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PART I

GETTING STARTED
MORRIS (Monthly On-line Records and Reports of Information-Technology Services) is a Federal Technology Service (FTS) web site that provides FTS billed customer agencies with billing reports for voice and data services on multiple FTS contracts. 

Accessing the Website
To use MORRIS, you need the following software installed on your computer:

· Netscape or Internet Explorer internet browser (version 4.0 or later) to access the website AND
· Adobe Acrobat Reader (version 4.0 or later) to view and/or print the reports.

The URL for the MORRIS home page is https://morris.ftsbilling.gsa.gov/. From the MORRIS home page, you will be able to link to other GSA sites, as well as several billing reference documents and announcements, without a password. To access your actual billing data, you will need a User ID and password. 

Getting a User ID and Password
If you do not have a User ID and password, you will need to contact the authorized GSA-FTS billing representative within your agency. He or she will need to send an e-mail message to the MORRIS team (MORRIS.fts@gsa.gov) requesting MORRIS access for you. The message must include your name, email address, phone number and the hierarchies you need to access. GSA will then contact you with a User ID and password.

Changing Your Password
GSA regulations require that you change your password at least every 90 days. You will see a reminder on your screen daily, starting 30 days before the required change. To change your password, click on the "Change User Profile" link on any page once you log in. Enter a new password as prompted. Click on "Start Request" to activate your new password.

Logging In and Accessing Data
You can log into MORRIS by clicking on "LOGIN MORRIS" at the top left of the home page, or by clicking on one of the links in the "Reports Available" grid on the right side of the page. The following graphic shows the steps to access FTS2001 Monthly Statements of Account, but the principle is the same no matter which reports you choose to access. The reports are explained in the "FTS2001" and "FTS2000" sections of this guide.

	Two Ways to Access MORRIS Reports

Example: FTS2001 Monthly Statement of Account
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	1. Click on "LOGIN MORRIS" at the top left of the 

screen and enter your user ID and password as prompted OR…


	1. Click on the "FTS2001 Monthly Statement" link in the "Reports Available" grid on the right side of the screen and enter your user ID and password as prompted.
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	2. Click on FTS2001.


	2. Select a report, hierarchy code, report date and output format, and click on Start Request. These options are explained in the sections on FTS2001 and FTS2000.
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	3. Click on Statements of Account. Top will take you back to the initial FTS2000 and FTS2001 buttons.
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	4. Select a report, hierarchy code, report date and output format, and click on Start Request. These options are explained in the sections on FTS2001 and FTS2000.
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	The reports on the Statements page summarize FTS2001 charges for all services for a given hierarchy code
	The reports on the Agency Reports page break out charges for a particular service at the ANI or circuit level. Many of these reports can also be accessed through links on the MSOA.


Accessing FTS2001 Statements of Account or Agency Reports
To access a FTS2001 Statement of Account or agency report, select a report, hierarchy code, report date and output format, and click on "Start Request." To access lower level hierarchy codes, click on the "Supporting Billing Hierarchies" button. To exit a report, click the "back" button on your browser. Each of the selection criteria is explained in more detail below.

Available Reports: 

From the FTS2001 Monthly Statements of Account page, you can access the following reports:

· FTS2001 Monthly Statement of Account (MSOA) - a record of current monthly charges for a given 28-digit hierarchy code, broken out into usage, non-usage (monthly recurring and non-recurring), taxes/surcharges, adjustments (vendor and GSA) and total for each service. Also includes USF, PICC and Federal Relay Service charges for the total amount (not broken out by service). See further explanation under "Agency Hierarchy Code."
· FTS2001 Statement of Account (Multiple AHC) - MSOA charges as described above, for multiple hierarchy codes rolling into a higher level code. 

· FTS2001 Statement of Account, Year-to-Date - MSOA charges as described above, cumulative for the fiscal year.

From the Agency Reports page, you can access one or more of the following reports, depending on which services apply to your agency. These reports provide a further breakout of charges on the FTS2001 MSOA, and can also be accessed from a link on the MSOA, except as noted.

· Voice Outbound Domestic Usage Summary - A summary of outbound domestic voice usage by Agency Hierarchy Code and originating phone number, including calls, minutes, cost, average cost per minute and average cost per call. 

· Voice Outbound International Usage Summary - A summary of outbound international voice usage by Agency Hierarchy Code and originating phone number, including SDP ID, industry partner account numbers, calls, minutes and cost. 

· Voice Non-Usage - A breakout of monthly recurring and non-recurring (service and feature initiation) charges by Agency Hierarchy Code for outbound voice services.

· Voice Long Duration - A breakout of outbound calls lasting longer than 4 hours, including AHC, SDP ID, originating and terminating phone numbers, minutes and cost.  (Available starting with February 02 usage.) This report is only available from the reports drop-down list, not as a link from the MSOA.

· Federal Calling Card Usage Summary - A summary of calling card usage by Agency Hierarchy Code, including SDP ID, industry partner account numbers, calls, minutes and cost. 

· Toll Free Usage Summary - A summary of toll free usage by Agency Hierarchy Code and toll free number, including SDP ID, industry partner account numbers, calls, minutes and cost. 

· Packet Switched Service Detail - Detail of Packet Switched Service charges by Agency Hierarchy Code and circuit ID. The report shows SDP ID, industry partner account code, originating NPA-NXX, and charges broken out by access, monthly recurring, non-recurring, taxes/surcharges, and Universal Service Fund. 

An additional file is available for data download only, including all of the information shown on the report, as well as Service Order Number, connect and disconnect dates, data speeds, and a further breakout of the charges. 

· Frame Relay Service Detail - Detail of Frame Relay Service charges by Agency Hierarchy Code and circuit ID. The report shows SDP ID, industry partner account code, originating NPA-NXX, and charges broken out by access, monthly recurring, non-recurring, taxes/surcharges, and Universal Service Fund. 

An additional file is available for data download only, including all of the information shown on the report, as well as Service Order Number, connect and disconnect dates, data speeds, and a further breakout of the charges. 

· Internet Protocol Service Detail - Detail of Internet Protocol Service charges by Agency Hierarchy Code and circuit ID. The report shows SDP ID, industry partner account code, originating NPA-NXX, and charges broken out by access, monthly recurring, non-recurring, taxes/surcharges, and Universal Service Fund. 

An additional file is available for data download only, including all of the information shown on the report, as well as Service Order Number, connect and disconnect dates, data speeds, and a further breakout of the charges. 

· Asynchronous Transfer Mode Service Detail - Detail of Asynchronous Transfer Mode Service charges by Agency Hierarchy Code and circuit ID. The report shows SDP ID, industry partner account code, originating NPA-NXX, and charges broken out by access, monthly recurring, non-recurring, taxes/surcharges, and Universal Service Fund. 

An additional file is available for data download only, including all of the information shown on the report, as well as Service Order Number, connect and disconnect dates, data speeds, and a further breakout of the charges. 

· Dedicated Transmission Service Circuit Detail - Detail of Dedicated Transmission Service charges by Agency Hierarchy Code and circuit ID. The report shows industry partner account codes, SDP ID, originating and terminating NPA-NXX, data speed, and charges broken out by access, monthly recurring, non-recurring, taxes/surcharges, and Universal Service Fund. 

An additional file is available for data download only, including all of the information provided on the report, as well as Service Order Number, connect and disconnect dates, and a further breakout of the charges. 

· Video Transmission Service Detail - Detail of Video Transmission Service charges by Agency Hierarchy Code. The report shows industry partner account codes, charge type, conference date, and charges broken out by monthly recurring, non-recurring, taxes/surcharges, and Universal Service Fund. 

An additional file is available for data download only, including all of the information shown on the report, as well as a further breakout of the charges. 

· Value Added Service Detail - Detail of Value Added Service by Agency Hierarchy Code. The report shows charge description, SDP ID and circuit ID, and charges broken out by access, monthly recurring, non-recurring, taxes/surcharges (Sprint only), and Universal Service Fund (Sprint only). The download for this file includes all the information shown on the report, as well as a further breakout of the charges. (Available starting with February 02 data.)

· GSA Disputes - Detail for disputed industry partner charges, including invoiced charges, disputed charges and reason for dispute. This report is only available from the reports drop-down list, not as a link from the MSOA.

· Transition Credit - Detail of transition credits by Agency Hierarchy Code and service type, including industry partner account number, SDP ID, circuit ID, install date and credit amount. Credit amount is also broken out by usage, monthly recurring charges, non-recurring charges, taxes/surcharges and Universal Service Fund. 

· GSA Adjustment Detail - Detail for GSA adjustments, including adjustment types, amounts and associated tax adjustments. 

· Vendor Adjustment Detail - Detail for industry partner adjustments, including adjustment types, amounts and associated tax adjustments. 

· Year End Credits (MCI) - Summary of year end credits on MCI, by hierarchy code, including account number, year end credits for the month and fiscal year to date, total revenue for the fiscal year to date, estimated revenue for the fiscal year, and estimated year end credits for the fiscal year. These credits appear as vendor adjustments on the MSOA and in the vendor adjustment report. This report is only available from the reports drop-down list, not as a link from the MSOA.

· Charges by Service - A summary of total charges by service at a given hierarchy level, including all levels rolling up to it. This report reflects the supporting levels for the Agency Hierarchy Code (AHC) selected as displayed in the MORRIS drop-down list. It may not provide charges that can be used for AHC rollup calculations. This report is only available from the reports drop-down list, not as a link from the MSOA.

· System Rebill Access (MRC) - A breakout of adjustments for GSA consolidated switch access. The total cost should match the cost for "GSA Access Rebill" on the GSA Adjustment Detail Report. This report is only available from the reports drop-down list, not as a link from the MSOA.

· System Rebill ANI Usage - A breakout of adjustments for GSA consolidated switch ANI usage. The total cost should match the cost for "<vendor> ANI Rebill" on the GSA Adjustment Detail Report. This report is only available from the reports drop-down list, not as a link from the MSOA.

· System Rebill non-ANI Usage - A breakout of adjustments for GSA consolidated switch non-ANI usage. The total cost should match the cost for "GSA Usage Rebill" on the GSA Adjustment Detail Report. This report is only available from the reports drop-down list, not as a link from the MSOA.

· MCI Invoice Supporting Report (ISR) - Provides a service order number and circuit or account ID for voice and data services, and can be used in conjunction with the invoice to match charges to a service order. (Sprint includes the service order number on the invoice, so it is already included on the existing Sprint reports on MORRIS.) This report is only available from the reports drop-down list, not as a link from the MSOA.

· MCI Customer Premise Equipment (CPE) - A breakout of equipment charges by AHC and service type, including circuit ID, CPE SOC Code, install date, quantity, allocated (Net) charges to the agency and total (Current) charges to the network. A list of the latest CPE SOC Codes will be available on MORRIS as another choice on the reports drop-down list. (These charges are broken out for Sprint as part of the various service detail reports.) This report is only available from the reports drop-down list, not as a link from the MSOA. 

· MCI Private Virtual Circuit (PVC) - A breakout of PVC charges by AHC and service type, including circuit ID, PVC type (simplex or duplex) PVC ID, install date, minutes and cost. (These charges are broken out for Sprint as part of the various service detail reports.) This report is only available from the reports drop-down list, not as a link from the MSOA. 

Hierarchy Code: The agency hierarchy code (AHC) is a 28-digit alphanumeric code indicating the organizational level at which the MSOA charges apply. An agency can have multiple hierarchy codes set up for billing and/or tracking purposes. Depending on your agency's billing structure, you will see up to four types of MSOAs on MORRIS. The type of statement is indicated in parentheses following the 28-digit hierarchy code in the drop-down list, along with a vendor code of either "M" for MCI Worldcom or "S" for Sprint. (Statements that include charges for both vendors will not include a vendor code.)

· Billing Statement (BS) - includes monthly charges from only one FTS2001 vendor, associated with a particular agency-established 28-digit hierarchy code. The billing statement contains a Billed Office Address Code (BOAC), and reflects the actual charges your agency will be billed for a given hierarchy code. Your agency may have one or more billing statements. 

· Summary Billing Statement (SBS) - includes combined monthly charges from both FTS2001 vendors, associated with a particular 28-digit hierarchy code. The SBS contains a BOAC, and reflects the actual charges your agency will be billed for a given hierarchy code. Your agency may have one or more summary billing statements.

· Information Statement (IS) - shows a breakout of the charges on a billing statement, summary billing statement or higher-level information statement, for tracking purposes. The IS is associated with a particular 28-digit hierarchy code, but does not contain a BOAC. 

· Information Summary Statement (ISS) - shows a specifically requested combination of charges from multiple billing statements, summary billing statements and/or information statements. The ISS is for tracking purposes only, and does not contain a BOAC. An ISS must be specifically requested by an agency.

	Supporting Billing Hierarchies - A hierarchy may also be followed by a plus (+) sign, indicating that there are additional statements associated with it. You can access these additional statements by clicking on the "Supporting Billing Hierarchies" button once you have selected a code in the Hierarchy Code drop-down box.

Additional Hierarchy Codes - If you have more than 180 hierarchy codes in a given roll-up, you will see "More Available - Hit Start Request" as the last choice in the hierarchy drop-down box. When you select it, and hit "start request," you will get the remaining hierarchy codes for that roll-up. To get back to the previous list, select "Previous 180" and hit start request.

"FTS2001 Reports" and "FTS2001 Statements" toggle - Once you drill down through supporting hierarchies, you can switch back and forth between the MSOA and Agency Reports drop-down lists for these hierarchies by clicking on these buttons.




Report Date: You can access data for 3 fiscal years.

Output Format: You can choose from three different formats:  

· Report - PDF format, allows you to view and/or print the report.

· Data - comma delimited format, allows you to view, print and/or download the data into your own computer application (e.g. excel spreadsheet -See Part VI for instructions on downloading).  

· Data Layout - shows you a data dictionary for the specified report.
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	The reports on the Statements page summarize FTS2000 charges for all services for a given AB code
	The reports on the Agency Reports page break out charges for a particular service


Accessing FTS2000 Statements of Account or Agency Reports
To access a FTS2000 Statement of Account or agency report, select a report, AB code, report date and output format, and click on "Start Request." To exit a report, click the "back" button on your browser. Each of the selection criteria is explained in more detail below.

Available Reports: 

From the "FTS2000, Wireless, IDDD Statements" page, you can potentially choose from the following reports. 

· (Net A or B) Monthly Statement of Account (MSOA) - A high level monthly summary of usage and non-usage charges for all services on the FTS2000 contract, by vendor, by Agency Bureau code. Net A is designated as AT&T, Net B as Sprint.

· (Net A or B) Monthly Statement Year-to-Date - MSOA charges, cumulative by fiscal year.

· (Net A or B) Monthly Adjustment Report - A summary of vendor adjustments and a detailed breakout of GSA adjustments shown on the FTS2000 MSOA. A detailed breakout of vendor adjustments is shown on the Adjustments Detail report, available under Agency Reports.

· (Net A or B) History Adjustment Report - A summary of vendor adjustments and a detailed breakout of GSA adjustments shown on the FTS2000 Year-to-Date MSOA.

· International Direct Distance Dial (ID3) MSOA  - A summary of calls and charges under the International Direct Distance Dialing contract, by Agency Bureau code. Current month and year to date charges are shown on one statement.

· Wireless MSOA - A summary of usage and recurring charges under the Federal Wireless contract, for a given Agency Bureau code. Current month and year to date charges are shown on one statement.

From the "Agency Reports" page, you can potentially choose from the following reports, depending on which services apply to your agency. These reports provide a further breakout of the data on the FTS2000 MSOA.

· Report Availability: A synopsis of the FTS2000 reporting data available for a particular AB code. If records are present, you can link directly to the report in question.
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· SVS Usage: A summary of usage at shared SDP locations, including calls, minutes and cost, prorated according to the number of agency lines vs. the total number of lines at an SDP. 

· 800 Utilization: A summary of usage by 800 number for a given agency, including calls, minutes, average minutes per call, cost, average cost per call and average cost per minute. 

· Adjustments Detail: Detail for vendor adjustments, including adjustment amounts and associated tax adjustments. 

· Calls Exceeding $1.00 Per Minute: Detail for all calls exceeding $1.00 per minute, including date and time of call, called city and state, minutes, cost and average cost per minute. 

· SVS Abnormal Duration Report: Detail for SVS calls lasting more than 8 hours each, including date and time of call, calling and called number, minutes and cost. 

· Federal Calling Card Usage: Summary of calling card usage by organization, including calls, minutes, average minutes per call, cost, average cost per call and average cost per minute. 

· SVS Results Comparison: Compares the agency’s SVS usage data to that of the total network, including average minutes per call, average cost per call, average minutes per call, percentage of calls terminating off the network and percentage of calls made outside of normal business hours (8:00 am – 5:00 PM, M-F).

· Access Optimization: Compares the number of trunks in place to the number of trunks billed for Modified Access Pricing.

From the "Other Reports" page, you can access agency-specific reports, if your agency has requested them. 

Agency/Bureau Code: An agency may have one or several 4-digit AB codes, depending on the agency's organizational and billing structure. A 5-digit AB Code ending in “S” represents a summary statement that incorporates billing information for more than one AB code and/or more than one FTS2000 vendor. If you should have any questions relative to the design of your agency’s billing structure, you should contact the authorized GSA-FTS billing representative within your agency.

Report Date: You can access data for up to 3 fiscal years.

Output Format: You can choose from three different formats:  

· Report - PDF format, allows you to view and/or print the report.

· Data - comma delimited format, allows you to view, print and/or download the data into your own computer application (e.g. excel spreadsheet -See Part V for instructions on downloading).  

· Data Layout - shows you a data dictionary for the specified report.
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USING ADOBE ACROBAT

MORRIS reports are in PDF format. You will need Adobe Acrobat Reader (version 4.0 or later) to view and/or print MORRIS reports. Acrobat will launch automatically when you access a report.

	Viewing and printing reports in Adobe Acrobat
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	Click on the printer icon or File/Print to print a report.


	Click on the arrow next to the percentage to change the viewing size of the report.


Viewing multiple PDF files: Once you have opened a report, it will be listed as an "embedded file" with a number, under Window on the Acrobat menu. You can click on the various files to switch back and forth between them.

Saving PDF files: To save a report in PDF format, click on File/Save A Copy. You may see the following message: "Your changes cannot be saved to the new file using Acrobat Reader… Do you want to continue?" Click on "Yes." You can also choose not to see the message in the future. As the message states, you can not make any changes to the report in PDF format. If you want to manipulate the data for your own reports, see Section V, Using MORRIS Data in Other Programs.

Configuring Acrobat: You can launch acrobat from inside your browser, or as a separate window.

To change the configuration, open Acrobat and click on Edit/Preferences/Options. 

To launch Acrobat from within your browser, check "Display PDF in Browser" under Web Browser Options and click "OK." This is the default option. 

To launch Acrobat as a separate window, uncheck "Display PDF in Browser" and click "OK." The first time you access a PDF file following this change, you may see a message that asks whether you want to open the file or save it to a disk. Select "open the file," check "don't show this message in the future" and click "OK." Adobe Acrobat will then automatically open files in a separate window from your browser. You can maximize reports to full screen size if you choose.

	*Note: If you are using Internet Explorer 5.5 or later and experience problems accessing MORRIS reports, please upgrade to Acrobat Reader 5.0 or later, and launch it as a separate window (see instructions above). 
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USING MORRIS DATA IN OTHER PROGRAMS

	Downloading files from MORRIS
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	1. Once you have selected a report, hierarchy code and report date, select "Data" as the output format and click on "Start Request."
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	2. The data will appear on your screen in ASCII comma delimited format. The next steps depend on whether you are using Netscape or Internet Explorer as your web browser.

	Netscape

	Internet Explorer
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	3.a. You may get an error message that the file is too large for Notepad to open. Click "Yes" to open WordPad.

	3. Click on File/Save As from the Netscape menu.
	3. Right click your mouse anywhere over the ASCII data on your screen. Click on "View Source" from the resulting pop up menu. The file will open in either Notepad or WordPad.

	Netscape (continued)

	Internet Explorer (continued)
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	4. Select the folder you want to save the file in. The file name defaults to FTSPROC.ActionQuery each time you download, so it's best to change it if you will be saving multiple files. Save as type All Files (*.*) and click "Save." You will then be able to open (or import) the file in a spreadsheet or database program.
	4. Click on File/Save As from the Notepad or WordPad menu.

	
	[image: image20.png]Fiegame:  [FTSPROCT] Save
Save as typer | Text Document - Cancel 5






	
	5. Select the folder you want to save the file in. The file name defaults to FTSPROC[1] each time you download, so it's best to change it if you will be saving multiple files. Save as type Text Document and click "Save." You will then be able to open (or import) the file in a spreadsheet or database program.


	Importing the Data into Excel
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	1. Open the file in Excel. You will see the Import Wizard. Select "Delimited" as the file type. Click "Next."
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	2. Check "comma" as the delimiter. (Delete the check in the "tab" box, or any other delimiter box, if necessary.) Click "Next."
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	3. Select the data formats for each column.  "General" is the default and will format numbers, dates and text as applicable. You may want to format columns such as "hierarchy," "sdp," "circuit id," etc. as "Text." Text will import the data exactly as it appears and prevent the loss of any 0's at the beginning or end of a string. Leave charge amounts as "General" since you can not do any calculations with numbers converted to text. Once you have formatted all the columns, click "Finish." You will now have the data open in Excel format.
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