Long Distance Authorization Code Template Instructions

1. In order to upload your information into our Netplus billing system, we are requesting that you fill the form out electronically and send it back to us as an email attachment.

2. The Agency/division code that you provide on your spreadsheets, will be the division that the long distance usage bills under on your invoice.  

3. In the Billing Telephone Number (BTN) column, you have room for 12 characters.  Please exclude hyphens.  

4. In the Authorization code column, you have room for 7 characters.  If you represent a state agency, the code will have your agency number followed by 4 characters.  For political subdivisions, the TEXAN telephone number administrator has assigned a 3 digit number to be used, and you have designated the last 4 digits.  On the spreadsheet the authorization code would look like 999xxxx. Each authorization code needs to be unique.  DIR encourages agencies to assign individual authorization codes. This number will no longer print on the invoice.
5. In the authorization code ID column, you have room for 14 characters.  You can use this field for a person’s name or for a job function.  Each authorization code ID needs to be unique. This will print on the invoice.  Please be sure that you will be able to use the authorization code ID to identify a particular person or a department.  For security reasons, DIR does not maintain a list of these numbers.

6. In the print instead column, you have room for 14 characters.  You can use a persons name, a section name or division name.  This will print on the invoice. Please use all caps.

7. If you have multiple authorization codes under one billing telephone number, you will list the billing telephone number for each of the authorization codes.  For example, BTN 512-463-7800 has 3 authorization codes assigned under it. Your spreadsheet could look like this:

BTN (WP)

auth code (NP)
auth code id (WP)
print instead (WP) 

512-463-7800

3131234

Orders rep 1

Solutions

512-463-7800

3132345

Orders rep 2

Solutions

512-463-7800

3133456

Orders rep 3

Solutions

WP = will print on invoice

NP = will not print on invoice

FTP information:  For customers who in addition to their printed invoice receive an FTP feed, the authorization code ID and the telephone number will be the only way to identify your authorization code users.

Once we receive your spreadsheet electronically, DIR will purge your existing records and upload your new information.

