25000 10 10 280 26/6/11/2005 | 2/28/2008 4,
? 123456789 123456733 23456789 M 2/28/2008 1025 333 1.33 50 2634142008
E W ErrrnraArrarak:| 17171719 Y 2/11/2008 FEEEEREE] 5.999 3553 1705 24/2411/2008 | 2414/2008 41
— |_| 862963159 B754R3655 75458695 Y 2/28/2008 5E985.58 4878 3.755 1758 2634142008 | 2/28/2008 3
_|987387503 9E7ER42 87E54321 Y 2/15/2008 5789638 4897 3.853 275.98 2634142008 | 2A15/2008 1
| 9999993349 2933553359 993995399 Y 2/2/2008 500.6 5178 3123 50.23 24/ 2/25/2008 | 2A15/20081:

Click on List. Shows you a list of TDP Agreements already generated and sent to ORS in SSN order.
This example also show you SSN 1234567989, N under submitted for Not submitted and Generated on is Blank.
Click on AddNew from the tool bar.
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+ Add New TDP Agreement

Allfields are Mandatory
I
* 9 digit #
*Laszt & digits of dgreementd

MDD Y

SSN:
Agreement #:
Invoice #:

Signature Dt:
Box 6:
Billing Amt:

Service Credit Available:

Box 9:

Service Credit Purchased:
Scheduled Deduction:

Service Purchase Type:

Pay Frequency:
Box 14:

Billing Due Dt:

Save ‘

L

000000000
(2 Decimal Places, ex:1000.00)

(3 Decimal Places, ex:2 275)

00000000

(3 Decimal Places, ex:1 275)
(2 Decimal Places, ex75.75)

00
’7

00000000
e MMDDY

Clear |

View to start adding new TDP Agreement

When keying in all 9 digits of the Agreement #: automatically takes you to Invoice #: which will automatically fill in the last
8 digits of Agreement#. If you are working with an older Agreement number and the Invoice number is different you can go

back to the invoice line and type over what is showing.

Continue to fill in all fields.
Click on Save button.
This saves the New TDP Agreement.
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+ Add New TDP Agreement

Allfields are Mandatory

SSN:
Agreement #:
Invoice #:

Signature Dt:
Box 6:
Billing Amt:

Service Credit Available:

Box 9:

Service Credit Purchased:
Scheduled Deduction:

Service Purchase Type:

Pay Frequency:
Box 14:

Billing Due Dt:

Save ‘

EEEER
le7eesgeas 9diot#

,W * Last 2 digits of Agreementt
02/28/08  MMIDDAY

000000000

BE905 50 (2 Decimal Places, ex: 1000007

4875 (3 Decimal Places, ex2 275]

00000000

1755 (3 Decimal Places, ex:l 275]

175.60 (2 Decimal Places, &x75.75)

00
26
00000000

03/01./08 MDD

Clear |

View after form is filled out from TDP Agreement employee provided to payroll

Click on SAVE button

Information

\i,) One record saved!!

Help

X

Get message, One record saved (ata t
Click on OK
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 Add New TDP Agreement

Allfields are Mandatary

SSN:

Agreement #: * 9 digit #
Invoice #: *Last 8 digits of Agreement#

Signature Dt: l_/ MMDDNY

Bl 000000000
Billing Amt: (2 Decimal Places, ex:1000.00)

Service Credit Available: (3 Decimal Places, ex2.275)

Box 9: 00000000
Service Credit Purchased: (3 Decimal Places, ex1.275)

Scheduled Deduction: (2 Decimal Places, ex:75.75)

Service Purchase Type: 00

Pay Frequency:

Box 14: 00000000

MMDD Y
Billing Due Dt: A

Clear |

Takes you back to Add New TDP Agreement form.
You can continue to add another New Agreement or
Click on RED X in upper right hand corner to close this screen.
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+ C5- 0.R.S. Module
File View Help

Yiew Data ‘ GenerateDHSFile‘ Totals ‘ Enor Repart ‘

T | ﬂ Reporting Period: [ -

< »
Click on TDP Button
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+* TDP Submission Form
Eile Addrew Delete a Record

[ Y S S I

SSN: || j

List

TOP Payrment Plan

[ Detail

SSN:
Agreement #:

Invoice #:

Signature Dt:

Box 6:
Billing Amt:

Service Credit Available:

Box 9:

Service Credit Purchased:

Scheduled Deduction:

Service Purchase Type:

Pay Frequency:
Box 14:
Billing Due Dt:

Submitted:

Allfields are Mandatony

TETETTeed

717171713 * 5 digit #

1717713 *Last 8 digits of Agreement®
2/11/2008 MDD Y Y

000000000
FEIFE I (2 Decimal Places, ex: 1000000

5999 (3 Decimal Places, ex2 275)

00000000

35R3 (3 Decimal Places, ex:1 275)

1705 (2 Decimal Places, ex:75.75)

oo

B

00000000

2112008 MDD ™Y
i Fleaze enter % or M

Save

Takes you to Detail view.

Click on List on left hand side of form/page
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4 TDP Submission Form

File Addnew Celete a Record
[ 7 = e o o
S5N: [=]]
AgleamenlNumber InvuiceNumber|Subm\lladlSignDale |Bi\|ing¢ml |SerCrAvai| SeiCiPur  |SchDeduct |Pa}'F[EU|Bi"iHQDUEDl GeneratedOn ~
717171719 IERGEE 2A1/2008 | 7777733 5,399 3553 1705 24 2/11/2008 | 2/14/2008 4:00:01 PM b
852963159 675458695 T L 2/28/2008 | 5698558 4675 3,755 1755 26 3/1/2008
957987983 967654321 G7654321 Y 2/15/2008 | 5789638 4897 3.853 27598 26 3/1/2008 | 2/15/2008 1:13:04 PM
993599999 £93939359 99993998 | 2/2/2008 500.6 5175 3123 50.23 24 2/25/2008 | 2/15/2008 1:13:04 PM
Z
View of LIST in SSN order. Find the TDP Agreement you added and note that Submitted is a N for No.
Click from the tool bar, FILE, Generate file for submission
Information F|

j‘) Generated 1 records in ORSTDPFile bt file at location C:\yresappsismart:\fext

Help ‘

Message you will get indicating the number of records that were added and generated.
Write down file location C:\resapps\smartxI\text. You need to know file location for upload step with ORS
Click on OK
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4 TDP Submission Form
File Addnew Celete a Record

[ e o

55N: j

E TDP Payment Plan
e

Allfields are Mandatory

SSN:
Agreement #:

Invoice #:

Signature Dt:

Box 6:
Billing Amt:

Service Credit Available:

Box 9:

Service Credit Purchased:

Scheduled Deduction:

Service Purchase Type:

Pay Frequency:
Box 14:
Billing Due Dt:

Submitted:

TITTIY

Farararak] * 3 digit #

AT *last & digits of Agreement#
21172008 MDD

000000000
FPT77.33 (2 Decimal Places, ex:1000.00)

5933 (3 Decimal Places, ex:2.273)

00000000
3FE3 (3 Decimal Places, ex:1.275)

1705 (2 Decimal Places, ex:75.75)

oo

B

00000000

2172008 WMDY Y
i Please enter ¥ or M

Save

View of detail after clicking on OK.
Submitted: is now a Y for YES
Click on LIST on left hand side
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4 TDP Submission Form
File Addnew Celete a Record

[ e o

| =
55M |AgleamenlNumbEr InvuiceNumber|Subm\lladlSignDale |Bi\|ing¢ml |SerCrAvai| SeiCiPur  |SchDeduct |Pa}'F[EU|Bi"iHQDUEDl GeneratedOn| ~
FErrE A9 17171719 A 2M1/2008 TIFFT3E3 5.933 3.563 170.5 2421142008 | 2142008 41
852963159 975458695 75458655 A 2/28/2008 BE985.58 4.875 3.755 175.5 2634172008 2/28/2008 3
_|987987383 987654321 87654321 A 2/15/2008 57896.38 4.897 3.853 275.98 2613172008 2/15/2008 1
| [995533333 533393333 99333333 A 2/2/2008 500.6 5175 3123 50.23 24/2/25/2008 | 2A15/2008 17

View of LIST in SSN order. Notice that Submitted now reads Y for Yes (Ready to upload).
Close out of SMARTXL by clicking on the RED X in the upper right hand column.

NOTE!!! You must now refer to the ORS Reporting Instruction Manual Appendix F for further steps to complete the
upload.
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