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1.1 Ildentification

Project Name Lands and Realty Authorizations Module

System Name Use Authorizations System

System Abbreviation UAS LRAM

System Version Number 3.0

Project Office Land & Resources Project Office (L&RPO), WO330D

Project Manager Leslie Cone, Project Manager - Land & Resources Project
Office (L&RPO), WO330D

Project Sponsor Thomas Lonnie, Assistant Director Renewable Resources and
Planning, WO200

System Users Realty specialists, land law examiners, and office managers
located in the field offices

System Developer Land & Resources Project Office (L&RPO), WO330D

Supporting Agencies Non-Applicable

1.2  System Overview

The Use Authorizations System — Lands and Realty Authorizations Module (UAS—LRAM) is
a modular, platform independent, distributed Web-based business application that replaced the
Automated Lease Management System (ALMS). UAS—LRAM creates billing data and then
allows the transfer of this data to the Collection and Billing System (CBS) for tracking,
collection, and distribution of receipts. The UAS—LRAM system maintains electronic files on
right of way and permit holders, authorizations, and bill history. The modular UAS—LRAM
system design allows for future interfaces with other relevant BLM systems and activities.

Also included in UAS is the Rangeland Administration System (RAS) used for grazing
authorization administration. The grazing module functions will not appear to LRAM users. The
two systems share a database but maintain their separate functions.

1.3  Document Overview

The Software User Guide (SUG) provides you with a working knowledge of the UAS—LRAM
system, along with necessary information to perform common tasks with the automated system.
The SUG serves a dual purpose as a User Guide and Training Manual.
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2 Referenced Documents

The SUG references the following documents:

2.1  Government Documents

Associated Data Item Descriptions

Software Development Standards

System Design Document

Version Description Document UAS LRAM_VDD_DV1.01 (2005-05-04)

2.2 Non-government Documents

Not Applicable
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3 Introduction

Processing of bills in UAS—LRAM is based on local office needs. All output products are
printed locally by the user on either network or stand-alone printers, using plain paper.

The UAS—LRAM User Representative serves as a liaison between system users and computer
support personnel, and is responsible for notification to users of changes to the system,
presentation of training, and processing requests for changes to the system or the databases.

The User Representative is available to answer questions concerning problems with the operation
of UAS—LRAM. Users are encouraged to first contact their state UAS—LRAM representative
and then contact the User Representative, if necessary.
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4 Overview of the Support Services

4.1  Use Authorization Administration Support

Questions or issues dealing with use authorization administration (policy, regulations and rules)
should be directed to your local and state office program leads.

UAS—LRAM Application Support
Direct UAS—LRAM use and operation questions or issues to the resources below:
1. Other UAS—LRAM users in your office.

2. State selected UAS—LRAM trainers. Refer to the LRAM web page at
http://web.blm.gov/uas/lram/contact.html for current contacts.

3. UAS—LRAM User Representative.

User Representative | Telephone e-mail
Bill Carson 307 746-6607 | bcarson@blm.gov
Bil Weigand 208 373-3862 | bweigand@blm.gov

4. L&RPO Help Desk

Contact Name Telephone e-mail
Andrea Hauger 303 236-0535 | ahauger@blm.gov

4.2  Computer Hardware Support

Technical problems relating to the computer workstation, BRIO plug-in, inability to connect to a
website, etc. should be addressed to the local Information Resources Management Help Desk. If
the local Help Desk needs additional support or clarification, they can contact the National Help

Desk (NHD), which provides coverage from 6:00 a.m. to 6:00 p.m., Mountain Time, Monday
through Friday.

National Help Desk 1-800-BLM-HELP (256-4357)

4.3  Problem Submission Information Requirements
Contact the UAS—LRAM User Representative
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5  Accessing the System

5.1 Permissions

For access, deletions and name changes fax a signed 1260-12 form to the LRAM Development
Team in the Lands & Realty Project Office (L&RPO). Forms are available at:

http://web.blm.gov/uas/Iram/index.html and click on the "Form 1260-12" link
http://web.blm.gov/internal/wo-500/directives/dir-04/im2004-186_al.doc
http://web.blm.gov/internal/wo-500/directives/dir-05/im2005-013_al.pdf

If you have any questions, contact the UAS-LRAM User Representative for information about
the specific requirements for completing the form.

Your permission level determines which functions are allowed. Each permission level includes
all of the functions of lower permission levels. The following permission levels are allowed in
UAS—LRAM:

Owner Reserved for User All functions are available, for all data.
Representative

Manager Represents the local office Manager is allowed to set local settings and conduct

manager user functions as needed.
User Transaction processing, Transaction processing is limited to the individual’s
office data.
Query No transaction process View only privileges for all data in the system.

52 BLM Intranet

UAS—LRAM uses the BLM’s internal Web system for BLM employees. UAS—LRAM is
securely located behind the BLM’s firewall (security wall). After starting the Internet Explorer
browser, access to the BLM Application Security System 3.0 (BASS3) can be gained by entering
the following address: (http://web.bass.blm.gov:/bass2). When this web page is accessed, the
displayed URL changes somewhat, reflecting the fact that a secured website has been accessed.
You can also access the BASS3 login screen from the UAS—LRAM web page (see below).
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53 UAS—LRAM Web Page

The LRAM web page contains a variety of application specific information and useful links. It
can be found on the BLM intranet at http://web.blm.gov/uas/Iram/index.html

'.":I__-Il.:.. ' H Fmt".,m\iﬁ'w_fm'{".rwaﬂ ;"."'J"
1=RA7 '

[ ands and R

Lands and Realty Authorizations Module

The Use Authorizations System - Lands and Realty Authorizations Module (UAS -
LR&M) is a modular, platform-independent, distributed web-based business
application that replaced the Automated Lease Management System (ALMS), The
Intranet-accessible UAS - LRAM creates billing data and allows the transfer of
this information to the Collections and Billing System {CBS) for tracking,
callection, and distribution of receipts. The UAS - LRAM maintains electronic files
on holders and permittees, authorizations, and bill histary, The modular VAS
design allows for future interfaces with other relevant BLM activities, and the
centralized database design eliminates the need for backup procedures at each
field office.

The planned second release of UaS - LRAM will use multiple databases to split the
user demand for processing time, maintaining performance at a high level. The
Transaction Processing Database (TPDB) currently handles all updating functions
{create, modify, or delete), The Reporting Database (RDBY will be used to create
reports and ad hoc queries, and will supply administrative suppart and
rmanagement reports to field, district, state, and bureau-level users. The TPDB
will be backed up and copied to the reparting database nightly.

The Elearning Site contains the User Guide and other documents,

Figure 5-1: LRAM Web Page

54 BASS3Login

You access the application through the BLM Application Security System 3.0 (BASS3) that
provides security and access for a number of BLM applications. Once registered as a BASS user,
it provides a common entry point for all applications that you use.

For more detailed instructions on using BASS3 please refer to BASS3 Tutorial located on the
L&RPO E-learning site (http://web.lrpo.blm.gov/elearning)
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55 LRAM Menu Window

The main window of UAS—LRAM is shown in Figure 5-2. The buttons on the left appear on all
screens. When you pass the mouse pointer over a button, a sub-menu for that area appears. Click
on any part of the sub-menu to enter that part of the application. The *Logoff’” button takes you
back to the UAS—LRAM home page.

ADMIN OFFICE:

WYDED v LANDS & REALTY AUTHORIZATIONS

Customer

e=rTE

Figure 5-2: LRAM Main Menu window

5.6  Termsand screen manipulation

UAS—LRAM screens operate in a menu mode. Selection of a menu choice will present another
menu screen, popup menu, data entry screen, or selection screen. If you open multiple windows,
you can have multiple functions available to you. Depending on your permissions, not all options
are accessible; unavailable options appear grayed out.

You may move from field to field by using either the tab key or the mouse. Selection of any
field, menu option, or option button is done by placing the cursor directly over the selection and
clicking the left mouse button.

Screen size may be larger than what can be displayed on your terminal. Scroll bars, if required,
are automatically inserted.

The main menu is in a separate section. The menu remains in your viewing area, no matter what
option is selected.

Since the system was activated via a browser, all the browser functions are available to you. The
browser print option is used to obtain a printout from your screen.

The “Create”, “Update” or “Process” buttons are used when you are finished entering data and
are ready to store the data in the database. LRAM will not save data entered on a screen until one
of these types of buttons is selected. If you exit a screen without selecting the one of these
buttons, the data will not be saved.
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Data entry edits may be applied as you enter a field, leave a field, or select the Create or Update
button.

5.7  Screen Presentation

The sample screens used in this document were taken from actual screens in the UAS—LRAM
application. A full screen (see Figure 5-3: Sample—Full Screen) displays the entire layout: Title
bar, menu bars, scroll bars, bottom status bar, and window borders. A partial screen (see Figure
5-4. Sample — Partial Screen) displays a small area of the full screen. Full screens are displayed
as needed. Partial screens are used more often.

ADMIN OFFICE: 5

WYDARD v LANDS & REALTY AUTHORIZATIONS — Toaining

| Authorization Search
Geo State Land Office  Prefix _Se_rial #  Suffix
Serial#: -~ ¥ - | il
Land Record Office: | whnen » Authorization Type: | 41| v
Customer: Authorization Status: | 4| | v
Reports
Billing Association: | 74 v Deleted: o«
Effective on or after: Expires on or before:
Authorization Effective Date: Q, Authorization Expiration Date: Q}
NTaintenance
Authorization:

HEW AUTHORIZATION

Edit Delete Serial # Auth Type Office Customer Effective Expiration Auth Status Deleted

)
m PN

Customer

Figure 5-3: Sample—Full Screen

Authorization Search

Geo State Land Dffice  Prefix Serial # Suffix

Serial #: m m m I [—

Office: IWOWO vi Authorization Type: |4 | -
Customer: I Authorization Status: | ALL j
Billing Association: IN;A vI Deleted: |NO vi
Effective on or after: Expires on or before:
Authorization Effective Date: I {m:, Authorization Expiration Date: I {m}

Figure 5-4: Sample — Partial Screen
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6 Authorization Basics

6.1 Overview

There are three main sections to the authorization record: authorization master information,
authorization schedule, and basic (billing) schedule.

The authorization function involves all information for any authorization administered by an
office. An authorization is identified by a case serial number. There are five authorization types:

e Right of Way (ROW) grant

e Temporary Use Permit (TUP)
e Land Use Permit

e Lease

e Easement

6.2  Authorization Data Screens — A Tour

The following sections describe the various screens which contain authorization and billing data.
The procedures below show you how to access a screen and describe the functions available
from a screen.

For information on how to create or edit the data that appears on these screens refer to sections:
7: Creating a New Authorization and 8: Editing an Authorization.

See section 10.2 Billing Screens starting on page 10-1 for the screens used for bill processing.
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The figure below shows some of the ways you can get from one screen to another. For example,
from the “Authorization Summary’ screen you can go directly to five other screens. The roadmap
below does not attempt to show you every possible way to access each screen but does represent
the most common route between authorization screens.

Authorization
Search

Authorization Customer
Summary Information
Authorization Land Authorization Billing Customer
Information Distribution Schedule Schedule Information
Customer Land Type Basic
Search Schedule

State & County
Land Distribution
Customer

Information

Office
Distribution

Figure 6-1: Authorization Screens Roadmap

6.2.1 ‘Authorization Search’ Screen

The ‘Authorization Search’ screen allows you to search for authorizations based upon specific
selection criteria. It is also the screen used to start the authorization creation process. Links to up
to 500 authorizations can be displayed at one time.

1. Click on the *Authorizations’ button (located on the left-hand side of the screen).

Authorizations

Figure 6-2: LRAM Authorizations Menu




2. Select ‘Authorization Search’ from the sub-menu. The ‘Authorization Search’ screen
appears.

SEARCH

Authorization Search

Geo State Land Office Prefix Serial # Suffix
Serial # |' j' FEI m i |
DOffice: icomg -| Authorization Type: |ALL .i
Customer: I Authorization Status: I -|
Billing Association: iNfA ;’ Deleted: INO -!

Case Type: |
Effective on or after: Expires on or before:
Authorization Effective Date: | :m'.‘, Authorization Expiration Date: | “'{a:,.

Authorization: HEW AUTHORIZATION

|ﬁ %I]elete |Serial # Auth Type il]ﬁice i[:ase Type i[:ustumer |Effective |E5piratiun I.lluth Status [Deleted |
7] @] | [ | | | | | |

Figure 6-3: *Authorization Search’ screen

3. Specify authorization search criteria. If you do not specify any search criteria, links to up to
500 authorizations are displayed.

To find a single authorization, enter the case serial number in the *Serial #’ field.
To search in another office in your state, change the *‘Office’ field.
To find authorizations for a specific holder, enter part of a name in the ‘Customer’ field.

To find authorizations of a specific case type or group, enter all or part of case type
number in the ‘Case Type’ field, e.g. 286001 or 2860

To find only a specific type of authorization, change the ‘Authorization Type’ field.
To find authorizations by status, such as Hold, change the ‘Authorization Status’ field.
To find deleted authorizations, change the ‘Deleted’ field to Yes.

To find authorizations with certain dates, fill in the ‘Authorization Effective’ and/or
‘Authorization Expiration Date’ fields. Enter dates in mm/dd/yyyy format.

4. Click on the ‘Search’ button. The search results grid appears on the screen.
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Results may be sorted by the underlined column headings. To sort, click on the column
heading. Clicking again toggles the sort order between ascending and descending.

SEARCH

Authorization Search

Geo State  Land Office  Prefix  Serial # Suffix
Serial 1 |_ j' m m | |
Office: |\\"080 = Authorization Type: |A|_|_ vI
Customer: I Authorization Status: IALL ;I
Billing Association: IN.'"A j Deleted: |NO v!
Case Type: |
Effective on or after: Expires on or before:
Authorization Effective Date: | {m.;. Authorization Expiration Date: | {m}
futhorization: NEW AUTHORIZATION
. T |
Edit |Di eletel Serial # | Auth Type |0fﬁce |Ease Type | Customer |Eﬁec‘mre |Em|r.|1mn |Amh Status Deleted
| & | T il 034886 [RIGHT OF wia [nivIBD 281001 |AMERIGAN COLLOID GO m#2n988 (1112017 [acTivE |
| & | & [wrw 116578 [RIGHT oF wev w080 51001 |AMERICAN COLLOID CO 16251930 06242010 [ACTIE |
| & | T |y 136833 |RIGHT OF Wi (080 (261001 |AMERICAN COLLOID CO 1161996 11742006 |ACTIVE |
| & | T [wrrw 148846 [RIGHT OF whay (irvD80 281001 [BALLARD PETROLEUM HOLDINGS LLC 12282004 060402020 |ACTIVE |

Figure 6-4: *Authorization Search’ screen —multiple rows returned

If more than 500 authorizations were found, a warning message appears. Click ‘OK” to close the
message. The search always returns the first 500 records. If the authorization you are looking for
is not in the first 500 records you must specify search criteria in order to find it.

Authorization Search

Microsoft Internet Explorer x|

L] "_n. Your search resulks excesded S00 rows, Please refing your search if neccessary,
L

Figure 6-5: Maximum records message

6.2.2 ‘Authorization Summary’ Screen

Most often you access the *Authorization Summary’ screen from the ‘Authorization Search’
screen (see section above). From the “Authorization Summary’ screen you can view, edit, and
delete authorization schedule information, billing schedule information, and customer data.

Note: If you are not already on the *Authorization Search’ screen, see the 6.2.1 “‘Authorization
Search’ Screen section on page 6-2.
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1. Onthe ‘Authorization Search’ screen, click on the pencil icon in the ‘Edit’ column or the
value in the “‘Serial # column in the results grid on the ‘Authorization Search’ screen.

Edit |I]Elete| Serial # | Aurth Type |[h‘fit:a |[:asa Type| Customer [
# | W [wrvi 0206038 [RIGHT OF wisy [urroso 288100 |BELLE FOURCHE FIPELINE CO|

The ‘Authorization Summary’ screen appears.

CAMCEL

Authorization Summary

Seral & W 0206035 Authorization Type: RIGHT OF Ay
Office: N"TIE0 futhorization Status: ACTIWE
Customer: BELLE FOURCHE PIPELIME CO Billing Association: BEELLE FOURCHE FPIPELI
GCase Type: 238100

Authorization Schedule Information: HEW SCHEDWILE

|Edit [Delete | Land | Gty | Units | Begin | End Rate |{amount | Type [Expiration
| & | @ | Fo | 1545 | acres | 1nm005 | 12812005 | LMEAR HI |

Billing Schedule Information: NEW SCHEDULE
| Edit |Delete [Schedule #| Bill Type  |Special Bill Code |Schedule Type | Gycle

[« & [ | aDvaMcE | | BASIC [ 1vEAR

Customer Information: ADD CUSTOMER
|Rzmo1.re Name City State

| T | BELLE FOURCHE PIPELIME cO | cASPER | wrv

Figure 6-6: ‘Authorization Summary’ screen

Note: If you are going to go on to view the screens described below, DO NOT click cancel in
the next step.

2. Review the data then click on the *Cancel’ button to return to the previous screen.

6.2.3 ‘Authorization Information’ Screen

From the ‘Authorization Information’ screen you can display and edit basic authorization
information such as issue and expiration dates, comments, and customer reference numbers. This
screen is your initial data entry screen when creating a new authorization.

Note: If you are not already on the *Authorization Summary’ screen, see the *Authorization
Summary’ Screen section on page 6-4.
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1. From the ‘Authorization Summary’ screen, click on the link in the “‘Serial #’ field.

UPDATE CANCEL OFFICE TRANSFER

Authorization Information

General:

Serial # WY 0206035 Authorization Type: [RIGHT OF WAY 7]
Office #: A0S0 Authorization Status: I ACTIVE j
Customer: BELLE FOURCHE PIPELINE CO & Billing Assoc: lEIELLE FOURCHE FIFELI j
Billee: 3 Payment Center: l(N;’A) j
Authorization:
Effective: W %} Expiration: W :‘?

Issuez [{0/5/1062 | e

Hiscellaneous:

Attention: I

Authorized Representative: I

Customer Reference #: lOSAGE

Comment: |

Undefined1-3: | | |

Figure 6-7: ‘Authorization Information’ screen

2. Review the data on the screen. Note: the Office Transfer button shown above is only shows
up for users with “Owner” privileges.

3. Click on the *Cancel’ button to return to the previous screen.

6.2.4 ‘Land Distribution’ Screen

The ‘Land Distribution’ screen allows you to view, edit and delete land type, state and county
acreage distributions, and administrative office distributions.

Note: If you are not already on the ‘Authorization Summary’ screen, see the ‘Authorization
Summary’ Screen section on page 6-4.

1. From the ‘Authorization Summary’ screen, click on the INFO link in the ’Land’ column
found in the Authorization Schedule Information section (see Figure 6-8 below). The ‘Land
Distribution’ screen appears (see Figure 6-9).

Aurthorization Schedule Infomiation:

| Edit il]elet _d | Oty | Units | Begin | End | Rate Amount Type Expiration
| & | T | uFo | 11 s |ACRE5 | 102007 | 120112007 | LINEAR HI | |

Figure 6-8: Land Distribution Screen INFO Link
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2.

If more than one land type is shown, click on the underlined link field in the ‘Land Type
Description’ column to see the state/county and office data related to the land type. The text
below the Land Type Distribution Summary shows which land record is selected.

CANCEL

Land Distribution

Serial &£ NN 0206038 Billable fcres: 11.78
Case Type: 288100
Land Type Distribution Summary: HEW LAND TYPE
|_ | elete | Land Type Description  |Executive Order iFund Symbol |Fund Code |Suhdi|.rision Text i Acres
[1[« | & [Pz o [145003003  [703 | | 1.78
[2] # | @ |FOREST SERVICE LAND |0 [14F3885.11 450 [BlaTREES | 1000

Currently Selected Land Type: FOREST SERVICE LAND

State & County Distribution Information:

NEW DISTRIBUTION

|— Edit |I]ele11e iaim acresl County |Coun13ra|:res
[1[# | @ [wv | 1000 [noerers | 10.00

Admin Office Distribution Information: HNEW OFFICE.

|m | Delete |0I’ﬁce Code | Acres %
[# | & [|ovoeo | 100

Figure 6-9: Land Distribution Screen — multiple land types shown

3. To return to the previous screen, click on ‘CANCEL.’

Note:

6.2.5

The “Land Distribution’ screen can also be accessed by clicking on the link on the
‘Billing Schedule’, “Authorization Schedule’, and “Basic Schedule’ screens. In addition,
it can accessed using the ‘Land Record’>’Land Record Search’ menu options.

‘Authorization Schedule’ Screen

The *Authorization Schedule’ screen allows you to view and edit rate information.

Note:

See the ‘Authorization Summary’ Screen section on page 6-4 if you are not on the
‘Authorization Summary’ screen.

1. On the “‘Authorization Summary’ screen, click on the Edit icon found in the Authorization
Schedule Information section (see Figure 6-10). The ‘Authorization Schedule’ screen
appears (see Figure 6-11).

futhonzation Schedule Information:

|Edit Delete | Land | Qty | Units | Begin | End | Rate |Amount Type Expiration
| & | T | INFO | 278 | ACRES | 142007 | 12812007 | LNEARHI | [

Figure 6-10: Authorization Schedule Edit icon on the ‘Authorization Summary’ screen



2. Review the data on the ‘Authorization Schedule’ screen.

The ‘Begin’ and ‘End’ dates indicate the days of a year in which the land can be used. The
time span specified must be a year or less. Usually the time span specified will be 1/1 to
12/31. Short term permits and authorizations may have shorter date ranges.

UPDATE CANCEL

Authorization Schedule

Serial & WYY 0206035

Land Information:
Office: WHTA0 Land: [MFORMATION

Usage Information:
Quantity: 2.18

Units: [ACRES ~|
Begin: [1/1/2007 A
End: [1731/2007 N

Rate Information:

Linear Schedule Rate: I|_|NE,.’.-..R HI vl Appraisal Type: |N,."f’-‘~. "'|

Appraisal: I fippraisal Expiration: | %’;

Figure 6-11: 'Authorization Schedule' screen — non-communication site case

3. Click on the *Cancel’ button to return to the previous screen.

6.2.6 ‘Billing Schedule’ Screen

The “Billing Schedule’ screen allows you to view and edit bill settings and provides access to the
‘Authorization Schedule’ and *Basic Schedule’ screens.

Note: See the ‘Authorization Summary’ Screen section on page 6-4 if you are not on the
‘Authorization Summary’ screen.

1. On the “‘Authorization Summary’ screen, click on the Edit icon or the underlined link field
in the Schedule # column in the Billing Schedule Information section (see Figure 6-12). The
Billing Schedule screen appears (see Figure 6-13).

Billing Scheduvle Inform afion:

|Edit |Delete Schedule # | Bill Type Special Bill Code Schedule Type | Cycle
| & | @ |1 | ADVANCE | HOLD ACTION | BASIC | 1 YEAR

Figure 6-12: Billing Schedule Information section of 'Authorization Summary* screen
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2. Review the data on the Billing Schedule screen.

Billing Schedule

Serial #: AFA 031011 Office: A7S20 Schedule #: 1
Eill Code: IAD\-’ANCE -I Special Bill Code: | HOLD ACTION ;i
Schedule Cycle: | 1 YEAR j

Avthorization Schedule: HEW SCHEDULE

| Edit |Delete |Copy | Lond |
HEILIE

Basic Schedule: NEW SCHEDULE

\Edit Delete| Lond | Oty | Units | Begin |  End | Rale | Amount
& | T | mro | 243 | ackes | 1/1/2006 | 12/31/2006 | APPRAISAL [$4,804.05

Units | Rate | Type | Amount | Worlesheet verified
ACRES |APPRAISAL | TEARLY | $4,804.05 | 05/26/2004 05:34.52

aty |
243 |

Figure 6-13: Billing Schedule screen — non-communication site case

3. Click on the “Cancel’ button to return to the previous screen.

Note: If a case is ready for billing you can click the ‘Preview’ button to launch a new browser

window to see the data shown in a bill format.

6.2.7 ‘Basic Schedule’ Screen

Note: If you are not on the *Billing Schedule’ screen, see above section 6.2.6: “Billing
Schedule’ Screen.

1. On the ‘Billing Schedule’ screen, click on the Edit icon in the Basic Schedule section.

Basic Schedule:
|Edit Delete| lond | @y | Units | Begin | End | Rate | Amount
(& | M | Fo | 243 | ACRES | 17172006 | 12/31/2006 | APPRAISAL |$4,504.05

Figure 6-14: Basic Schedule section of Billing Schedule screen
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The “Basic Schedule’ screen appears.

UPDATE CANCEL

Basic Schedule

Serial & Wy 0206033

Land Information:
Office: T80 Land: |NFORMATION

Usage Information:
Quantity: 2 TH

Units: [ ACRES +]
Begin: [1/1/2007 G
End: [17/31/2007 S

Rate Information:
Linear Schedule Rate: LINEAR HI Appraisal Type: M/A
Appraisal: $1.00 Appraisal Expiration:
Rent Beduction: mm Amount I—

Figure 6-15: 'Basic Schedule' screen
2. Review the data on the Basic Schedule screen.

The ‘Begin’ and ‘End’ date fields indicate the current billing period for the authorization.
Unlike on the *Authorization Schedule’ screen these dates can span more than one year.

3. Click on the “‘Cancel’ button to return to the previous screen.

6.2.8 ‘Customer Search’ and ‘Customer Information’ Screens

The main purpose of the Customer Search screen is to search for customer records. The rows that
are returned to the screen include the customer record number and name and address information
for a customer. The search results provide a link to the Customer Information screen. On the
Customer Information screen you and view and edit the customer name and address data.
Customer records may be shared between offices. If a customer record is shared between office,
care must be taken when making changes to customer data as the changes affect the bills sent out
by the other office as well.

IMPORTANT NOTE
UAS customer records include customers who hold grazing permits or leases. Take
care when selecting or modifying customer records.

There are several screens with links to the Customer Search and Customer Information screen,
the steps below show how to access them from the “main” LRAM menu.
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1. Click on the ‘Customer’ menu button located on the left-hand side of the screen.

Castomer

L e

Figure 6-16: Customer sub-menu

2. Select ‘Customer Search’ from the sub-menu. The “‘Customer Search’ screen appears (see
Figure 6-17).

SEARCH

Customer Search

Hame: Address State: | A7 =

Mew Customer

Edit [Delete [Rec. # [Hame [Address 1 [Address 2 |Gty [State |
sle [ [ [ 11|

Figure 6-17: "Customer Search' screen — before entering criteria

3. Select an ‘Address State” and click on the ‘Search’ button to return all customers with a
billing address in that state. To find a customer in any state, set the field to ALL.

4. Enter all or part the name into the ‘Name’ field.

5. Click on the *Search’ button. The results of the search display in the lower part of the screen
(See Figure 6-18).

SEARCH

Customer Search

Hame: IABERNATHY Address State: |WY' v|

|Edit |Delete [Rec. 2| Hame | Addresst | Address2 | City |State
| # | T |30259 | ABERMATHY RANCHES LLC |LAMDER BRANCH 5517 H'y 789 | LANDER | 1y
| & | T 80 | ABERMATHY RANCHES, LLC 5517 HY 783 | | LANDER | ey

Figure 6-18: "Customer Search' screen - after search

Note: A search returns only the first 500 rows found. If more than 500 customer records meet
the search criteria, use a more specific name and search again.
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6. To view a customer record, click on the Edit icon or the underlined name link. The
Customer Information screen appears.

UPDATE CANCEL

Customer Information

Waming: This Customer has Authorizations that are maintained by RAS
Any change vou make will affect all Authorizations for both LRAM and RAS

Hame: (Please fif in ack

or Customer name information

Corparty’ [ABERMNATHY RANCHES, LLG

Or

First: |

Midlle: I

Last: |

fddress

AddressT: |£517 Hwy 783

Puldress?: |

Ciy: |LANDER:
% [52520
Phone #. [307-330-3021

Authorization:

s [wr/ ]

Jp+d: I_‘

Customers may
have LRAM and
RAS

| Serial# | authType |[Office

Customer

| Auth Eff |Auth Exp [Auth Status Deleted

il 148643 [RIGHT OF Wi |

ABERMATHY RANCHES, LLC (09201999 [09/192049 [ACTIVE |

RAS Authorizations: /

[ Autht [Auth Type | Office |

Primary Operator

| Auth Eff

AuhExp |  AuthStatus  [Deleted

(4303734 |PERMIT Y050 [ABERMATHY RANGHES, LLG 010172003

1273172005 |ACTIVE [

Figure 6-19: Customer Information screen

7. Click on the ‘Cancel’ button to return to the Customer Search screen.

The Customer Information screen for a particular authorization is accessible from the following

screens: Authorization Search, Authorization Summary, and Billing Summary.

6.2.9 ‘Customer Transfer’ Screen (Assign Authorizations to a New Holder)

This function allows you to assign one or more cases to a new holder. For detailed steps, please

see “Assign Multiple Authorizations to a Different Holder” on page 8-19.

1. Click on the ‘Customer’ menu button located on the left-hand side of the screen.

Cuostomer

[ Customer.__
g

Customer Search

Custamer Transfer

Figure 6-20: Customer Transfer sub-menu
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2. Select ‘Customer Transfer’ from the sub-menu. The ‘Customer Transfer’ screen appears.

SEARCH COMPLETE TRANSFER.

Customer Transfer

Geo State  Land Office  Prefix  Senal # Suffix
sera |- o [ - [ |
Office: m Authorization Type: lﬁ
Customer: I— Authorization Status: Ih
Billing Association: [1ja, 7] Deleted: [NO ]
Case Type: I—

Effective on or after: Expires on or before:

Authorization Effective Date: | :*) Authorization Expiration Date: | E‘}
Transfer to:

Customer: ﬂ__ i

Authorization: Select All Deselect All
|Selected Serial # Auth Type HOfﬁce Case Type CustomerIEffectiue !Eg:_uiraﬁon |Auth Status Deleted
M= | L |

Figure 6-21: Customer Transfer screen

The customer transfer (assignment) is two step process; first find the customer to “transfer to” by
clicking on the flashlight in the Customer field in the “Transfer to” section. After selecting the

new customer, use the search criteria fields in the upper section of the screen to find the records
you want to assign.
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7 Creating a New Authorization

The sections below detail the process for creating a new authorization. Before an LRAM record
can be created the authorization must have an LR2000 case serial number and be in an
“Authorized” or “Pending” status in LR2000.

When LRAM starts the authorization creation process it connects to LR2000 and looks up
information in that system that relates to the case serial number you enter on the LRAM
‘Authorization Information’ screen. The data it brings back to LRAM includes:
e Authorization Type (i.e., ROW, Temporary Use Permit, Lease, Permit, or Easement)
Note: LRAM uses the LR2000 case type to make the authorization type determination.
e Customer name
e Billee name (if the relationship is defined in LR2000)
e Effective and Expiration dates.
Note: LRAM uses the year 2299 in the expiration date for perpetual grants.

7.1  Create the Basic Authorization Record

1. Select ‘Authorizations’ from the left side menu and choose ‘Authorization Search’ from the
sub-menu. The ‘Authorization Search’ screen appears.

SEARCH
Authorization Search
Geo State Land Office  Prefix  Serial # Suffix
Serial #: !' :]' m m i I
Office: IN\,-"D:ZD vl Authorization Type: iALL vl
Customer: 1 Authorization Status: ! ALL vi
Billing Association: iN.-"A v! Deleted: iNo v!
Effective on or after: Expires on or before:
Authorization Effective Date: l %, Authorization Expiration Date: I :m.,
Authorization: ﬂ NEW AUTHORIZATION

Figure 7-1: ‘Authorization Search’ screen — ‘New Authorization’ button
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2. Click the “‘New Authorization’ button on the ‘Authorization Search’ screen. The
‘Authorization Information’ screen appears.

CREATE CANCEL

Authorization Information

General:
Geo State Land Office  Prefix  Serial # Suffix
- |_ vi l_ vl | I B

Serial #: 1~
Authorization Type: I__:_]
Office #: MyD20 Authorization Status: [scTvE |
Customer: g Billing Assoc: IN.-"A _:J
Billee: 22 Payment Center: | Ll
Authorization:
Effective: "— :m., Expiration: ,__' :m}
Issue: l— %‘*
Miscellaneous:

Attention: |

Authorized Representative: I

Customer Reference #: |

Comment: |

Undefined1-3: | | |

Figure 7-2: 'Authorization Information’ screen

3. Fill in the case serial number then click on the flashlight icon. LRAM goes to LR2000 and
retrieves customer and date information from LR2000. If the case is already in LRAM or is
not in Authorized or Pending status an error message is displayed.

CREATE CANCEL

Authorization Infarmation

Genenl:
Geo State  Land Office  Prefix  Seral # Suffix
s [NV 2] [N [-E] Joasres | [ a2
Authorizaon Type: [ <]
Office £ MWD Authorization Status: |ACT|\-"'E ‘:I
Customer: AERO.JET GEN CORP B Billing Assoc: IN."IA j
Billee: 3 Payment Center: I j
Authorization:
Effective: M Q;; Expiration: IW- qep.
e —

Figure 7-3: "Authorization Information® with LR2000 data screen

4. If the *Authorization Type’ field is not correct, click on the down arrow and select a
different type.
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5. If necessary, change the ‘Authorization Status’ field.

Active Authorization is fully processed and ready for billing.

Hold Prevents the authorization from being billed.

APA Administrative Procedure Act. Authorization is expired but use is
continuing under the expired authorization.

Decision A judicial decree has stayed a BLM decision to change or terminate an

Stayed authorization. Use is continuing under the existing authorization.

6. You can use the LR2000 data “as is”; LRAM will create a new customer record or match
the authorization to an existing record with the exact address.

OR

If you want to link the authorization to a specific LRAM customer record or create a new
customer record, click on the flashlight icon at the end of the ‘Customer’ field. The
‘Customer Search’ screen appears.

7. To add or change a billee, click the flashlight icon at the end of the *Billee’ field. Do not add
a billee if you are using a billing association.

8. To group the authorizations with others for the same customer, select an association name
from the “Billing Assoc.” drop down list. For information on associations, see section 9:
Billing Associations on page 9-1.

9. Select the ‘Payment Center’, if applicable. If a payment center is not selected the return
address on the bill will be your office address. For information on payment centers, see
section 15.2 Payment Center on page 15-1.

10. Complete all date fields in MM/DD/YYYY format. If available from LR2000, the
‘Effective’ and ‘Expiration’ fields are pre-populated. ‘Issue’ date field is not required. The
LRAM expiration year for perpetual grants is 2299.
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11. Miscellaneous section: complete as necessary. The data in the *Customer Reference #’ field
appears on the CBS bill. The data in the “Attention’ field appears on the CBS bill for non-

group bills only.

CREATE CANCEL

Authorization Information

General:
Geo State  Land Office  Prefix  Serial # Suffix
seatit [NV [N [ Josres | [ (a2
Authorization Type: Iﬁm
Office #: N30 Authorization Status: I ACTIVE ;i
Customer: AEROJET GEN CORP g Billing Assoc: [AEROJET |
Billee: Payment Center: [ B
Aurthorization:
Effective: W qa.; Expiration: IW qa.;

Hiscellaneous:

Attention |ACCOUNTS DEPT

fiuthorized Representative: I

Customer Reference 1 |

Comment |runway

Undefined1-3: | I I

Figure 7-4: ‘Authorization Information’ screen — before pressing the ‘Create’ button

12. Click the ‘Create’ button. The ‘Land Distribution’ screen appears.

For details on the next step, see section 7.2.1: Add Land Type Data on page 7-5 to continue

the authorization creation process.
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7.2  Add Land Information to the Authorization

Note: If possible, do not leave the authorization creation process before completing the next
step (Add Land Type Data, page 7-5). If you do not create a land type record before
exiting the authorization creation process you will have to create a land record separately
and then attach it to the authorization.

Once you have the basic authorization information in LRAM you need to provide information on
the type of land (public lands, national grasslands, other agency, etc.), where the land is located
(state and county), and what BLM office administers the authorization. The land information is
used to determine the bill amount, fund codes, and funds distribution.

The “Land Distribution’ screen shown below appears after you click the *Create’ button on the
‘Authorization Information’ screen.

CANCEL

Land Distribution

Serial &£ NWN 048728 Billable Acres: 0o
Case Type: 206001
Distribution Ermror: Please verify your Fund code, or comect the distribution for State/Countv(ficres must be = B, and Admin Office
{Acres % must sum to 100 for each Land Type specified

Land Type Distribution Summary:

NEW LAND TYPE

I_ lm |I]elm |Land Type Description |Emeculi1re Order iFund Symbol |Fund Code iSubdiuiainn Text |H.1:res
Bl | | |

Currertly Selected Land Type:

State & County Distribution Information: HEW DISTRIBUTION

|_| Edit |I]elm @ |Sla‘te acres |Euun‘t5r |Enum]r acres
s am] | Ll

Admin Office Distribution Information: NEW. OFFICE

| la|ﬂelete iOI’ﬁi:e Gode |.Fl.i:res Ya

EEd:1 |

Figure 7-5: 'Land Distribution’ screen

Note: The red Distribution Error message appears below the serial number because no land data
exists. After you correctly complete the three sections the error message disappears.

7.2.1 Add Land Type Data

The Land Type data screen is used to determine which fund codes to apply to the authorization.
The fund code is determined based on case type, land type and executive order. In most cases,
the code is determined automatically by the system, for a few case and land types you must
identify the executive order in order to get the proper fund codes and symbols.
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1. Click on the “New Land Type’ button on the ‘Land Distribution’ screen. The Land Type
screen appears.

2. To change the land type, click on the drop down arrow in ‘Land Type’ field and select the
appropriate land type.

CREATE CANCEL

Land Type

Serial & MM 045723
Land Type: lm FL 03 _-_!

Exec. Order: IE

Fund Symbol Dese: [141103 - (245 5) =]

Figure 7-6: ‘Land Type’ with Fund Symbol Desc based on case type

Note: Other agency land type options are not available for all case types. If the LR2000 case
type does not allow for administering other agency lands, selecting it results in a fund
symbol of N/A. If you try to create the land type record you will receive an error
message. If you cannot select a specific agency, you may still be able to select ‘23
Miscellaneous Lands’ and specify the agency in the ‘Subdivision Text’ field.

CREATE CANCEL

Land Type

Serfal £ NwCA 55740
Land Type: |01 FL 03 _vJ

Exec. Order: 01 PLO3 (=2
04 LMD UTIL 03

Fund Symbol Desc: |05 LMD UTIL 15
0k D&C RR LMD
07 CBWR LMD
04 BLUIREAL OF BRECLAMATION LAMND

10 MATIONAL PARE SERNICE LAND -
11 FOREST SERNVICE LARND

Figure 7-7: ‘Land Type’ screen



3. If necessary, select a specific ‘Exec. Order’.

Land Type
Serial #: WY 0205035
Land Type: |EI4 LMO UTIL 03 LI
Exec. Order: |1D?B? 'I
Select One

Fund Symbol Desc:
10048

10234
110322

Figure 7-8: ‘Executive Order drop down menu’

The fund symbol shown depends on the land type and ‘Exec. Order’ selected.
4. If you selected other agency land, fill in the Subdivision Text field to identify the billing
entity, e.g. Arapahoe NF.
5. Click the *Create’ button. The screen returns to the Land Distribution screen.
Note: If there are multiple types of land associated with the authorization, you must

repeat this and the following two procedures for each type. However, it is most efficient
to complete all county and office information for one land type before adding another

land type.

7.2.2 Add the State & County Land Distribution Information

1. Click the ‘New Distribution’ button from the ‘Land Distribution’ screen. The *State &
County Land Distribution Info” screen appears.

CREATE CAMNCEL

State & County Land Distribution Info

Seral £ MwH 033723
Land Type: PLO3

Distribution Percentage:
Geo State: |5 |+

County: I[:ARSON CIT ;! County acres: I-|

Figure 7-9: 'State & County Land Distribution Info' screen
2. Select a value for ‘Geo State’ from the pick lists.
3. Select a value for ‘County’ from the pick lists.
4. Fill in the number of billable ‘County acres’ field. You may enter up to 3 decimals.
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5. Click on the *CREATE’ button. The ‘Land Distribution’ screen appears with the ‘State &
County Land Distribution Information’ filled in.

Note: Repeat this procedure if land is in multiple states or counties.

7.2.3 Add the Admin Office Distribution Information

The office in which the authorization resides is sent to CBS as the remittance office. Changing

the default office on this screen or adding an additional office on this screen will not affect the
distribution of funds in CBS.

1. Click on the “NEW OFFICE’ button. Verify the Admin Office Administration Information
section.

CREATE CANCEL

Office Distribution Info

Serfal #: A28 00B48T
Land Type: PLO3

Distribution Percentage:

Admin State: IAZ v!
Admin Office: |A2320 vi
Office acres Yo I-I oo

Figure 7-10: 'Office Distribution Info' screen

2. Click on the ‘CREATE’ button. The ‘Land Distribution’ screen appears with the *Admin
Office Distribution Information’ filled in.

3. Click on the “‘Cancel’ button to leave the ‘Land Distribution’ screen. The ‘Authorization
Summary’ screen appears.

CANCEL
Authorization Summary
Serial 1 NN 048728 Authorization Type: RIGHT OF Ay
Office: N30 Authorization Status: ACTIVE
Customer: AEROJET GEN CORP Billing Association: AERCUET
Gase Type: 236001
Authorization Schedule Information: HEW SCHEDULE
Edit Delete [Land |Qty [nits [Begin [End [Rate. Amount [Type [Expiration
slml [T T [T 1T T 1
Billing Schedule Information: NEW SCHEDULE
[ Edit [Delete [Schedule # Bill Type [Special Bill Code [Schedule Type (Cycle
ANl | | | |
Customer Information: ADD CUSTOMER
|Remmrel Hame | City ISme

| @ | AEROJET GEN CORP | FoLsom | ca

Figure 7-11: ‘Authorization Summary’ screen
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For details on the next step, see section 7.3.1 Create the Authorization Schedule below to
continue the authorization creation process.

7.3 Add Schedule (Usage and Billing) Information
You need to create two types of schedules in order to set up an authorization for billing:
e The Authorization Schedule allows you to specify rate information.

e The Basic Schedule allows you to set the billing dates and billing cycle.

7.3.1 Create the Authorization Schedule

The Authorization Schedule allows you to set the billing rate (linear or appraisal) and is used by
LRAM create a Basic Schedule (where you set the billing dates).

1. Click on the upper ‘New Schedule’ button on the ‘Authorization Summary’ screen (Figure
7-11: “‘Authorization Summary’ screen above). The *Authorization Schedule’ screen
appears.

CREATE CANCEL

Authorization Schedule

Serial £ MWN 048726

Land Information:
Office: N30 Land: |NFORMATION

Usage Information:
Quantity: 1.00

Units: | ACRES =
Begin: [12/21,1938 {*f
End: [17720/1959 | &

Rate Information:
Linear Schedule Rate: APFRAISAL Appraisal Type: IN,-"A "I
Appraisal: I Appraisal Expiration: I :4:}

Figure 7-12: 'Authorization Schedule' screen — non-communication site case

2. Make changes to the dates if necessary. These are not the dates used for billing.

You cannot enter a time span greater than one year. For most realty authorizations these
dates will be set to January 1 to December 31. If the authorization is for a short term permit,

the dates should be set appropriately. Normally, you do not need to update these dates once
they are set.

When creating an authorization, enter the next billing date in the ‘Begin’ field and a date one
year (minus a day) later in the ‘End’ field. LRAM copies these dates to the Basic Schedule
(where billing dates are set.).
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3. For all case types other than communication sites, if the Linear Schedule Rate field is set to
APPRAISAL you must select an Appraisal Type and enter an Appraisal amount and
Expiration date.

Communication site rate information is retrieved from the Communication Site
Worksheet application. It cannot be modified in LRAM. See Appendix 1 for more
details on to deal with communication site authorizations in LRAM.

Rate Information:
Linear Schedule Rate: IgPPRMSALj Appraisal Type: IYE!—KF{L‘Y "I
Appraisal: [5 Appraisal Expiration: 17,31 /2005 6

Figure 7-13: 'Authorization Schedule' screen — Appraisal rate information

4. Click on the ‘Create’ button to save data. The ‘Authorization Summary’ screen appears. The
Authorization and Billing Schedule Information sections are both populated.

CANCEL

Authorization Summoary

Serial #: A7A Q23092 Authorization Type: LEASE
Office: AT320 Auvthorizalion Status: ACTIWVE
Customer: CLRRY FARMS Billing Association:

Case Type: 272020

Authorization Schedule Information: HEW SCHEDULE

Edit |Delete | lond

dit , | Oy | Units | Beain | Ed | Rae | Amount | Type | Expiration
& | ® |[mvro | 2700 | acres | 17172006 | 1243172006 | apPravsaL | $7.425.00 | vearer | 1243172008 00:00:00

Billing Schedule Informaticn: HEW SCHEDULE

Edit [Delete Schedule #| Bill Type  [Special Bill Cade Schedule Type | Cycle

£ & [1 ADVANCE BASIC [ 1 vear
Customer Information: ADD CUSTOMER
|Ileml:we |_ Name= | Ciby ESh:lie .

| | CURRY FARMS | YUMA | AZ

Figure 7-14: ‘Authorization Summary’ screen after schedule created

7.3.2 Update the Basic Schedule Used for Billing

1. In the Billing Schedule Information section of the ‘Authorization Summary’ screen, click on
the pencil icon in the Edit column or the number in the Schedule # column.

Billing Schedule Information: NEW SCHEDULE

|Edit | Delete [Schedule #| Bill Type  [Special Bill Code [Schedule Type | Cycle
(& & [1 | ADVANCE | lBASIc | 1YEAR

Figure 7-15: Billing Schedule Information section
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Note: If the Billing Schedule Information section is blank, click on the *‘New Schedule’ button
located to the right of the section.

The Billing Schedule screen appears. If the Begin and End dates in the Basic Schedule
section are set to the next billing period you do not have to edit the Basic Schedule.

Billing Schedule

Serial ¥: AR 023092 Office:  AT320 Schedule ¥: 1
Bill Cade: !ADVANCE -i Special Eill Code: |N,|"A ;I
Rental Reduction: |N,-"A vl Amounk: | Schedule Cycle: | YEAR -

Authorization Schedule: NEW SCHEDULE

Edit [Defete (Copy| lond | Qly | Unis | Begin | End | Rale | Type | Amount | Expiration
2| @ | B | ro | 2700 | AcREs | 1142006 | 12/31/2006 | APPRAISAL | YEARLY | $7.425.00 | 12/31/2006 00:00:00

Basic Schedule: NEW SCHEDULE

Edit Delete| lond | Qly | Unils | Beqin | End | Role | Amount RentReduction Amount
# | | Fo | 2700 | ACRES [ 17172007 | 17172007 | APPRAISAL [$7.42500 |

Figure 7-16: Billing Schedule screen
2. Click on the edit icon in the Basic Schedule section. The Basic Schedule screen appears.

UPDATE CAHCEL

Basic Schedule

Serial #: A4 023092

Land Inform ation:
Office: 473520 Land: [NEORMATICHN
Usage Information:
Quantity: 27 .00

Units: [ACRES -]
Begin: [1 /12007 A
End: [17/31/2007 | A

Rate Information:
Linear Scheduvle Rate: APPRAISAL Appraisal Type: YEARLY
Appraisal: $5,000.00 Appraisal Expirafion: 12/31 /2006 00:00:00

Rent Reduchion: Pl - Amuuni:l

Figure 7-17: 'Basic Schedule' screen

3. If necessary change the ‘Begin’ and ‘End’ dates.
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for the full term of the grant, enter the expiration date in the ‘End’ field.

These are the billing dates. Enter dates in mm/dd/yyyy format. In most cases the dates will
be 1/1/yyyy to 12/31/yyyy as shown above. If an authorization is expiring or you are billing

4. If you are entering a rental reduction, select the type of reduction from the *‘Rent Reduction’
field. Then enter the reduction amount in the ‘Amount’ field (non-communication site cases

only.)

Note: The reduction amount or percentage entered applies per year. On a five year bill
the reduction is made for each year, i.e. a $10 reduction results in a $50 reduction of the 5

year bill total.

5. Click on the “‘Update’ button to save data. The ‘Billing Schedule’ screen re-appears.

FREVIES

Billing Schedule

Serial #: AZA 023092 Office: AZ320 Schedule #: 1
Bill Code: |AD\J’ANCE vl Special Bill Code: IN."'A j
Rental Reduction: |N,-".“'3\ ;I Amount: I Schedule Cycle: I‘] YEAR vI
Avthorization Scheduvle: NEW SCHEDULE
[Edit [Delete [€opy | Lond | @ty | Units | Begin | End | Rate | Type | Amoumt | Expiration

Basic Schedule: HEW SCHEDULE

'Edit [Delete| lnd | Ofy | Units | Beain | End | Rale | Amount |RentReduction Amount
| & | @ |mEo | 2700 | acres | 14172007 | 1273172007 | aPPRAISAL |$8,000.00) |

Figure 7-18: Basic Schedule created from Authorization Schedule

7.3.3 Update Other Billing Settings

Once an ‘Authorization Schedule’ and a ‘Basic Schedule’ have been entered, overall bill settings

can be specified.

Billing Schedule

Serial #: AZA 023092 Officer AZ320 Schedule #: 1
Bl Code: |.-"-\DV.-"-\NCE ‘-I Special Bl Code: IN."'A j

Rental Reduction: iNII.'A v| Am ount: I Schedule Cycle: |'| YEAR ;l

Figure 7-19: “‘Bill Code’, ‘Schedule Cycle’ and “Special Bill Code’ fields
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Field Name

Purpose

‘Bill Code’

Specifies the type of bill: Advance or Courtesy.

‘Special Bill Code’

Allows you to override some bill processing rules: Hold Action (prevents
bill processing), No 5 Yr Rollup (prevents automatic 5 year bills for
authorizations with annual amounts under $100), Forced Bill and Temp
Forced Bill (both force bills to show up for processing even if the billing
date has passed).

‘Schedule Cycle’

The number of years that encompass a billing schedule, e.g.: 1 Year, 5
Years, 10 Years, Anniversary (used for authorizations not billed on Jan 1),
Full Term (authorization is paid in full). This field sets the next billing
date. It does not affect the bill calculation.

‘Rental Reduction’
& ‘Amount’ fields

Reduce or waive the entire bill’s rental amount. You can reduce a bill by
a dollar amount, a percentage or waive the entire amount.

1. If the bill type is incorrect, select the appropriate Bill Code from the *Bill Code’ menu.

2. If a special billing cycle is required, select the billing time frame from the *Schedule Cycle’

list box.

Special Note: If you want to let the system determine whether to do a 1 year or 5 year bill
based on annual rental, set the Beqin and End dates 1 year apart AND set the cycle to ‘1
Year’ for one OR five year bills. The shaded areas in the chart below relate to the

AUTOMATIC roll-up feature.

Examples of how to combine dates and cycles. ‘Begin’ and ‘End’ date fields are on the ‘Basic
Schedule’ screen. The “‘Schedule Cycle’ and *Special Bill Code’ fields are on the “Billing
Schedule’ screen.

Begin End Schedule | Annual rental Special | Calculated | Next bill
Cycle Bill Code for: date:
1/1/2006 | 12/31/2006 | 1year Under $100/yr 5 years 1/1/2011
1/1/2006 | 12/31/2006 | 1 year Under $100/yr No5yrrollup | 1years 1/1/2007
1/1/2006 | 12/31/2006 | 1year Over $100/yr 1 year 1/1/2007
1/1/2006 | 12/31/2010 | 5year Any amount 5 year 1/1/2011
1/1/2006 | 12/31/2015 | 10 year Any amount 10 year 1/1/2016

3. Select the Special Bill Code from the ‘Special Bill Code’ list box.

Note:

If you choose “TEMP FORCED BILL’ you must create a Current Schedule. A
Current Schedule is a one-time schedule. Processing a bill with a current schedule does
not advance the authorization’s billing dates.

4. Select a rental reduction type from the ‘Rental Reduction’ field. This reduction applies to
the entire authorization. Enter a numeric value in the ‘Amount’ field. If WAIVED is

selected, the rental amount is reduced by 100%. Zero dollar bills are not sent to CBS

for processing.
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The reduction amount or percentage applies to each year of the bill. For example, if the
reduction is set to $10 and the bill is a five year bill, a total of $50 will be deducted from the
bill.

5. Click on the ‘Update’ button to save any changes.

The ‘Update’ button applies to the “‘Bill Code’, *Schedule Cycle’, “Special Bill Code’ and
‘Rental Reduction’ fields. All other data on this screen has already been saved.

Your authorization is now complete and ready for billing at the appropriate time.

74  Preview Billing Data from the “Billing Schedule’ Screen

You can preview the bill data for any case that is ready for billing, i.e., the bill date is within the
billing window and there are no errors that would prevent the bill from processing.

Billing Schedule

Serial #: BALA L Q23092 Office: AL320 Schedule #: 1

Eill Cade: |AD\-"ANCE vl Special Bill Cade: IN.'"A j

Rental Reduction: |N,u"ﬂ-\ vl Amount: | Schedule Cycla: |1 YEAR -
Authorizolion Scheduls: NEW SCHEDULFE
H|Deleﬁa|€npy| Land | | Begin | End | Ral= | Type | Amount | Expiration
|| @ | B | INFO | 27 |ACRES | 14172006 | 12/31 /20048 | APPRAISAL | YEARLY |$?42500 | 12431 /2006 00:00:00
Basic Schedule: NEW SCHEDULE
Edit eqin | Ed | Rate | Amount |Rent Reduction |Amount
¢ | @ | INFO | ACRES | 17142007 | 1/1/2007 | APPRAISAL [$7.425.00) |

Figure 7-20: Bill Schedule screen with Preview button
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6. Click on the ‘PREVIEW’ button. A new browser window appears that shows the bill data
preview. This is not the actual bill nor is it in the CBS bill format.

[V =TT
THITELD ETATEE STATE RI
TEPARTHENT COF THE IMTERIOR CFFICE 320
BUREEAT OF LARMD MRMASEMENT SERIAL HUMEEE HIR QEI0aZ
FEEFERENCE CD LEAEE
RIZHT CF WARY BILL SCHEDTULE NUMEEE 1
DOE GRTE: 05/30/2006 BILL IO
TOTAL DOE: GT435.00 EILL HUHEER
EILL DRTE 05/ 30/ 2006
LOJE DRTE 05730/ 2006
EILL TCDE ADVANTE
BUREEAT OF LARMD MRMASEMENT CUREY FAEMS
TUHA FIELD» CFFICE 13415 5 ERIDZEE RVE
2555 E CILAR RIDCE ED YUHA RI SE3EE
ATMHA AT SE3E£E-2240
LD HERE - oo e e e e e e e e e e e e FOLD HEEE
CUREY FABMS [2305£)
TDIETREIBOTICH OF EECEIPTE:
STATE/ COTMTY ;o o m mmmmom om m mem om  mmn FZE COFFICE USE (HLY sessssssssssssssssssssssss
BEILL EILL FFE ROHIN SEQ COHHOD LEND LIHE
TYTE HUHEER CCOE ST OFC B8T CTT CCDE TYPE DOLLARS
ROOV - EED - - RZ 0zT 1 0l £T435. 00
AOHIN CEFITE: weasssssssssssssmsss FZE OFFICE TEE OHLY @ sessss s s -
BEILL EILL FFE ROHIN
TYTE HUHEER CCDE 8T OFC
ROV - EED RZ 3Zd
b ECLILLEEE Sl HEEE

Figure 7-21: Bill preview
7. To print the bill preview select ‘File’ (upper left corner) -> “Print’ -> ‘OK.’
8. To exit, click the “X” in the upper right corner of the browser window.
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8

Editing an Authorization

Once an authorization has been created you can edit the data. There are several starting points to
get to the various authorization data screens requiring edits: authorization search results, bill by-
pass list, warning report, land record search, or customer search.

8.1

UPDATE CANCEL OFFICE TRANSFER

Change Data on the ‘Authorization Information’ Screen

1. You can access the ‘Authorization Information” screen from several locations.

Perform an authorization search then click on a case serial number in the search results to

display the ‘Authorization Summary’ screen. On the *Authorization Summary’ screen,
click on the underlined serial number at the top of the screen. See section 6.2.1:
‘Authorization Search’ Screen on page 6-2 for details.

From the “Bill By-Pass List’ screen, click on the underlined serial number. The
‘Authorization Summary’ screen appears. On the ‘Authorization Summary’ screen, click
on the underlined serial number at the top of the screen.

From the ‘Customer Information’ screen, click on the underlined serial number in the

Authorization section.

Authorization Information

General:

Serial # MMMM 104114
Office # NMO30
Customer: FREWITT BILLY 22

Billee: 23

Authorization:

Effective: [i7/16/2001 | s
Issue: [o7/9/2001 | Ao

Miscellaneous:

Authorization Type: iRIGHT CIF Wy .I

Authorization Status: ! ACTIWE _:J

Billing Assoc: iNfA :J
Payment Center: |<NIA> :J

Expiration: iﬂ?ﬂ 942026 Qf

Attention: I

Authorized Representative: I

Customer Reference # |

Comment: l

Undefined1-3: I i

Figure 8-1: ‘Authorization Information’ screen from selection to perform editing

2. For certain case types, the ‘Authorization Type’ field can be changed. Click on

‘Authorization Type’ and choose between Right of Way and Temp Use Pmt.



3. To change the authorization’s status, click on ‘Authorization Status’ and select from list.

Active Authorization is fully processed and ready for billing.

Hold Prevents the authorization from being billed.

APA Administrative Procedure Act. Authorization is expired but use continues
under the expired authorization.

Decision | A judicial decree has stayed a BLM decision to change or terminate an
Stayed authorization. Use continues under the existing authorization.

4. Click on “Billing Association’ and select from list (if applicable).

To remove an authorization from a billing association, choose N/A.
Click on ‘Payment Center’ and select from list (if applicable).
To remove a payment center from an authorization choose N/A.

To change the holder name, click on the flashlight icon next to ‘Customer’ field. Fill in
search criteria and click on ‘Search’. Select a name from the list.

Note: This adds the selected customer to the authorization as the primary holder. The original
customer is NOT automatically deleted. You can remove the old customer from the
Customer Information section when you return to the ‘Authorization Summary’ screen. See
section 8.8.2: Delete the Original Customer on page 8-18 for details.

Customer Information:

|Remuue| Hame | City |3tate
| T | BELLE FOURCHE OLD ADDRESS | GASPER | iy
| T | BELLE FOURCHE PIPELINE GO | GASPER | iy

Figure 8-2: Customer Information section of ‘Authorization Summary’ screen

To add or change the billee, click on the flashlight next to ‘Billee’. Fill in search criteria and
click on “Search’. Select a name from the list.

e Do not duplicate the holder information in the “Billee’ field. If no billee is entered the
customer is assumed to be the billee.

e Do not specify a billee if the authorization is in a billing association.

If necessary change the Effective, Issue, or Expiration dates. Enter all dates in mm/dd/yyyy
format. Use the year 2299 in the expiration date for perpetual grants.

. Add or change the data in any of the miscellaneous fields. Entries in the ‘Customer
Reference #’ field appear on the CBS bill. Entries in the Attention field appear on the CBS
bill for non-group bills.
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10. Click on the “Update’ button to save changes.

Authorization Information

General:

Serial #: W 02060385 Authorization Type: 'mﬂ
Dffice #: WYD70 Authorization Status: WE—LI
Customer: BELLE FOURCHE PIPELINE CO Billing Assoc: |BELLE FOURCHE PIPELI _v_!
Billee: . Payment Center: |NORTH DAKOTAFO _._i
Authorization:
Effective: ITW Q-.,. Expiration: [17,02/2061 %,

Issue: [10/0z/1962 | i

Miscellaneous:

Attention: [ACCOUNTS DEFT

Authorized Representative: |

Customer Reference #: IOSAGE

Comment: I

Undefined1-3: ! | I

Figure 8-3: ‘Authorization Information’ screen after changes

Note: If your authorization has a land distribution error a warning message pops up. Click ‘OK’
to close the warning message.

11. Click on the “Cancel’ button to return to the previous screen.
8.2  Change Schedule Data

8.2.1 Authorization Schedule (Rate Information)

Changes to rates in the authorization schedule are automatically copied to the Basic Schedule.

You can access the Authorization Schedule screens from several locations, from the:

e ‘Authorization Summary’ screen, click on the Edit icon in the Authorization Schedule
Information section.

e ‘Billing Schedule’ screen, click on the Edit icon in the Authorization Schedule section.
e ‘Bill By-Pass List’ screen, click on the underlined number in the Sched # column.

8-3



1. Inthe Authorization Schedule section of the *Authorization Summary’ screen, click on the
pencil icon in the Edit column. The Authorization Schedule screen appears.

UPDATE CANCEL

Authorization Schedule

Serial #: W 0208035

Land Information:
Dffice: WYD20 Land: INFORMATION

Usage Information:
Quantity: 15.45

Units: |ACRES -i
Begin: [112005  Age
End: [12/31/2005 A

Rate Information:

Linear Schedule Rate: || NEARH = Appraisal Type: m
Appraisal: | Appraisal Expiration: I %,

Figure 8-4: "Authorization Schedule' screen

2. Make changes to the dates if desired. However, you cannot enter a time span greater than
one year. These dates identify the days in a year for which use is authorized. In most cases
these dates are set to January 1 to December 31 — the year does not matter.

3. Make changes to the rate information if necessary.

If the Linear Schedule Rate field is set to APPRAISAL and the case is not a communication
site case, you must select an Appraisal Type and enter an Appraisal amount and Expiration
date. If the case is a communication site case, you will not be able to change any of the rate
information.

Authorization Schedule

Serial #: CAATCAD41174
Lland Informalicon:
Office: AZI320 Land: [HFORMATIORN

Usage Information:
Quantity: 0.3

Units: [ACRES -

L3

Begin: [1 12006 .a
End: [17/31/2006 | A
Rate Information:
lin=ar Schedule Rahe: APPRAISAL Appraisal Type: YEARLY
Appraisal: $755.64 Worksheet verified: 12/20/2000 00:00:00

Figure 8-5: "Authorization Schedule' screen for a communication site case
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4. Click on the ‘Update’ button to save data. The ‘Authorization Summary’ screen re-appears.

Note: Changes to the authorization schedule rate information are now transferred to the existing
Basic Schedule.

8.2.2 Basic Schedule (Billing Dates)
1. You can access the Basic Schedule screens from several locations.

e From the ‘Authorization Summary’ screen, click on the Edit icon in the Billing Schedule
section, when the Billing Schedule screen appears, click on the Edit icon in the Basic
Schedule section.

e From the Bill By-Pass List screen, click on the underlined word in the Type column.

2. Inthe Billing Schedule Information section of the ‘Authorization Summary’ screen, click on
the pencil icon in the Edit column or the number in the Schedule # column. The Billing
Schedule screen appears.

3. Click on the edit icon in the Basic Schedule section. The Basic Schedule screen appears.

UPDATE CANCEL

Basic Schedule

Serial #: \W 0206035

Land Information:
Office: '\WwWY0D20 Land: INFORMATION

Usage Information:
Quantity: 15.45

Units: |ACF’1ES vl
Begin: [1/1/2005 e
End: [15/31/2005 G

Rate Information:

Linear Schedule Rate: LINEAR HI Appraisal Type: kA
Appraisal: £0.00 Appraisal Expiration:
Rent Reduction: |2 - Amount: I

Figure 8-6: "Basic Schedule’ screen
4. If necessary change the ‘Begin’ and ‘End’ dates.

These are the billing dates. Enter dates in mm/dd/yyyy format. In most cases the dates will
be 1/1/yyyy to 12/31/yyyy as shown above. Exceptions include full term bills and expiring
cases.

5. If you are entering a rental reduction, select the type of reduction from the *‘Rent Reduction’
field. Then enter the reduction amount in the ‘Amount’ field (non-communication site cases

only).




Note: The reduction amount or percentage entered applies per year. On a five year bill the

reduction is made for each year, i.e. a $10 reduction results in a $50 reduction of the 5
year bill total.

6. Click on the ‘Update’ button to save data. The ‘Billing Schedule’ screen re-appears.

Billing Schedule
Serial & W (206035 Office:  WNTED Schedule & 1
Bill Code: ADVANCE -| Special Bill Code: |N;,e., j

Rental Reduction: | /4,

- amuum:l Schedule Cycle: IIYEAH j

Authorization Schedule: HEW SCHEDULE

(Edit Delte Copy | Land | Qty | Usitt | Begin | End | Rate  [Type Amount Eigiraton
7| & mEo | 1545 | acres | 1nomws | 1212005 | unearm | | | !
Basic Schedule:

NEW SCHEDULE

'Edit Delete| Land | Qty | Units | Begin | End  RentReduction Amount
| & | | InFo | 1545

| ACRES | 17172006 | 1261/2006

Figure 8-7: Billing Schedule screen after ‘Basic Schedule’ update

If the billing dates do not match up with the billing cycle you will get a warning message. Click

OK to close the message. If the dates are incorrect, fix then and click Update, otherwise click
Cancel to return to the Billing Schedule screen.

UPDATE CAMCEL

Basic Schedule

Seral #: MM 04872%
Land Information:

Microsoft Internet Explorer E

Schedule updated, but period begin & end dates in Basic, or Current schedule lines span a different timeframe From
! what is indicated in the schedule cvcle, Please correct schedule cycle or period begin & end dates if this is nok
intended.

End: [1o/31/2007 | S

Figure 8-8: Warning message if billing dates don’t match billing cycle
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8.3  Change Billing Schedule Settings

At the top of the “Billing Schedule’ screen are several fields that control how a bill is processed.
As well as fields that allows you to reduce or waive the rental.

Field Name Purpose

‘Bill Code’ Specifies the type of bill: Advance or Courtesy.

‘Special Bill Code’ | Allows you to override some bill processing rules: Hold Action (prevents
bill processing), No 5 Yr Rollup (prevents automatic 5 year bills for

authorizations with annual amounts under $100), Forced Bill and Temp
Forced Bill (both force bills to show up for processing even if the billing
date has past).

‘Schedule Cycle’ The number of years that encompass a billing schedule: 1 Month, 3
Months, 1 Year, 5 Years, 10 Years, Anniversary (used for authorizations
not billed on Jan 1), Full Term (authorization is paid in full).

‘Rental Reduction’ | Reduce or waive the entire bill’s rental amount. You can reduce a bill by
& ‘Amount’ fields | a dollar amount, a percentage or waive the entire amount.

1. Access the “Billing Schedule’ screen starting from the *Authorization Summary’ screen. In
the Billing Schedule Information section, click on the pencil icon in the Edit column. The
‘Billing Schedule’ screen appears.

Billing Schedule

Serial & nen 0206035 Office:  17yTE0 Schedule # 1
Bill Code: IADVANCE -I Special Bill Code: lN.'"A j
Rental Reduction: |N,-"A -I Amount | Schedule Cyele: || YEAR -

Authorization Schedule: HEW SCHEDULE

(Gt [0kt Copy [ Lo [ O [ sty [ Bosin [ Ed [ R [Towe Amount Epiraon

|| @B | mro |15 |ACRES 12005 | 1212005 | LNEARHI | | |

Basic Schedule:
|Edit [Delete| Lond | Qty | Units | Begin | End  RentReduction Amount

| & | & ko | 1545 | acres | 1172008 | 12912006 | |

Figure 8-9: “Bill Code’, ‘Schedule Cycle’ and ‘Special Bill Code’ fields

2. If the bill type is incorrect, select the appropriate Bill Code from the Bill Code’ menu.

3. If aspecial billing cycle is required, select the billing time frame from the *Schedule Cycle’
list box.

If you are billing to the expiration of an authorization and the date is not 12/31, choose.
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4. Select the Special Bill Code from the ‘Special Bill Code’ list box.

Note: If “TEMP FORCED BILL’ is chosen, you must create a Current Schedule. A Current
Schedule is a one-time only schedule. Processing a bill with a current schedule does not
increment the authorization’s billing dates. The process for creating the Current Schedule
is identical to that for creating a Basic Schedule.

5. Select a rental reduction type from the ‘Rental Reduction’ field. This reduction applies to
the entire authorization. Enter a numeric value in the ‘Amount’ field. If WAIVED is
selected, the rental amount is reduced by 100%, that is set to zero.

The reduction amount or percentage applies to each year of the bill. For example, if the

reduction is set to $10 and the bill is a ten year bill, a total of $100 will be deducted from the
bill total.

6. Click on the ‘Update’ button to save any changes.

7. If the Schedule Cycle does not match the billing dates a warning message appears. Click OK
to close the message. If the cycle is incorrect, change the Schedule Cycle field and click
Update. If the billing dates are incorrect, go to the Basic Schedule and change the dates.

Billing Schedule

Serial #: MM 048728 Office: N0 Schedule #: 1

Bill Code: | ADVARNCE v| Special Bill Code: |NI,JA j

Rental Reduction: |NI,JA vl Amount: I Schedule Cycle: |5YEARS vI

Microsoft Internet Explorer
furt
Schedule updated, but period begin & end dates in Basic, or Current schedule lines span a different timeframe from
] ! what is indicated in the schedule cycle. Please correct schedule cycle or period begin & end dates if this is not

@ intended.
E
=
Bac
|Edit |Delete| Land | Oty | Units | Begin | End  [Rent Reduction Amount
| | @ | mnFo [ 100 | acres | 12008 | 1212007 | |

Figure 8-10: Schedule warning message
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8.4  Preview Billing Data

You can preview the bill data for any case that is ready for billing, i.e., the bill date is within the
billing window and there are no errors that would prevent the bill from processing.

Billing Schedule

Serial 1 ey 0206035 Office: TG0 Schedule i 1

Bill Code: |AD\,}ANCE -I Special Bill Gode: |NI,|'A j

Rental Reduction: |N,|"A vi Amount | Schedule Cyele: !1 YEAR j
Authorization Schedule:
@:Wﬁlmiﬁﬂpﬂ Land | Qty | Units | Begin | End | Rate mlﬂmﬂ"mkmimﬁun
|# | @ B3 | npo | 1545 | ACRES | 1712005 | 122008 | UNEARHI | | |

Basic Schedule:

|Edit [Delete

Lmd | Qv | |
[ 2| @& inro | 5.45|ACRES|

NEW SCHEDULE

| End iRznt Reduction I.P.mount
06 | 120312006 | |

Figure 8-10: Billing Schedule

1. Click on the ‘PREVIEW’ button. A new browser window appears that shows the bill
preview. Or if there is a problem with the billing data an error message appears.

2. To print the preview, select ‘File’ (upper left corner) -> “Print” -> ‘OK.’
3. Toexit, click the “X” in the upper right corner of the browser window.

Note: The Bill Preview is not the “real” bill. The bill preview feature shows the data
that will be sent to CBS. It is not in the CBS bill format.

8.5  Change Land Distribution Data

You can add and delete entries from the three screens accessed from the ‘Land Distribution’
screen in order to modify the land data associated with the authorization.

There are several ways to get directly to the “Land Distribution’ screen for an existing
authorization. From the:

e ‘Authorization Summary’ screen, click on the Info link in the *Authorization Schedule’
section.

e ‘Billing Schedule’ screen, click on the Info link in the ‘Authorization Schedule’ or ‘Basic
Schedule’ sections.

e ‘Authorization Schedule’ or ‘Basic Schedule’ screens, click on the Information link.
e ‘Bill By-Pass List’, click on the Info link in the Land column.

e ‘Land Search’ screen results grid, click on the link (Ok or Error) in the Distribution
column.,
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8.5.1 How to Change Land Type Data

You cannot change the land type for an existing land record. Note in the figure below that the
Land Type field does not have a drop down menu.

Land Type

Serial # MTM 042343702
Land Type: FLOZ G———

Exec. Order: IIII "I

Fund Symbol Desc: | 143220 - (580) +

Figure 8-11: Land Type field cannot be changed for existing land record

To change the land type for an authorization, delete the existing land type and add the correct
one.

1. On the ‘Land Distribution’ screen, click on the trash can icon in the ‘Delete’ column next to
the incorrect land type. A confirmation message appears.

Land Distribution

Serial # MTM 04843702 Billable Acres: 1.00
Microsoft Internet Explorer x|

Land Type Distribution Summary:

|y | T =i A ?/ Confirm: delete Land Type PL 03 Distribution?
| | Edit !Delete |Land Type Description |Executive Order |F E

F‘ s | i ‘w EU ﬁ Ok I Cancel I 1.0[]“

Currently Selected Land Type: PLOZ

hores

Figure 8-12: ‘Land Distribution’ screen — delete land type confirmation message

2. Click ‘OK’ to continue. All information for the land type is removed from the ‘Land
Distribution’ screen.

3. Click on the ‘New Land Type’ button on the ‘Land Distribution’ screen. The Land Type
screen appears.
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4. Select the appropriate ‘Land Type’.
Land Type

Serial # MTM 04343702

i

04 LMD UTIL O3
Fund Symbol Desc: {05 LMD UTIL 15
06 D&C RR LMD

07 CBWR LND

09 BUREAL OF RECLAMATION LAND

10 NATIOMNAL PARE SERVICE LAND
11 FOREST SERNWICE LAND

12 CORR OF FRGINFFRE | AMNMD

Figure 8-13: ‘Land Type’ drop down menu

Exec. Order:

5. If necessary, select an ‘Exec. Order’.
6. If necessary, select appropriate ‘Fund Symbol’.

The available selections depend on the ‘Exec. Order’ selected. Normally the fund symbol is
entered by the system based on the land type/executive order selected.

7. Click the “Create’ button. The screen returns to the Land Distribution screen.

Enter the state & county and office data. See sections 7.2.2: Add the State & County Land
Distribution Information and 7.2.3: Add the Admin Office Distribution Information for details.

8.5.2 Change Land Distribution Data

You can add or delete state & county distributions but you cannot change the ‘Geo State’ or
‘County’ fields for an existing distribution. Note only the ‘Acres’ field can be edited on the
figure below.

State & County Land Distribution Info

Serial # MM 04343702
Land Type: FPL 03

Distribution Percentage:
Geo State: MT
County: BEEAVERHEAD County acres: i1,|:||:|

Figure 8-14: Existing State and County Land Distribution record

Note: See section 7.2.2: Add the State & County Land Distribution Information for details on
adding additional distributions. See below for details on how to delete an existing

8-11



distribution.

DELETE A STATE & COUNTY DISTRIBUTION
1. On the ‘Land Distribution’ screen, click on the trash can icon in the ‘Delete’ column of the
‘State & County Distribution Information’ section. A confirmation message appears.

State & County Distribution Information: x|

Canfirm: delete State MT County BEAYERHEAD Distrib?

r‘Edit‘Delete|5mte!5mteacres| County |Cuuntyacres :!/'

‘1|~ | @ [Mr | 1.00|BEAVERHEAD | 1.00
OK l Cancel |

Admin Office Distribution Information:
Figure 8-15: State & County Information delete confirmation

2. Click ‘OK’ to confirm. The land distribution information is deleted.

CHANGE COUNTY ACRES
1. Click the pencil icon in the Edit column in the State & County Distribution Information

section of the *Land Distribution’ screen. See figure below.
State & County Distribution Information:

r|Edit |De|ete |Sht= |Siat= acres | County |i.'21:iuntyr acres
1|~ | @ [wT | 100|BEAVERHEAD | 1.00

Figure 8-16: ‘Land Distribution’ screen: State & County Land Distribution Information section
The “Land - State & County Distribution Info’ screen appears.

2. Fill in the number of billable ‘County acres.’

UPDATE CAMCEL

State & County Land Distribution Info

Serial & W 0206035
Land Type: PLO3

Distribution Percentage:
bGeo State: 1Y
County: WESTON  Countyacres: [15 45

Figure 8-17: ‘State & County Land Distribution Info’ screen — edit mode
3. Click on “Update.” The ‘Land Distribution’ screen appears with the *State & County Land
Distribution Information’ filled in.
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8.5.3 Change the Admin Office Distribution Data

Only the distribution percentage can be changed for an existing office distribution record. To
change the office completely, you must delete the existing record and add a new one. For details
on adding a new office, see section 7.2.3: Add the Admin Office Distribution Information. For
details on deleting an office records, see below.

Admin Office Distribition Information:

" [ Edit | Delete [Office Code | Acres %
|| @ [wma |

Figure 8-18: ‘Land Distribution’ screen: Admin Office Distribution Information

DELETE AN EXISTING OFFICE

1. Click the trashcan icon in the ‘Delete’ column in the Admin Office Distribution Information
section. A confirmation message appears.

Admin (Hfice Distribution Information: x|
|_| Edit |I]elm |0I’ﬁ1:e Code | Acres Yo :.i) Confirm: delete MTO90 Distribution?
s @ w1

| (8] 4 I Cancel |

Figure 8-19: Admin Office Distribution delete confirmation

2. Click ‘OK’ to confirm the deletion. The office information is deleted.
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CHANGE THE OFFICE DISTRIBUTION PERCENTAGE
Whenever the ‘Office acres %’ field is less than 100, you must identify an additional office.

1. Click the pencil icon in the “‘Edit’ column in the Admin Office Distribution Information
section. The Office Distribution Info screen appears.

UPDATE CANCEL

Office Distribution Info

Serial & WA 0206035
Land Type: FLO3

Distnibution Percentage:
Admin State: 11"
Admin Office: 10"

Office acres % |-| oo

Figure 8-20: Office Distribution Info screen

2. Change the percentage in the *Office acres %’ field. If you enter a number less than 100 you
must identify additional offices. See section 7.2.3: Add the Admin Office Distribution
Information for details on adding an office.

3. Click on “Update.” The ‘Land Distribution’ screen returns.

8.6  Edit Customer Information

The LRAM customer record consists of the name and address of each holder or billee. Enter the
customer name in the Company Name field or the First, Middle, and Last Name fields. Enter
combination names such as Tom and Jane Holder in the Company Name field. If you enter an
individual(s) name in the Company field, it will appear on the CBS bill as you enter it. E.g.,
Holder Jane & Tom or Tom & Jane Holder or Holder, Tom & Jane. Will all appear differently in
CBS. Make sure all names are entered as you would wish them to appear in the bill address.

If a customer has multiple authorizations billed to the same address, all the authorizations should
be attached to a single customer record. If the customer has different names (e.g. Exxon Mobil
Pipeline and Exxon Corporation) or mailing addresses, create a separate customer record for
each variation.

There are several ways to get directly to the *Customer Information’ screen for an existing
authorization. From the:

e ‘Authorization Search’ screen, click on the value in the ‘Customer’ column in the results
section of the ‘Authorization Search’ screen.
e ‘Authorization Summary’ screen, click on the value in the Customer Information section.

e ‘Bill Summary’ screen (see section 10.2.6: Bill Summary), click on the value in the
‘Customer’ field.
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e ‘Billing Association’ screen, (see section 9: Billing Associations) click on the value in the
‘Billee’ column.

UPDATE CANCEL

Customer Information

Name: (Pleare 5l in ondya i er L) name iniv. s, §

Custyay; |ALDA SAMION LAND WENTURES |

Or

Fisst: I Middle:

Last: I

Address

Addeessl: i 4KF MINDER

Addemssd: (4605 | AS VERGENES #210

SF [CALABASAS 2 ca Bl
e Ry
Zip: 91302 Ziptd: |
Fhone #:
Authorization
| Serial# Auth Type |Office | Customer AwthEff | Auth Exp |AuthStatus Deleted

[N 061360 [FIGHT OF W [NV020 [ALDA SAMSON LAND VENTURES 1[04/03 /1997 [04 /02 /2027 | [
[MWM 081572 [RIGHT OF W [}NV020 [ALDA SAMSON LAND VENTURES I[04,/03,/1997 [04,/02/2027 | [

Figure 8-21: Customer Information Screen Ready for Update

Note: If the customer record is in use by more than one office a warning message appears at the
top of the screen. Be sure to coordinate all address changes made to shared records with
the other offices.

4. Modify information and click on the ‘Update’ button or to exit the screen without saving the
changes click on “Cancel’.

If the record is shared between offices a warning message appears. Click ‘OK” to continue.
5. Click *Cancel’ to return to the previous screen.

8.7  Delete an Authorization

WARNING: Do not delete an authorization if there is any possibility that it will be renewed.
Place authorizations on Hold if there is a possibility it will be renewed.

1. Perform an authorization search (Authorizations>Authorization Search - see 6.2.1:
‘Authorization Search’ Screen on page 6-2 for detailed instructions).
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2. Click on the trash can icon in the ‘Delete’ column next to the Serial number that is to be
deleted. A confirmation message appears.

Billing Association: u Deleted: I I
IN"l Microsoft Internet Explorer ﬂ MO x

Zifective on ox after:
Autherizanon Effective Date: I_ ‘;.f/l Confirrn: delete Auth #2708177 for ALDA SAMSON LAND WENTURES 17 jraton Date: I %}

Authoriz arion: [ o | concel | NEW AUTHORIZATION

Edit Delete Senal # Auih Iype |Ufhice Ciistomer Effecnve |Expiraton Auth Stamus Deleted
& M [MVN 061350 [RIGHT OF WAY [NV020 [ALDA SAMSON LAND VENTURES I 04 /03,1997 |04,/02 /2027 |ACTIVE
& | @ |MvM_ 061572 |[RIGHT OF WAY NW020 |ALDA SAMSCON LAND YENTURES I 04,03 /1997 |04 /02 /2027 [ACTIVE
Ed = humawr armees dnrerrm e e e homrann AT AT A TITSS TR T T T 14 rnmemmer e sna sanne L s

Figure 8-22: Authorization Delete Confirmation Message

3. Click on “‘OK’ to continue with the delete process. The ‘Authorization Information’ screen
appears with a “‘Delete’ button.

CANCEL DELETE

Authorization Information

Warning: Vou are about w delete this authorization. All sche dules, all relanonships wo any Allomments,
all secondary Operators, and any compliance reports that have not been completed will be removed.
If you want io proceed select 3 Reason, and choose Delete.

General:
Serial # MNWHN 081572 Authorization Type: RIGHT OF WAY
Office #& NW020 Auwthorization Status: |ACT|\.-"'E j
Customer: ALTA SAMSON LAND VENTURES I Billing Assoc: |ALDA SAMSON LAND VEN Ll
Billee: 2 Payment Center: |(N,|’A) ;I
Deleted: [15:04/2005 00:00 | % L =
Authorizations f
G S o poe o NOT SUBJECT TO RENTAL
“ [oananasr P RELINQUISHMENT
TRAMSFER TO DIFFEREMT STATE
I : .
ue 141031997 | R COMBIME WITH ANOTHER AUTHORIZATION
e TRAMNSFER TO A NEW AUTHORIZATION

SEE CASE FILE

Artention: I

Authorized Representative: I

Customer Reference & [ F 41 CREEK RANCH

Comment I

Undefinedl-5: I | |

Figure 8-23: Authorization Delete screen
4. Select an option from the *Reason’ field.
5. Click on the ‘Delete’ button. The ‘Authorization Search’ screen re-appears.
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6. To see if any authorizations have been deleted, set the ‘Deleted’ field to N/A or YES.

SEARCH

Authorization Search

Geo State  Land Office  Prefix  Serial # Suffix
Serial #: I' :IY Fﬂ m i |
Office: !‘v’WDED -i Authorization Type: |ALL -i
Customer: | Authorization Status: IALL ;I
Billing Association: !NI,I'A ‘-_I Deleted: |\(E5 vI
Case Type: |

Effective on or after: Expires on or before:

Authorization Effective Date: I %} Authorization Expiration Date: I %;’
AT NEW AUTHORIZATION
[Edit [Delete | Serial# o | Auth Type |Office [Case Type | Customer [Ettective [Expiration [Auth Status | Deleted
|# | 3| RIGHT OF Wiy [iry130 AMERICAN COLLOID GO | | DELETED [12/13/2005
[& | T | RIGHT OF Wi (1080 BELLE FOURCHE PIPELINE CO | | [DELETED  [12A13/2005

Figure 8-24: Authorization Search Results with ‘Deleted’ criteria set to N/A

Note: You cannot tell which cases have been deleted, only that a case for a particular holder
was removed from LRAM. The case serial number is removed so that in the event a case
needs to be added back to LRAM the serial number can be reused.

8.8  Assign an Authorization to a Different Holder

8.8.1 Assign a Single Authorization

To change a holder you must do so on the *Authorization Information” screen. While you can
add a customer on the “‘Authorization Summary’ screen, the customer is not designated as the
holder.

1. Perform an authorization search (Authorizations>Authorization Search - see 6.2.1:
‘Authorization Search’ Screen on page 6-2 for detailed instructions).

2. On the ‘Authorization Summary’ screen, click on the serial number.

3. On the *‘Authorization Information’ screen, click on the flashlight icon next to the
‘Customer’ field.

Authorization Information

General:

Serdal # WYW 0206035 Authorization Type: [RIGHT OF WAY =
Office 2: WYDE0 Authorization Status: IACTNE _v_!
Customer: BELLE FOLURCHE PIPELIME CO 22 Billing Assoc: IBELLE FOURCHE FIFEL ;I
Billee: 3 Payment Center: I(NI,I'A) ;I

Figure 8-25: Customer Search Icon
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4. If the customer you are assigning the authorization to already has a record, search for and
select the record. If it is a new customer, create a customer record. See below.

Find an Existing Customer Record

e Fill in part of the customer name and click on “Search’. Customer records matching
the search criteria are returned. If you are not sure the customer’s billing address is in
your state, set the State field to ALL.

e Select the customer record from the list. The ‘Authorization Information’ screen
appears with the new customer name shown.

Create a Customer Record

e If you are assigning the authorization to a new customer, click on NEW
CUSTOMER.

e Fill in the customer data.

e Click on the “Create’ button. The *Authorization Information’ screen appears with the
new customer name shown.

5. Click on the ‘Update’ button. Though the new customer name is shown, if you do not click
on “‘Update’ the assignment will not be completed.

6. Click on the ‘Cancel’ button to return to the ‘Authorization Summary’ screen.

8.8.2 Delete the Original Customer

The last customer added to an authorization from the ‘Authorization Information’ screen is
assigned as the primary holder. Bills can be correctly created without removing the original
name but to avoid confusion it is recommended that old customer names be deleted.

1. On the “‘Authorization Summary’ screen, click on the trash can icon next to the original
customer.

Cusiomer Informaton:

iRemnve | Mame | City |Sta.te
| M | ALDASAMSON LAND VENTURESI | CALABASAS | CA
| @ | CALDARFILILROBERTL. | RATON | HM

Figure 8-26: Customer Delete Icon

2. A warning message appears. Click ‘OK’ to proceed. The customer name is removed.

Customer Informanon:

X
Remav | Name B
| i} | ALDA SAWMSON LAND VENTURES I |_( H_?/‘ Confirm: remove Operator ALDA SAMSON LAND YEMTURES I?
| T | CALDARFIILROBFRTL. [
0K Cancel

Figure 8-27: Customer Delete Confirmation Message

8-18



Note: You cannot delete the last customer added. If you choose the wrong customer, repeat the
above procedures to add the correct customer and then delete the incorrect customer.
8.8.3 Assign Multiple Authorizations to a Different Holder

If you have more than one authorization that needs to be assigned to a new holder, use the

customer transfer function. However, be very careful when using this function that you
do not assign ALL the authorizations in your office to one holder.

SEARCH COMPLETE TRAMNSFER

Customer Transfer

Geo 5tate  Land Office Prefix 5Senal# Suffix
Serial #: l‘ :'} |‘_E| |‘ :" ! I
Office: iAZ32[| -l Authorization Type: !ALL v!
Customer: i Authorization 5tatus: IALL j
Billing Association: I A, ;I Deleted: | MO 'i
Case Type: i
Effective on or after: Expires on or before:
Authorization Effective Date: i qﬂ:a Authorization Expiration Date: | Qﬂ.‘;
Transfer to:

Customer: o2,

Authorization: Select All Deselect All

\Selected Serial # Auth Type Office |Case Type Customer Effective |Expiration |Auth Status Deleted

ol 1 1 1 [ | 1 | |

Figure 8-28: Customer Transfer screen

IMPORTANT NOTE

Customer records include those who hold grazing permits or leases. Take care when
selecting or modifying customer records.

1. Click on the ‘Customer’ menu button located on the left-hand side of the screen.

Cuostomer

Customer Search
Customer Transfer
i

Figure 8-29: Customer Transfer sub-menu

2. Select *Customer Transfer’ from the sub-menu. The ‘Customer Transfer’ screen appears.
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3. Inthe Transfer To section, click on the flashlight next to the Customer field.
Transfer to:

Custom er: -

Figure 8-30: Customer field flashlight icon

4. Select an ‘Address State” and click on the ‘Search’ button to return all customers with a
billing address in that state. To find a customer in any state, set the field to ALL.

5. Enter all or part the name into the ‘“Name’ field.

6. Click on the “‘Search’ button. The results of the search display in the lower part of the
screen.

SEARCH CANCEL

Customer Search

Name: |AE|EF’&NAT Address State: [ 4] | =
IRec. | Hame | Address1 | Address2 | City | Stte
20444 | ABERMATHY CHARLES ET AL [52963 FLORENCE DR| | BEND | OR
30253 | ABERMATHY RAMCHES LLC |LANDER BRANGH (3517 Hiry 783 | LANDER | tiry
B0 | ABERNATHY RANCHES. LLC [5517 Hury 749 | | LsMDER | wrr

Figure 8-31: Customer Search results

Note: A search returns only the first 500 rows found. If more than 500 customer records meet
the search criteria, refine the selection criteria and search again.

7. Click on the underlined name to select the customer record or if the customer record does
not already exist, click on the New Customer button. Fill in the customer information and
then click on the Update button.

Note: The Customer Transfer screen will re-appear after LRAM does a search for all the
authorization records in the office.
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8. VERY IMPORTANT
In the upper part of the screen, fill in search criteria such as customer name or billing association.

SEARCH COMPLETE TRANSFER

Customer Transfer

Geo State  Land Office  Prefix  Serial # Suffix

Serial #£ I :I' l_ﬂ I_EI | l_
Office: | 1)W030 = Authorization Type: IALL 'l
Customer: Wsl_‘ Authorization Status: [‘KLL—L-I

Billing Association: I M ;I Deleted: i MO vi
Case Type: |
Effective on or after Expires on or before:
Authorization Effective Date: [ Ga Authorization Expiration Date: | G
Transfer to:

Customer: AEERMATHY CHARLES ET AL oA
Figure 8-32: Customer Transfer screen with “Transfer to” section filled in
9. Click the Search button.

SEARCH COMFPLETE TRANSFER.

Customer Transfer

Geo State  Land Office  Prefix  Serial # Suffix
Serial # i' jv F] F—] I |
Office: I M5030 vl Authorization Type: IALL vl
Customer: |BOWERS Authorization Status: !ALL -I
Billing Association: | PNA, j Deleted: I MNO =
Case Type: I
Effective on or after: Expires on or before:
Authorization Effective Date: I {9 Authorization Expiration Date: | f’\&;‘,

Transfer to:
Customer: ABERNATHY CHARLES ETAL .3

Authorization: Select All Deselect All

[Selected |  Serial# | AuthType |[Office [Case Type| Customer |Effective [Expiration Auth Status Deleted
| T NN 066138 RIGHT OF WaY N30 281001 |BOWERS STEVE (101162000 10152030 [ACTIVE |
| T NN OB1968 |RIGHT OF Wy [NvI30 281001 |BOWERS STEVE 1101998 (819028 |ACTIVE |

Figure 8-33: Customer Transfer screen with Authorization search results

10. Click in the box next to the authorizations you want to assign to the customer listed in the
Transfer to section.

Note: Be very careful if you use the Select All button — make sure you do not select any
incorrect cases.
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11. Click on the Complete Transfer button. A continuation message appears.

icrosoft Internet Explorer B I

 y  Wauare about to transfFer the Selected Authorization(s) |
\*) to the Mew Customer in the TransFer to section.
Would wou like to continue?

(04 I Cancel L

Figure 8-34: Customer Transfer confirmation message

12. Click OK to continue. A confirmation message appears.

Microsoft Internet Explorer x|

L] "_.,‘ The transfer bo a new customer has completed successfully,
L]

Figure 8-35: Continuation message

13. Click OK to close the message.
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9  Billing Associations

Billing associations allow you to group authorizations with the same billing address together.
Authorizations in an association with the same billing date may be selected and sent to CBS as
part of a group bill.

A billing association may produce unconsolidated or consolidated group bills.
e Unconsolidated groups produce a separate CBS bill for each case serial number in the
group along with a summary page.

e A consolidated bill group produces a single CBS bill for every 100 case serial numbers in
the group along with a summary page.

UNITED STATES ] UNITED STATES —
DEPARTMENT OF THE INTERIOR Bill Number: 2005113123 DEPARTMENT OF THE INTERIOR ill Number: 2005113229
- AU OF BUREAU OF LAND MANAGEMENT
m.RE?;i|‘|}r|'ll;:-\(D{:\|1|A(.r:T:IE[;“[NT Date: 02282005 Bill for Collection [hate: (13/01/2005

Make Remittance Payable To DOMELM and Mail To:
A% CRUCES DISTRICT OFFICE

IR0 MARGUESS ST

AS CRUCES, NM 880053371

505)525-4300

CROWN COMMUNICA TIONS

Payor: 2000 CORPURATE DRIVE
EL PASO ELECTRIC €0 CANONSBURG, PA 15317
Payor:  POBOX 910

LAS CRUCES, NM 88004

DATE|DESCRIPTION AMOUNT
INMINM 094748 F03.90
017012008 — 127312005
DATE|DESCRIPTION AMOUNT, i3 COMMUMTCATION SITE TERM RENTAL —- DONR §903.90
NMNM 008968 $176.31
. - 1084 68
OLAL2005 — 127312005 112005
R T 3 LI CONTY $176.31 OF WAY COMMUNICATION SITE TERM RENTAL — SIERRA $1,084.68
[BLA CONTACT: BLM OFFICE, (5055254300 Lt CONTACT: BLM OFFICE. (50815351306
AMOUNT DUE THIS BILL: $176.31 AMOUNT DUE THIS BILL §1.948.58

Figure 9-1: Unconsolidated Bill vs. Consolidated Bill

9.1 View List of Billing Associations
1. Place the mouse pointer on the ‘Maintenance’ menu button.
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2. Select *‘Maintain Office’, then ‘Billing Association’. The “Billing Associations’ screen

appears.

cieas e

Billing Associations

Association ¥ |

fissociation Name: |

Payment Center: | ;I

Billee: -3
Consolidated Bill: || ~

Edit |Delete |Assoc. #| fissoc. Name | Billee | PawmentCenter  Consolidated Bill |
[ & | T |1 | COVESTCORPATIN: GLA | CMUEST CORF ATTH: CLAIREEN BIDETRUP | WEST SLOPE CENTERE | N

[& | T |2 | UMNEROS OIL & GAS | LINN BROS OIL & GAS INC | | N

T = r r r r

Figure 9-2: ‘Billing Associations’ Screen

3. To see detailed name and address information for the association, click on the link in the

‘Billee’ field. After viewing the customer data, click the ‘Cancel’ button.

All billing associations used to create a bill must have a name in the Billee field. Any billing
association missing a billee will not process properly.

9.2
Note: Only users with manager or owner privileges can create and edit billing associations.

Create a Billing Association (Manager Level Privileges)

The ‘Reset’ button clears any data entered before the “Create’ button was pressed.

You do not need to enter a number in the *Association #’ field. LRAM will automatically assign
a number.

1.
2.
3.

Enter an ‘Association Name’.
If desired, select a ‘Payment Center’.

In the “Billee’ field, click on the flashlight icon and search for a billee name or create a new
billee record. (See section 6.2.8 ‘Customer Search’ and ‘Customer Information” Screens on
page 6-10).

In the “‘Consolidated Bill’ field, select:

N to produce separate CBS bills for each case serial number.
Y to produce a single CBS bill with multiple lines (case serial numbers).
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cicare

Billing Associations

Association #: |

Association Name: INEW ASSOCIATION

Payment Center: |1 Fyy PAYVIMENT CENTER x|
Billee: TEST CUSTOMER =

Consolidated Bill: | ] v|

Figure 9-3: Billing Association - Create

5. Click the “Create’ button. The new Billing Association displays. It is automatically given
the next available association number.

Billing Associations

Association # |

Association Name: I

Payment Center: | LI
Billee: B

Consolidated Bill: || -

[Edit |Delete iAssoc.#| Assoc. Name | Billee | Pavinent Center |Cnnsoliﬂated Bill
| & | @ | | MEW ASSOCIATION | TEST CUSTOMER | MEWY PAYMENT CEMTER | M

Figure 9-4: Billing Associations Screen showing newly created Association

9.3  Attach Authorizations (Manager Level Privileges)

Make sure you specify a billing association to which to attach the authorizations, if you miss this
step the process will fail to work properly — although you will get a confirmation message
indicating success.
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1. Click on “Attach Authorizations’. The ‘Attach Billing Association’ screen appears.

SEARCH Complete Attachment

Attach Billing Association

Geo State Land Office  Prefix  Serial # Suffix

- - - -

Serial #: 1~

Dffice: IWYWEIU vI Authorization Type: |4 | vI
Customer: I Authorization Status: [z | -
Billing Association: [1.;x =l Deleted: |10 «
Effective on or after: Expires on or before:
Authorization Effective Date: I "'\.'a., Authorization Expiration Date: %;

Authorization: Select All Deselect All

Selected Serial # |Auth Type |Office |Customer [Effective [Expiration [Auth Status [Deleted

=l 1 | |

Figure 9-5: Attach Billing Associations Screen
2. Enter appropriate search criteria and click *Search’.
3. Click next to the authorizations to be attached to the association.

4. Select the association from the Billing Association field.

IMPORTANT: You must change this field. It defaults to N/A (no association). If you do
not change the field, the process will continue but the authorizations will be attached to
nothing.

Attach Billing Association

Geo State  Land Office Prefix Serial & Suffix

|- BN B E |
Office; Im Authorization Type: I'A'U-—L_I

Customer: [o-rm Awthorization Status: |A|_|_ ;i
Deleted: |NO vi

Billing Association: I T,

Effective on or after: E:xpires on or before:

[ALDA SAMSON LAND YEN

Authorization Effective Date: ATC AMERICAN TOWER. C Authorization Expiration Date: I— {4\:’
BRADY POWER PARTMNERS _|
CCCOMMUNICATIONS -
Selecmd| Serial { COEUUR ROCHESTER INC Customer Effective |Expiration |Auth Starus iDelemd
CyvAaNCO
| [T |WvH o001 DELANEY JAMES L A PACIFIC POWER CO 05291951 05 /28 /2031 [ACTIVE
NWN 0019DRAKE RICHARD D RDD kA PACIFIC POWER CO|04,/19/1963 |04/18 /2018 |ACTIVE

| O
O !NVN oo1 EU':lliJE‘:EEEANﬁALE%ﬂ—L%JZui u_:; PACIFICPOWERCOIDSIZ’HI‘JISBiDS;’EﬁfEDlB!ACTIVE i

Figure 9-6: ‘Attach Billing Association’ screen - Billing Association selection drop down list
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5. Click on ‘Complete Attachment’. A warning message appears.

Geo State Land Office Prefix  Serial # Suffix

- - - - -

Serial #: |~

office: [vr1nn =1 Authorization Type: IALL vi
e Microsoft Internet Explorer i
|

o 9 ¥ou are about ko complete the attachment of the selected Billing Association
Billing Ass \:/ ta the Select Authorization(s). Deleted: [0 -
‘would vou like to continue?

rization Status: |ALL j

Effective on or after:

Authorization Effecti K I Cancel Expiration Date: | Q}
Authorization: Select All Deselect All

|Selected Serial # Auth Type | Dffice Customer Effective |Expiration |Auth Status [Deleted
| [V pwyw 149466 RIGHT OF WAY WY 100 [SLPINE GAS CO 05/22/2000|05/21/2030 |

Figure 9-7: Billing Associations Attachment Warning Message

6. Click on ‘OK’ to close the message window. A confirmation message appears.

office: [yerion =] Authorization Type: IALL vI
o status: 2 -

Billir ! E The attachement of the Eiling Association to the Authorizations has completed successfully, Deleted: I MO vl
L

Effective on or af

Authorization tion Date: I Q}
Authotization: Select All Deselect All

|Selected| Serial# | Auth Type |Office | Customer | Effective |Expiration [suth Status Deleted
| |wyw 149466 RIGHT OF Wy WY100 ALPINE GAS CO 05222000 (05/21/2030 |ACTIVE |

Figure 9-8: Billing Associations Attachment Confirmation Message

7. Click on OK to close the confirmation message window.

9.4  Update Billing Association Data (Manager Level Privileges)

Note: See section 9.1: View List of Billing Associations above for instructions on how to
access the “Billing Associations’ screen.

1. On the “Billing Associations’ screen, select the Edit icon for the desired Assoc Name entry.

oz

Billing Associations

Association #: i333
Association Name: |NEW ASSOC
Payment Center: | j

Billee: ECBO DOROTHY =
Consolidated Bill: |N v|

Figure 9-9: Association Screen shown after the Edit icon is selected
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2. Modify the *Association Name’, ‘Payment Center’, ‘Billee’, and/or ‘Consolidated Bill’
fields.

3. Click the *Update’ button.

Note: Make sure a billee is specified in the Billee field or you will not be able to successfully
process a bill to CBS. Any bills sent without a billee will be stuck in Resend and will
require a database administrator to modify the data before the bill can get to CBS.

9.5 Delete a Billing Association (Manager Level Privileges)

When you delete a billing association, the ‘Billing Association’ name is removed from each
authorization in the association.

e U AT Authorization Summary

Serial £ CACA 136163 Authorization Type: RIGHT OFWAY gy caca 036163 Authorization Type: RIGHT OF WAY
Office: CATE0 Authorization Status: ACTIVE Office: CA160 Authorization Status: ACTIVE
Gustomer DO MEAL J Billing Association: DO NEAL J Customer DO NEAL Billing Association:

Figure 9-10: Billing Association field — Before & After Deleting an Association

Note: See section 9.1: View List of Billing Associations above for instructions on how to
access the “Billing Associations’ screen.

1. On the Billing Associations screen, select the Delete icon. A confirmation message appears.

2. Click ‘OK’ to delete the record or ‘Cancel’ if not.
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10  Bill Processing Basics

10.1 Introduction

LRAM is a resource billing system that connects to the Collections and Billing System (CBS).
This means that LRAM supplies billing information to CBS. CBS uses the billing information to
generate a bill. All printing, payment and collection functions for the bill are performed in CBS.
However, modifications to a bill, including cancellation, must be initiated from LRAM.

A variety of conditions must be met for LRAM to select a bill for processing. These conditions
include such things as: the bill is not for the same billing period as an active bill in CBS, the
beginning bill date is in the billing window, the authorization is not on hold or expiring before
the end of the billing period, the land distribution data is correct, etc.

10.2 Billing Screens

The diagram below illustrates the main paths from the Billing menu. Not all paths are shown.
Screens accessed from the ‘Bill Summary’ and ‘Bill Schedule Information’ screens are used
during bill modification.

Billing

Advance Bill Billing Assoc Bill
Selection Bill Zelection Search
| |
Bill Preview | | Bill By-Pass List | | BilPreview | | Bill By-Pass List | Bill Summary CBS
Errar Log
|| Awuthorization || Authorization I Bill Schedule
summary Summary Infarmation
[
— Billing — Billing Land
Schedule Schedule Distribution
— Basic — Basic FH  Customer
Schedule Schedule Information
L Land . Land —  Customer
Information Informmation Search
L Land L] Land | | CBS Eror
Distribution Distribution Log

Figure 10-1: Billing Screens Roadmap

10.2.1 Advance Bill Selection

Advance (accounts receivable) bills are sent to CBS as individual bills. You can process bills for
different customers and different billing dates at the same time.
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The ‘Advance Bill Selection’ screen displays all authorizations with a begin date equal to the
current date or beyond that is within the billing window. After a billing date has passed, to show
up for processing, bills must have their ‘Special Bill Code’ field set to “Forced.”

1. Select the “Billing’ button located on the left side of the screen.

2. Click on ‘Advance Bill Selection’ from the sub-menu. The Advance Bill Selection screen
appears.

3. To search for a single case, enter the case serial number.

4. Click on the ‘Search’ button. Authorizations ready for processing appear in the results grid.

PREVIEW BYPASS PROCESS

Advance Bill Selection

Geo State Land Office Prefix  Serial # Suffi:x

aeal-  [EISH- RS- B [

Count ISUU -I
Bills: Select All Deselect All
|Selected |  Serial®  |Schedule # | Customer | Type | Begin | End
| r |NMNM 063064 ‘1 ‘OLD LOCO HILLS ‘BASIC |1fl,fzuu5 ‘12,!31;2005
| r |NMNM 0556456 ‘1 ‘POT‘ASH CO OF AMERICA ‘BASIC |3;15sz05 ‘3;‘14;‘2006

Figure 10-2: *Advance Bill Selection® Screen — no selection criteria specified

5. You can sort the results by Serial # or Customer name, to do so, click on the underlined
column heading. Clicking the column heading toggles the sort order between ascending and
descending order.

10.2.2 Billing Assoc Bill Selection

Cases set up in a billing association that are selected at the same time are sent to CBS as group
bills. With a billing association, you cannot process bills for different billing dates at the same
time. The “Billing Association Bill Selection’ screen displays all authorizations within an
association with the same billing date. Past billing dates are displayed for processing without the
authorization’s billing status being set to “Forced”. However, only a single billing date is
displayed for any given association.

Example: In the ABC Association, 3 authorizations have a begin date of 11/1/2004, 150
authorizations have a begin date of 1/1/2005, and 5 authorizations have a begin date of
1/15/2005. When the search function is performed on the Billing Association Bill Selection
screen only 3 authorizations (the 11/1/2004 set) will show up as ready for billing. Until the 3
11/1/2004 authorizations are processed or put on Hold, the 1/1/2005 authorizations will not be
available for processing. Likewise, the 1/15/2005 authorizations will not be available for
processing until all the 1/1/2005 authorizations are handled.
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1. Select the “Billing’ button located on the left side of the screen.

2. Click on “Billing Assoc Bill Selection’ from the sub-menu. The “Billing Association Bill
Selection’ screen appears.

3. Select the association name from the “‘Billing Association’ field.

4. Click on the *Search’ button. Authorizations ready for processing appear in the results grid.

Billing Association Bill Selection

Geo State  Land Office Prefix  Serial # Surlfix

Serial #: m m m I I_

Billing Assecialion: [AZ PUBLIC SERVICE B
Counk: (500 =
Bills: Select All Deselect All
Selected | Serial#w |Schedule#| Cusomer  Type | Begin | End
| r |AIAR 00296855 |1 |AI PUBLIC SERVICE ‘E-ASIC |I 172007 ‘1 2431 /2007
| r |A1AR 028121 |1 |AI PUBLIC SERVICE ‘E-ASIC |I 172007 ‘1 2/31 /2007
| r |AIA 033153 |1 |AI PUBLIC SERVICE ‘E-ASIC |m;200? ‘12;31;2007

Figure 10-3: ‘Billing Association Bill Selection’ screen

5. You can sort the results by Serial # or Customer name, to do so, click on the underlined
column heading. Clicking the column heading toggles the sort order between ascending and
descending order.

10.2.3 ‘Bill By-Pass List’ Screen

The “Bill By-Pass List’ screen identifies authorizations that have issues that prevent them from
being selected for billing. The underlined items on the screen link you to screens where you can
update the data that is preventing the authorization from being selected. Each time you click the
Search button a new By-Pass List is created.

Link Takes you to:

‘Serial #° ‘Authorization Summary’ screen

‘Schedule #° | “‘Billing Schedule’ screen

“Type’ ‘Basic Schedule’ or “‘Current Schedule’ screen

‘Land #’ ‘Land Information’ screen (from this screen click the link in the
Distribution field to go to the *Land Distribution’ screen)
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1. Select the *Billing’ button located on the left side of the screen.

2. Click on “‘Advance Bill Selection’ or “Billing Assoc Bill Selection’ from the sub-menu. The
appropriate selection screen appears.

3. If on the “Billing Association Selection’ screen, choose an association from the “Billing
Association’ field.

4. Click the “‘Search’ button.

5. Click on the ‘Bypass’ button. The “Bill By-Pass List’ screen appears. The ‘Bill By-Pass List
created by’ field identifies which bill selection search created the list.

Bill By-Pass List

Office: C0130 Hame: GRAMD JUNCTION FIELD OFFICE
Bill By-Pass List created by: Billing Association Bill (12472005
|I]e|e‘te | Serial # | Type |Sched#| Type | Land | Description | Customer |
| jin] | COC  03073A | RIGHT GF | ) | HFQ i IMWALID LAMD DISTRIEUTION| CAMYOM GAS RESOURCES ATTH: OP

Figure 10-4: ‘Bill By-Pass List’ screen

6. Click on “‘Cancel’ to return to the previous screen.

Note: You will not see the results of your data changes on the Bill By-Pass List until you repeat
the bill search function.

10.2.4 Bill Preview

See above sections for steps to access the ‘Advance Bill Selection’ or ‘Billing Association Bill
Selection’ screens.

1. On the “‘Advance Bill Selection’ or ‘Billing Association Bill Selection’ screens, click on the
‘Search’ button.

2. Click on the selection box next to a bill.

PREVIEW BYPASS PROCESS

Advance Bill Selection

Geo State  Land Office  Prefix ~ Serial & Suffix
Serial # | j‘ l_;, |_;, | l_
Count |500 =
|Selelrted | Serial ¥ |Schedule#| Customer |Type |Begin | End
| & |coc Gewr |1 |CEDAR RIDGE LLC |BASIG 1112006 | 126172006

Figure 10-5: ‘Advance Bill Selection’ screen with bill selected
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3. Click on the ‘Preview’ button. A new browser window that shows the bill preview for all
selected rows appears. (It may take a moment for the new window to appear. The new

=101x]
File Edit “iew Favorites Tools  Help ‘ -"f
- - - — —~ 3
M . b = T >
Back - '\) - (% : : I:| ) Sgarch ~ - Favorites e Media ﬁ} [ - E
O LA B f .f\( : L
i .
Address I@hl htkpe ffnirmotpdey corp . bim.gow/ almsreports NME20baaqjaGwI0Z07051 12840, pdf 'l Go | Liriks
) . y =
BAEe e #ésB08E|H e E-&8E-7 L&
Ld
Ll 0z /0T Za0s =
* TWITED ETATEE STATE M
E CEPARTMENT CF THE INTERIOR CFFICE 5240
= BUREAT OF LANMDO MRMASEMENT SERIAL HUMBER BMHH. QJEIDEL
[=] FPREFERENCE <O RIGHT OF WAY
(=] RIGHT CF WAY BILL SCHEDULE HUMBEER 1
] DUE DATE: 0270772008 BILL IO
TOTAL DUOE: $40.75 BILL NUMEER
BILL DATE 02/07/2008
2 LUE DATE 02/07/2008
= BILL COOE AOVAKCE
=
E
=
=
=
BUREAU OF LAMO MAMAZEMENT OLD LoCC HILLE
CRELEBARD FIELD CFFICE BCX 113
% EZ0 E GREEENE ET LCCO HILLE WM BEZSS
33- ChRELEBRO MM 23220
E —
cC
=
in
FOLD HERE oo FOLD HERE
OLD LOCO HILLE(938%8) ;
DIETRIBUTION OF RECEIPTE:
STATE/COUNTY : o o o o e o o o e o FOR OFFICE TSE CHLY o e e o o oo o o o e o
BILL BILL FFE ROMIH ZE0 COMMOD LAEND LINE
TYPE HUMEER COOE g oFC 8T CTTIT COOE  TYPE LCLLARS
A, ESD NN 015 18 o1 244a.78
AOHIH CFFICE:  =mmmemsss—————————— FOR. OFFICE USE OHLY — ==seee=ssee=seeee-cc———-
BILL BILL FFE ROMIH COMMOD LAEND LINE
TYPE HUMEER CCOE ET OFC CCOE  TYPE LCLLARS
ROV EZD NN 520 1z o1 240.75
FOLD HERE e e e e e e e e e e e e e e e e e e e e e e e e e e e e e FCLO HERE

Figure 10-6: Bill Preview Browser Window
4. To print the bill preview, select ‘File’ (upper left corner) -> “‘Print’ -> ‘OK”

5. To exit, click the “X” in the upper right corner of the browser window.

Note: The Bill Preview is not the “real” bill. The bill preview feature shows the data that will
be sent to CBS. It is not in the CBS bill format. Consolidated bills will not appear in
consolidated form — they will be previewed as individual bills.

10.2.5 Bill Search
Note: If you have not processed any bills, the search results will be blank.
1. Select ‘Billing’ button located on the left side of the screen.
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2. Click on “Bill Search’ from the sub-menu. The “Bill Search’ screen appears.

SEARCH
Eill Search
Geo State  Land Office:  Prefix ~ Serial # Suffix
Serial & I' jv [:I |' ]' | |
Bill & I Bill Dates: |Nf]IA vI
CES Bill | Bill Status: I_ vI

Customer: I Canceled: IN.'"A vi

Hodify | Cancel |Bill # |CBS Bill Status [Serial # | Type [Customer |Sch # |Billed [Due Canceled | Totl
EEIN L 1 NN

Figure 10-7: ‘Bill Search’ screen

3. Enter Bill #, Serial #, customer name and/or select a bill date or bill status for search criteria.
If you do not enter any criteria, the most recent 500 bills will be displayed.

The Bill # field searches by LRAM bill number. Bill numbers may be entered with or
without the “L” prefix.

The Bill Dates field displays the date and time that bills were processed. This list is limited to
the previous 30 days. The dates listed do not include dates that bills were modified or
cancelled; only when the original bill data was first sent to CBS.

Bill Search
Prefix  Serial § Suffix
Bill Dates: |p/a vi

Bill Status: |

05/30/2006 §:22
054252006 13:27
05/25/2006 13:26
0542442006 12:00

tial # [Type |Customer [Sch # [Billed Due |Canceled [Total |

Canceled:

Figure 10-8: “Bill Search’ screen — Bill Dates pick list example

Note: If you are searching for bills in a consolidated bill group this search feature may prove
confusing due to the way consolidated bills are numbered with suffixes. Searching by bill group
number and suffix (e.g., L9226-05) rather than date/time may prove more effective.

Bill & I Bill Dates: Ing;gwggng 1300 vl
CBS Bill |— Bill Status: | ALL -[
Customer: I Canceled: IN."IA vl
[ Bi# [cBSBNSttus | Seralt | Twe | Customer [Sch#| Billed | Due |Canceled | Tonl
usee s (w0733 [RiGHT OF wa [y PoweR co [t [osr1s2006 [t | |96,567,941.49
| _usoont [ sz

[ 076339 [RiGHT oF wa [ Power co [t [os1.2006 [t oot [os12006 35,346 50000

Figure 10-9: “Bill Search’ screen — Bill Dates search on a modified consolidated bill
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4. Choose the processing status by selecting from the ‘Canceled’ pick list. Choices include all
bills (N/A), only processed bills (NO), or only cancelled bills (YES).

5. Click on the ‘Search’ button to get the results.

Bill Search
Geo State  Land Office  Prefix  Serial # Suffix
Serial | | l_;l |_;| | [
Bill & I Bill Dates: 05/25/2006 12:091%

cBSBiE [ Bill Satus: [~ -]

Customer: I Canceled: |N,-"A vl
Modity Cancel | Bill# |CBSBill Satus | Serial# | Type | Customer Sch#| Billed | Due [Canceled | Totl
| & | T | 09405 00G0165  |CAS O0T40TT |RIGHT OF WAY | INERGY PROFANE LLC T | §32558
| & | @ | s 006001851 [CARI 000733 |RIGHT OF e |PACIFIC BELL 1 |ossroo oo | | g500.83
| # | T | 179403 00R001650  |CACA 038954 |RIGHT OF WAY |5LO CELLULAR ONE ING 1 |osee00g (012007 | (43,2070
| & | T | L0945 0000164 | CACA 033994 |RIGHT OF WAY |KELLEY CHERYL 1 (0556006 (01012007 | | $162.84
| & | T | 75400 006001648 |CACA D000 |RIGHT OF WAY |LA PALOMA GENERATING TRUSTLTD |1 |05/252008 |0101/2007 | (51,533 61

Figure 10-10: ‘Bill Search’ Screen — search results — bill date used as search criteria

If more than 500 bills are found, click on OK to close the warning message. If the needed bill
isn’t on the list, modify the selection criteria and search again.

Bill Search
Geo State  Land Office  Prefix  Serial # Suffix
Seral & |_ j‘ G m | |
Bill & | Bill Dates: |N.'"A vi

CBS Bill & | Bill Status: |_ -|

Customer: | Canceled: IN;A vI
ﬁ ! '_\ Your search results have exceed S00 rows, Please refine your search if neccessary, | # | Billed
== L ot
152 0517 2006
152 5172006
F T SHT TTF AT 1A T HTRT I TR ] |—nnmnnnn

Figure 10-11: ‘Bill Search’ screen — search results exceed 500 rows

10.2.6 Bill Summary
Note: If you have not processed any bills for this office, this screen will not be available.
1. Select ‘Billing’ button located on the left side of the screen.
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2. Click on “Bill Search’ from the sub-menu. The “Bill Search’ screen appears.
3. Enter a Bill #, Serial #, bill date, status, or customer name for search criteria.

4. Click on the “Search’ button. The search results grid appears on the screen.

Bill Search
Geo State  Land Office  Prefix  Seral # Sufix
Serial & |' jv m m | |
BiE Bl Dates: [1ya o

cesBiE [ Bl Setus: [~ -]

Customer: | Canceled: |N.u"A vl
Bill:
Hodify Gancel | Bill # [CBSBill Sttus | Seril# | Twpe | Customer Sch# | Billed | Due |Canceled | Totl
| & | @ |_Lseas 2006062 |cAS D077 |RIGHT OF WY |INERGY PROPANE LLG 1 |oseseo0e | oore007 | | 432568
| # | T | L5494 2006001651 | CARI 00733 |RIGHT OF Wity | PACIFIC BELL 1 [ossens w0 | | 50043
I P ——_ I T I I I ] I I I

Figure 10-12: ‘Bill Search’ Screen — search results
5. Click on the edit icon or the LRAM bill number link. The “Bill Summary’ screen appears.

cace.

Bill Summary
Bill # L471978 Total Due: 4,520.1
Office: COT30 Due Date: 110152005
Gustomer: DELTA AIR LINES, ING. ATTN: FRED LOWING Status: Processed
CBS Status: 2003111644
Rent Reduction: m Amount I—

Autherization Information

| Serialt | Tupe | BillCode |Billing Assoc. |Attention
|coc 0029013 RIGHT OF sy | ADVANGE |

Schedules: NEW SCHEDULE

|Edit Delete | Land [Qty | Units |Begin | End |[Reduction Amt |Line Amount
| & | @ | Fo 005 |AcRES [1412005 [1231/2005 | [ [stana

Fees:

|E | Delete |T$ !ﬁ !Rmnunt

[slm] T [
Customer Information
|Remn|re | Hame

| @ | DELTAAIR LINES, INC. ATIN: FRED LOVINS

Figure 10-13: ‘Bill Summary’ screen

Note: If you click on the icon in the Edit column of the Schedules section or select an option
from the ‘Rent Reduction’ field, you will switch to bill modification mode.

6. Click on the ‘Cancel’ button to return to the previous screen.
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10.2.7 CBS Error Log
The CBS Error Log displays the status of all bills sent to CBS for processing.

Status Description

CBS bill number | Bill was successfully process in CBS.

Resend The bill was not sent to CBS. Go back to the “‘Bill Summary’ screen and
click the “Resend’ button.
Hold The bill was not processed. If the issues identified are resolved the bill will

be processed in the overnight processing activities. If issues are not resolved,
CBS changes the status to “Reject.”

Reject The bill was not processed and no attempt will be made to reprocess it as it
currently exists — bad bill must be modified to create a new bill.

Select “Billing’ button located on the left side of the screen.
Click on “Bill Search’ from the sub-menu. The “Bill Search’ screen appears.
Enter search criteria.

Click on the ‘Search’ button. The search results grid appears on the screen.

o & W DhpoE

Click on the underlined link in the ‘CBS Bill Status’ column.

Bill Search

Geo State  Land Office  Prefix  Serial # Suffix

Senal 1 |_ jv H m I l_
Bill #: | Bill Dates: |N;A |
CBS Bill & Ii Bill Status: | v|
Customer: | Canceled: INr"A vi

Hodify [Cancel | Bill# |CBSBill Sttus |  Serial# | Twpe | Customer \sch#| Billed | Due | Canceled | Tol
| & | & [0 |Resecr  [cAs 006687 [RIGHT OF WY [HATGH, DALE 1 issmng | isasms | | s

Figure 10-14: Bill Search screen — CBS Error Log link
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The CBS Error Log screen appears.

CBS Error Loy

Show Descriptions | SHORT '| Office: CATG0 Name: BAKERSFIELD FIELD OFFICE
| Bil# |CBS Bill Strtus | Description
75649 |REJECT Group #:L755495 CE3 Add #:MN/L CB2 Cancel #:N/L 3tatus:R ;l
=
75549 | REJECT Address has not been specified for the bill to be added fj

Figure 10-15: CBS Error Log screen — for a specific bill

6. To see more details for bills with a status of Hold or Reject, select LONG from the ‘Show
Descriptions’ field. Additional information is displayed.

CBS Error Log

Show Descriptions ?;lLONG 'I Office: CATED Mame: BAKERSFIELD FIELD OFFICE
| Bill# |CBSBill Stitus | Description
Group #:L755496 CBS idd #:N/A4 CES Cancel #:N/A Status:R 1=

U%4% |REJECT
=

stomer ALddress lines hawve been specified in the header (bx heade

75549 | REJECT o (o
r.addressl, bx_header.addressz) -

the fields are null or blank. At least one of these wvalues is _._I

Thizs is an Add or Beplace transaction, but neither of the two Cuj

Figure 10-16: “‘CBS Error Log’ — Long status description

7. To return to the ‘Bill Search’ screen, click on Cancel.

OR
To go to the ‘Bill Summary’ screen for the bill, click on the link in the ‘Bill #’ field.
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10.3 CBS Bill Samples
Bills for LRAM authorizations are printed from CBS. Samples shown below.

10.3.1 Single Bill

DEPARTMENT OF THE INTERIOR ML B LA D

BUREATU OF LAND MAWNAGEMENT

UNITED STATES IB
Bill for Collection |D

ate: 09142005

Mlale Remittance Payable To DODBLM and Mail To:
[YUMA FIELD OFFICE

2553 E GILA RIDGE RD

[YUMA AT 833652140

(918)317-3200

BLM Tax ID #34-0437540

Pleaze mclude bill
u'u.m]_:-er on sl
AZ DUBLIC SERVICE TR
[Payor: DBOX 33933 3TA3IG6
DHOEMIX, AT 85072
DATE [DESCEIPTION AMOUNT
ATA 033201 330000
1170172005 = 10/31/2006
RIGHT OF WAY TERM RENTAL -— YUHA COUNTY 200,00
BLM CONTACT: BLM OFFICE, (9283317-3200
AMOUNT DUE THIS BILL: 500,00
DATE DUE: 11/01/2005

A late payment fee of 525 or 10% of the unpaid rental whichever 15 greater not to excesd 5500 per authonization
will be assessad if full payment 15 not received m 2 BLM office within 15 calendar days of the Due Date par 43
CFE 2806.13(a). Pursuant to 43 CFE 2806.13(c), if BLM does not receive your rent, late payvmeent fee, and amy
adounistrative fees within 90 calendar davs after the rent was due, BLI may termunate vour grant under ssction
280717 of this part and you may not remove any facility or equipment without wntten permussion from BLM
(z22 section 280719 of thos part). The rent due, late pavment fees, and any administrative faes remain a debt
that vou owe to the United States.

Payment can be made by caszh, check, money erder or credit card. We accept Visa, Mastercard, Discover, and
American Express. If payving by phone, plaasze call the office mumber listed above.

If the above name and address 15 incomect, please contact the BLM office listed abova.

Thia Eell wea g =y e melormmtad FILA Colloct o s Ebllinga Systors o i 8 paper seprestabon of s postion of G sffignl o ecroris roonl consized haan

Figure 10-17: Single Bill
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10.3.2 Unconsolidated Group Bill - Summary and Detail Pages

Group Summary Page

Group Number: 1544
Due Date:02/28/2005
Croup Amount:S15,788.97

PO BOX 910

United States Department of the Interior
BUREAU OF LAND MANAGEMENT
LAS CRUCES DISTRICT OFFICE
1800 MARQUESS ST

LAS CRUCES, NM 88005-3371
(505)5325—4300

Customer EL PASO ELECTRIC CO

LAS CRUCES, NM §8004

Bill Number Amount
2005113123 5176.31
2005113124 514090
2005113125 5163.03
2005113126 $20.20

Authorization Number(s)
NMNM 008968

NMNM (24234

INMNM 0036763

NMNM 009917

Figure 10-18: Unconsolidated Group Bill - Summary Page
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LMITED STATES
DEPARTMENT OF THE INTERIOR
BUREAL OF LAND MANAGEMENT

Bill for Collection

|Bi|l Number; 2005113124

||:h|l1:: (28,2005

Mulie Remittance Payable To PCBEM and Mail Tao:
ILas CEDCES DISTRICT OFFICE

TR MARQUESS 81

ILAS CRUCES, MM BB{IG5-3371

| SUA A2 54300

EL PASOD ELECTRIC CO

Fleas inglude hill
i ber on all
Femillaneis.

If the above name and address 15 incorrect, please contact the BLM office lisied above

Pa}'ur: P BB G
LAS CRUCES, MR 35004
DATE|DESCRIPTION AMOUNT
NOVINM 024234 14090
(1012005 — 12512009
RIGHT OF WAY TERM RENTAL -- DONA ANA COUNTY S140.H)
BLM CONTACT: BLM QFFICE, (50515254300
AMOUNT DUE THIS BILL: 514054
DATE DUE: (2282005

Pursuant to 43 CFR 2803, 1-2(h) if rental 15 not paid when due, and such default for nonpayvment confinucs for
30 davs after notice, action may be taken 1o terminale the nghi—of—way grant or temporary nse permit. Afier
default has cocurred, no simctures, buildings or other cquipment mav be removed from the subservient lands
oxCcept upon Writlen permission,
BLM Tax 1D #84—0437 3540

Pavment can be made by cash, check, money order or credit card. We accept Visa, Mastercard, Discover, and
American Express. I§ paving by phone, please call the office number Listed above.

Tan Bl wan gerwrnied by e spicmeded BN Collech ore snd Bellmps Systern and @ n paper sepresenisieon of m portion of e offiasd d ecrorsc recond contaseedl dran

Figure 10-19: Unconsolidated Group Bill — Bill for Single Case Serial Number
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10.3.3 Consolidated Group Bill - Summary and Detail Pages

Group Summary Page

Group Number: L5345 United States Department of the Interior
Due Date:02/28/2005 BUREAU OF LAND MANAGEMENT
Group Amount:59,059.61 LAS CRUCES DISTRICT OFFICE

1800 MARQUESS 8T
LAS CRUCES, NM 88005-3371
(505)525—4300

Customer: AMERICAN TOWERS
295 N. MAPLE AVE., RM 542442
BASKING RIDGE, NJ 07920

Bill Number Amount Authorization Number(s)

2005113175 $5.923.52 NMNM 009925
NMNM 069973
NMNM 101723

2005113177 $1.349.58 NMLC 0064556
NMLC 0064563
NMLC 0064646

2005113184 $1.786.51 NMNM 077377
NMNM 077378
NMNM 077531

Figure 10-20: Consolidated Group Bill - Summary Page
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UMITED STATESR
DEPARTMENT OF THE INTERIOR
BUREAL OF LAND MAMAGEMENT

Bill for Collection

Bill Number: 2005113175

Drate: 02728/ 2005

Make Remittance Payohle To INESEAS amd Mail To:
LAS CRUCES DISTRICT OFFICE

1800 MARCHIESS 5T

LAS CRUCES, NM BR2005-33T1

555354300

AMERICAN TOWERS
Payor: 293 N MAPLE AVE., BM 5424A2
BASKING RIMGE, M1 07920

Pl Esclude bill
e o all

remilianee.

DATEIDEH[ZR[FTH}N AMOUNT
[N D697 #4.338.73
AL 20605 — 12/31/2005
RIGHT OF WAY COMMUWICATION SITE TERM RENTAL —- DONA 54.338.73
ANA COUNTY
MMM 101723 5138.55
AL 20605 — 12/3 1/ 2006
RIGHT OF WAY TERM RENTAL -- EIERRR COUNTY 138,55
NN D095 F1446.24
FLANL206S — 12/31/2005
RIGHT OF WAY COMMUNICATION SITE TERM RENTAL —- CRTROH S1446,24
COURTY
[BLM CONTACT: BLM OFFICE, (305)5325-4300
AMOUNT DUE THIS BILL: 55.923.52
DATE DUE: D228/ 2005

Pursnant to 43 CFR 2803, 1-2(h) if rental 5 not paid when due, and such defauli for nonpay ment continnes for
30 days afier notice, action may be taken (o tcrminate the nght—of—way gramt or iempomn use permit, Afier
default has occurred, no stmctures, buildings or other equipment may be removed From the subservient lands

CRCCPL WPOn WITHEn Perimission.
BLM Tax ID #84—-0437540

Pavmeni can be made by cash, check, momey order or credit card. We accept Visa, Masiercard, Discover, and
American Express. If payving by phone, please call the office number listed above.

If the above name and address 15 incomect, please contact the BLM office listed above

—
This Hill was grorsrwted by tha anbonaied BLA Caliect one and BELRgs Sywion anad @ & paysr sopreninass of 8 portias of B alianl ko scend contaiad feren

Figure 10-21: Consolidated Group Bill — Bill for Multiple Case Serial Numbers
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11  Bill Processing: Advance (Individual) Bills

Advance (accounts receivable) bills are generally produced before use occurs.

The due date on the bill is the earliest begin date in the basic schedule. If a bill is created after
the earliest begin date, the due date is set to the date the bill was created.

In order for an authorization to be available for processing:

e The earliest begin date of the basic schedule is within the bill window or the *Special Bill
Code’ field is set to “Forced Bill” or “Temp Forced Bill’.

e The authorization or bill schedule status is not “Hold”.
e There are no land distribution errors.

e The latest end date is prior to the expiration date unless the authorization status is APA or
Decision Stayed.

e For linear authorizations, a fee schedule exists for the years in the schedule.
e For communication site cases, a verified worksheet exists.
11.1  “Advance Bill Selection’ Screen

1. Select the “Billing’ button located on the left side of the screen.

2. Click on ‘Advance Bill Selection’ from the sub-menu. The Advance Bill Selection screen
appears.

PREVIEW BYPASS PROCESS

Advance Bill Selection

Geo State  Land Office  Prefix ~ Serial # Suffix
Serial & | :I' l_;, |_;, | |_
Count | 500 =

e

Figure 11-1: 'Advance Bill Selection" Screen

3. Limit the search by entering the case serial number in the ‘Serial #’ field. If the search
criteria are left blank, the search returns all schedules ready for billing.

4. Limit the number of results displayed by changing the ‘Count’ field.
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5. Click on the “‘Search’ button. Schedules that met the search criteria are returned in a grid in
the lower part of the screen.

PREVIEW BYPASS PROCESS

Advance Bill Selection

Geo State  Land Office  Prefix  Serial # Sufix
Serial #: | j’ I_L, ITI | I_
Count | 500 =
| Selected | Serial # |3chedu|e #| Customer | Type | Begin | End
‘ r |CACA 124250 ‘1 ‘meomncom NETUIORK SERVICES, ‘BASIC ‘mnnr ‘1251200?
T |caca @B |1 (FELBER, JOHN H (BASIC (170007 126172007
T |caca a1 |GRUBES ET AL LLOYD BASIC 1712007 12412007

Figure 11-2: 'Advance Bill Selection" Screen

Note: To select all rows returned, click on the *Select All’ button. User may click on the
‘Deselect All” button to remove selection from all rows.

To select a single bill, click in the “‘Selected” box. A check mark appears. To de-select a
bill, click on the check mark.

11.2 Advance Bill Selection Bill By-pass L.ist
The Bill By-pass list shows authorizations for which bills will not be produced and a reason why.

The Bill By-pass list is created when you perform a bill selection process. It is important to
remember that if selecting advance bills, a bill by-pass list for advance bills is displayed. The
same applies to billing association bills.

Warning: There is only one Bill By-pass list in existence at any time.

1. On the “‘Advance Bill Selection’ screen, click the *Search’ button to generate a new Bill By-
pass List.

PREVIEW BYPASS PROCESS

Advance Bill Selection

Figure 11-3: ‘Bypass’ button on ‘Advance Bill Selection’ screen
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2. Click the ‘Bypass’ button on the ‘Advance Bill Selection’ screen. The Bill By-Pass List
screen appears. The ‘Bill By-Pass List created by’ field identifies which search screen
created the list.

CANCEL

Bill By-Pass List

Office: CA17D Hame: BISHOP FIELD OFFICE

Bill By-Pass List created by: Advance Bill 0573172006

Delete i3 Serial # Type ISched gf—i Type Land Customer
| | e

| W | caca 0121 | RIGHTOF | 1

Description |
| Basic | INFO |LATEST END DATE AFTER AUTH EXP DATE | BAXTER,PHILIP

| W | cAca Ddedss | RIGHTOF | 1

| @ | caca 047623 | RIGHTOF | 1

| BASIC | INFO ||BEGIN DATE IN PAST | DOSTE, PaLL

| BARMARD COMSTRUCTION CO, INC

| BASIC | INFO |IN\}'ALIDLANDDISTRIBUTION

Figure 11-4: ‘Bill By-Pass List’ screen
Note: The delete icon deletes the record from the current by-pass list screen. It does not
permanently remove the authorization of the by-pass list.

3. Click on the appropriate link to fix the error or click the *Cancel’ button to return to the
previous screen. See some examples below.

Message
Authorization on Hold
Begin Date In Past
Begin Date Too Far In Future

Invalid Land Distribution

Latest End Date After Auth Exp Date

More Recent Verified Worksheet Available.

Click On The Sched # To Update

No Verified Worksheet Is Available.
Please Check The Comm. Site Application.

11.3 Preview Bills

Link Action

Serial # On the Authorization Summary click the serial
number link. Change authorization status.

Schedule # Set Special Bill Code to Forced Bill.

Basic Correct dates or delete the schedule if you don’t
want to bill.

Info Correct the error.

Basic or If billing to expiration date, go to the Basic

Serial # Schedule.
If billing past expiration date, On the
Authorization Summary click the serial number
link. Change authorization status to APA.

Schd # Going to screen will update data.

Schd # (after Verify worksheet in comm site. Click the Schd
verifying #.
worksheet)

See section 11.1: ‘Advance Bill Selection” Screen on page 11-1 above for details on accessing

the screen and performing a search.
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1. After performing a search on the ‘Advance Bill Selection’ screen, click on the box next to
one or more authorizations.

PREVIEW. BYPASS PROCESS

Advance Bill Selection

Geo State  Land Office  Prefix Serial # SufFix
Serial #: I' j' I' j' I' ]‘ I I
Count: IEDD .I
Bills: Select All Deselect All
| Selected | Serial # |Schedule # | Customer |Type | Begin | End
‘ 7 ‘CACA 043394 ‘1 |LI\JING PROOF INC. ‘EASIC ‘1;1;200? ‘12;31;200?

Figure 11-5: Bill selected for Preview

2. Click on the ‘PREVIEW’ button. A new browser window that shows the bill preview for all
selected rows appears. (See Figure 10-6 on page 10-5 for an example).

3. To print the bill preview, select ‘File’ (upper left corner) -> “Print’ -> ‘OK”

4. To exit, click the “X” in the upper right corner of the browser window.

Note: The Bill Preview is not the “real” bill. It is not in the CBS bill format.
Consolidated bills will not appear in consolidated form — they appear as individual bills.

Processed bills must be viewed and printed from the Collections and Billing System (CBS).

11.4 Submit Bills to CBS

See section 11.1: ‘Advance Bill Selection” Screen on page 11-1 above for details on accessing
the screen and performing a search.

1. On the “Advance Bill Selection’ screen, select the bill or bills you wish to submit to CBS.

Click on SELECT ALL to choose all bills on the screen or click in the check box next to
each serial number to select that line.
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PREVIEW BYPASS PROCESS

Advance Bill Selection

Geo State  Land Office  Prefix  Serial # Suffix

seriat: -5 [ W8 B ]
Count:lm

Bills: Select All Deselect All

| Selected | Serial £ |Schedule # | Customer ’m| Begin | End

| I~ |CACA 043394 |1 |LIVING PROGF INC. W|1f1f2nm’ |12f31f2DD}'
| O |CACA 037315 |1 |STEPHAN, JOHN w|1f1f200? |12f31f2DD}'
| O |CACA 044419 |1 |CELLCO PARTNERSHIP DB VERIZON whmznw |12f31f2DD}'
| " |CACA 019074 |1 |CAITHNESS DIXE VALLET, LLC. ’M|1I1I2DD?|12IS1I2DD?

Figure 11-6: 'Advance Bill Selection' screen — before ‘Process’

2. After selecting the bills, click on the *Process’ button. The button disappears after you click
it.

The Bill Register screen appears showing the CBS bill status or bill number.

Bill Register

[Bill Number CBS Bill Status | Serial# [Schedule # Bill Cade | Customer | Begin | End  |DueDate | Amount
|L755610  |RESEND cach nagsa |1 1 |LIVING PROOF INC. 17172007 [12/31/2007 17172007 [$1,152.57
L755611  |RESEND [cacs o4 |1 | |CAITHNESS DDE VALLEY, LLC, 17172007 [12/31/2007 |171/2007 [$15,797.55

Figure 11-7: 'Bill Register' screen — before ‘Refresh’

w

To update the CBS Bill Status field, click on ‘Refresh’.

Bill Register

|BillNumher cBs BillStatus| Serial # |Schedule#|BillCude| Customer | Begin | End |Due Date | Amount
755610 2006001751 !cnca 043394 i1 |1 \LIVING PROOF INC. |1f1f200?|12f31f200?i1f1f200? |s1,152.9?

|L755411 |2uusun1?52 |CAC¢-. 019074 |1 | CAITHNESS DIYE VALLEY, LLC. |1I1I2DD?|12I31I2DD?|1I1I2DD? 1$15,797.55

Figure 11-8: 'Bill Register' screen — after ‘Refresh’
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4.

If the CBS Bill Status column contains an underlined link for “HOLD” or “REJECT", click
on that link to view the *CBS Error Log’ screen.

CANCEL

CBS Error Log
Show Descriptions & | SHORT ] Office: N30 Name: CARSON CITY FIELD OFFICE
| Bil# |CBSBill Stams | Description
‘ Laest |HOLD |CSA is not valid for the admin State ﬂ

Figure 11-9: “CBS Error Log screen
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12 Processing: Billing Association (Group) Bills

A billing association allows bills to be processed by CBS as a group.
The following conditions must be met for the production of billing association bills:
e There must be a billing association number in the authorization record.
e The authorization or bill schedule status is not HOLD.
e There are no land distribution errors.
e There is a schedule fee rate for the years described in the schedule.

e The latest end date is prior to the expiration date unless the status is APA or Decision
Stayed.

e The required bill text regarding fees and penalties is the same for all bills selected. E.g.,
you cannot process a 2920 case group with a 2800 case group.
12.1  “Billing Association Bill Selection’ Screen
1. Select ‘Billing’ button located on the left side of the screen.

2. Click on “Billing Assoc Bill Selection’ from the sub-menu. The “Billing Association Bill
Selection’ screen appears.

PREVIEW BYPASS PROCESS

Billing Association Bill Selection

Geo State  Land Office  Prefix Serial # SufFix
Serial #: I' 'l H m I I_

Billing Association: | BRIDGEPORT PUD§ E

Count: |5|]|j vI
Bills: Seleet All Deselect All

‘Selected ‘Serial # |Schedule # ‘Custumer ‘Type |Begin lﬁ
| o ] B e

Figure 12-1: ‘Billing Association Bill Selection’ screen

3. Select an association from the ‘Billing Association’ field or select a single authorization by
entering the case serial number in the Serial # field. If you enter a serial number, the billing
association name is not used to limit the search.
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4. Once the selection criteria are set, click on the “‘Search’ button.

PREVIEW BYPASS PROCESS

Billing Association Bill Selection

Geo State Land Office Prefix Serial # Suffix
Serial #: I' j' m m I l—

Billing Association: |VERIZON CALIFORMIA 2 j

Count: |5|:|D vl
Bills: Select All Deselect All
|Selected | Serial # |Schedule # | Customer |Type | Begin | End
‘ 0 ‘cac&. 026398 ‘1 ‘\-'ERIION CALIFORNIA INC. ‘BASIC ‘wwznu? ‘12;31{200?
‘ O ‘cm 015605 ‘1 ‘\.'ERIION CALIFORNIA INC. ‘BASIC ‘1{1;200? ‘12;31;200?
‘ O ‘CALA 007393 ‘1 ‘\.'ERIION CALIFORNIA INC. ‘BASIC ‘1{1;200? ‘12;31;200?

Figure 12-2: “‘Billing Association Bill Selection’ screen — after search
Note: Data in underlined columns may be sorted by clicking on the column heading.
5. To select an authorization, click in the box next to the serial number.

To select all rows returned, click on the ‘Select All’ button. Click on the ‘Deselect All’
button to remove selection from all rows.

12.2 Bill By-pass List
The Bill By-pass list shows authorizations for which bills will not be produced and a reason why.

Warning: There is only one Bill By-pass list in existence at any time. Check that the by-pass list
is the one created by your search.

PREVIEW BYPASS PROCESS

Billing Association Bill Selection

Figure 12-3: 'Bypass' button on 'Billing Association Bill Selection® screen

1. On the ‘Billing Association Bill Selection’ screen, select a billing association and click the
‘Search’ button to generate a new Bill By-pass List.
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2. Click the ‘Bypass’ button. The Bill By-Pass List screen appears. Note the ‘Bill By-Pass List
created by’ field identifies which search screen created the list.

Bill By-Pass List

Office: G013 Name: GRAND JUNCTION FIELD OFFICE
Bill By-Pass List created by Billing Association Bill 01242005
|I]e|ete | Serial # | Type |Sthed#| Type | Land | Description | Customer |
| B | coc 03078a | RIGHTOF |1 | BASIC | INFO [INVALID LAND DISTRIBUTION | CANYON GAS RESOURCES ATTM: OP |

Figure 12-4: ‘Bill By-Pass List’ screen

Note: The delete icon deletes the record from the current by-pass list screen. It does not
permanently remove the authorization from the by-pass list.

The underlined links in the Bill By-Pass List screen are provided to assist with correcting
errors that prevent schedules from being selected for billing.

12.3 Preview a Billing Association Bill

1. Click on the ‘Preview’ button. A new browser window appears showing the Bill Preview.

2. To print the bill preview, select ‘File’ (upper left corner) -> “Print’ -> *OK”

3. To exit, click the “X” in the upper right corner of the browser window.

The Bill Preview is not a “real” bill. The bill preview feature shows the data that will be
sent to CBS it is not the bill to be sent to the customer. Consolidated bills will not appear in
consolidated form — they will be previewed as individual bills.

12.4  Submit Billing Association Bills to CBS

1. On the “Billing Association Bill Selection’ screen, make sure all the authorizations to be
processed are selected. (Click ‘Select All’ or click in the check box next to individual bills).

PREVIEW BYPASS PROCESS

Billing Associaton Bill Selecdon

Geo State  Land Office Prefix  Serial & Suffix
Serial H: I_ jv m m I I_

Billing Association: [AGAVE ENERGY COMPANY =]

Count IEDD vl
EBills: Select _All Deselect All
[Selected |  Serial®  [Schedule# | Customer | Type | Begin | Ena
| 73 |NMNM 10603?|1 |AGAVEENERGYCOMPANY|BASIC|1,|’1,|’2,005|12,|’31_,|’2I305

Figure 12-5: “‘Billing Association Bill Selection’ screen — authorizations selected for processing
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2. Click on the “Process’ button. The button disappears after you click it.
The Bill Register screen appears.

Bill Register

Bills:

|BillNumher |CBS Bill Status | Serial # |Schedule££|BillCode|

Customer | Begin | End |Due Date |Amount
|L755632 |RESEND cach 026398 [1 |1 WVERIZON CALIFORNIA INC. |1f1.-‘2DD?|12f31f2DD? |1f1fzun? |S?89.61
|LT55633 |RESEND |CACA 015605 i1 | |\.'ERIEON CALIFORNIA INC. |1f1!200?|12f31f200? |1f1f2EID? |sas1.59
|L755634 RESEND CALK 0087399 i1 1

|\.‘ERIION CALIFORMIA INC. |1f1.-‘2DD?|12f31f200? 142007 |S136.16

Figure 12-6: 'Bill Register’ screen

3. To see changes in the status, click on the ‘Refresh’ button at the top of the screen. If the
‘CBS Bill Status’ is “Hold” or “Reject”, click on the underlined word to see the CBS Error
Log description.

Bill Register

Bills:

Bill Number |CBS Bill Status | Serial # Schedule # |Bill Code| Gy | Begin | End Due Date |Amount
7ssesz  [Lszinod cAch 12633 |1 i VERIZON CALIFORNIA INC, |141/2007 |12/31/2007 |1/1/2007 |$785.61
L7ssess  [Lsdnnd caca 015605 |1 | \VERIZON CALIFORNIA INC. [1/1/2007 [12/31/2007 [1/1/2007 |$381,59
755634 [Ls2tn0 caLa 0087399 |1 E

\VERIZON CALIFORNIA INC. |1f1f200? 11273172007 i1f1f200? 136,16

Figure 12-7: ‘Bill Register’ screen after Refresh — consolidated group bill shown
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13  Bill Modification

Bills may be cancelled or changed after they are sent to CBS. These changes must be initiated
from LRAM. Bills in CBS with full or partial payment cannot be modified until the payment is
moved to suspense. If a bill modification or cancellation is submitted to CBS for a bill with full
or partial payment it will be set to a status of “Hold.”

13.1 Bill Search

This particular search function searches for all the processed bills in the office. Use this for
checking the CBS status or bill number and for locating bills to cancel or modify.

1. Select ‘Billing’ button located on the left side of the screen.
2. Click on “Bill Search’ from the sub-menu and the Bill Search screen appears.

SEARCH

Bill Search
Geo State Land Office Prefix Serial # Suffix
Serial #: |' T| |' 'i I' 'l l |
Bill £: | Bill Dates: ;N,-"A v;
CBS Bill £: | Bill Status: i_ v!
Customer: | Canceled: ;N,-"A ‘-1

Bill:

Mhodiry Cancel Bl # GBS Bill Staus [Seial £ Type |Customer Sch # Biled [Duz [Canceted [Totat |
L ~1el 11 1 1 1 I 11 |}

Figure 13-1: “Bill Search’ screen

3. Enter a Bill #, Serial # or customer name for search criteria. The *‘CBS Bill #’ field searches
by the CBS bill number. The “Bill #’ field searches by LRAM bill number. LRAM bill
numbers may be entered with or without the prefix.

4. Choose the processing status by selecting from the ‘Canceled’ pick list. Choices include all
bills (N/A), only processed bills (NO), or only cancelled bills (YES).
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5. Once the selection criteria are set, click on the ‘Search’ button to get the results. The search

returns the first 500 bills found. If the needed bill isn’t on the list, modify the selection
criteria and search again.

SEARCH

Bill Search
Geo State  Land Office  Prefix  Serial # Suffix
s S| HSE- WS [
Bl | Bill Dates: 172, -]
CBS Bill # | Bill Status: I_ vl
Customer: | Canceled: |N.-"A vl
[Modify [Cancel | Bill# |CBSBillSotus | Seialz |  Twe | Customer [sch#| Billed | Due |Canceled | Total
[ & || @ |[_ussae oot [caLa 0087399 [RIGHT OF WAY [VERIZON CALIFORNIA ING. 1 [osmtems o1mem | [ #1316
[ 7| @ [_ussas |l [caca 115605 [RIGHT OF ey [VERIZON CALIFORNIA ING. [1 [osm1r008 1012007 | [ a5
[ & | @ [ |owo  [caca 02638 |RIGHT OF way [VERIZON CALIFORNIA ING. [1 osstiaon [otorz007 | | om0
[ 2| @ [_usss [sooeonrzz  [caca 0485 [RIGHT OF wiay [HAINES WALTER [1 [osm1r008 101007 | [ @;
[ 2| @ [ oot [caca varam [Lease [TOIYABE INDIAN HEALTH CLINIC [1 osstiaon [otorz007 | [ 31,2095

Figure 13-2: Bill Search — search results — no search criteria specified

13.2 Cancel aBill
1. On the ‘Bill Search’ screen, search for the desired bill.

2. Click the trash can icon in the ‘Cancel’ column. The Bill Summary screen appears with a
Cancellation section.

peisre Y cance. ) Refresn—

Bill Summary

¥ou are shout to cancel this Bill. ;I
If you want to proceed select & cancellation reason, and choose Delete.

. ol

Bill #: 454695 Total Due: 8.54
Dffice: Wy100 Due Date: 01/01/2005
Customer: HUEBARD LIMDA Status: Processed
CBS Status: 2005100151
Rent Reduction: m Amount: I—
Cancellation Information:
Reason: | LI

Remarks: I

Figure 13-3: Bill Summary screen — Cancellation Information section
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3.
4.
5.

Select a ‘Reason’ from the Cancellation Information list.
If desired, fill in the “‘Remarks’ field.
Double-check the bill number and information then click the ‘Delete’ button.

After you click on ‘Delete’, the Bill Summary Screen’s “‘Warning’ window message,
‘Reason’, ‘Remarks’, and “Status’ fields are updated.

priere 1 cance X Retresh

Bill Summary

Warning:

Tou are about to cancel this Bill. _ﬂ
If you want to proceed select a cancellation reason, and choose Delete.,

. o

Bill #: L454655 Total Due: 8.54
Office: Wy100 Due Date: 01/01,2005
Customer: HUBBARD LINDA Status: Processed
CBS Status: 2005100151
Rent Reduction: m Amount: I—
Cancellation Information:
Reason: [p| 1 REQUEST =l

Remarks: [mE| INQUISHED

Figure 13-4: ‘Bill Summary’ screen —after the ‘Delete’ button was selected

6. Click the ‘Refresh’ button to update the CBS Status if the processing is not complete.

7. Click on the ‘Cancel’ button to return to the ‘Bill Search’ screen.

13.3 Modify a Bill

When modifying a bill, the original bill is cancelled and a replacement bill is produced. The
replacement bill is linked to the cancelled bill and both bill numbers are supplied to the
Collection and Billing System (CBS).

1. Search for the desired bill on the “Bill Search’ screen.

13-3



2. Click on the pencil icon in the ‘Modify’ column or the Bill number link. The “Bill
Summary’ screen appears.

Cance.

Bill Summary
Bill = L471978 Total Due: 4,520 51
Office: CO130 Due Date: 1107172005
Customer: DELTA AIR LINES, IMC. ATTH: FRED LOWINS Status: Processed
CES Status: 2005111644
Rent Reduction: INI,-'A—LI Amount I_.

Autherization Information

| Serial# | Tope | Bill Code [Billing Assoc. |Attention |
|coc 0029019 RIGHT OF Wiay | ADVANGCE | |

Schedules: NEW SCHEDULE

@lﬂelml Land l(ltyl Units |&m_| End |deuc1mn |;5.mt|Lme Hmounti
| | @ | nro Dos|acres 10008 1zatie005| | g8 |

Figure 13-5: ‘Bill Summary’ screen —beginning of bill modification

3. To change schedule or land data, click on the Edit icon in the Schedules section. The Bill
Schedule information screen appears.

UPDATE CANCEL

Bill Schedule Information

Serial # W 058828
Land Information:

Office: YWY100 Land: [INFORMATION
Usage Information:
Quantity: 25 42

Units: |ACRES 'I
Begin: [1/1/2005 o
End: [12/31/2005 &

Rate Information:

Linear Schedule Rate: ILINEAR HI v] Appraisal Type: |NfA vi
Appraisal: |
Rent Reduction: IN;A vl Amount: ]

Figure 13-6: ‘Bill Schedule Information’ screen

4. Change the Usage or Rate Information on this screen. To change land information,
including acreages, click on the Information link in the ‘Land’ field.
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Note: If you change the bill’s time span, be sure to modify the ‘Basic Schedule’ screen dates
(see section 8.2.2: Basic Schedule on page 8-5).

5. Click on “Update’ to save the changes. The ‘Bill Summary’ screen appears with a Warning
message and a Cancellation section.

Bill Summary
Warning:
vou are about to replace the original BiT11 with the modification below. =]
This will result in a cancellation and possibly a refund of the original bill.
If you want to proceed select a cancellation reason, and choose Process. vi
4 ¥
Bill # 472561 0ld Bill # L472360 Total Due: 0.00
Office: V100 Due Date: 01/14/2005
Customer: WEXPRO CO Status: Modification in process
CBS Status:
Rent Reduction: |N,.*A v| Amaount: |
Cancellation Information:
Reason: | =l
Remarks: |

Figure 13-7: ‘Bill Summary’ Screen - Cancellation Information section

6. Select a cancellation ‘Reason.’
7. If desired, complete the ‘Remarks’ field.

8. Click the “Process’ button. The ‘Bill Summary’ screen changes (see Figure 13-8 below).

Canc

Bill Summary
Bill #: 472361 Old Bill # 472360 Total Due: 197 .26
Office: W00 Due Date: 01/14/2005
Customer: WEXPRO CO Status: Processed
CBS Status: QUEUED
Rent Reduction: |NJA v| Amount: |
Authorization Information
Serial # Type | Bill Code | Billing Assoc. iAﬂentiun

WYY 052828 | RIGHT OF WaAY |AD‘\-’ANOE WEXFRO CO |

Figure 13-8: 'Bill Summary' screen - after ‘Process’ button clicked

9. Click the “Cancel’ button to return to the Bill Search screen.
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14 Troubleshooting

14.1

Warning Report

This report identifies certain conditions, pending actions, inconsistencies, or errors in the data.

Note

Any errors or warnings related solely to the bill process are shown on the “Bill By-Pass
List’ screen, not the Warning Report.

1. Select the appropriate office if you have permissions in more than one office.
2. Select the *Reports’ button located on the left side of the screen.
3. Click on “Warning Report’” from the sub-menu. The ‘Warning Report’ screen appears. (See

Figure 14-1).
Warning Report
Office: AZ 40 Mame: TUCSOM FIELD OFFICE
: = — | = =
SeHal # | Type Sched # | Type | Land | Description | Customer

IMFD |IN‘-.-'ALID LAMD DISTRIBUTION | |

|

| I

= | |

| AZA 029747 | RIGHT OF | | | | !BILLING SCHEDLLE O HOLD I COWYEST CORF‘
| B

I H

Figure 14-1: "Warning Report’ screen
To go to the ‘Authorization Summary’ screen, click on the value in the *Serial #* column.
To go to the “Billing Schedule’ screen, click on the value in the *Sched #’ column.

To go to the ‘Land Information’ screen, click on the value in the ‘Land’ column.
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14.1.1 Print the Warning Report
1. From the browser window, select ‘File’ (upper left corner) -> “Print’

3 LANDS & REALTY AUTHORIZATIONS - Microsoft Internet Explorer

Fil: Edit ‘iew Favorites Tools Help

hevs > 7 Favorites @4 Media 42 | - - &
Qpen. .. Chrl+0
Edit with Microsoft Office Word profalms_46tstfcLaunch?user_id=M1BENMET

SEVE: CErES
Save As...

Page Setup.. [LTY AUTHORIZATIONS 1 e

Print... Chrl+P

Print Preview, ..

send 3 Vifarning Report
Import and Expart., ..

Properties

Wark OFfline Office: CATERD Hame: BAKERSFIELD FIELD OFFICE
Close

Figure 14-2:Internet Explorer File Menu

2. Select ‘Preferences’ from the Print window.

General | Options I

 Select Printer

@ Add Printer £, NIRMZ1520 on nirm3fps1
qég Lexmark Optra

Microsoft Office Document: Image Writer

1| | |
Status:  Ready [~ Printtofile  Preferences |
Location:
Cormment: Find Printer... |
~ Page Flange

& Al Mumber of copies: |1 3:

" Selection €0 Curent Page

" Pages: |1 [~ Calate ] ! E
Enter either a gingle page rnumber or a single

page range. For example, 5-12

Print I Cancel | Spply |

Figure 14-3:Internet Explorer Print window

3. Another window appears. Select Landscape.
4. Click ‘OK’. Your screen returns to the original window.
5. Select *Print.’
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SAMPLE WARNING REPORT MESSAGES AND DEFINITIONS

MESSAGE

Definition

Begin Date too Far in
Future

The year date on one or more lines in a basic or current schedule is
too far in the future. You will not get a bill without modifying the
data.

Authorization on Hold

A hold action has been entered on a schedule; no bill can be
generated from the schedule while the hold is in place.

Invalid Land Distribution

The percentages in the land distribution record do not add correctly.
You will not be able to produce a bill until the record is corrected.

There is a more recent
verified worksheet
available. Click on the
schd # to update.

The communication site worksheet has changed since the data was
first sent to LRAM. To refresh the data, go to the Billing Schedule
screen.

No verified worksheet is
available. Please check
the comm. site
application.

There is no communication site worksheet or if a worksheet exists in
the Communication Site Worksheet application it is not verified. Go
to the Communication Site Worksheet application and create and/or
verify the worksheet for the billing year in the serial number shown

on the LRAM warning report.

14.2  Bill Error Report

The Bill Error Report identifies possible billing errors. It is still under development but currently
lists communication site bills that have had their worksheet changed and re-verified. (The report
will not list bills for which the worksheet is now unverified.) Before modifying a bill, determine
if the communication site worksheet changes affected the rental amount. If the rental amount is
unchanged it is not necessary to produce a new bill. If the rental amount did change:

1.

Click on the bill number link. The Bill Summary screen appears with a message indicating

LRAM updated the appraisal amount.

Click Process.

N o gk~ N

Click on OK to close the message.

Select a reason in the Cancellation Information section.

Enter a comment in the Remark field if desired.

Make any other modifications; customer data or billing dates.

Wait a few seconds then click Refresh to see the new bill number.

14.3 Customer Records

14.3.1 Creating a New Customer Record
1. Select the ‘Customer’ button located on the left side of the screen.

2. Click on “‘Customer Search’ from the sub-menu and the Customer Search screen appears.
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3. Click on the ‘“New Customer’ button from the ‘Customer Search’ screen.

CREATE CAMCEL

Customer Information

Name: (Please fill in only ¢ Comparny, ar Customer name informeation. )

Compaty: |
Or

First: | Mfiddle: |

Last: |
Address

Addresst: |
Address2: |
City: | State | <
Zip [ Ziptd [
Phone# [
Figure 14-4: New Customer Information Screen

4. Enter customer information. Enter the name in the Company name field or the First, Middle,
Last Name fields. Enter combination names such as Dick and Jane Rancher in the Company
name field.

5. Enter the address in the appropriate fields. You must enter an address in the “‘Address 1’
field.

6. Click on the ‘Create’ button.

Customer Information

Nawme: {Please fill in only a Company, or Cusiomer name information.)

Company: [EMPIRE FARMS

Or

First: | Middle: |

Last: |
Address

Address1: [Box 4n

Address2: |
City: [EMPIRE State: [Ny x|
Zip: [53408] ZipH: |

Phore# [
Figure 14-5: Completed Customer Information Screen
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15  Viewing LRAM Settings

All users can view most of the screens used to maintain the LRAM application data. However
only users with manager or owner privileges can add or change data on the screens described in
this section.

15.1 Maintain Office
You must have Manager or higher permissions to update data.

7. Place the mouse pointer on the “Maintenance’ menu button.

8. Select from the sub-menu ‘Maintain Office.’

9. Select “Offices’. The Office Information screen appears.

Office Information

Name: |y EDALE FIELD OFFICE SRR ESURERRERE ] =T 5L OPE CENTER B [
Parent ID: !qug -i
Address
steeet e 0, BOX 766 Phone: (3073575342
Gity: |PINEDALE
State: ]W’Y v; Zip: 182941 I
Processing Windows
Application: |12|] Permit Renewal: [305
Billing: 190 Warning: 345
Reprint: !45

Figure 15-1: Office Information screen

15.2 Payment Center
10. Place the mouse pointer on the ‘Maintenance’ menu button.
11. Select from the sub-menu ‘Maintain Office.’
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12. Select ‘Payment Center.’

Payment Center

HAME

STREET

|

I

ary |

STATE I_

gl 0

eonex [
| Street

 Edit |Delete Hame ity [ s | zp Ext. |Phone Number
| & | T | wesTSLOPECENTER A | 455EMERSONST | CRAIG | cO | 81625 |  |111-222-3333
# | T | WESTSLOPE CENTERB | 2815 HROAD | GRAND JUNCTION | CO | 81506 | 1781 |123 345.7890
& | T | WESTSLOPE CENTERC | 24655 TOWNSEND AVE | MONTROSE [co | 81401 | 5400 |970 240-5430

Figure 15-2: Payment Center screen

15.3 ROW Linear Fee

13. Place the mouse pointer on the “Maintenance’ menu button.
14. Select from the sub-menu ‘ROW Linear Fee.’

ROW Linear Fees

Search Criteria:

Rates: [NATIONAL 7]
Fee Year: |2|]|]4 vl IPD Change %: |128.EID

ROY Linear Fee Year

Begin Date: |D1,-"E|1|-"2|JE|4 End Date: |-| 243172004

Charges By Zone

Low High
cone 1: 1> g 334
fone 2: g g4 |5 66
EONES1 1 67 {13.36
SOHEAH | 7 53 f20.01
£0ne 3: |53 35 {26 71
] 29.20 {33.36
EURE £ 35 05 f40.05
éone 8: {55 41 {66.75

Figure 15-3: ROW Linear Fee screen
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154 User Administration

User passwords reside in the BLM Application Security System (BASS), where they are stored
and maintained. The LRAM User Administration section controls user access to individual office
data, sets user permission levels, and controls whether the user needs access to the LRAM ADA
(Americans with Disabilities Act) functions. Maintenance of user logins and access privileges
now requires entries in both UAS-LRAM and BASS. This section covers only the LRAM
portion of the process. The reader is referred to the BASS documentation for details of its
operation.

1. Place the mouse pointer on the “Maintenance’ menu button.
2. Select from the sub-menu ‘User Administration’. You will see your current permission
setting.
15.5 Domains and Codes
3. Place the mouse pointer on the “Maintenance’ menu button.
4. Select ‘General Maintenance’ then ‘Domains’. The Domain Name Results screen appears.

RESET

Domain Name Results

Domain Name: | j

Code:

Description: |

Edit Delete Name Code Description
& &

Figure 15-4: Domain Name Screen

5. Selecta ‘Domain Name’ from the pick list. A new screen appears displaying the codes and
descriptions for the domain name selected.

Domain Name Results

Domain Hame: I admin_office_cd _;I

Code: l_

Descripfion: I

Imlneleie| Home | Code | Description

| & | ™ | admin_office_cd | AZ110 | ARIZOMA STRIP FIELD CFFICE
| & | T | admin_office_cd | AZ210 | PHOEMIX FIELD OFFICE

| & | T | admin_office_cd | AZ310 | KINGMAN FIELD OFFICE

| & | @ | admin_office_cd | AZ320 || YUMAFIELD OFFICE

Figure 15-5: Domain Name Results screen after selection of ‘Domain Name’
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15.5.1 Fund Codes
This domain identifies land type, executive order and fund symbol code combinations.

15.5.2 County Codes
1. Place the mouse pointer on the “Maintenance’ menu button.

2. Select “General Maintenance’ then *County Codes’. Note that the *State’ defaults to the state
where your office is located, and that the counties in that state are automatically retrieved.
You may reselect the “State” if desired.

CREATE RESET

County Code

state: [l 7]
County Code: | Zone: I_;l

Description: I

Edit [Delete [County [Sub-County| Description  [Zone |
[# ] @ [om CHURCHILL | 2
[ & [oo3 | CLARK EN
[# ] @ [oos | | pougLas [&

Figure 15-6: ‘County Code’ screen
Note Click on the underlined columns to sort those columns.
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16  Maintenance - OWNER LEVEL PRIVILEGES REQUIRED

All users can view most of the screens used to maintain the LRAM application data. However
only users with manager or owner privileges can add or change data on the screens described in
this section.

16.1 Transfer an Authorization to another Office

A user with owner level privileges can transfer an authorization and its associated land data to
another office within your state. Authorizations can be transferred as part of a group or one by
one.

Transferring an authorization is a two part process that requires you to transfer the authorization
and land data separately.

16.1.1 Transfer a Single Authorization

TRANSFER AUTHORIZATION DATA

1. Perform an authorization search (Authorizations>Authorization Search - see 6.2.1:
‘Authorization Search’ Screen on page 6-2 for detailed instructions).

2. On the ‘Authorization Summary’ screen, click on the serial number. The *Authorization
Information’ screen appears.

UPDATE CANCEL OFFICE TRANSFER

Authorization Information

General:

Serial # Mhbh 104114 Authorization Type: ﬁgﬁf‘ﬁﬁ‘m
Office 72 NMO30 Authorization Status: !ACTIVE _._i
Customer: PREWITT BILLY _a Billing Assoc: INr"A _.J
Billee: .3 Payment Center: !<N,a’A> _._]
Authorization:
Effective: W’D"ﬁ" %‘, Expiration: W :m.’

Issue: [o7a/2001 | S

Figure 16-1: Authorization Information Screen — Office Transfer button
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3. On the “‘Authorization Information’ screen, click on *Office Transfer’ button. A warning
message appears.

UPDATE CANCEL OFFICE TRANSFER

Authorization Information

o Microsoft Internet Explorer x|
S » |\ ‘You are about bo transfer this Authorization o & Mew Office,
: H'/ ‘hould waou like to conkinue?
On ri
| 0, I Cancel |
Cust

Figure 16-2: Office Transfer Warning Message

4. Click OK to continue. The screen changes to allow select the new office and complete the
transfer.

CANCEL COMPLETE TRANSFEER.

Authorization Information

Transfer to:

state: [n +] office: [0 ~|

General:

Serfal #: MMM 104714

Authorization Type: I RIGHT OF

Authorization Status: | ACTMWE

Billing Assoc: I M

Figure 16-3: ‘Authorization Information’ screen - ‘Complete Transfer’ button

5. Select the new office from the ‘Office’ field then click on the ‘Complete Transfer’
button. A confirmation message appears.

Office # MRMO30

Customer: PREWITT BILLY o

T icrosoft Internet Explorer x|

B L] E The transfer to a new office has completed successfully, ayn
L

Effe

Issue: [n7/1 07001 ava

Figure 16-4: Complete transfer confirmation message
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TRANSFER LAND DATA
1. Click on ‘Land Record’ on the left-side menu.

Land Record

Land Record Search

Reports ‘ Land Record Transfer

Figure 16-5: LRAM Main Menu screen

2. Click on ‘Land Record Transfer’ from the buttons’ sub-menu. The ‘Land Search’ Screen
appears.

SEARCH COMPLETE TEANSFER

Land Search

Geo State. Land Office Prefix  Serial 2 Suffi
Serial #: I' j I'j I'j I I

State: m Distribution Error: m
(Mfice: Im

Transfer to:
Office: |er1[|3[| 'I

Figure 16-6: 'Land Search' screen with Complete Transfer button
3. Enter the case serial number in the Serial # field.
4. Click on *Search’. The matching land record data appears in the grid.

Land Information: Select All Deseleet All

Selected | Land Office | Distribution Deleted
| r |Nru1Nru1 104114 | |N |

Figure 16-7: ‘Land Search’ results
5. Click in the check box next to the correct case serial number.
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6. Click on the ‘Complete Transfer’ button. A warning message appears.

Land Search

Geo State  Land Office  Prefix  Serial # Suffix

arial#:INMj |er1j |'_l |1I]4114 I

State: S e N ], , ., (el
= : x|
oTEe: | MhAD You are about ko transfer the Selecked Land Record(s)
Transfe -t ko the Mew Office in the Transfer to section,

Wiauld you like to conkinue?

Office: |NMEIS

o4 | Cancel |

Figure 16-8: Land Transfer — Warning message

7. Click OK to continue. A confirmation message appears.

Geo State  Land Office  Prefix  Serial 2 SUffix

o TR e YR e BT I TR E |

INM vl Nictribatinn Frror II\I.-'E. vI
@ Microsoft Internet Explorer x|

I MbADET
Transfe ! "_n.‘ The Land Record transfer has completed successfully

Land o R SRR

Figure 16-9: Land Transfer Confirmation message
8. Click OK to continue.

MhAO3E

16.1.2 Transfer Multiple Authorizations

TRANSFER AUTHORIZATION DATA
1. On the left side menu, click on Authorizations.

Authorization Transfer

|

Maintenance

/ o = rate
Authorizations Autharization Search

Figure 16-10: ‘Authorization Transfer’ sub-menu
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2. Select Authorization Transfer from the sub-menu. The ‘Authorization Transfer’ screen

appears.

SEARCH COMPLETE TRANSFER

Authorization Transfer

Geo State  Land Office  Prefix  Serial # Surfix

Serial #: |' j' - [

office: [n30 ~]

Customer: |

- -

Billing Association: I I

Effective on or after:

Authorization Effective Date: | Q}

Transfer to:

Office: I—L!

Authorization:

Authorization Type: |ALL vI
Authorization Status: IALL—LI
j Deleted: |NO =

Expires on or before:

Authorization Expiration Date: |

Select _All Deselect All

|Selecled |Selia| # |Auth Type |Office [Customer [Effective Expiration Auth Status Deleted

=N

Figure 16-11: ‘Authorization Transfer’ screen

3. Enter search criteria, e.g. customer name or billing association.

4. Click on Search. A list of authorizations matching the search criteria appear.

Transfer to:

Office: Iﬂ

G}

il Ao Select All Deselect All
|Selectetl| Serial & | Auth Type |0fﬁce | Customer | Effective |Exniration |nuth Status |De|ete(|
[ MMMM - 077531 RIGHT OF WAYiNMDaD AMERICAN TOWERS l1 2/071988 120045201 3 |ACTIVE

MMM 077378 |RIGHT OFWAY|NM03IJ AMERICANTOWERS!041111'1989

0100152099 |ACTIVE

NMNM 077377 [RIGHT OF WAY [NMO30 AMERICAN TOWERS |10/30/1 989

1073072039 IACTIVE

=
W=
=

|Nru1LC O0E4646 |RIGHT OF WAY|NM03IJ |AMERICAN TOWERS lDSH 211948 |DSJ’1 262023 IACTIVE

Figure 16-12: Authorization Search Results

authorizations.

To select all the authorizations, click on the Select All button.

Transfer to:

Click in the check box next to the authorizations you want to transfer.

In the “Transfer to’ section, select the office to which you want to transfer the

Authorization: Select All Deselect All
|Selected| Serial = | Auth Type |0fﬁce | Customer | Effective |Expiration |Aulh Status |Deleted
| P NMNM 101723 [RIGHT OF WAY |NM030 |Aru1ER|CAN TOWERS |07 319380

32024 |ACTIVE

7

|ND.I1ND.I1 009925 !RIGHT OF WAY|NMDBD |AMERICAN TOWERS |DTIEBI1 a70 |D?12812020 |ACTIVE

| O |NMNM 052986 |RIGHTOFWAY|NMDBD!AMERICANTOWERS|DQIDTI1QBB!DQID?IEDDB|ACTIVE
T I T r T T T T

Figure 16-13: Transfer Office set and Authorizations selected
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7. Click on the Complete Transfer button. A confirmation message appears.
8. Click OK to continue. A confirmation message appears.
9. Click OK to continue.

TRANSFER LAND RECORDS
1. On the left-side menu, click on Land Record.

2. Select Land Record Transfer from the sub-menu. The ‘Land Search’ screen appears.
Land Search

Geo State  Land Office  Prefix  Serial # Suffix

Serial #: m I-_ZI I:.I |_ I'_

State: INM vi Distribution Error: |N,.*A 'l
Office: INMDSD 'I
Transfer to:

Office: | MNMO30 =

Figure 16-14: Land Search screen results
3. Click on Search to find all land records.

Note: If there are more than 500 records in the office and the cases you want to transfer are not
in the list, you must enter specific serial numbers in the Serial # field.

4. In the ‘Transfer to’ section, select the office to which the land records are to be
transferred.

5. Click in the check boxes to select the case serial numbers for the authorizations
transferred to another office.

SEARCH COMPLETE TRANSFER

Land Search

Geo State  Land Office  Prefix  Serial # Suffix
Serial = I' ]' " i—LI
State: | N 'i Distribution Error: | N/A 'l
Office: | NMO30 'I

Transfer to:

Office: -]
Land Information: Select All Deselect All

|Selected | Land [office |Distribution Deleted |
[ & | nwnw oos7127 [ N ' i

|
|
| NMNM 021887 | | N |
| & | N 102630 | | N . i

Figure 16-15: Set Transfer Office and Select Land Records
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6. Click on the ‘Complete Transfer’ button. A confirmation button appears.

Click OK to continue. A confirmation message appears.

Click OK to continue.

16.2 Maintain Office

You must have Manager or higher permissions to perform this function.

1. Place the mouse pointer on the “Maintenance’ menu button.

2. Select from the sub-menu ‘Maintain Office.’

3. Select ‘Offices’. The Office Information screen appears.

NEW OFFICE UPDATE DELETE

Name: [p)E DAL E FIELD OFFICE

Parent ID: IWYU‘IU v!

Address

Street: !P.o. BOX 768
City: [PNEDALE
State: iWY vI

Processing Windows

Application: I1 20
Billing: IQD
Reprint: |45

Office Information

Bayment Center Name |\yEST SLOPE CENTEREB x|

Phone: [317.357-5347

2Zip: [az941 |

Permit Renewal: [0

Warning: 145

Figure 16-16: Office Information screen

16.2.1 Create a New Office

1. Create a new Office Code in the Domains table. See section 15.5 Domains.

Select ‘Offices.’
The Office Information screen appears.

o M N
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6. Click on the ‘“NEW OFFICE’ button. The Office Information screen appears.

crear:

Office Information

State Code: |WY vl Office Code: IWY%Q vl
Name: |E- AtPLE OF NEY OFFICE Payment Center Name [v,£ 5T 5LOPE CENTERE 7]
Parent ID: I\IWU'I il v!
Address
Street: [153 AN Phone: [153 4657630
City: [y O
State: |WY vl Zip: |1234 I
Processing Windows
Application: igD Permit Renewal: [3z¢
Billing: !90 Warning: 145
Reprint: IM

Figure 16-17: Office Information screen — Create new office
Fill in the office name, office code, parent office id and address information.
If desired, select a Payment Center.
9. If desired, change the default settings in the ‘Processing Windows’ sections.
10. Click on the “Create’ button.

16.2.2 Edit Office

1. Set the Admin Office field to the office to be changed.
Place the mouse pointer on the ‘“Maintenance’ menu button.
Select from the sub-menu ‘Maintain Office.’
Select “Offices.’

Modify the data.
Click on the “‘Update’ button.

o ok~ w D

16.2.3 Delete an Office

1. Click on ‘Delete.’

2. A message appears to confirm that you want to delete.
3. Select ‘OK’ to delete or “‘Cancel’ to cancel the delete.

16.3 Payment Center
1. Place the mouse pointer on the ‘Maintenance’ menu button.
2. Select from the sub-menu ‘Maintain Office.’
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3. Select ‘Payment Center.’

CREATE

Payment Center

name[
stReer|
ey
state[ |
ae[ [
pHonE #]

|Edit |Delete | Name \ Street [ City | st | zin | Ext. [Phone Number
| & | T | WEST SLOPE CENTERE | 2815 HROAD [ GRamD JUMCTION | co | 81506 | 1781

| # | T | WESTSLOPE CENTERC | 2465 5 TOWNSEMD AVE | MONTROSE | co [ e1401 | s4mo0

| ¢ | @ | ROvaLGORGE FO | 3170 E MAIN ST [ camom cITy [ co [ 81212

[ & | T | 150 PAYMENT CENTER | 1387 S WINMELL WY BOISE |0 [ s37o9 [ 1657

[ # | @ | maHOFALLSPC | 1405 HOLLIPARK DR IDAHO FALLS |1 [ 83401 [ 2100

| & | T | UPPER SMAKE RIVER PC | 15 EAST 200 SOUTH BURLEY | 1o [ e3z1a [ osm

[ & | @ | salLmon pC S0 HWY 93 SOUTH SALMON ID | 83467

[ & | ™ | MORTHDAKOTAFO 2033 THIRD AVE WEST | DICKINGOM MD | See01 | 2619

T 3 — N ol e S A S e s e i i S W =

Figure 16-18: Payment Center screen

16.3.1 Create a New Payment Center

Only the User Representative has permission to perform this function.
1. Enter name and address information.
2. Click on the “‘Create’ button.

CREATE

Payment Center

NAME |NEW FAYMENT CENTER

STREET  [BOX123

CITY  [NEWCITY

STATE [
ap  [izzas ]

PHONE # 123-456-8885|

Edit |Delete | Name [ Street [ City | st | 2zip | Ext. [Phone Number
# | T | NEW PAYMENT CENTER | BOX 123 [ mEW CITY [ wy | 12345 | [123-456-5385

Figure 16-19: Payment Center screen —new payment center created
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16.3.2 Edit a Payment Center

1. Click on the Edit icon for the Payment Center to be edited. A new screen appears allowing
you to update the information.

UPDATE RESET

Payment Center

NAME [NEW PAYMENT CTR
STREET [lZamAN
coy fYouRoTY
STATE [NV
zipfizzas [
PHONE # [111-222-3333

Figure 16-20: Payment Center screen — showing update function

2. Modify the data.

Note If you click on the ‘Reset’ button, you return to the original ‘Payment Center’ screen with
no update processed.

3. Click on the ‘Update’ button.
4. The original ‘Payment Center’ screen returns, showing the updated information.

16.3.3 Delete a Payment Center

1. Click on the ‘Delete’ icon for the Payment Center to be deleted. A message appears to
confirm that you want to delete.

2. Select ‘OK’ to delete or “Cancel’ to cancel the delete.

164 ROW Linear Fee
1. Place the mouse pointer on the “Maintenance’ menu button.

2. Select from the sub-menu ‘ROW Linear Fee.’

ROW Linear Fees

Search Criteria:

Rates: |NaATIONAL =

Fee Year: ,m 1PD Change %: HWT
ROW Linear Fee Year
Begin Date: W End Date: W
Charges By Zone
Low High
Zone 1: Izgz— !334—
2Zone 2: [ﬁl— rEEE—
Zone 3: IW— iw—
2Zoned: '1753— Ignm—
Zone 5: ,2335— !ZE?T—
2one 6: ’ZBED— i3335—
Zone 7: '3505— Iw—
Zone 8: ,;5541— ir

Figure 16-21: ROW Linear Fee screen
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16.4.1 Create a ROW Linear Fee Schedule
Note Only the User Representative has permission to perform this function.

o &M WD

Place the mouse pointer on the *‘Maintenance’ menu button.
Select from the sub-menu ‘ROW Linear Fee.’

Select the ‘Rates.’

Select the “Fee Year.’

Enter the ‘IPD Change %.’

Generate

ROW Linear Fees

Search Criteria:

Rates: INATIONAL "I

Fee Year: 'm IPD Change %o: |1027
ROW Linear Fee Year
Begin Date: M End Date: Im
Charges By Zone
Low High
Zone 1: I— I—
Zone 2: I'— I—
Zone 3: I— I—
Zoned: I—' l—'
Zone 5: I— I—
Zone 6: I— I—
Zone 7: I— I—
Zone 8: I—' I—'

Figure 16-22: Generate ROW Linear Fees Screen
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6. Click on ‘Generate’. The new zone charges appear.

CREATE

ROW Linear Fees

gearch Criteria:
Rates: E—WNW
Fee Year: m IPD Change %e: [
ROW Einear Fee Year
Begin Date: [ny 012006 Erndl Datte: Fﬁw
Charges By Zono
Low High
Zone 1[5y 7e6
Zone 2 s 7o 15,68
zone3: 7 e
Zoned: [y 57 fa7os
2oneS:fiong X
Zone6: frazg [res6
Zone 7: {3554 [aazs
Zone B [i37 06 15712

Figure 16-23: Create ROW Linear Fees Screen
7. Click on ‘Create’. The VERIFY button appears.

weosTe

PROW Linear Fees

Search Criteria:

Rates: [\ATIONAL ~]
Fee Year: |EDDE .I IPD Change %a: |102

Figure 16-24: Verify ROW Linear Fees Screen

Note: The Verify function was intended to allow the rates to be verified by the Forest Service.
Currently there is no Forest Service user to verify the rates.
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8. Once the rates are verified, click on “Verify’. A warning message appears.

Microsoft Internet Explorer x|

1 Ye:
1Da "‘?fj Wiould you ke o verify the NATIONAL rate for 20067 | Date

e ok | concat |

Figure 16-25: Rate Verification Message

9. Click OK to close the message window. The new rates are now available.

16.4.2 Delete a ROW Linear Fee Schedule

Note Only the User Representative has permission to perform this function.
Place the mouse pointer on the ‘Maintenance’ menu button.

Select from the sub-menu ‘ROW Linear Fee.”

Select the ‘Rates.’

Select the “Fee Year.

Click on ‘Delete’. A warning message appears.

o o~ w D e

Click OK to close the message. The rates are deleted.

DELETE

ROW Linear Fees

Search Criteria:

Rates: |NATIONAL v|

Fee Year: |ZDD4 ,i IPD Change %a: |1 800
ROYY Linear Fee Year

Begin Date: ||J'|,-"E|1,u “‘?f/ Delete the selected Record? End Date: |-| 2/31/2004

Charges By Zone K I Cancel |
Low High
Zone 1; |292— |3.34

Figure 16-26: ROW Linear Fees Rate Delete Warning Message
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16.5 User Administration

User passwords reside in the BLM Application Security System (BASS), where they are stored
and maintained. The LRAM User Administration section controls user access to individual office
data, sets user permission levels, and controls whether the user needs access to the LRAM ADA
(Americans with Disabilities Act) functions. Maintenance of user logins and access privileges
now requires entries in both UAS-LRAM and BASS. This section covers only the LRAM
portion of the process. The reader is referred to the BASS documentation for details of its
operation.

1. Place the mouse pointer on the “Maintenance’ menu button.

2. Select from the sub-menu ‘User Administration’. If you are not the User you will see only
your current permission setting.

searcii N creare

User Entry /Search Criteria

User ID: | State: IALL -I
ADA: [ - Dffice: IALL 'I

Privilege: IALL 'I

Consolidation Flag: IALL vl

Figure 16-27: User Entry/Search Criteria screen

16.5.1 Search for a User Id Entry

1. Select whatever combination of search criteria you would like to use in the User
Entry/Search Criteria screen. Click on the ‘Search’ button.

2. A new screen appears showing the ‘search’ results. The ‘RESET’ button will clear the
search results and the selection criteria.

sarci W creare

User Entry /Search Criteria

User ID: |MHETEST State: IALL vl
ADA: [ ~ Office: IALL v|

Privilege: IALL ...I

Consolidation Flag: IF—"\LL vl

|Edit [Delete| User ID |ADA [Dffice ID [Office CD |Privileges Consolidation |
| & | T | MHETEST | N | 150 | CA190 | OWNER | N
| & | @ |mHETEST | N | 151 [ cazz0 | ownER | N

&

Figure 16-28: Screen showing results of the ‘Search’ selection
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16.5.2 Create a New User ID and Set Access Privileges

1. Enter the ‘User ID.’

2. Select *State’, “Office’ and “Privilege.’

3. Click on the “‘Create’ button. A new screen appears showing the results.

sanci W cueare

User Entry /Search Criteria

User ID: |TESTUSER State: |N\;‘ -.-l
ADA: [ - Office: |NVD1D 'I

Privilege: | USER -i

Consolidation Flag: |ALL vl

Edit [Delete| User ID  |ADA [Dffice ID [Office CD [Privileges [Consolidation

[# | @ |7testuser (M (200 [mwowo [wser [ M

Figure 16-29: Screen showing the results of the Create selection

16.5.3 Update User Access Privileges
1. Click on the Edit icon. A new screen appears allowing you to update the fields.

SEARCH ADD USER TO OFFICE UPDATE

User Information

User ID: ITESTUSER State: IN\,J' vI
ADA: (1) ~ Dffice: |NVD1D vl

Privilege: I USER vI

Consolidation Flag: IY vI

Figure 16-30: Screen showing results of the UPDATE selection
2. Update any or all of the fields on the screen as appropriate, and click the ‘Update’ button to
save the changes.
16.5.4 Add a User to an Additional Office
1. Perform a search for the existing user ID (see previous instructions).
2. Click on the Edit icon in any returned line for that user.
3. Set the values for the new ‘State’, ‘Office’, and “Privilege.’
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4. Click the “‘Add User To Office’ button. Note that only the new office is shown in the grid at
this point.

sanci W creare

User Entry /Search Criteria

User ID: |TESTUSEP\ State: |Nv vl
ADA: |1 - Office: |ALL vi

Privilege: | FAMNAGER = |

Consolidation FHag: |N vl

|Edit [Delete| User ID  |aDA Dffice ID [Dffice CD | Privileges |[Consolidation
[& | @ [ 7testuser | M [ 202 | mwold | mMamacer | M

Figure 16-31: Resulting screen immediately after adding user to a new office

5. To see all offices in which the user now has access, click on the ‘Reset’ button to clear the
screen

6. Enter the User ID, and click the ‘Search’ button. The grid will now show all offices in
which the user has access privileges.

ascn W cear:

User Entry /Search Criteria

User ID: ITESTUSER State: IALL vi
ADA: |1 = Dffice: IALL vl

Privilege: |ALL vl
Consolidation Flag: IALL vi

|Edit Delete| User ID  |ADA |Dffice ID [Dffice CD | Privileges |I3|:|nsulidatiun|
| # | @ | Testuser | N [ 201 | mwolo | user [ M
| & | ™ | TESTUSER | N | 202 | mWwOl4 | MAMAGER | N

Figure 16-32: Search results after adding user to a new office

16.5.5 Delete User ID and Privileges
1. Click on the Delete icon. A window will pop up asking you to confirm the delete.

2. Click *OK’. If the user has access privileges in more than one office, you must repeat this
process for each office from which you wish to delete the user.

16.6 Domains and Codes
1. Place the mouse pointer on the “Maintenance’ menu button.
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2. Select ‘General Maintenance’ then ‘Domains’. The Domain Name Results screen appears.

RESET

Domain Name Results

Domain Name: | j

Code:

Description: |

Eidit Delete Name Code Description
& |

Figure 16-33: Domain Name Screen

16.6.1 Create a New Domain Value

1. Select a ‘Domain Name’ from the pick list. A new screen appears allowing you the option to
create, edit, or delete codes and descriptions for the domain name selected.

CREATE RESET

Domain Name Results

Domain Name: |:cqedule_cycle_cd v

Code: |_

Description: |

|Edit Delete | Name |Code | Description
| & | T | schedule cydecd | 1 | 1 MONTH

| & | W | schedule_cvcle_cd | 12 | 1¥EAR

| # | T | schedule_cycle_cd | 120 | 10 YEARS

| & | ™ | schedule cycle cd | 3 | 23 MONTHS

| ¢ | T | schedule_cycle_cd | 60 | S YEARS

| ¢ | T | schedule_cycle_cd | 998 | ANIVERSARY
| ¢ | T | schedule_cycle_cd | 999 | FULL TERM

Figure 16-34: Domain Name Results screen after selection of ‘Domain Name’
Note Only the User Representative has permission to perform this function.
2. Enter the “Code’ and “‘Description.’
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3. Click on the “‘Create’ button and the new Domain is added to the list.

T T

Domain Name Results

Domain Name: (ochedule_cycle_cd v

Code: |1_

Description: |1 WMOMTH

|E|:||t |De|ete! Name |Code | Description
| ¢ | @ | schedule_cyde_cd | 1 | 1 MONTH

| & | @ | schedue cyde cd | 12 | 1vESR

| & | @ | schedule cyde cd | 120 | 10 YEARS

| & | @ | schedule_cyde_cd | 3 | 3 MONTHS

| & | T | sthedule_cycle_cd | 60 | 5 YEARS

| & | @ | schedule_cyde_cd | 998 | ANIVERSARY
| & | @ | schedule_cycle cd | 999 | FULL TERM

Figure 16-35: Domain Name Results Screen after creating a new Domain

16.6.2 Update a Domain

1. Click on the Edit icon for the desired description entry. A new screen appears.

UPDATE RESET

Domain Name Results

Domain Name: | schedule_cycle_cd j

Code: |1_

Description: |1 ROMTH

Figure 16-36: Domain Name Results screen after clicking on the ‘Edit’ icon

2. Modify ‘Code’ and/or ‘Description.’

Note The ‘Reset’ button returns you to the previous screen.
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3. Click “Update’. A new screen appears showing the updated information.

CREATE RESET

Domain Name Results

Domain Name: | . chedyle_cycle_cd =]

Code: |_

Description: |
|Edit Delete | Name |Code | Description
| # | T | schedule_cyclecd | 1 | 1 MONTH UPDATE
| ¢ | ™ | schedule_cyde_cd | 12 | 1 ¥E&R

Figure 16-37: Domain Name Results screen after ‘Update’ function

16.6.3 Delete a Domain
1. If you select the Delete icon, a window appears asking ‘Delete the Selected Record?’
2. Click *OK” if you want to delete the record and the record will be removed from the screen.

3. Click *Cancel’ if you do not wish to delete the record.

16.6.4 Fund Codes
Note Only the User Representative has permission to perform this function.

This domain identifies land type, executive order and fund symbol code combinations. Values
for this domain should be modified only in conjunction with the LRAM/CBS Crosswalk table.

16.6.5 County Codes
Only the User Representative has permission to perform create or update functions.
1. Place the mouse pointer on the “Maintenance’ menu button.
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2. Select ‘General Maintenance’ then ‘County Codes’. Note that the “State’ defaults to the state
where your office is located, and that the counties in that state are automatically retrieved.
You may reselect the “State’ if desired.

CREATE RESET

County Code
State: |N\f vl
County Code: | Zone: | 'I
Description: |
Edit Delete [County [Sub-County | Description HZune'
|# | @ |oo1 | | CHURCHILL | 2
|# | @ |00 | | CLARK [ 1
| & | @ |oos | | DOUGLAS | 6

Figure 16-38: ‘County Code’ screen
Note Click on the underlined columns to sort those columns.

16.6.6 Create a County Code

1. Select “State’ from the pick list.
2. Enter ‘County.’

3. Enter *Description.’

4. Enter a ‘Zone’ number.
5

Click on the “‘Create’ button. A new screen appears showing the newly created County
Code.

CREATE RESET

County Code

State: [1yy +|
County Code: | Zonhe: |_;|

Description: |

[Edit |Delete [County [Sub-County| Description  [Zone |

& | & [oo0 | [ TEST CounTy | 8
| &£ | & |ooL | | CHURCHILL | 2
# | @ |oo3 | | cLark [ 1

Figure 16-39: County Code Screen showing newly created County Code
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16.6.7 Update County Codes

1. Click on the Edit icon for the desired description entry. A new screen appears.

. Create Sub-County RESET

County Code

State: |N\f v!
County Code: iEIDEI

Description: [TEST COUNTY

Figure 16-40: County Codes screen after clicking on the ‘Edit” icon
2. Modify *State’, ‘County’, *Zone’, and/or “Description’ data.
Note The ‘Reset’ button returns you to the previous screen.
3. Click ‘Update’. A new screen appears showing the updated record.

CREATE RESET

County Code

State: |NV vI
County Code: |
Description: |
|Edit [Delete [County [Sub-County | Description [Zone
| & | ™ |ooo | | TEST COUNTY MODIFIED | 1
| | @ | oo1 | | CHURCHILL [ 2
|# | & | ooz | | cLark [ 1

Figure 16-41: County Code Screen showing updated data

16.6.8 Delete a County Code

1. If you select the Delete icon, a window appears asking ‘Delete the Selected Record?’
2. Click *OK” if you want to delete the record and the record will be removed from the screen.

3. Click “Cancel’ if you do not wish to delete the record.

16.6.9 Create a Sub County

1. On the County Code screen, click on the Edit icon for the desired description entry.

2. A new screen appears.
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3. Click on “Create Sub-County’. A new screen appears.

CREATE RESET

Sub-County Code

State: MY Parent County: 00D0-TEST COUNTY MODIFIED

Sub-County Code: iDDD Zone: I 'I
Description: |
@belete [County ISub-Enuntgl Description lzone
[ & [ooo | | TEST COUNTY MODIFIED | 1
[# ] & (oo | | CHURCHILL [ =

Figure 16-42: Sub-County Code Screen
Enter ‘Sub-County Code’. Code must begin with the first three digits of the county code.
Enter *Description.’
Enter a ‘Zone’ number.

N o g &

Click on the “‘Create’ button. A new screen appears showing the newly created County
Code.

CREATE RESET

Sub-County Code

State: [Ny =]  parent County: 000-TEST COUNTY MODIFIED

Sub-County Code: I Zone: | 'l
Description: |
|Edit |Delete County |Sub-County | Description !ZDE I
|# | ™ [ooo | | TEST COUNTY MODIFIED [1
[# | ® [0 | ooo: | SUB COUNTY OF TEST COUNTY | 8
[& | @ [oo1 | | cHURCHILL [ 2

Figure 16-43: Sub-County Code Screen with Sub County shown

The sub-county now appears as a “regular” county on the ‘County Code’ screen and may be
edited or deleted using the appropriate icons.

CREATE RESET

County Code
State: INV vl
County Code: | Zone: | 'I
Description: |
|Edit [Delete [County [Sub-County | Description [2one
|# | @ [om | | TEST COUNTY MODIFIED e
| # | W | ooo | noo1 | SUB COUNTY OF TEST COUNTY | &
[ # [om | [ CHURCHILL [ 2

Figure 16-44: County Code Screen with Sub County shown

16-22



16.7 Billing Association Transfer

Transferring a billing association to another office does NOT transfer the authorizations. Moving
an association to another office lets that office send out bills for the authorizations in the
association. While another office can create bills for the authorizations in the transferred
association, authorization data can only be changed in the office where the authorizations reside.

1. Place the mouse pointer on the “Maintenance’ menu button.

2. Select “Maintain Office’, then “Billing Association Transfer.’

SEARCH COMFPLETE TRANSFER

Billing Association Transfer

Billing Association: |N,-"A vi
Case Type: [—

Transfer to:

Office: | vl

Authorization:

Senal # | Auth Type Office |Case Type I(:ust:nmer IEffecﬁue |E§|:_|iraﬁon !Auﬂ'l Status |Delehed

[ | | | | |

Figure 16-45: Billing Associations Transfer Screen

Select a “Billing Association.’
To see the authorizations linked with the association, click on “Search.’

Select an ‘Office’ to which to transfer the association.

o o &~ w

Click on ‘Complete Transfer’. A warning message appears.

SEARCH COMPLETE TRANSFER.

Billing Association Transfer

Billing Association: IAMOCO FIFELIME 0 - LI

Transfer to:

Microsoft Internet Explorer | x|

<z ‘fou are about ko transfer the Billing Association for the Selected Authorizationgs)
\..‘/ to the Mew Office in the Transfer to section,
‘Would you like to continue?

|auth Status Deleted
[acTIVE

OF I Cancel | |ETI\_:"E

[acTIvVE

Figure 16-46: Billing Associations Transfer Warning Message
7. Click *OK’ to close the message. A confirmation message appears.

8. Click *OK’ to close the confirmation message.
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Appendix 1 Communication Site Authorizations

Communication site cases in LRAM are automatically linked to the matching communication
site worksheet for that case serial number and billing year in the Communication Site Worksheet
application. When the communication site worksheet status is set to “Verified” LRAM retrieves
the annual rental amount and stores it in the appraisal amount field on the Authorization
Schedule. The date the worksheet was verified is stored in the worksheet verified field. All
amounts retrieved from the Communication Site Worksheet application are assumed to be full
year amounts so the appraisal type field is always set to yearly.

Billing Schedule

Serial #: AZA 011702 Office: AT Schedule # 1
Bill Gode: ! ADVANCE vi Special Bill Gode: !FORCED BILL j
Schedule Cyele: I‘] YEAR vl

Authorization Schedule: NEW SCHEDULE
[Edit [Delete [Copy | Land | Oty | Units | Begin | End | Rate | Type | &mount | Worksheet verified
|# | @ | B | nrFo |01 | AcRES | 112004 | 12612004 | APPRAISAL | YEARLY | $284324 | 09262006 032057 |
Basic Schedule: NEW SCHEDULE
[Edit Delete| Land | Gty | Units | Begin | End |  Rate | Amount |

| # | | nFo | 011 | ACRES | 12006 | 12412006 | APPRAISAL 4354524

Figure App 1: Billing Schedule screen for communication site case

Appendix 1.1  How the Communication Site Appraisal Amount Update Works
Each fall, the Communication Site Worksheet application copies each previous year’s
worksheets to create a new worksheet for the current billing year. Once available, the
communication site worksheet is updated as appropriate and the rental is calculated using the
current year’s communication site rate schedule. When the user is satisfied that the worksheet is
complete and the rental calculation correct, the user changes the communication site worksheet’s
status to “Verified..”

Each night, LRAM checks the Communication Site Worksheet application for worksheets with a
status of “Verified.” The first time it finds a worksheet for the same billing year as the ‘Begin’
date in the LRAM “Basic Schedule’ screen; LRAM retrieves the annual rental amount and stores
it in LRAM along with the “verified date.”

When a communication site worksheet rental amount is retrieved, LRAM automatically updates
the “Authorization Schedule’ AND the ‘Basic Schedule’ screens.
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Authorization Schedule Updates

There is no longer an “appraisal expiration” date stored in LRAM for communication site cases.
The date that is important to LRAM is when the communication site worksheet was verified in
the Communication Site Worksheet application.

Rate Information:
Linear Schedule Rate: APPRAISAL Appraisal Type: YEARLY
Appraisal: $3,843 24 Worksheet verified: 152672006 03:29.57

Figure App 2: Rate section of the ‘Authorization Schedule’ screen
e ‘Appraisal’ field is set to the rental amount retrieved from the communication site worksheet
e “Worksheet verified’ field is set to the verification date of the communication site worksheet
e ‘Type’ field is set to Yearly
Basic Schedule Updates

Appraisal amount is updated with billing amount retrieved from the communication site
worksheet.

Appendix 1.2  Entering a New Authorization in LRAM

Follow the steps for creating a new authorization detailed in Chapter 7: Creating a New
Authorization. When you get to the steps related to creating the Authorization and Basic
Schedules:

1. Click the ‘New Schedule’ button in the Authorization Information section of the
‘Authorization Summary’ screen.

The Begin date in the Authorization Schedule automatically defaults to the Effective date on
the Authorization Information screen. If a verified worksheet already exists for the Effective
date’s year, the data for that year is retrieved from the Communication Site Worksheet
application.

CREATE CANCEL

Authorization Schedule

Serial #: AZA (11702

Land Information:
Office: AZ320 Land:  IMFORMATION

Usage Information:
Quantity: 111

Units: | ACRES =
Beginc [9/25/2008 | S
End: [a74/2007 |

Rate Information:
Linear Schedule Rate: APPRAISAL Appraisal Type: YEARLY
Appraisal: 13,843 24 Worksheet verified: 05262006 05:29:57

Microsoft Internet Explorer

! E Information has been retrieved fram the Comm. Site application. Please press Create/Update b save It

Figure App 3: Communication site data retrieved message

If the above message appears, click OK to continue.
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2. Enter the next billing dates in Begin and End dates in the Authorization Schedule.

All communication site bills are due on January 1st. The dates should be from 1/1/yyyy to
12/311yyyy.

Make sure the Begin date year is for the appropriate billing year. For example, if you are
entering a case in 2006 and the next billing date is in 2007, enter these dates: 1/1/2007 and
12/31/2007.

Authorization Schedule

Serial £ AZA (11702

Land Information:
Office: AZ320 Land: [NFORMATION

Usage Information:
Quantity: 1111

Units: [ACRES 7]
Begin: [1 /12007 oA
End: [12/31/2007 | S

Rate Information:
Linear Schedule Rate: APPRAISAL Appraisal Type: YEARLY
Appraisal: 33,843 24 Worksheet verified: 05262006 08:29:57

Figure App 4: Authorization Schedule for a new authorization with an existing communication site worksheet

In the picture above, there was a 2006 verified worksheet. The data was retrieved when
the Authorization Schedule screen was accessed. Despite appearances, LRAM will not
use the 2006 data for the 2007 dates. LRAM must retrieve the 2007 data before a bill is

processed.

If no worksheet exists, the appraisal field will be zero and the Worksheet verified field
will be set to the authorization’s effective date. See picture below.

Authorization Schedule

Serial # A28 011702
Land Information:
Office: AZ320 Land: |MFORMATION

Usage Information:
Quantity: 1.11

Units: [ACRES -
Begin- [Jo/o5/2001 | S
End: [g04/2000 | e

Rate Information:
Linear Schedule Rate: APPRAISAL Appraisal Type: YEARLY
fppraisal: 30.00 Worksheet verified: 09725/2007 00:00:00

Figure App 5: Authorization Schedule for a new authorization without an existing communication site
worksheet

3. Click the “Create button.



4. Click edit icon in the Billing Schedule section. The Billing Schedule screen appears. If a
verified worksheet exists, the rate information is updated. If there is no verified worksheet, a
message appears telling you to check the Communication Site Worksheet application. If the
dates in the Authorization Schedule are prior to 2003 or not for the upcoming billing year
(i.e., 2008 when the billing year is 2007) no attempt is made to retrieve a worksheet.

Microsoft Internet Explorer icrosoft Internet Explorer x|
1 E Mo Verified Warksheet is available. Please check the Comm. Site application, ! E The appraisal information has been updated from the Camm. Site Application
-

Figure App 6: LRAM messages about communication site worksheets
If a message box appears, click Ok to close it.

If the billing dates in the Basic Schedule are not correct, update them. Click the edit icon in
the Basic Schedule section. The Basic Schedule screen appears.

7. Change the Begin and End dates as needed. Click Update to save your changes. The Billing
Schedule screen appears and in most cases a message box appears as well. If a verified
worksheet exists, the rate information is updated and a confirmation message appears. If
there is no verified worksheet for the billing year, a warning message appears.

8. If a message box appears, click Ok to close it.

Appendix 1.3  Updating the Billing (Basic) Schedule Dates

Communication site billing schedules should always be set with a Begin date to 1/1/yyyy and
End date of 12/31/yyyy. The only time a change is required is for expiring cases where the End
date needs to be set to the expiration date.

e |f acase is expiring, on the Basic Schedule screen, change the End date to match the case’s
expiration date.

e If the case is expiring but in the process of renewal you can bill to 12/31 if you change the
‘Authorization Status’ field on the ‘Authorization Information” screen to APA.

Appendix 1.4  What to Do If the Communication Site Worksheet Rental Changes
If the communication site worksheet’s verification date is different, LRAM retrieves the new
worksheet data automatically during overnight processing.

Important Note about the Communication Site Worksheet application

You cannot change any data on a communication site worksheet if it has been verified. In the
Communication Site Worksheet application, you must change the Verification Code from
Verified to Unverified and save. This removes the verification date. If the worksheet rental
amount changed make sure you return the worksheet to Verified status.
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' [—— ' P 1 1

Appraisal Override Reast Microsoft Internet Explorer %]

Save Entry in | E You must change the status to Unwerified to make any changes to the worksheet, .
. Highest walue use

Highest 1alue use WESTERN WIRELESS

WESTERN WIRELESS

Highest Value Use % 3,311.39 Total of 2% [$0.00 Total |3 3,311.39 Highest Yalue Use |5 3,311.59 Tot

Verification Gode |\/eriﬁed -l Verfication Date | 2006-06-15 12:05:15.0
CALCULATE RENTAL | SAvEws | ReseTw Verification Gode I Unverified :I'

Figure App 7: Communication Site Worksheet application — changing a Verified worksheet

Make the changes to the worksheet and then change the code back to Verified and save. This
puts in a new verification date.

Highest value uze

WESTERN WIRELESS
Highest Yalue Use |5 79477 Total of 25% % 000

Verification Code I‘-..-"eriﬂed 'I Yerfication Date | 2006-06-13 121243.0

‘Figure App 8: Verification Code’ field on a communication site worksheet

When LRAM is looking for updates, it compares the verification date it has to the verification
date in the Communication Site Worksheet application, if the communication site worksheet has
a newer date, LRAM retrieves the data. If the dates in LRAM and the Communication Site
Worksheet application are the same, nothing happens.

Getting communication site worksheet updates immediately in LRAM

If you are ready to process a bill and do not want to wait for the overnight processing, after un-
verifying, updating and re-verifying the communication worksheet:

Microsoft Internet Explorer x|

1 "_\ The appraisal information has been updated from the Comm. Site Application
L

Figure App 9: Communication site data updated message

(See page 6-8 for detailed steps on getting to the “Billing Schedule screen).

e Click Ok to close the message box. Verify new amount appears in the Authorization
Schedule and Basic Schedule sections of the screen.

If the update message does not appear, check the Communication Site Worksheet application
to be sure the worksheet’s verification date has been changed.

Appendix 1.5  Special Handling for Rental Amounts of $100 or LESS
Communication sites should only be billed for a one year period. If the communication site rental
is $100 or less, LRAM automatically creates a bill for FIVE years rather than one. To prevent
this from happening:
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Go to the ‘Billing Schedule’ screen for the authorization. (See page 6-8 for detailed steps on
getting to the ‘Billing Schedule screen).

From the ‘Special Bill Code’ field, select “NO 5YR ROLLUP.”
Click the ‘Update’ button to save.
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