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Section 1: VzCost Overview
Section 1.1: Foreword
The VzCost system is used to calculate and present Verizon’s cost of products and services to the 
regulators of specific jurisdictions. The system is an Internet based proprietary system that is 
intended to be used solely by authorized users in the course of legitimate corporate business. 
Users are monitored to the extent necessary to properly administer the system, to identify 
unauthorized users or users operating beyond their proper authority, and to investigate improper 
access or use. By accessing the VzCost system, the user is consenting to this monitoring.

All illustrations and screen shots contained within this documentation are for illustrative purposes 
only. The data shown within these illustrations and screen shots should not be considered accurate 
as it was derived for the sole purpose of illustrating this documentation.
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Section 1.2: Adobe Acrobat Reader
The Acrobat Reader by Adobe Systems, version 4.0 or newer, is required so that the user can view 
document sets and reports. Versions older than version 4.0 will not work with the VzCost system. 
To find out what version of Adobe Acrobat is functioning on the user’s computer, the user should 
open Adobe Acrobat, click ‘Help’ in the Menu Bar, and choose the ‘About Adobe Acrobat’ 
option. The user may obtain a new copy or update an older version of the Adobe Acrobat Reader 
for free by downloading the software from http://www.adobe.com/acrobat. An example of a 
report viewed in the Adobe Acrobat Reader version 5.0 is shown below. To download and install 
this software, the user will need to have administrative rights on the computer being used. If the 
user does not have such rights, then someone with those rights must be located before this 
software can be installed or upgraded.

http://www.adobe.com/acrobat
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Section 1.3: Data Flow
The data flow within VzCost contains two categories. These categories are data and calculations. 
A basic overview of how data flows between these two categories is shown and described below.

• Material files and other network data are fed into the Element Calculator in order to receive 
the Unloaded Total Element data.

• The Unloaded Total Element data is fed into the Element Loader in order to receive the 
Loaded Total Element data.

• The Loaded Total Element data is used to create BC Families that are used in BC runs.
• The results of the BC runs, also known as the BCs, are fed into the Coster in order to receive 

the Product Costs.
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Section 1.4: Basic Process Flow
The chart shown below provides a logical overview of the VzCost process flow that a user would 
follow if a cost study or a filing was being created. There will also be other process flows in the 
VzCost system that are based on other needs. However, cost studies and filings are the most 
commonly utilized functions of the VzCost system and thus, are the processes demonstrated in 
this chart.
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Section 1.5: Approval Process within VzCost
Many of the modules in the VzCost system have ‘Change Status’ screens. The following chart 
shows the process by which a new item with an ‘In Progress’ status can ultimately be approved 
for use in a cost study or a filing.
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Data loadings follow an approval process illustrated in the top part of the chart below. Reports 
follow an approval process illustrated in the bottom part of the chart below.
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Section 1.6: Calculation Engine Business Rules
There are rules that the VzCost calculation engine uses in the calculation of data. In this 
subsection, these rules are explained in detail.

Calculations may be performed at three geography levels. These geography levels are the 
jurisdictional level, the wire center level, and the switch level. Before any calculations may be 
performed all data must be converted to the level of data at which the calculations are going to be 
performed.

The chart above shows the following for each level:
• Switch Level: A study can be created at this level or aggregated to either a wire center or a 

jurisdictional level.
• Wire Center Level: A study can be run at this level or aggregated to the jurisdictional level.
• Jurisdiction Level: A study can be run at this level.

If data is only calculated at the jurisdictional level, studies can be run at the wire center or switch 
level, but it will assume the same data for all wire centers or switches. If data is calculated at the 
wire center level, it will be assumed to be the same for all switches or switch level studies.
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Section 1.6.1: Basic Math Rules

Addition and Subtraction
In order for addition or subtraction to actually be performed the two numbers being added or 
subtracted must both have either the same account number or match because neither has an 
account number. They must also have either the same direct or shared designation or match 
because neither has a direct or shared designation. If they do not match, both numbers will be kept 
but not consolidated. In the event that one number has an account number associated with it but 
the other number does not, both numbers will be kept but not consolidated and an exception will 
be reported in the message center at the time of the run as described in the message center 
subsection of this document. The two charts shown below contain supporting sample data.
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Multiplication and Division
In order for multiplication to be performed the two values being multiplied or divided must both 
have the same account number or one of them may have no account number. The two values 
being multiplied or divided must also have the same direct or shared status or one of them may 
have no direct or shared status. If the two numbers cannot be multiplied or divided, then those 
numbers will be dropped. In the event that a number is dropped, an exception will be reported in 
the message center at the time of the run as described in the message center subsection of this 
document. The two charts shown below contain supporting sample data.
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Section 1.6.2: Null Value Math Rules
For each data source there will be a list of valid elements on which formulas can be built. For 
data tables this will be the item table list. For studies it will be the formula ids that are listed in 
the template. Although this is the master list the user will not always find a record for each 
element in each wire center or switch. However, each record that does exist must be complete 
and thus, the value column may not be null. Missing records in source data for an investment 
indicates that there is no capability for that investment. For example if a given wire center has 
no loop investment records for poles, then the entire wire center will be using buried cable. 
Thus, the wire center will have no aerial facilities or poles. The goal of calculating with null 
values is to simulate a zero record, allowing the user to write a single formula that can be used 
across multiple wire centers. For example if the user wanted to calculate the total NID 
investment, the following formula could be written. Notice that, in any wire centers where 
everything is underground there would be null values for the aerial variables, 
B_DISTNIDAER and R_DISTNIDAER.

Assume that the following equation is the equation for total NID investment:
NID = B_DISTNIDAER + B_DISTNIDBUR + R_DISTNIDAER + R_DISTNIDBUR.

For any wire centers that do not have any aerial facilities, this formula effectively becomes:
NID = B_DISTNIDBUR + R_DISTNIDBUR
and an exception would be reported in the message center at the time any run is completed as 
described in the message center subsection of this document.
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Arithmetic with Nulls
Addition or subtraction of a value and a null value yields the original value. Multiplication or 
division of a value by a null value yields a null value. Examples of arithmetic with nulls are 
shown in the chart below.
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Section 1.7: Custom Cost Functions
The custom functions that are listed in the figure shown below are used in formulas when the user 
is developing either basic components or cost templates. These custom functions are accessible

when the user is either creating a 
new formula or editing an existing 
formula. The ‘Formula ID’ column 
on the left side of the figure 
displays the actual VzCost formula 
identifier for each custom function. 
The ‘Formula Name’ column on 
the right side of the figure shows 
the formula name for the custom 
function and in some cases, a brief 
description of that function. Some 
of these functions are automatically 
used when applying the custom 
cost function to an investment that 
develops both the capital and the 
expense costs. However, a user may 
also use some of those custom 
functions individually to identify 
specific portions of the total cost. 
The selection of tables for formula 
building is explained in more detail 
in the ‘BC’ and ‘Cost Template’ 
sections of this document. Please 
note that, while these custom 
functions can be included in either 
BC or cost template development, 
certain functions will only operate 
in the running of a cost template.
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The remainder of this subsection contains examples of how the custom functions are applied. 
Each example shows an initial formula as it would appear in either a BC or a cost template. The 
‘Formula’ column shows an example of how the custom formula should be written. The second 
part of each example shows the output results as it would look in a study run from running the BC 
or cost template.

Abs (Arg1) - This function returns the absolute value of an argument.

ApplyExpense (Arg1, Arg2) - This function multiplies Arg1 by Arg2 using the direct and shared 
component of Arg2.
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Cost(Arg1) - This function, when applied against an element, returns either a monthly or an 
annual capital and expense cost.

GetInflationFactor (Arg1, first year, study period) - This function returns the cumulative 
inflation factor for Arg1 based on the first year of the study and the study period. An inflation 
factor is calculated for each account in Arg1.

In the example above the inflation factors for those accounts were all zero and therefore the factor was one.
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If (Expression, IfTrue, IfFalse) - If the expression compares two constants (For example: 
Cost_Of_Money = 1) then it simply returns the corresponding element in the ifTrue or ifFalse 
portion of the function. If the expression, however, compares two elements then the calc engine 
loops through the elements evaluating each account’s direct/shared value for its truth. It then 
returns the portion of the appropriate element that has the corresponding account’s direct/shared 
status. If either the IfTrue or IfFalse is a constant it will create an element that contains the 
account’s direct/shared status with the constant value.

IfGreaterThan0(Arg1) - In this function, if Arg1>0 then Arg1 is true, otherwise the result will 
be equal to zero.
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Increment(Arg1, Constant) - This function will increment Arg1 by the value of the constant.

MatchAccount(Arg1,Arg2) - This function returns all accounts in Arg1 that match Arg2. The 
system returns only the portion of Arg2 that has accounts that are part of Arg1. For example, if 
Arg1 is an investment with only one account, and Arg2 is the capital factor that has data for all 
accounts, it will return just the capital factors for the matching investment account. The example 
below will return the depreciation factor (Capital.DEPR) by account for the element 
Tot_2_Wire_Lp_Inv_D.

PercentToKeep(Arg1) - This function returns a result equal to (1 - Arg1). For example, if Arg1= 
.95, the result returned will be .05.

PositivesOnly(Arg1) - If Arg1 is positive then the result will return Arg1, but if Arg1 is negative, 
then the result returns zero.
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Total(Arg1) - This function instructs the calc engine to total the direct, shared, and account 
components of elements in Arg1. This function is equivalent to the following formula: 
TotalAccount(TotalDirectShared(Arg1)).

TotalAccount(Arg1) - This function will total out direct and shared data, leaving only the 
account values.

TotalDirectShared(Arg1) - This function will total out accounts, leaving only the direct and 
shared values.

Truncate(Arg1, Integer) - This function truncates (shortens) Arg1 to the number of decimal 
places specified by the integer number.
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Section 1.8: Temporary Status
Status levels provide the user with a status designation for each item that may be created in a 
VzCost run. However, for an item to be assigned a ‘Temporary’ status, the user must have exited 
that item without either saving, cancelling, or in some cases running that item. For example, this 
may happen if the user was in the middle of working on an item, such as a cost template, and gets 
kicked out of the system for remaining idle too long. When the user logs back into the system, the 
item will have been automatically stored in a temporary status. In the figure below, a temporary 
cost template is highlighted on the ‘Cost Templates’ page. The user may choose to either continue 
working with or delete the temporary item. Notice that there is also another cost template with the 
same name on this screen. In this example, this happened because the template was saved at some 
point. Then, at a later time, the user went in to edit the template. When editing the template, the 
user never saved or cancelled the work before exiting the template. Thus, both the saved copy and 
the temporary copy are available.

Section 1.9: Prior to Accessing VzCost
A user name and a password are required before a user may have access to the VzCost system. To 
obtain a user name and password, the user must contact the VzCost System Administrator. The 
VzCost System Administrator has the ability to assign and revoke access as needed.
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Section 2: System Access
Section 2.1: Browser Requirements
The VzCost system is a web based system that was designed to be accessed with Microsoft’s 
Internet Explorer web browser version 5.5 or newer. Below is an example of an Internet Explorer 
screen with the ‘Help’ menu open.
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Users attempting to access the VzCost system with other web browsers or with older versions of 
Internet Explorer will experience compatibility problems. To locate what version of Internet 
Explorer is functioning on the user’s computer, 
Internet Explorer should already be open and 
the user should click ‘Help’ in the menu bar. 
Once the help menu has opened, the user 
should choose the ‘About Internet Explorer’ 
option. When this option has been selected, an 
‘About Internet Explorer’ dialog box, similar 
to the one shown at the right, will appear on the 
screen. If the user does not have Internet 
Explorer version 5.5 or newer and wants to 
download the software, the user can do so by 
going to the Internet Explorer Home Page on 
the Internet. To install a new version of Internet 
Explorer, the user will either need 
administrative rights on the computer being 
used or the user will need to get assistance from someone else that has such rights. The user will 
not be able to use the ‘Standard Buttons’ toolbar in Internet 
Explorer. Amongst other buttons, this toolbar includes the ‘Back’, 
‘Forward’, and ‘Refresh’ buttons, which are also shown at the 
right. These buttons will not work with VzCost and thus, will cause problems for the user.

Section 2.2: Accessing the VzCost System
To access the VzCost system, the user must have either an Internet connection or a connection to 
Verizon’s Wide Area Network (WAN). The URL address which provides access to the system is 
http://www.verizon.com/vzcost/. This address can be accessed using a web browser as described 
in Section 2.1. Users accessing through the Internet will be required to go through a firewall for 
authentication before gaining access to the system.

http://www.microsoft.com/windows/ie/default.asp
http://www.verizon.com/vzcost/
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Section 2.3: The Proprietary System Statement
Prior to logging in, the user is shown the proprietary system statement, also known as either a 
privacy statement or a confidentiality statement. The user is prompted to either consent to the 
terms of the proprietary system statement or cancel. If the user decides to cancel, the ‘Cancel’ 
button ( ) is pressed and the user will not be allowed to proceed to the login screen. If 
the user accepts the terms of the privacy statement, the ‘I Consent’ button ( ) is 
pressed and the system routes the user to the ‘Login Screen’.
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Section 2.4: Login to VzCost
Upon consenting to the proprietary system statement, the ‘Login’ screen (shown below) will 
appear. To login, the user identifies a user name and password and then either clicks on the button 
( ) to the right of the password field or presses enter. If the user does not have a user name and 
password, the user should request access as described in the ‘Prior to Accessing VzCost’ 
subsection. Please note that the user name must always be in lower case. The password must have 
a minimum of eight characters that contains at least one uppercase alpha character, at least one 
lower case alpha character, at least one number character, and at least one special character. In 
some versions of Microsoft Windows, the computer’s operating system will ask the user if it 
should remember the password so that the user will not have to type it again in the future. For 
security reasons, the suggested answer to this question is ‘No’.
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Section 2.5: Expired Passwords
The first time that a new user logs on to the VzCost system, that user’s password will already be 
expired. Beyond that, passwords in the VzCost system will continue to expire every 90 days. If a 
user logs on to the VzCost system with an expired password, the system will require the user to 
change the password and the screen shown below will be displayed immediately after the ‘Login’ 
screen.

All passwords in the VzCost system must contain a minimum of eight total characters with at 
least one lowercase, one uppercase, one numeric, and one special character. This screen has four 
fields on it, one of which is populated by the system. The other three fields must be filled out for a 
password change to be accepted.
• The ‘Login ID’ field is the location where the system automatically populates the user’s vz id. 

All Verizon employees have been assigned a vz id which begins with a lowercase v followed 
by six numbers. For example, v111111 may be a user’s vz id. For assistance with vz id 
assignments, the user should contact a supervisor because the vz id is an id used throughout 
the company and thus, is not specific to VzCost.

• The ‘Old Password’ field is the location where the user will enter the old password that is 
being replaced.

• The ‘New Password’ field is the location where the user will enter the new password that is 
replacing the previous password.

• The ‘Confirm New Password’ field is the location where the user will enter the new password 
for a second time, thus confirming that no mistake was made in the process of entering the 
new password.
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Once the user has filled out all four fields, the user may press the ‘Save’ button ( ), 
thus saving the new password, sending the user to the VzCost home page, and completing the 
login process. In this case, the ‘Cancel’ button ( ) is disabled because the user’s 
password must be changed before the system will allow the user to login. If the user does press the 
‘Save’ button ( ) and an error exists on the page, a warning will be given to the user, as 
shown below, and the user will have to try again.
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Section 3: The Home Page
Section 3.1: Home Page Basics
After logging into the VzCost system and agreeing to the terms of the proprietary system 
statement, the user is brought to the ‘VzCost Home Page’. The ‘Home Page’ is the primary page 
for navigation through the VzCost system. An example of the ‘Home Page’ is shown below.

The ‘Home Page’ is split into nine sections. Those sections, which serve as the entry points for the 
VzCost domains, will be described in detail in the sections to follow. An overview of each of the 
eight sections begins on the next page.
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Section 3.2: Sections on the Home Page
1. Elements:

This VzCost component is split into two subsections.
• Element Calculator Runs: This option allows the user to create new, edit, delete, run, or 

change the status of an element calculator run. An element calculator run will create 
unloaded total elements for use in element loading runs.

• Element Loading Runs: This option allows the user to create new, edit, rename, delete, 
run, or change the status of an element loading run. It also allows the user to view results 
from completed element loading runs. An element loading run will generate the loaded 
total elements. Please notice that at least one element calculator run must be completed 
and approved before the user can complete an element loading run.
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2. Basic Components (BCs):
At least one element loading run must be completed and approved before the user can 
complete a BC Run. This VzCost component is split into two subsections.
• BC Families: This option allows the user to create new, edit, copy, delete, or change the 

status of a BC family. It also allows the user to start a new BC run without exiting to the 
Home Page. BC families contain the formulas that allow the user to run multiple BCs with 
one set of inputs.

• BC Runs: This option allows the user to create new, edit, rename, delete, run, view results 
of, or change the status of a BC Run. A BC run will calculate the values for the BCs.
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3. Capital:
This VzCost component is split into two subsections.
• Capital Factor Templates: This option allows the user to create new, edit, copy, delete, 

create capital factor runs from, or change the status of capital factor templates. A capital 
factor template is a set of formulas that are used to calculate capital factors.

• Capital Factor Runs: This option allows the user to create new, edit, rename, delete, run, or 
change the status of a capital factor run. It also allows the user to view the results of a 
completed capital factor run. Capital factors are calculated by the VzCost calc engine.

4. Expenses:
This VzCost component is split into two subsections.
• Expense Factor Templates: This option allows the user to create new, edit, copy, delete, 

create expense factor runs from, or change the status of expense factor templates. An 
expense factor template is a set of formulas that are used to calculate expense factors.

• Expense Factor Runs: This option allows the user to create new, edit, rename, delete, run, 
or change the status of an expense factor run. It also allows the user to view the results of 
a completed expense factor run. Expense factors are calculated by the VzCost calc engine.
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5. The Coster Module:
At least one BC family and one BC run must be completed and approved before the user can 
effectively use all of the functions in the coster module. This VzCost component is split into 
four subsections.
• Filings: This option allows Project Managers to create new filings, edit existing filings, 

delete filings, view dependent data connected with filings, and mark filings as filed within 
the VzCost system.

• Cost Templates: This option allows the user to create new, edit, copy, delete, create cost 
studies from, or change the status of cost templates. A cost template is a set of formulas 
that are used to calculate cost. Each cost template will only contain formulas for one single 
product.

• Cost Studies: This option allows the user to create cost studies, edit cost studies that have 
not been approved or filed, delete cost studies that have not been approved or filed, run 
cost studies, view results of cost studies that have been run, and change the status of cost 
studies. Two cost study types can be created. These types are standalone studies and 
studies for a filing.

• Document Sets: This option allows the user to create new, edit, delete, copy, run, view, or 
change the status of documents sets for filings or for cost studies. When the user selects 
run, document sets are saved in PDF format for use with the Adobe Acrobat Reader. All 
document sets correspond with a specific cost study or filing.
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6. Analysis:
This VzCost component is split into five subsections.
• Reports: This option allows the user to run standalone reports using report templates that 

have been created and set up by Crystal Reports developers. Crystal Reports is a software 
package, separate from VzCost, which is used to create report templates and query files 
that are accessible through report management piece of the VzCost interface.

• Sensitivity Analyses: This option allows the user to create new, delete, and view results of 
sensitivity analyses by changing selected inputs.

• Comparison Analyses: This option allows the user to create new, edit existing, and delete 
existing comparison analyses. The user can also click on the compare button to run a 
specific analysis. Thus, a user can compare two result sets such as BC runs or cost studies.

• What-If BC Runs: This option allows the user to create new, edit, delete, run, or view the 
results of a what-if. The what-if is based on a copy of the user’s BC run results. That copy 
is generated by the system when the user creates a new what-if.

• What-If Cost Studies: This option allows the user to create new, edit, delete, run, or view 
the results of a what-if. The what-if is based on a copy of a cost study. That copy is 
generated by the system when the user creates a new what-if.
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7. Data:
This VzCost component is split into two subsections.
• Data Browser: This option allows the user to view any approved data version by using a 

query builder that allows for the filtering of data. This feature is open to all analysts.
• Saved Queries: This option allows the user to create new queries by directing the user to 

the data browser described above. The user may also view a saved query by pressing the 
‘Edit’ button ( ), delete a saved query with the ‘Delete’ button ( ), 
or go directly to the results of a saved query by pressing the ‘Run’ button ( ).
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8. Admin:
This VzCost component is split into four subsections.
• Data Management: This option allows the user to create new, view, copy, edit, approve, 

unapprove, and delete data tables. The user also has a Microsoft Excel template available 
for use with data in CSV files. Only data tables with an ‘in progress’ status may be edited 
or deleted and only data tables for which the user is a designated data owner will be 
visible. Users who are not data owners will not have access to the data management link.

• File Management: This option allows the user to upload, delete, and preview files that are 
separate from the VzCost system. Only the data owner can delete an uploaded file and a 
file cannot be previewed until after it has been uploaded into VzCost.

• Report Management: This option allows the user to create new, edit, delete, run, and 
approve report templates. Access to this function will be limited to authorized users only. 
Before a new report template may be created, a Crystal Reports developer must have 
created and saved a report in Crystal Reports. That report will then be uploaded into the 
system as a step in the report template creation process. RPT will always be the file type 
for a Crystal Report. Only reports with an ‘in progress’ status may be edited or deleted.

• User Administration: This restricted option is only accessible by system administrators.
• Job Administration: This restricted option is only accessible by system administrators.
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9. Tool Box:
This VzCost component is split into four subsections.
• Message Center: This option takes the user to the message center which displays the status 

of any runs and will automatically refresh periodically. The user should watch the status 
field in the message center until the run has either failed or completed. Then, in most 
cases, the user can click on the job name in the job description field to view either the 
failure error or the completed results. To delete a message, the user will put a check mark 
in the box at the right of the ‘Job Completed’ field for the message to be deleted and then 
the user will press the ‘Delete’ button ( ) at the bottom of the page.

• Change Password: This option allows the user to change or modify their password for the 
VzCost system.

• Help: This option takes the user to the online help file for the VzCost system.
• Exit VzCost: This option logs the user out of the VzCost system, sending the user back to 

the login page.
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Section 4: Recurring Functions
Section 4.1: The VzCost Toolbar
At the top left of the ‘Home Page’ is the VzCost logo and the VzCost toolbar. All of the items 
listed in this paragraph will be present on every page within the VzCost system. The figure below 
shows the top left part of the ‘Home Page’. The VzCost toolbar is visible within the figure.

The VzCost toolbar provides the following four functions for the user:
1. The button indicated by an icon that resembles a house will navigate the user directly 

to the VzCost Home Page.
2. The button indicated by an icon that resembles a piece of paper will navigate the 

user to the Message Center. When a message is waiting, this icon will appear with an 
exclamation point in the center of it. Use this option to either go to the Message Center or to 
refresh the Message Center when waiting for the results of a run. If the user does not use this 
button to refresh the Message Center, then the system will automatically do so periodically.

3. The button indicated by an icon that resembles a question mark will provide the user 
with online help related to the specific page that is currently being accessed.

4. The button indicated by the words ‘EXIT VZCOST’ will log the user out of the 
VzCost system, sending the user back to the proprietary system statement page. Once this has 
been accomplished, the user may exit Internet Explorer by clicking ‘File’ in the Menu Bar, 
and choosing the ‘Close’ option.
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Section 4.2: Filters
Most sections of the VzCost system start with a screen similar to the example shown below which 
was copied from the expense factor runs subsection in the expenses section of the VzCost system. 
On such screens, the filters will always be on the left side and by default, all items owned by the 
current user will be shown in the list on the right side. However, if the user does not own any 
items, then the filter will default to all users’ items. When using a filter, the system remembers the 
filter settings until the user either returns to the home page or logs out of the system. The user can 
use filters to sort through the data by either limiting or expanding a search as needed.

The following are some common filters that are available within VzCost. Each VzCost section 
will have different filters available and thus, no single section that will have all of the filters.

To help with the search, multiple filters can be chosen simultaneously. Depending on which filters 
are chosen, the user will either have to type the criteria directly into the appropriate field or use a 
drop down menu. To use a drop down menu, press the button ( ) at the right side of the 
appropriate field and then click on the desired selection. After selecting the needed search criteria, 
the user will click on the ‘Filter’ button ( ) at the bottom, left of the screen. All 
information meeting the selected criteria will be displayed on the screen.

• Created After (Date) • Owner
• Created Before (Date) • Product
• Domain • Status
• File Description • Table
• Filing • Table Name
• Jurisdiction • Type
• Name • Version Description
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Section 4.3: Multiple Selections
In the VzCost system, the user may choose to make multiple selections to expedite the completion 
of certain processes. To make multiple selections on a screen, the user will need to click on the 
first item to select it. Next the user will have two options.
1. If the user is attempting to select multiple items that are grouped together, then the user will 

press and hold the shift key on the keyboard and then click on the last item to be selected. 
Thus, the two items that were clicked and all items between them will be highlighted.

2. If the user is attempting to select multiple items that are not grouped together, then the user 
will press and holf the ctrl key on the keyboard and then click on each subsequent item to be 
selected, one at a time. Thus, all of the items that have been selected will be individually 
highlighted.

Once the correct selections have been made, the user may press the appropriate button at the 
bottom of the screen to continue. Please note that the available buttons are determined by the last 
item that the user clicked on. Therefore, even if several of the user’s items are selected, if the user 
clicked on another user’s item last, then the delete button ( ) will not be active.

The multiple selection function is available for copying templates, deleting templates, deleting 
studies, or deleting multiple formulas from a template. With that said, if the user makes multiple
selections and then attempts to access a function other 
than the copy or delete functions, the system will 
provide the user with the error message shown at the 
right. This message lets the user know that the chosen 
function is not compatible with the multiple selection 
function. Thus, the user will then need to press the ‘OK’ 
button ( ) to continue.
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If the user is clicking on multiple items, then the buttons at the bottom of the screen will be active 
for the last item that the user clicked on. In the example on the previous page, all except for one of 
the items selected was owned by another user. Thus, when the user presses the ‘Delete’ button 
( ), only one item is deleted. Error messages are shown for the other five items. An 
example of this is shown in the example below. The user will also receive an error message if an 
item to be deleted has been associated with a study or a filing because the screen that allows users 
to delete an item with all related dependencies is not available for multiple selections.

Please be advised that the arrow keys on the keyboard are functional for the user when the user 
selects multiple selections that are grouped together. In other words, the user may click only on 
the first item, press and hold the shift button, and then use either the up or down arrow key to 
expand the list of selection. However, if the user does this, the buttons that are active will be 
determined by the first item because that item is the only item that was clicked on. For example, 
the user may click on another user’s item and then press the down arrow key three times to 
highlight three of the user’s own items. All four of these items will be selected but the ‘Delete’ 
button ( ) will not be active because the first item selected belongs to another user.
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Section 5: Elements

Elements represent the starting point for the process of creating cost studies and filings in VzCost. 
The elements section of VzCost is divided into two functional areas, element calculator runs and 
element loading runs.
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Section 5.1: Element Calculator Runs
A completed element calculator run will provide the user with unloaded total elements. Element 
loading runs cannot be completed until unloaded total elements have been created by the element 
calculator and then approved by an authorized user. Click on the ‘Element Calculator Runs’ link 
on the ‘VzCost Home Page’ to bring up the ‘Element Calculator Runs’ screen which is shown 
below.

Filters may be used, as described in section 4.4, to limit or expand the list of element calculator 
runs that are displayed on the screen. All element calculator runs that meet the filtered criteria will 
be displayed on the screen.
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Section 5.1.1: Creating a New Element Calculator Run
To create a new element calculator run, the user will press the 'New' button ( ) on the 
‘Element Calculator Runs’ screen. The ‘Element Calculator Selection’ screen loads into memory. 
An example of this screen is shown below.

As before, filters may be used, as described in section 4.4, to limit or expand the list of element 
calculator runs that are displayed on the screen. All element calculator runs that meet the filtered 
criteria will be displayed on the screen. When the desired element calculator is shown on the 
screen, the user should click on that calculator to highlight it and then press the 'Select' button 
( ) at the bottom of the screen. To return to the previous screen without making a 
selection, the user should press the 'Cancel' button ( ) at the bottom of the screen.



Section 5 Elements

Page 42 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 5.1.1

In this example, the loop investment calculator was chosen and the screen shown below was 
loaded into memory.

In the top portion of this screen, the user will provide both, a name for the study and a brief 
description of the study. Next, the user will select a jurisdiction by pressing the button ( ) to the 
right of the field and choosing an option from the drop down menu. The element calculator field 
cannot be changed from its current setting because this field was populated by the system earlier, 
when the user selected an element calculator. Once the top portion of the screen has been filled 
out, the user will need to complete the bottom portion of the screen. To accomplish this, the user 
will press the ‘Select’ button ( ) at the top right of the ‘Data Versions’ box. Please 
notice that, if the top part of the screen has not been completed and the user presses this button, 
the user will receive an error message.
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The ‘Data Versions Selection’ page, shown below, is loaded up.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
will select one item for each of the categories except for the ‘Run Name’ category which is 
automatically populated by the system. The data versions will be automatically filtered for the 
selected jurisdiction. Once selections have been made in all of the fields, the user will press the 
'OK' button ( ) and the system will save the selections, returning the user to the 
previous screen. Alternatively, pressing the 'Cancel' button ( ) will return the user to 
the previous screen disregarding any changes that have been made.



Section 5 Elements

Page 44 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 5.1.1

The selections made on the ‘Data Versions Selection’ screen are now displayed on the screen 
shown below. If the user presses the ‘Run’ button ( ) and the information on this page 
is incomplete, the system will show a warning message at the bottom of the screen. In the 
example below, the warning message is displayed because the ‘Loop_Demand’ data version has 
not been populated, thus causing the error.
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If this screen has been completely populated, and thus, no errors exist, the user will have three 
options available.
1. Press the ‘Run’ ( ) button to start the element calculator. This will navigate the 

user to the message center, described in section 13.1 of this document, where the user will 
wait for the run to show a status of either failed or completed. Please notice that element cal-
culator run results cannot be viewed from the message center. The user will have to go to the 
data management section of VzCost to view the results.

2. Press the ‘Save’ button ( ) to save the settings that have been selected and return to 
the ‘Element Calculator Runs’ screen without completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all settings that have been selected and 
return to the ‘Element Calculator Runs’ screen.
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Section 5.1.2: Editing an Element Calculator Run
Use filters, described in section 4.4, to limit or expand the list of element calculator runs that are 
displayed on the screen. All element calculator runs that meet the filtered criteria will be 
displayed on the screen. Once the correct element calculator run has been located, the user will 
click on it. As shown below, the run will be highlighted. If the user is not the data owner or 
originator of the element calculator run selected, then the edit, delete, and run buttons will be 
disabled. If the user is the data owner and the run has been previously completed, run will be the 
only disabled button; however, if the user saved the run prior to completion, no buttons will be 
disabled. To edit an element calculator run, press the ‘Edit’ button ( ) at the bottom of 
the screen.
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The ‘Edit Element Calculator’ screen is loaded. An example of this screen is shown at the bottom 
of this page. Even if the element calculator has already been run, the system will allow the user to 
edit the run. The system allows this because, if the user chooses to run the edited element 
calculator run, the results of the edit run will be contained within a new data version in the data 
management section of VzCost while the previous results will also remain as a previous data 
version.

In the top portion of the screen the user may not edit any of the fields. In the bottom portion of the 
screen, if the data versions need to be edited, the user will press the ‘Select’ button ( ) 
at the top right of the ‘Data Versions’ box.
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The ‘Data Versions Selection’ page, shown below, is loaded.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
may edit any or all of the selections except for the ‘Run Name’ category which is automatically 
populated by the system. The data versions have been automatically filtered for the selected 
jurisdiction. Once the selections have been edited, the user may press the 'OK' button 
( ) and the system will save the selections and return the user to the previous screen. 
Alternatively, pressing the 'Cancel' button ( ) will return the user to the previous 
screen disregarding any changes that have been made.
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Once the ‘Data Versions Selection’ screen has been edited, the user is returned to the screen 
shown above. The user will now have three options available.
1. Press the ‘Run’ ( ) button to start the element calculator. This will navigate the 

user to the message center, described in section 13.1 of this document, where the user will 
wait for the run to either fail or be completed. Notice that element calculator run results cannot 
be viewed from the message center. The user will have to go to the data management section 
of VzCost to view the results.

2. Press the ‘Save’ button ( ) to save the settings that have been selected and return to 
the ‘Element Calculator Runs’ screen without completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all settings that have been selected and 
return to the ‘Element Calculator Runs’ screen.
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Section 5.1.3: Viewing the Inputs of an Element Calculator Run
The user may use filters, as described in section 4.4, to limit or expand the list of element 
calculator runs that are displayed on the screen. All element calculator runs that meet the filtered 
criteria will be displayed on the screen. As shown below, the user will click on the correct run to 
highlight it. To view the inputs that have been selected for the element calculator run, the user will 
press the ‘View’ button ( ).
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Once the ‘View’ button ( ) has been pressed, the ‘View Element Calculator Run’ 
screen loads up as shown below. On this screen, the user may view the data versions or any of the 
other inputs that was selected for this element calculator run.

When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘Element Calculator Runs’ screen.
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Section 5.1.4: Deleting an Element Calculator Run
To delete an element calculator run, the user will use filters, as described in section 4.4, to limit or 
expand the list of element calculator runs that are displayed on the screen. All element calculator 
runs that meet the filtered criteria will be displayed on the screen. As shown below, the user will 
click on the correct run to highlight it.

Next, the user will press the ‘Delete’ button 
( ). Before deleting the run, the system will 
prompt for confirmation, as shown at the right, and the 
user will either press the ‘OK’ button ( ) to 
complete the deletion or the ‘Cancel’ button 
( ) to disregard the deletion request. After 
one of the two buttons has been pressed, the user will be 
returned to the ‘Element Calculator Runs’ screen.
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Section 5.1.5: Running a Saved Element Calculator Run
When the element calculator run was first created, if the user pressed the ‘Save’ button 
( ) to save the information rather than pressing the ‘Run’ button ( ) to 
complete the element calculator run, then the user may use this function to complete the saved 
element calculator run. To run a previously saved element calculator run, the user will use filters, 
(described in section 4.4) as needed to locate the correct run. Once that run has been located, the 
user will click on that run to highlight it and press the ‘Run’ button ( ) to run the study. 
If the run was incomplete when it was saved, the system will supply a warning message similar to 
the one shown below in the example below.

Otherwise, pressing this button will navigate the user to the message center, described in section 
13.1 of this document, where the user will wait for a message that the run has either failed or was 
completed. The ‘Run’ button ( ) will not be available for any run other than a saved 
study that has not been previously run. Notice that element calculator run results cannot be 
viewed from the message center. The user will have to go to the data management section of 
VzCost to view the results.
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Section 5.1.6: Changing the Status of an Element Calculator Run
Element calculator runs may only be approved in the data management section of VzCost. 
However, a run with in progress status may not be viewed by other users. Therefore, the change 
status function in this subsection will only allow other users to see that a run that has not been 
approved has been completed. This will help keep users from creating duplicate runs. To change 
the status of an element calculator run, the user will use filters, as described in section 4.4, to 
locate the correct run, click on that run to highlight it, and then press the ‘Change Status’ button 
( ). Once the button has been pressed, if there is any problem with the run, as shown in 
the example below, an error message will be displayed at the bottom of the screen.

If there are no problems with the run, then the user will be shown a reminder message. This 
message tells the user that, while changing the status of the run will make the run visible to other 
users, the results will not be available to those users until the data has been approved in the 
elements table in the data management section of VzCost. The user will need to press the ‘OK’ 
button ( ) to continue.
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The ‘Change Status’ screen looks like the ‘Edit Element Calculator Run’ screen with two 
differences. First, the top part of the page has a ‘Status’ field where the build status may be 
changed. Second, the ‘Select’ button ( ) has been removed from the bottom part of the 
page because no editing is available on this page.

To change an element calculator run’s status, the user will choose from the ‘Status’ field drop 
down menu by pressing the button ( ) at the right of the field and then clicking on one of the 
menu options. In this case, when changing the status, there will be several options to choose from. 
Below is a description of those options:

1. In Progress: This is the default status setting and thus, the user will not be able to change 
the status to this level. In progress items can only be seen by the data owner.

2. Completed: Completed items can be seen by anyone but are not awaiting approval.
3. Submitted: Submitted items can be seen by anyone and are awaiting approval.
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Section 5.1.7: Viewing Dependents of an Element Calculator Run
The ‘View Dependents’ button ( ) on the ‘Element Calculator Runs’ screen will allow 
the user to see the entire chain of data associated with a run. It does this by allowing the user to 
navigate from one object to the next so that related dependencies can be viewed. In using this 
function, filters may be used as described in section 4.4 to limit or expand the list of runs 
displayed on the screen. All runs meeting the filtered criteria will be displayed on the screen. To 
continue, the user should select the needed run and then press the ‘View Dependents’ button 
( ) at the bottom of the screen.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected element calculator run, thus locking it. Any 
items in this window will need to be deleted before the element calculator run can be deleted. The 
bottom window shows the user items that the selected element calculator run is using. These items 
are locked and thus, can not be deleted until the element calculator run has been deleted. Once the 
element calculator run has been marked final, all data shown in this chain will be locked, and thus, 
unable to be edited or deleted. When the user is done with this screen, the ‘Close’ button 
( ) at the bottom of the screen should be pressed.
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Section 5.1.8: Approving an Element Calculator Run
The results of an element calculator run, known as unloaded total elements, will be selectable as 
one of the data version fields in an element loading run. However, before the unloaded total 
elements can appear in an element loading run, the unloaded total elements must be approved.

To approve unloaded total elements, a user will click the ‘Data Management’ link on the ‘Home 
Page’. Please notice that access to the data management section is restricted. If a user needs 
access to this section and does not have it, that user should contact the system administrator. 
Furthermore, a run may only be approved by a user with appropriate security clearance and no 
user may approve his/her own unloaded total elements under any circumstances.
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The ‘Data Management’ page loads up and the user will need to use the ‘Table’ filter to choose 
elements from the drop down menu. To access that drop down menu, the user should press the 
button ( ) at the right side of the field. Once the elements table has been chosen, the user will
click the ‘Filter’ button ( ) to run the 
filter. Next, the user will select an item from the 
list, thus highlighting it, and then press the 
‘Approve’ button ( ) to approve that 
item. An example of this is shown below. Next, as 
shown at the right, the system will prompt the user 
to confirm that the set of unloaded total elements 
should be approved. At this point, the user will 
either press the ‘OK’ button ( ) to complete the approval or press the ‘Cancel’ button 
( ) to disregard the approval request. If the user would like to view the unloaded total 
elements prior to completing the approval, that user should use the ‘View’ button ( ) as 
explained in section 12.1.2.
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Section 5.2: Element Loading Runs
A completed element loading run will provide the user with elements for use in creating BCs. 
However, unloaded total elements that are created by an element calculator run must be approved 
by an authorized user before an element loading run can be completed. Click on the ‘Element 
Loading Runs’ link on the ‘VzCost Home Page’ to bring up the ‘Element Loadings’ screen which 
is shown below.

Filters may be used, as described in section 4.4, to limit or expand the list of element loading runs 
that are displayed on the screen. All element loading runs that meet the filtered criteria will be 
displayed on the screen.
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Section 5.2.1: Creating a New Element Loading Run
To create a new element loading run, the user will press the 'New' button ( ) on the 
‘Element Loadings’ screen. The ‘Elements Loadings Selection’ screen loads into memory. An 
example of this screen is shown below.

As before, filters may be used, as described in section 4.4, to limit or expand the list of templates 
that are displayed on the screen. These templates are preloaded and thus, only the system 
administrator may create them. When the desired template is shown on the screen, the user should 
click on that loading to highlight it and then press the ‘Select’ button ( ) at the bottom 
of the screen. To return to the previous screen without making a selection, the user should press 
the ‘Cancel’ button ( ) at the bottom of the screen.
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Once the user makes a selection, the ‘New Element Loadings’ screen, shown below, will load up.

In the top portion of this screen, the user will provide both, a name for the run and a brief 
description of the run. Next, the user will select a jurisdiction by pressing the button ( ) to the 
right of the field and choosing an option from the drop down menu. The ‘Element Loadings’ field 
cannot be changed from its current setting because this field was populated by the system earlier, 
when the user selected an element loading. Once the top portion of the screen has been filled out, 
the user will need to complete the bottom portion of the screen. To accomplish this, the user will 
press the ‘Select’ button ( ) at the top right of the ‘Data Versions’ box.
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The ‘Data Versions Selection’ page, shown below, is loaded up.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
will select one item for each of the categories except for the ‘Run Name’ category which is 
automatically populated by the system. The data versions will be automatically filtered for the 
selected jurisdiction. It is important to note that data from the element calculator is required on 
this screen. Thus, if the data from the earlier element calculator run has not been approved, then 
no data will be available in one or more of the fields on this page and the user will not be able to 
complete this page. Once selections have been made in all of the fields, the user will press the 
'OK' button ( ) and the system will save the selections, returning the user to the 
previous screen. Alternatively, pressing the 'Cancel' button ( ) will return the user to 
the previous screen disregarding any changes that have been made.
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The selections made on the ‘Data Versions Selection’ screen will be populated as shown on the 
screen shown above. Once the screen has been completely populated, the user will have three 
options available.
1. Press the ‘Run’ ( ) button to complete the element loading run. This will navigate 

the user to the message center, described in section 13.1 of this document, where the user will 
wait for the run to supply a message that it has either failed or was completed. The results of 
this run may be viewed either from the message center by clicking on the link that will be 
active in the ‘Job Description’ column once the run is complete or by using the ‘View Results’ 
button ( ) on the ‘Element Loadings’ screen as described in section 5.2.5.

2. Press the ‘Save’ button ( ) to save the settings that have been selected and return to 
the ‘Element Loadings’ screen without completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all settings that have been selected and 
return to the ‘Element Loadings’ screen.
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Section 5.2.2: Editing an Element Loading Run
Filters may be used, as described in section 4.4, to locate the run if needed and then the user will 
click on that run. As shown below, the run will be highlighted. If the user is not the data owner or 
originator of the element loading run selected then the edit, rename, delete, and run buttons will 
be disabled. Otherwise, either run will be the only disabled button if the run has already been 
completed, or view results will be the only disabled button if the run was saved prior to 
completion. To edit an element loading run, press the ‘Edit’ button ( ) located at the 
bottom of the screen.
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The ‘Edit Element Loadings’ screen is loaded. An example of this screen is shown below. If the 
element loadings have already been run, the system will warn the user that the results from the
previous run could be lost as a 
consequence of editing this data. An 
example of this warning message is 
shown at the right. If the user press the 
‘OK’ button ( ), then the 
system will allow the user to continue. 
However, if the user runs the new data 
or saves any new changes, then data 
from the previous run will be lost 
because it will be replaced by the new data. However, if the user presses the ‘Cancel’ button 
( ) instead, then the request will be cancelled and the system will take the user back to 
the previous screen.

In the top portion of the screen the user may edit the name and the description of the run. In the 
bottom portion of the screen, if the data versions need to be edited, the user will press the ‘Select’ 
button ( ) at the top right of the ‘Data Versions’ box.
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The ‘Data Versions Selection’ page, shown below, is loaded.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
may edit any or all of the selections except for the ‘Run Name’ category which is automatically 
populated by the system. The data versions have been automatically filtered for the selected 
jurisdiction. Once the selections have been edited, the user may press the 'OK' button 
( ) and the system will save the selections and return the user to the previous screen. 
Alternatively, pressing the 'Cancel' button ( ) will return the user to the previous 
screen disregarding any changes that have been made.
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Once the ‘Data Versions Selection’ screen has been edited, the user is returned to the screen 
shown above. The user will now have three options available.
1. Press the ‘Run’ ( ) button to complete the element loading run. This will navigate 

the user to the message center, described in section 13.1 of this document, where the user will 
wait for the run to supply a message that the run has either failed or was completed. The 
results of this run may be viewed either from the message center by clicking on the link that 
will be active in the ‘Job Description’ column once the run is complete or by using the ‘View 
Results’ button ( ) on the ‘Element Loadings’ screen as described in section 5.2.5.

2. Press the ‘Save’ button ( ) to save the settings that have been selected and return to 
the ‘Element Loadings’ screen without completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all settings that have been selected and 
return to the ‘Element Loadings’ screen.
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Section 5.2.3: Viewing the Inputs of an Element Loading Run
The user may use filters, as described in section 4.4, to limit or expand the list of element loading 
runs that are displayed on the screen. All element loading runs that meet the filtered criteria will 
be displayed on the screen. As shown below, the user will click on the correct run to highlight it. 
To view the inputs that have been selected for the element loading run, the user will press the 
‘View’ button ( ).
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Once the ‘View’ button ( ) has been pressed, the ‘View Element Loading Run’ screen 
loads up as shown below. On this screen, the user may view the data versions or any of the other 
inputs that were selected for this element loading run.

When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘Element Loading Runs’ screen.
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Section 5.2.4: Renaming an Element Loading Run
To rename an element loading run, the user will use filters, as described in section 4.4, to locate 
the correct run on the ‘Element Loadings’ screen. As shown below, the user will click on that run 
to highlight it and then press the ‘Rename’ button ( ).

The rename function will only be available to the person who created the element loading run, 
also known as the data owner. If a renamed run was used in another area or another run in VzCost 
prior to the name change, the name change will filter through the system to all areas and runs that 
are affected. VzCost can do this because, although the name has changed, the run has not changed 
and VzCost tracks the run itself, not the run’s name. Please notice that the run may not be 
renamed if it has already been designated as either final or final and filed.
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Once the user has pressed the ‘Rename’ button ( ), the ‘Rename Element Loading 
Run’ screen, shown below, will load up.

This screen allows the user to change both the name and the description of the run. Once the 
appropriate changes have been made, the user will have two choices.
1. Press the ‘Save’ button ( ) to save the new name and description.

2. Press the ‘Cancel’ button ( ) to disregard all changes and return to the ‘Element 
Loadings’ screen.
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Section 5.2.5: Deleting an Element Loading Run
To delete an element loading run, the user will use filters, as described in section 4.4, to locate the 
correct run on the ‘Element Loadings’ screen. As shown below, the user will click on that run to 
highlight it.

Next, the user will press the ‘Delete’ button 
( ). Before deleting the run, the system will 
prompt for confirmation, as shown at the right, and the 
user will either press the ‘OK’ button ( ) to 
complete the deletion or the ‘Cancel’ button 
( ) to disregard the deletion request. After 
one of the two buttons has been pressed, the user will be 
returned to the ‘Element Loadings’ screen.



Section 5 Elements

Page 74 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 5.2.6

Section 5.2.6: Running a Saved Element Loading Run
When the element loading run was first created, if the user pressed the ‘Save’ button 
( ) to save the information rather than pressing the ‘Run’ button ( ) to 
complete the element calculator run, then the user may use this function to complete the saved 
element calculator run.

To run a previously saved element loading run, the user will use filters, (described in section 4.4) 
as needed to locate the correct run, click on that run to highlight it, and press the ‘Run’ button 
( ). Note that this button will not be available for any run other than a saved run that 
has not been previously completed. This will navigate the user to the message center, described in 
section 13.1 of this document, where the user will wait for the run to supply a message that the run 
has either failed or was completed. The results of this run may be viewed either from the message 
center by clicking on the link that will be active in the ‘Job Description’ column once the run is 
complete or by using the ‘View Results’ button ( ) on the ‘Element Loadings’ screen 
as described in section 5.2.5.
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Section 5.2.7: Viewing the Results of an Element Loading Run

To view the results of an element loading run without navigating to the message center, the user 
should follow these steps:
• Navigate to the ‘Element Loadings’ screen as described at the beginning of section 5.2.
• Use filters if they are needed (described in section 4.4) to locate the correct run.
• As shown above, click on the correct run to highlight it.
• Press the ‘View Results’ button ( ).
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The ‘Element Loading Run Results’ screen, shown below, loads up. Notice that the three fields at 
the top of the page can not be modified.

There are six parts of the results page that are functional for the user. The first two are listed and 
described below. The remaining four are listed on the next two pages.
• Grid: The ‘Printable Grid’ button ( ) changes the grid in the bottom part of the 

screen into a printable version. This printable version shows all results completely, and thus 
has no scroll bars. This allows the user to easily print the result set. The ‘Functional Grid’ 
button ( ), will return the user from the printable screen to the functional screen. If 
the user tries to print from the functional grid, only those items shown on the screen will be 
printed. To print everything, the user would have to scroll down, using the scroll bars, and 
print many pages. Thus, the printable grid feature saves the user considerable amounts of time 
and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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• Download: The user may also press the ‘Download’ button ( ) which will 
download the data into a CSV file for the user to use with other applications or as needed. 
Once the button has been pressed, the ‘Download’ screen, shown below, will appear. The user 
should make sure that the ‘Save this file to disk’ radio button has been selected and then press 
the ‘OK’ button ( ). Alternatively, the user could press the cancel button 
( ) to disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the user will select where to save the file by 
using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the destination is achieved. Once the correct location has 
been found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back into the system later, the user 
must remove the header row from the file before uploading it back into the system.
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If any exceptions exist within the results of the element loading run, a link will appear at the top 
part of the screen, just below the ‘Jurisdiction’ field.
• Exceptions: A link to the exception log may or may not appear on the ‘Element Loading Run 

Results’ screen. If this link does appear, it will be located immediately below the 
‘Jurisdiction’ field in the top part of the page. This link appears if any of the exceptions that 
are described in the message center subsection of this document occur during the BC run. 
When the user clicks on this link, the screen shown below will load up. This screen provides 
the user with detailed information regarding the exceptions that have occurred.

If the user needs to sort the information before downloading the data or printing the data, the user 
will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information previously selected. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.

Finally when the user has finished using the ‘Element Loading Run Results’ screen, one more 
option will be available.
• Done: When the ‘Done’ button ( ) is pressed, the system will close the ‘Element 

Loading Run Results’ screen and return the user to the ‘Element Loadings’ screen.
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Section 5.2.8: Changing the Status of an Element Loading Run

To change the status of an element loading run, the user will use filters on the ‘Element Loadings’ 
screen, as described in section 4.4, to locate the correct run, click on that run to highlight it, and 
then press the ‘Change Status’ button ( ).
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The ‘Change Status’ page looks like the ‘View Element Loading Run’ screen with one difference. 
At the top part of the screen, a ‘Status’ field has been added.

To change an element loadings run’s status, the user will choose from the ‘Status’ field drop down 
menu by pressing the button ( ) and then clicking one of the menu options. When changing 
status, there may be up to seven options to choose from. Below is a description of those options:

1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 
Further explanation of this status type is available in section 1.7.

2. In Progress: In progress items can only be seen by the data owner.
3. Completed: Completed items can be seen by all users but have not yet been submitted for 

approval.
4. Submitted: Submitted items can be seen by anyone and are awaiting approval.
5. Approved: Approved items may now be used in other applicable sections of VzCost as 

needed. A run may only be approved by a user with appropriate security clearance. 
Furthermore, no user may approve his/her own run under any circumstances.

6. Final: Final items may not edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not edited 
further or deleted.
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Section 5.2.9: Viewing Dependents of an Element Loading Run
The ‘View Dependents’ button ( ) on the ‘Element Loading Runs’ screen will allow 
the user to see the entire chain of data associated with a run. It does this by allowing the user to 
navigate from one object to the next so that related dependencies can be viewed. In using this 
function, filters may be used as described in section 4.4 to limit or expand the list of runs 
displayed on the screen. All runs meeting the filtered criteria will be displayed on the screen. To 
continue, the user should select the needed run and then press the ‘View Dependents’ button 
( ) at the bottom of the screen.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected element loading run, thus locking it. Any items 
in this window will need to be deleted before the element loading run can be deleted. The bottom 
window shows the user items that the selected element loading run is using. These items are 
locked and thus, can not be deleted until the element loading run has been deleted. Once the 
element loading run has been marked final, all data shown in this chain will be locked, and thus, 
unable to be edited or deleted. When the user is done with this screen, the ‘Close’ button 
( ) at the bottom of the screen should be pressed.
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Section 6: Basic Components

Basic components (BCs), also referred to as the building blocks for costing, are divided into two 
functional areas in the VzCost system. Both of these areas, BC families and BC runs, may be 
accessed by clicking on the appropriate link from the home page as shown above.
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Section 6.1: BC Families
A BC family is a collection of BCs that allows a user to run multiple BCs with one set of inputs. 
BC families will be used in both BC runs and in cost templates within the VzCost system. BC 
families contain formulas only and thus, do not contain or calculate any results.

When the user clicks on the ‘BC Families’ link, the ‘BC Families’ screen loads up. On this page, 
filters may be used as described in section 4.4 to limit or expand the list of families that are 
displayed on the screen. All families that meet the filtered criteria will be displayed on the screen.
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Section 6.1.1: Creating a New BC Family
As shown below, to create a new BC family, the user will need to press the ‘New’ button 
( ) on the ‘BC Families’ screen. Once this button has been pressed, the ‘New BC 
Family’ screen will load up.
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The user will need to manually complete the ‘BC Family Name’ and the ‘Description’ fields. 
Please notice that the system will not allow the user to select data or formulas until the ‘BC 
Family Name’ and the ‘Description’ fields have been populated. Even though both of these fields 
are required, the description is for informational purposes only. The ‘Printable Grid’ button 
( ) at the top right corner of the page changes the grid in the bottom part of the screen 
into a printable version. This printable version shows all results from both, the ‘Data’ tab and 
‘Formula’ Tab, all on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ), will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on the 
screen will be printed. To print everything, the user would have to change tabs and, if needed, 
scroll down using scroll bars. Ultimately, the user would end up printing many pages. Thus, the 
printable grid feature saves the user considerable amounts of time and paper. Also located at the 
top right corner of the screen, the ‘Show Details’ button ( ) and ‘Hide Details’ button 
( ) will either show or hide the fields at the top of the page. The hide button is visible 
when the fields are shown. The show button is visible when the fields are hidden. By default, the 
new BC family will be applicable to all jurisdictions. If the user needs to limit the new BC family 
to specific jurisdictions, the user will need to click on the word ‘All’ which is located in the 
‘Applicable Jurisdictions’ field near the top of the page.
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If the user clicked on the word ‘All’ in the ‘Applicable Jurisdictions’ field, then the ‘Applicable 
Jurisdictions’ page will load up. An example of this page is shown below.

To select the applicable jurisdictions, the user will first need to change the radio buttons at the top 
of the screen from ‘All Jurisdictions’ to ‘Selected Jurisdictions’. Next, the user will click on a 
jurisdiction to be included and then press the arrow button ( ) at the center of the screen to 
include that jurisdiction in the list at the right of the screen. This step will be repeated until all of 
the needed jurisdictions have been included in the list at the right of the screen. When the user has 
finished, the ‘OK’ button ( ) will be pressed and the jurisdiction will be saved while 
the user is returned to the previous screen. If needed, the user may also press the ‘Cancel’ button 
( ) to disregard this information and return to the previous screen. If the user 
accidentally selected a wire center that should not have been selected, then the user may click on 
the box ( ) to the right of that item. The box will be located under a trashcan icon ( ). Once 
this is done, to complete the deletion, the user will click on the trashcan icon ( ). Please notice 
that this function is basically another form of filter and thus, is not an aggregation method.
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The window on this screen has two tabs. These tabs are labelled as ‘Data’ and ‘Formulas’. The 
next step for the user will be to make certain that the ‘Data’ tab is selected and then press the 
'Select' button ( ) at the bottom, left of the screen
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The ‘Data Sources’ page loads up. The user should select ‘Element Loadings’, ‘Data Tables’, or 
‘BC Families’ from the ‘Data Source Type’ field by pressing the button ( ) to the right of the 
field and clicking on the correct item. Please notice that items in the ‘Element Loadings’ table 
come directly from element loading runs. Once the data source type has been selected, the user 
may highlight items in the available data sources table on the left and move those items to the 
right column by pressing the arrow button ( ) between the two columns. To remove an item 
from the right column, click inside the box at the right of the item and then click on the trashcan 
icon ( ) above the checked box. Also, once an item has been moved to the right column an alias 
must be assigned before the system will allow the user to press the 'OK' button ( ) and 
continue.
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To use the data source name as the alias, the user should press the arrow button ( ) to the left of 
the ‘Alias’ field. The user may also type in a different alias name manually or use both options by 
pressing the arrow button ( ) and then adding to the text. In the example shown below, the user 
pressed the arrow button ( ) for both data sources and then removed the date reference for the 
loop alias while the demand alias was not modified. Please note that an alias cannot contain 
spaces or special characters with the exception of the underscore, which may be used.

Once the user has selected all needed data sources and assigned aliases to them, two options will 
be available. The user may press the 'OK' button ( ) to save the selections and return 
the user to the previous screen or the user may press the 'Cancel' button ( ) to disregard 
all changes and return the user to the previous screen.
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Notice that the information is now populated within the ‘Data’ tab.

If an item of data needs to be deleted, the user should click on that item to highlight it and then 
press the delete button ( ).
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Next the user will need to create formulas for the BC family. Thus, the user will click on the 
‘Formula’ tab and the screen shown below will appear.

To create the needed formulas, the user will press the ‘New (Insert)’ button ( ) at the 
bottom left side of the screen.
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The new BC formula screen loads up. The user will provide a ‘Formula Name’ which should be a 
descriptive name of the formula and a ‘Formula ID’ which should be an abbreviated name for the 
formula. Next, the user will select from the ‘Item Type’ drop down box by pressing the button 
( ) to the right of the field. There will be three item types available:
• Formulas – Formulas are the lists of formulas that have been previously created. If this is the 

first formula for the BC family than there will be no options available.
• Custom Formulas – Contains a list of functions that, when applied against a formula, will 

perform a pre-designed calculation. Some examples of custom formulas, just to list a few, are 
cost, total, total cost, total direct shared, and match account.

• All Others – These are all of the data sources that were selected earlier in the BC family 
creation. These would consist of either element loadings or data tables.
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On the screen shown below, the width of the columns in the window on the left are adjustable. By 
positioning the mouse in the header row, directly between the two columns until a bidirectional 
arrow appears, the user can stretch either the left or right window to view more of the data in the 
column. In the example shown below, the ‘Demand’ data table, previously selected as a data 
source, was the first item chosen from the ‘Item Type’ field. One at a time, the user highlighted 
‘Bus’ and ‘Res’ in the window on the left and moved them to the formula box on the right by 
clicking on the arrow button ( ) between the two columns. Next, the user chose the ‘Loop’ data 
table, previously selected as a data source, from the ‘Item Type’ field. Then the user highlighted 
‘B_DISTCOPAER’ and moved it into the formula box on the right. ‘BUS’ and ‘RES’ were then 
enclosed in a parenthesis and a plus sign was placed between them to indicate addition. Next, a 
slash was added to the right of the closing parenthesis but before the ‘B_DISTCOPAER’. This is 
just one example of the many formulas that can be built using these formulas in conjunction with 
arithmetical operations. Once the formula is complete, the user will press the ‘Validate’ button 
( ) to make certain that the syntax of the formula is mathematically correct. If the 
formula validates properly, the word ‘VALID’ will appear above the formula box. Please note that 
the validate function does not verify that the data in the formulas were chosen correctly. In the 
case shown below, an error was found because two slashes were used instead of one slash to 
indicate division.
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If the user is choosing from a large list of ‘Formula ID’s, the list can be filtered by typing 
characters of the formula id name in the ‘Filter Items’ box at the bottom of the screen and then 
pressing the ‘Filter’ button ( ). Pressing the ‘Reset’ button ( ) will remove 
all filters and restore the entire list.

Once the user has completed the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New BC Family’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the current 

formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It will appear in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New BC Family’ screen where the ‘Formula’ tab will remain 
active.
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The user may edit or delete a formula that has been created by clicking on that formula to 
highlight it and then pressing the ‘Edit’ button ( ) to edit the formula or pressing the 
‘Delete’ button ( ) to delete the formula. If certain formulas need to be grouped 
together, they may be moved up or down within the list. To accomplish this, the user should click 
on a formula to highlight it and then press either the ‘Move Up’ button ( ) or the 
‘Move Down’ button ( ) at the bottom of the screen. This may be continued until the 
highlighted formula has been successfully relocated to the correct location within the list.

Labels allow the user to separate multiple sets of formulas. To insert a label, press the ‘Insert 
Label’ button ( ). As shown below, when this button is pressed, the user will be 
prompted to enter a name for the label. The user may enter a name and then press the ‘OK’ button 
( ). The label name appears in the ‘Formula Name’ column. The move up and move 
down functions will allow the user to move the label as needed. The user may also press the 
‘Cancel’ button ( ) which will cancel the request to insert a label.
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As shown below, the label name appears in the ‘Formula Name’ column. The move up and move 
down functions, described earlier, will allow the user to move the label as needed.

The insert prompt function allows the user to add a prompt to the BC family. Rather than building 
a formula, a prompt will allow the user to select the specific investment value when the BC run is 
processed. This is useful in situations where the needed investment values may change 
periodically. To insert a prompt, the user will press the Insert Prompt’ button ( ).
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The ‘New Prompt’ screen, shown below, loads up. To create a prompt, the user will have two 
fields that will need to be populated on this screen. The ‘Prompt Name’ field is equivalent to the 
‘Formula Name’ field in the formula builder. The ‘Prompt ID’ field is equivalent to the ‘Formula 
ID’ field in the formula builder. When done, the user can press the ‘OK’ button ( ) 
which will save the prompt and return to the ‘New BC Family’ screen where the ‘Formula’ tab 
will remain active or the user can press the ‘Cancel’ button ( ) which will disregard 
everything on the current screen and return to the ‘New BC Family’ screen where the ‘Formula’ 
tab will remain active.
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The formula copy function that allows the user to copy a formula for use in a new formula. To use 
this function, the user will click on the formula to be copied and then press the ‘Copy’ button 
( ). Once the button is pressed, the ‘New BC Formula’ screen loads up with the 
‘Formula Name’ field, the ‘Formula ID’ field, and the formula box at the right of the screen 
already populated with the information from the original formula. The user must modify the two 
fields at the top of the page to make them different from the comparable fields in the formula that 
was originally copied. Next the user make any needed changes to the copied formula as described 
earlier in this subsection. If choosing from a large list of ‘Formula ID’s, the list can be filtered by 
typing characters of the formula id name in the ‘Filter Items’ box at the bottom of the screen and 
pressing the ‘Filter’ button ( ). Pressing the ‘Reset’ button ( ) will remove 
all filters and restore the entire list.
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Once the user has finished modifying the formula, the ‘Validate’ button ( ) will be 
pressed to make certain that the syntax of the formula is mathematically correct. If the formula 
validates properly, the word ‘VALID’ will appear above the formula box. Please note that the 
validate function does not verify that the data in the formulas were chosen correctly. If the user 
presses the ‘OK’ button ( ) to save the new formula and the fields at the top have not 
been modified, then the error message shown below will appear.

Once the user has made all of the needed modifications, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New BC Family’ screen, shown below, where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the current 

formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It will appear in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New BC Family’ screen, shown below, where the ‘Formula’ 
tab will remain active.
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The move function works similar to the move up/move down function described earlier. However, 
with the move function, the user will click on the formula to be moved. Then the user will select a 
formula name from the drop down box in the ‘Move Above’ field by pressing the button ( ) to 
the right of the field and making a selection. Finally, the user will press the ‘Move’ button 
( ) to move the selected formula above the formula named in the drop down box.

Now, assuming that the entire BC family is complete, the user will have two options.
• The user may press the ‘Save’ button ( ) to save the new BC family and return to 

the ‘BC Families’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘BC Families’ screen without saving anything.
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Section 6.1.2: Editing a BC Family
A BC family can not be edited if it has been used in a BC Run. To edit a BC family, the user will 
start by clicking on the family that needs to be edited, thus highlighting it, and then pressing the 
‘Edit’ button ( ) at the bottom of the screen.
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The ‘Edit BC Family’ screen loads up and the bottom window defaults to the ‘Data’ tab. Unless 
this run has been used elsewhere in the system, the user will be able to change any of the items at 
the top of the screen. Without changing tabs, the user will have two options available at the 
bottom left corner of the screen.
• The user may press the 'Select' button ( ) to change or update all items on the data 

sources page.
• The user may click on a particular data source shown in the list on this page, thus highlighting 

it, and then press the ‘Delete’ button ( ). By doing this, the user is deleting the data 
source that was highlighted. If a user deletes a data source by mistake, the ‘Cancel’ button 
( ) at the bottom, center of the page can be pressed to disregard all changes and to 
exit the edit function.
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If the 'Select' button ( ) was pressed, the ‘Data Sources’ page will load up. At this 
point, the user may make any desired changes to this page. For example, if so desired, the user 
may remove existing data sources, add new data sources, or change alias names. Once all of the 
required changes are complete, the user will press the 'OK' button ( ) to save the 
changes and return the user to the previous screen. Alternatively, pressing the 'Cancel' button 
( ) will disregard all changes and return the user to the previous screen.
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The ‘Edit BC Family’ screen loads up again with the ‘Data’ tab still selected. From this screen, 
the user can also click on the ‘Formulas’ tab as shown above.
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The user will have several options within this tab.
• The ‘New (Insert)’ button ( ) remains available in case the user wants to create 

new formulas in addition to the existing formulas, as described in section 6.1.1. If no formulas 
are highlighted when this button is pressed, then the new formula that will be created will 
appear at the bottom of the list of formulas on the ‘Edit BC Family’ screen. However, if the 
user highlights a formula before pressing the ‘New (Insert)’ button ( ), then the 
new formula that will be created will appear immediately above the formula that was 
highlighted on the ‘Edit BC Family’ screen.

• The user may edit a formula that has been created by clicking on that formula to highlight it 
and then pressing the ‘Edit’ button ( ).

• The user may delete a formula that has been created by clicking on that formula to highlight it 
and then pressing the ‘Delete’ button ( ). If a user deletes a formula by mistake, the 
‘Cancel’ button ( ) at the bottom, center of the page can be pressed to disregard all 
changes and exit the edit BC family function.

• The ‘Move Up’ button ( ) and the ‘Move Down’ button ( ) remain 
available, as described in section 6.1.1, in case the user needs them.

• The ‘Insert Label’ button ( ) remains available, as described in section 6.1.1.
• The Insert Prompt’ button ( ) remains available, as described in section 6.1.1, in 

case the user needs to select specific investment values at BC run time.
• The ‘Copy’ button ( ) remains available, allowing the user to copy an existing 

formula for use within a new formula as described in section 6.1.1.
• The ‘Move’ button ( ) remains available, as described in section 6.1.1.
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If the user chooses the ‘Edit’ button ( ) to edit a particular formula, then the ‘Edit BC 
Formula’ screen loads up. If needed, the user may change the two fields at the top of the screen, 
filter the formula IDs at the left, and make changes to the formula in the formula box on the right. 
If the user is choosing from a large list of ‘Formula ID’s at the left, the list can be filtered by 
typing characters of the formula id name in the ‘Filter Items’ box at the bottom of the screen and 
then pressing the ‘Filter’ button ( ). Pressing the ‘Reset’ button ( ) will 
remove all filters and restore the entire list. If changes were made to the formula box on the right, 
the user will need to press the ‘Validate’ button ( ) to make certain that the syntax of 
the formula is mathematically correct. If the formula validates properly, the word ‘VALID’ will 
appear above the formula box. Please note that the validate function does not verify that the data 
in the formulas were chosen correctly.

Once the user has finished editing the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘Edit BC Family’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the formula and 

reset the existing screen so that another formula can be created.
• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 

current screen and return to the ‘BC Family’ screen where the ‘Formula’ tab will remain 
active.



Section 6 Basic Components

Page 108 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 6.1.2

Once the user has returned to the ‘Edit BC Family’ screen, the user will have two options:
• The user may press the ‘Save’ button ( ) to save the BC family and return to the 

‘BC Families’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘BC Families’ screen without saving anything.
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Section 6.1.3: Viewing the Inputs of a BC family
The user may use filters, as described in section 4.4, to limit or expand the list of BC families that 
are displayed on the screen. All BC families that meet the filtered criteria will be displayed on the 
screen. As shown below, the user will click on the correct family to highlight it. To view the 
inputs that have been selected for the family, the user will press the ‘View’ button ( ).
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Once the ‘View’ button ( ) has been pressed, the ‘View BC Family’ screen loads up as 
shown below. On this screen, the user may view the data source information or the formulas that 
were selected for this BC family.

When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘BC Families’ screen.
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Section 6.1.4: Copying a BC Family
At some point in time a user may decide to copy a BC family. Usually this would be done under 
one of two scenarios.
1. The user will not be able to modify or delete a BC family if it has been used in either a BC run 

or in a cost template.
2. The user would like to edit another user’s BC family for whatever reason, which is not 

possible.
In both of these scenarios, the user could make a copy of the existing BC family. The user may 
use this copy as needed.

The user will click on the BC family which needs to be copied, thus highlighting it, and then click 
on the ‘Copy’ button ( ). Please notice that the system not only creates a copy of the 
family, but it also creates a new name by appending the words “CopyOf_” in front of the old BC 
family’s name. In the example shown above, the user would like to modify another user’s family. 
The user cannot do this so the user copies it instead. The user will be able to modify the copy as 
needed. If so desired, the user can edit the BC family’s name by using the edit function described 
in section 6.1.2.
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Section 6.1.5: Deleting a BC Family
If the user wishes to delete a BC family, that user should click on that family to highlight it. Next, 
the user should press the ‘Delete’ button ( ). If the user is not the data owner for either 
a cost template or a BC run that is associated with the BC family, then the family can not be 
deleted. An example of the message received when a BC family can not be deleted is shown 
below.

Before deleting a run, the system will prompt for 
confirmation, as shown at the right of this page. At 
this point, the user must either press the ‘OK’ button 
( ) to complete the deletion of the 
template or press the ‘Cancel’ button ( ) 
to completely disregard the deletion request. After 
one of the two buttons has been pressed, the user 
will be returned to the ‘BC Families’ screen.
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Please note that the BC family can not be deleted once if it has a status level of approved or 
higher. Also, if the user creates a BC run or a cost template using this family and neither the 
family or the BC run/cost template have a status level of approved or higher, then the user will 
have another option. Once the user presses the ‘OK’ button ( ) to complete the 
deletion of the family, the ‘Confirm Deletion of Dependencies’ screen, shown below, loads up.

The user will have two options on this screen.
1. The user may press the ‘Delete All’ button ( ) which will delete the template and 

all related dependencies. When this button is pressed, the system will ask the user to confirm 
that the chosen family and all related dependencies should be deleted.

2. The user may press the ‘Cancel’ button ( ) to cancel the deletion request and return 
to the ‘Capital Factor Templates’ screen.
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Section 6.1.6: Changing the Status of a BC Family
To change the status of a BC family, the user will click on a family to highlight it and then press 
the ‘Change Status’ button ( ). A screen that is very similar to the ‘Edit BC Family’ 
screen loads up.
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The difference between this screen and the ‘Edit BC Family’ screen is the ‘Status’ field on this 
screen which does not exist on the ‘Edit BC Family’ screen. The user may select from the drop 
down menu next to the ‘Status’ field by pressing the button ( ) at the right of the field.
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There may be up to seven options available for the user to choose from when changing status. 
Below is a description of each of these options:

1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 
Further explanation of this status type is available in section 1.7.

2. In Progress: In progress items can only be seen by the data owner. The data owner may use 
an ‘In Progress’ BC family in a BC run, but the status of the BC run will be locked to ‘In 
Progress’ and therefore hidden from other users because the BC run can not be set to a 
higher status level than the related BC family.

3. Completed: Completed items can be seen by all users but have not yet been submitted for 
approval. Users may use ‘Completed’ BC families in BC runs, but the status of the BC run 
will be locked to either ‘In Progress’ or ‘Completed’ and because the BC run can not be 
set to a higher status level than the related BC family.

4. Submitted: Submitted items can be seen by anyone and are awaiting approval. While these 
BC families await approval, they function the same as ‘Completed’ BC families, which 
are described in described above.

5. Approved: Approved items may now be used in other applicable sections of the VzCost 
system as needed. A BC family may not be selected as a part of a cost template until it has 
been approved. A BC run that is related to an approved BC family may not be selected as 
a part of a cost study until both, the related BC family has been chosen in the cost study’s 
cost template and the BC run has been approved. An item may only be approved by a user 
with appropriate security clearance. Furthermore, no user may approve his/her own item 
under any circumstances.

6. Final: Final items may not be edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not be 
edited further or deleted.

Once the user has changed the status, two options will be available at the bottom of the screen:
• The user may press the ‘Save’ button ( ) to save the BC family and return to the 

‘BC Families’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all changes and return to 

the ‘BC Families’ screen.
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Section 6.1.7: New Run
The ‘New Run’ button ( ) was designed as a bridging point between the BC families 
and BC runs sections in VzCost. Creating a BC run is the next step in VzCost after creating a BC 
family. This button links the user to the next step so that the user, if so desired, may avoid 
returning to the ‘Home Page’ prior to creating a BC run.
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The ‘New BC Run’ screen loads up and the user is ready to complete a new BC run as described 
in section 6.2.1 of this document.
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Please note that, if the user does not complete the run, then the ‘Save’ button ( ) may 
be used to save the BC run and route the user to the ‘BC Runs’ screen shown below. The user my 
also press the ‘Cancel’ button ( ), thus disregarding all entries on the page and 
returning the user to the ‘BC Families’ screen.
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Section 6.1.8: Viewing Dependents of a BC Family
The ‘View Dependents’ button ( ) on the ‘BC Families’ screen will allow the user to 
see the entire chain of data associated with the family. It does this by allowing the user to navigate 
from one object to the next so that related dependencies can be viewed. In using this function, 
filters may be used as described in section 4.4 to limit or expand the list of families displayed on 
the screen. All families meeting the filtered criteria will be displayed on the screen. To continue, 
the user should select the needed family and then press the ‘View Dependents’ button 
( ) at the bottom of the screen.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected BC family, thus locking it. Any items in this 
window will need to be deleted before the BC family can be deleted. The bottom window shows 
the user items that the selected BC family is using. These items are locked and thus, can not be 
deleted until this BC family has been deleted. Once the BC family has been marked final, all data 
shown in this chain will be locked, and thus, unable to be edited or deleted. When the user is done 
with this screen, the ‘Close’ button ( ) at the bottom of the screen should be pressed.
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Section 6.2: BC Runs
A BC run will calculate the results of the formulas contained in a BC family. An approved BC run 
will be required before the user may complete a cost study. This approved BC run must be related 
to an approved BC family because, in order for the BC run to be available for the cost study, the 
approved BC family must have been chosen in the cost study’s cost template. To enter the ‘BC 
Runs’ screen, the user will click on the ‘BC Runs’ link on the home page.

The ‘BC Runs’ screen is shown above. In the BC runs segment of VzCost, please notice that 
filters may be used as described in section 4.4 to limit or expand the list of BC runs that are 
displayed on the screen. All BC runs that meet the filtered criteria will be displayed on the screen.
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Section 6.2.1: Creating a New BC Run
To create a new BC run, the user will need to press the ‘New’ button ( ) located at the 
bottom of the ‘BC Runs’ screen. An example of this screen is shown below.
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Once the ‘New’ button ( ) has been pressed, the ‘Select BC Family to Run’ screen will 
load up. An example of the screen is shown below. The user will click on the appropriate family 
to highlight it and then press the ‘Select’ button ( ) at the bottom of the screen. By 
pressing the cancel button ( ), the user may also choose to return to the previous 
screen without saving any selections.
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Assuming that the user pressed the ‘Select’ button ( ), the ‘New BC Run’ screen will 
load up. The user will need to manually complete the ‘Name’ and the ‘Description’ fields. Even 
though both of these fields are required, the description field is for informational purposes only. 
The ‘BC Family’ field will be populated by the system based on information forwarded from the 
previous screen. Next, by pressing the button ( ) at the right of each field, the user will use drop 
down menus to populate the ‘Jurisdiction’, and ‘Geography Level’ fields. The system will not 
allow the user to select data or prompts until the top portion of the screen has been completed. 
Please notice that the prompts window, shown in the middle of the screen, may or may not be 
present on the ‘New BC Run’ screen. If a prompt was inserted in the formula tab when the user 
created the selected BC family, then this window will be present. Otherwise, the prompts window 
will not appear on this screen.
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In the example below, all of the fields in the top part of the screen have been completed. The user 
may choose to limit the run to a subset of specific jurisdictions. To do this, the user will press the 
‘Select Subset’ button ( ). This function allows the user to select a subset of wire 
centers for the run instead of using the entire jurisdiction.
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To select a subset of wire centers, the user will first need to change the radio button selection at 
the top of the screen from ‘All Wire Centers’ to ‘Only Select Wire Centers’. Next, the user will 
click on a wire center to be included in the subset and then press the arrow button ( ) at the 
center of the screen to include that wire center in the list at the right of the screen. This step will 
be repeated until all of the wire centers needed for this subset are included in the list at the right of 
the screen. When the user has finished adding wire centers to the list, then the ‘OK’ button 
( ) will be pressed and the wire center choices will be saved while the user is returned 
to the previous screen. If needed, the user may also press the ‘Cancel’ button ( ) to 
disregard this information and return to the previous screen. If the user accidentally selected a 
wire center that should not have been selected, then the user may click on the box ( ) to the 
right of that item. The box will be located below the trashcan icon ( ). Once this is done, to 
complete the deletion, the user will click on the trashcan icon ( ). Please notice that this 
function is basically another form of filter and thus, is not an aggregation method.



Section 6 Basic Components

Page 128 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 6.2.1

Shown below, once again, is the ‘New BC Run’ screen. In this instance, all of the fields at the top 
of the screen have been completed. If the user requires the results of the run to be grouped at a 
level other than the level chosen in the ‘Geography Level’ field, then the user should press the 
‘Group By’ button ( ). Please notice that, once a grouping selection has been made, the 
geography level will no longer be changable.
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This function will allow the user to select how the result set from the study will be grouped, thus 
yielding six types of result set possibilities. These result set types are:
• Jurisdictional
• Jurisdictional grouped by density cell
• Jurisdictional grouped by technology
• Wire Center
• Wire Center grouped by technology
• Switch

Within this framework, the density cell level is located at the wire center level and the technology 
level is located at the switch level. Thus, as an example, if the user ran a BC at the jurisdictional 
level grouped by technology, then the run would take place at the jurisdictional level, but the 
result set would be grouped at the switch level.
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Thus, when the ‘Group By’ button ( ) is pressed, the screen shown below will load up. 
If the user chooses jurisdiction for the geography level, then the user will be able to use this screen 
to group by density cell or to group by technology. However, since this is not a required screen, 
the user may choose to skip the ‘Group By’ button ( ) completely and then the result 
set would be reported at the chosen geography level which was the jurisdictional level in this case.

If the user chooses wire center for the geography level, then the user will be able to use this screen 
to group by technology. Density cell grouping is not an available selection at this geography level 
because the wire center geography level in VzCost is equivalent to and therefore, already grouped 
at the density cell level.

The same is true when switch is chosen for the geography level. In VzCost, density cell grouping 
is located at the wire center level, above the switch level. Therefore, density cell grouping is not 
available at the switch geography level. Technology grouping is also not an available selection at 
this geography level because, in VzCost, the switch geography level is equivalent to and 
therefore, already grouped at the technology level. Thus, if the user presses the ‘Group By’ button 
( ) at this geography level, the screen will advise that user that no groupings are 
available.

Once the user has completed this screen, two options will be available. The user may press the 
‘OK’ button ( ) and the grouping choices will be saved while the user is returned to 
the previous screen. The user may also press the ‘Cancel’ button ( ) to disregard this 
information and return to the previous screen.
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Once the top half of the screen has been completed, if the user chose a grouping, the screen will 
look like one of the two captions shown below.

Once the top section has been completed, if the ‘Prompt’ window is present, then the user will 
need to populate the prompts that are displayed in this window. To select prompt values, press the 
‘Select’ button ( ) at the top right of the window.
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The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the family, then the user will select a prompt from the ‘Prompt ID’ field 
by pressing the button ( ) at the right side of the field and then clicking on the preferred prompt. 
Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at the right 
side of the field and then clicking on the appropriate selection. With two exceptions, the ‘Item 
Type’ field will have the same choices available that the ‘Item Type’ field on the ‘New BC 
Formula’ screen in the BC family had. These two exceptions are the custom formulas and the 
other existing formulas which will not be available.

Once selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, the user will 
need to click on a formula from the box on the left side of screen and then press the ‘Select’ 
button ( ) at the bottom left of the screen to continue. Once an item has been selected, 
the prompt item will be populated in the box at the right side of the screen. Now, the user may 
either press the ‘OK’ button ( ) to save the selected prompt item or press the ‘Cancel’ 
button ( ) to disregard this information and return to the previous screen.
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Next, the user will press the ‘Select’ button ( ) at the top right of the ‘Data Versions’ 
window. This will allow the user to select the appropriate data versions for the study. Please notice 
that, once the data versions have been selected, both the geography level and the jurisdiction 
fields will no longer be changable.
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The ‘Select Data Versions’ screen loads up. The ‘Run Name’ field will be automatically 
populated by the system. All of the other fields will be populated by pressing the button ( ) at 
the right side of each field and then selecting an option from the drop down menu. Please notice 
that the user will not be able to complete this page if the element loading runs that were created in 
section 5.2 have not been approved. When the user has finished, the ‘OK’ button ( ) 
will be pressed to save the data version and the user will be returned to the previous screen. If 
needed, the user may also press the ‘Cancel’ button ( ) to disregard all inputs and 
return to the previous screen.
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Now that the ‘New BC Run’ screen has been completed, the user will have three options 
available.

1. Press the ‘Run’ ( ) button to complete the BC run. This will navigate the user to 
the message center, described in section 13.1 of this document, where the user will wait for a 
message that the run has either failed or was completed.

2. Press the ‘Save’ button ( ) to save the run and return to the ‘BC Runs’ screen 
without actually completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all inputs and return to the ‘BC Runs’ 
screen.
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Section 6.2.2: Editing a BC Run
To edit a BC run, the user will click on the run that needs to be edited, thus highlighting it, and 
then press the ‘Edit’ button ( ) at the bottom of the ‘BC Runs’ screen. An example of 
this screen is shown below.

As shown below, if the run has already been completed, then the system will provide a warning 
message. If the user presses the ‘OK’ button ( ), then the system will allow the user to 
continue. However, if the user saves any changes or runs new data, then data from the previous 
run will be lost because it will be replaced by the new data. If the user chooses to press the 
‘Cancel’ button ( ) instead, then the system will return the user to the previous screen.



Section 6 Basic Components

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 137
Release 2.4.4 Section 6.2.2

Once the ‘Edit BC Run’ screen, shown below, loads up, the user may edit the run. In the top part 
of the screen, the ‘Name’ and the ‘Description’ can be modified. Instead of using the entire 
jurisdiction, the user may create or modify a subset of wire centers to be used for the BC run. To 
do this, the user will press the ‘Select Subset’ button ( ). Please notice that the prompts 
window may or may not be present on the ‘Edit BC Run’ screen. If this window does is available, 
it will be located in the middle of the screen and the data versions window will be pushed 
downward to the bottom of the screen. If a prompt was inserted in the formula tab when the user 
created the selected BC family, then this window will be present. Otherwise, the prompts window 
will not appear on this screen. In the example shown below, no prompts were selected in the BC 
family and thus, the prompt window does not appear.
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To select or edit a subset of wire centers, the user may need to change the radio buttons at the top 
of the screen from the ‘All Wire Centers’ button to the ‘Only Select Wire Centers’ button. Next, 
the user will click on a wire center to be included in the subset and then press the arrow button 
( ) at the center of the screen to include that wire center in the list at the right of the screen. This 
step will be repeated until all of the wire centers needed for this subset are included in the list at 
the right of the screen. When the user has finished adding wire centers to the list, then the ‘OK’ 
button ( ) will be pressed and the wire center choices will be saved while the user is 
returned to the previous screen. If needed, the user may also press the ‘Cancel’ button 
( ) to disregard any changes and return to the previous screen. If the user accidentally 
selected a wire center that should not have been selected or decides to delete wire centers that 
were previously chosen, then the user may click on the box ( ) to the right of each item to be 
deleted. The box will be located under a trash can icon ( ). Once this is done, to complete the 
deletion, the user will click on the trashcan icon ( ). Please notice that this function is basically 
another form of filter and thus, is not an aggregation method.
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Once the top section has been edited, if the ‘Prompt’ window is present, then the user may also 
edit any existing prompts. To edit prompt values, press the ‘Select’ button ( ) at the top 
right of the window shown below.

The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the family, then the user will select a prompt from the ‘Prompt ID’ field 
by pressing the button ( ) at the right side of the field and then clicking on the preferred prompt. 
Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at the right 
side of the field and then clicking on the appropriate selection. With two exceptions, the ‘Item 
Type’ field will have the same choices available that the ‘Item Type’ field on the ‘New BC 
Formula’ screen in the BC family had. These two exceptions are the custom formulas and the 
other existing formulas which will not be available.
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Once the existing selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, 
the user may click on a formula from the box on the left side of screen and then press the ‘Select’ 
button ( ) at the bottom left of the screen to continue. This new selection will replace 
any previous selection for the selected prompt. Once a new item has been selected, the new 
prompt item will be populated in the box at the right side of the screen. Now, the user may either 
press the ‘OK’ button ( ) to save the selected prompt item or press the ‘Cancel’ button 
( ) to disregard this information and return to the previous screen.

Next, the user may also choose to edit the data versions. To do this, the user will press the ‘Select’ 
button ( ) at the top right of the ‘Data Versions’ window.
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The ‘Select Data Versions’ screen loads up. The ‘Run Name’ field may not be modified but all of 
the other fields may be modified by pressing the button ( ) at the right side of each field and 
then selecting an option from the drop down menu. When the user has made all of the needed 
modifications, the ‘OK’ button ( ) will be pressed to save those modifications and 
return to the previous screen. If needed, the user may also press the ‘Cancel’ button ( ) 
to disregard all modifications and return to the previous screen.
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Now that the BC run has been completely edited, the user will have three options available.

1. Press the ‘Run’ ( ) button to complete the BC run. This will navigate the user to 
the message center, described in section 13.1 of this document, where the user will wait for a 
message that the run has either failed or was completed.

2. Press the ‘Save’ button ( ) to save the run and return to the ‘BC Runs’ screen 
without actually completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all changes and return to the ‘BC Runs’ 
screen.
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Section 6.2.3: Viewing the Inputs of a BC Run
The user may use filters, as described in section 4.4, to limit or expand the list of BC runs that are 
displayed on the screen. All BC runs that meet the filtered criteria will be displayed on the screen. 
As shown below, the user will click on the correct run to highlight it. To view the inputs that have 
been selected for the run, the user will press the ‘View’ button ( ).
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Once the ‘View’ button ( ) has been pressed, the ‘View BC Run’ screen loads up as 
shown below. On this screen, the user may view the data versions for this BC run.

When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘BC Runs’ screen.
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Section 6.2.4: Renaming a BC Run
To rename a BC run, the user will use filters, as described in section 4.4, to locate the correct run 
on the ‘BC Runs’ screen. As shown below, the user will click on that run to highlight it and then 
press the ‘Rename’ button ( ).

The rename function will only be available to the person who created the BC run, also known as 
the data owner. If a renamed run was used in another area or another run in VzCost prior to the 
name change, the name change will filter through the system to all areas and runs that are 
affected. VzCost can do this because, although the name has changed, the run has not changed 
and VzCost tracks the run itself, not the run’s name. Please notice that the run may not be 
renamed if it has already been designated as either final or final and filed.



Section 6 Basic Components

Page 146 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 6.2.4

Once the user has pressed the ‘Rename’ button ( ), the ‘Rename BC Run’ screen, 
shown below, will load up.

This screen allows the user to change both the name and the description of the run. Once the 
appropriate changes have been made, the user will have two choices.
1. Press the ‘Save’ button ( ) to save the new name and description.

2. Press the ‘Cancel’ button ( ) to disregard all changes and return to the ‘BC Runs’ 
screen.
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Section 6.2.5: Deleting a BC Run
If the user wishes to delete a BC run, that user should click on the appropriate run to highlight it 
and then press the ‘Delete’ button ( ). Please note that the system will not allow a run 
to be deleted if it has been used in a cost study. Shown below is an example of the warning 
message that will be provided by the system if an attempt is made to delete a run that has been 
used in a cost study.

Before deleting a run, the system will prompt for 
confirmation, as shown at the right of this page. At 
this point, the user must either press the ‘OK’ button 
( ) to complete the deletion of the run or 
press the ‘Cancel’ button ( ) to 
completely disregard the deletion request. After one 
of the two buttons has been pressed, the user will be 
returned to the ‘BC Runs’ page.
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Section 6.2.6: Running a Saved BC Run
When the BC run was either created or when it was most recently edited, if the user pressed the 
‘Save’ button ( ) to save the information rather than pressing the ‘Run’ button 
( ) to run the BC run, then the user may use this function to complete the saved BC 
run. To run a previously saved BC run, the user will locate the correct BC run, click on that BC 
run to highlight it, and then press the ‘Run’ button ( ) to complete the BC run. If the 
study is incomplete, the system will supply a warning message similar to the one shown below in 
the example below. This same warning message may be received if the user attempts to run an 
incomplete BC run from the ‘New BC Run’ screen or from the ‘Edit BC Run’ screen.

Otherwise, pressing this button will navigate the user to the message center as described in section 
13.1 of this document, where the user will wait for a message that the run has either failed or was 
completed. The ‘Run’ button ( ) will only be available for a saved study that has not 
been previously run.
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Section 6.2.7: Viewing the Results of a BC Run
To view the results of a BC run without navigating to the message center, the user should follow 
these steps:
• Access the ‘BC Runs’ screen as described at the beginning of section 6.2.
• Use filters if they are needed (described in section 4.4) to locate the correct run.
• As shown below, click on the correct run to highlight it.
• Press the ‘View Results’ button ( ).

Please notice that the ‘View Results’ button ( ) will only be available for a BC run that 
has already been completed.
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The ‘BC Run Results’ page, shown below, loads up. Notice that the three fields at the top of the 
page cannot be modified.

There are eight functional parts of the ‘BC Run Results’ page. The first two are listed and 
described below. The remaining six are listed and described on the next five pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results from both, the ‘Data’ tab and ‘Formula’ Tab, all on one printable screen. This allows 
the user to easily print the result set. The ‘Functional Grid’ button ( ) will return the 
user from the printable screen to the functional screen. If the user tries to print from the 
functional grid, only those items shown on the screen will be printed. To print everything, the 
user would have to use the scroll bars to scroll through the data one page at a time and then 
print each page, thus using a large number of pages. Thus, the printable grid feature saves the 
user considerable amounts of time and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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• Exceptions: A link to the exception log may or may not appear on the ‘BC Run Results’ page. 
If this link does appear, it will be located immediately below the ‘Jurisdiction’ field in the top 
part of the page. This link appears if any of the exceptions that are described in the message 
center subsection of this document occur during the BC run. When the user clicks on this link, 
the screen shown below will load up. This screen provides the user with detailed information 
regarding the exceptions that have occured.

• Once the user has finished examining the data on this page, the user may press the ‘Close’ 
button ( ) at the bottom of the screen to close this page and return to the ‘BC Run 
Results’ page.
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If the user needs to sort the information before downloading the data or printing the data, the user 
will have these two options.
• Geography: This option is accessed with a drop down menu. To access the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information previously selected. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To access the drop down menu, 
press the button ( ) at the right of the field. This menu should include multiple account 
numbers, an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific 
accounts should be viewed within the result set.

If the user does not need to drill into or download the data or just has no further need for 
information from this screen, then the screen should be closed.
• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 

system will close the results page and return the user to the ‘BC Runs’ screen.
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Otherwise, the user may choose to either download the information from these results or view the 
details of their calculations by drilling down into the results.
• Drill Down: To drill down into the results, the user would select any line within the results, 

thus highlighting that line, and then press the ‘Drill Down’ button ( ). It is 
important for the user to realize that the drill down function drills on the formula(s) and not on 
the value(s). As shown below, the ‘Drill Down’ screen loads up in a separate window.

The areas on the ‘Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was selected prior 

to completing the BC run.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu that opened when the 
button was pressed. This option allows the user to either view the drill down information 
one account at a time, for all accounts by selecting ‘All’ from the drop down menu, or for 
items that have no account number, if such items exist, by selecting ‘None’ from the drop 
down menu. The screen will automatically refresh with the results as soon as the user 
makes a selection.

• The formula line provides the name of the formula that the user is currently drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.
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The user may do the following on this screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Close’ button ( ) can be used at any time to close the ‘Drill Down’ screen 
completely.
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• Download: The user may also press the ‘Download’ button ( ) which will 
download the data into a CSV file for the user to use with other applications or as needed. 
Once the button has been pressed, the ‘Download’ screen, shown below, will appear. The user 
should make sure that the ‘Save this file to disk’ radio button is selected and then press the 
‘OK’ button ( ). Alternatively, the user could press the cancel button 
( ) to disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the user will need to select where to save the 
file by using the ‘Save in’ field at the top of the screen and then by choosing a directory, if 
needed, in the center of the screen. The user may need to choose more directories within 
whatever directory was already chosen until the destination is achieved. Once the correct 
location is found, the user will type a name in the ‘File name’ field and then press the ‘Save’ 
button ( ). This will complete the saving process. Please notice that, if the user 
decides to download an item that will be modified and then uploaded back into the system 
later, the user must remove the file’s header row before uploading it back to the system.
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Section 6.2.8: Changing the Status of a BC Run
To change the status of a BC run, the user will click on a run to highlight it and then press the 
‘Change Status’ button ( ). If the run has not been set up correctly, the system will 
provide an error message like the one shown in the figure below. Otherwise, a screen that is very 
similar to the ‘View BC Run’ screen will load up.
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The difference between this screen and the ‘View BC Run’ screen is the ‘Status’ field on this 
screen. The user may select from the drop down menu next to the ‘Status’ field by pressing the 
button ( ) at the right of the field. There may be up to seven options available for the user to 
choose from when changing status. Below is a description of each of these options:

1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 
Further explanation of this status type is available in section 1.7.

2. In Progress: In progress items can only be seen by the data owner.
3. Completed: Completed items can be seen by anyone but are not yet awaiting approval.
4. Submitted: Submitted items can be seen by anyone and are awaiting approval.
5. Approved: Approved items may now be used in cost studies as needed. The BC run may 

not be approved until the related BC family has been approved. Then, it may only be 
approved by a user with the appropriate security clearance. Furthermore, no user may 
approve his/her own run under any circumstances.

6. Final: Final items may not be edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not be 
edited further or deleted.
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Once the user has changed the status, two options will be available:
• The user may press the ‘Save’ button ( ) to save the BC run and return to the ‘BC 

Runs’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all changes and return to 

the ‘BC Runs’ screen.
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Section 6.2.9: Viewing Dependents of a BC Run
The ‘View Dependents’ button ( ) on the ‘BC Runs’ screen will allow the user to see 
the entire chain of data associated with the run. It does this by allowing the user to navigate from 
one object to the next so that related dependencies can be viewed. In using this function, filters 
may be used as described in section 4.4 to limit or expand the list of runs displayed on the screen. 
All runs meeting the filtered criteria will be displayed on the screen. To continue, the user should 
select the needed run and then press the ‘View Dependents’ button ( ) as shown below.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected BC run, thus locking it. Any items in this 
window will need to be deleted before the BC run can be deleted. The bottom window shows the 
user items that the selected BC run is using. These items are locked and thus, can not be deleted 
until this BC run has been deleted. Once the BC run has been marked final, all data shown in this 
chain will be locked, and thus, unable to be edited or deleted. When the user is done with this 
screen, the ‘Close’ button ( ) at the bottom of the screen should be pressed.
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Section 7: Capital

Capital factors are calculated by the VzCost Calc Engine. The capital factor domain in VzCost is 
divided into two functional areas. Both of these areas, capital factor templates and capital factor 
runs, may be accessed by clicking on the appropriate link from the home page shown above.
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Section 7.1: Capital Factor Templates
A capital factor template is a set of formulas that are used to run capital calculations. While the 
template contains formulas, it does not contain any results. Capital factor runs will provide 
results. However, the user will not be able to create a capital factor run until a capital factor 
template has been created. The ‘Capital Factor Templates’ screen is shown below.

Throughout this section, please notice that filters may be used as described in section 4.4 to limit 
or expand the list of capital factor templates that are displayed on the screen. All capital factor 
templates that meet the filtered criteria will be displayed on the screen.
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Section 7.1.1: Creating a New Capital Factor Template
To create a capital factor template, the user will press the 'New' button ( ) at the bottom 
of the ‘Capital Factor Templates’ screen. The ‘New Capital Factor Template’ screen loads into 
memory. An example of this screen is shown below.

At the top of the page, the user will provide a name and a brief description of the new capital 
factor template in the appropriate fields. By default, the applicable jurisdiction is ‘All’ and thus, 
the template may be used to run any capital factor run. To limit the applicable jurisdictions, the 
user should click the word ‘All’ which also serves as a link.
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After the link has been clicked, the screen shown above will load up. The user will select the 
needed jurisdictions in the left column and press the arrow button ( ) between the two columns. 
Doing this moves the jurisdictions to the list in the right column and changes the radio button at 
the top of the screen from ‘All Jurisdictions’ to ‘Selected Jurisdictions’. To remove an item from 
the right column, click the check box next to the item to be deleted and then click the trash can 
icon ( ) at the top of the column. Pressing the 'OK' button ( ) will save the selections 
and return the user to the previous screen. Alternatively, pressing the 'Cancel' button 
( ) will disregard all changes and return the user to the previous screen.
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The ‘Printable Grid’ button ( ) at the top right corner of the ‘New Capital Factor 
Template’ screen changes the grid in the bottom part of the screen into a printable version. This 
printable version shows all of the data sources and formulas on one printable screen. This allows 
the user to easily print the result set. The ‘Functional Grid’ button ( ) will return the 
user from the printable screen to the functional screen. If the user tries to print from the functional 
grid, only those items shown on the screen will be printed. To print everything, the user would 
have to print data one page at a time, using a large number of pages. Thus, the printable grid 
feature will save the user considerable amounts of time and paper. Also at the top right corner of 
the screen, the ‘Show Details’ button ( ) and the ‘Hide Details’ button ( ) 
will either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.

The window at the bottom of the screen has two tabs. These tabs are labelled as ‘Data’ and 
‘Formulas’. The user needs to make certain that the ‘Data’ tab is selected and then press the 
‘Select’ button ( ) at the bottom, left of the screen.



Section 7 Capital

Page 166 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 7.1.1

The ‘Select Data Sources’ screen loads up. The user should select the ‘Data Tables’ option from 
the ‘Data Source Type’ field by pressing the button ( ) to the right of the field and clicking on 
the correct item. Once the data source type has been selected, the user may highlight items in the 
available data sources table on the left and move those items to the right column by pressing the 
arrow button ( ) between the two columns. To remove an item from the right column, click 
inside the box at the right of the item and then click on the trash can icon ( ) above the checked 
box. Also, once an item has been moved to the right column an alias must be assigned before the 
system will allow the user to press the 'OK' button ( ) and continue.
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To use the data source name as the alias, the user should press the arrow button ( ) to the left of 
the ‘Alias’ field. The user may also type in a different alias name manually or use both options by 
pressing the arrow button ( ) and then adding to the text. In the example shown below, the user 
tried to continue without providing an alias and the system responded with the error message 
shown. Please note that an alias cannot contain spaces or special characters with the exception of 
the underscore, which may be used.

Once the user has selected all needed data sources and assigned aliases to them, two options will 
be available. The user may press the 'OK' button ( ) to save the selections and return 
the user to the previous screen or the user may press the 'Cancel' button ( ) to disregard 
all changes and return the user to the previous screen.
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Notice that the information selected by the user is now populated within the ‘Data’ tab.

If an item of data needs to be deleted, the user should click on that item to highlight it and then 
press the delete button ( ).
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Next the user will need to create formulas for the capital factor template. Thus, the user will click 
on the ‘Formula’ tab and the contents of the formula tab will replace the contents of the data tab 
on the screen, as shown below.

To create the needed formulas, the user will press the ‘New (Insert)’ button ( ) at the 
bottom of the screen.
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The ‘New Capital Factor Formula’ screen loads up. The user will provide a ‘Formula Name’ 
which should be a descriptive name of the formula and a ‘Formula ID’ which should be an 
abbreviated name for the formula. Next the user must decide whether or not to publish the results 
of the capital factor run. When publishing results, the user is creating a data version based on the 
final results of the capital factor run. Thus, once the data version is approved, an analyst may use 
that data version without having to drill through the intermediate level results of the capital factor 
run. In order to use the publish function, a formula must be assigned to each of the available items 
in drop down menu for the ‘Published Result’ field. All of the items in this field will be formatted 
as follows: table name.item (example: Capital factors.DEPR would represent the depreciation 
item from the capital factors table. Next, the user will select from the ‘Item Type’ drop down box 
by pressing the button ( ) to the right of the field. There will be three item types available:
• Formulas – Formulas contains a list of other capital factor formulas that have already been 

created. If no other capital factor formulas have been created yet, then there will be no 
formula options available.

• Custom Formulas – Contains a list of functions that, when applied against a formula, will 
perform a pre-designed calculation. Some examples of custom formulas, just to list a few, are 
cost, total, total cost, total direct shared, and match account.

• All Others – These are all of the data sources that where selected earlier in the creation of the 
capital factor template.
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On the screen shown below, the width of the columns in the window on the left are adjustable. By 
positioning the mouse between the two columns in the header row, a bidirectional arrow appears 
and the user can stretch either the left or right window to view more of the data in the column. In 
the example below, ‘Custom_Formulas’ was chosen from the ‘Item Type’ field first. The user 
highlighted ‘Abs’ and moved it to the formula box on the right by clicking on the arrow button 
( ) between the two columns. This function returns the absolute value of any formula that is in 
the parenthesis located immediately to the right of it. The next item type chosen was ‘Billing’ and 
the user selected ‘billing.DIR_COLL_TRT’. The next item type chosen was ‘Demand’ and the 
user selected ‘demand.BUS’. These two selections were placed to the right of the word ‘Abs’ and 
were surrounded by parenthesis. A forward slash (/) was placed between the two items to indicate 
division. Thus, the formula was completed by taking the absolute value of the billing being 
divided by the demand. This is just one example of many formulas that can be built here. Once the 
formula is complete, the user will press the ‘Validate’ button ( ) to make certain that 
the syntax of the formula is mathematically correct. The validate function does NOT verify that 
the data in the formulas were chosen correctly. As shown below, if the formula does not validate 
properly, an error message will appear above the formula box. Otherwise, as shown on the next 
page, the word ‘VALID’ will appear above the formula box.
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If the user is choosing from a large list of formula ID’s, the list can be filtered by typing characters 
of the formula id name in the ‘Filter Items’ box at the bottom of the screen and then pressing the 
‘Filter’ button ( ). Pressing the reset button ( ) will remove all filters and 
restore the entire list.

Once the user has completed the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New Capital Factor Template’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the current 

formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It appears in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New Capital Factor Template’ screen where the ‘Formula’ 
tab will remain active.
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The user may edit or delete a formula that has been created by clicking on that formula to 
highlight it and then pressing the ‘Edit’ button ( ) to edit the formula or pressing the 
‘Delete’ button ( ) to delete the formula. If certain formulas need to be grouped 
together, they may be moved up or down within the list. To accomplish this, the user should click 
on a formula to highlight it and then press either the ‘Move Up’ button ( ) or the 
‘Move Down’ button ( ) at the bottom of the screen. This may be continued until the 
highlighted formula has been successfully relocated to the correct location within the list.

Labels allow the user to separate multiple sets of formulas. To insert a label, press the ‘Insert 
Label’ button ( ). When this button is pressed, the user will be prompted to enter a 
name for the label. The user may enter a name and then press the ‘OK’ button ( ) or 
the user can choose to press the ‘Cancel’ button ( ) which will cancel the request.
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As shown below, the label name appears in the ‘Formula Name’ column. The move up and move 
down functions, described earlier, will allow the user to move the label as needed.

The insert prompt function allows the user to add a prompt to the template. Rather than building a 
formula, a prompt will allow the user to select the specific investment value when the capital 
factor run is processed. This is useful in situations where the needed investment values change 
periodically. To insert a prompt, the user will press the Insert Prompt’ button ( ).
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The ‘New Prompt’ screen, shown below, loads up. To create a prompt, the user will have two 
fields that will need to be populated on this screen. The ‘Prompt Name’ field is equivalent to the 
‘Formula Name’ field in the formula builder. The ‘Prompt ID’ field is equivalent to the ‘Formula 
ID’ field in the formula builder. When done, the user can press the ‘OK’ button ( ) 
which will save the prompt and return to the ‘New Capital Factor Template’ screen where the 
‘Formula’ tab will remain active or the user can press the ‘Cancel’ button ( ) which 
will disregard everything on the current screen and return to the ‘New Capital Factor Template’ 
screen where the ‘Formula’ tab will remain active.
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The formula copy function allows the user to copy an existing formula for use in a new formula. 
To use this function, the user will click on the formula to be copied and then press the ‘Copy’ 
button ( ). Once the button is pressed, the ‘New Capital Factor Formula’ screen loads 
up with the ‘Formula Name’ field, the ‘Formula ID’ field, and the formula box at the right of the 
screen already populated with the information from the original formula. The user must modify 
the two fields at the top of the page to make them different from the comparable fields in the 
formula that was originally copied. Next the user make any needed changes to the copied formula 
as described earlier in this subsection. If choosing from a large list of ‘Formula ID’s, the list can 
be filtered by typing characters of the formula id name in the ‘Filter Items’ box at the bottom of 
the screen and pressing the ‘Filter’ button ( ). Pressing the ‘Reset’ button 
( ) will remove all filters and restore the entire list.
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Once the user has finished modifying the formula, the ‘Validate’ button ( ) will be 
pressed to make certain that the syntax of the formula is mathematically correct. If the formula 
validates properly, the word ‘VALID’ will appear above the formula box. Please note that the 
validate function does not verify that the data in the formulas were chosen correctly. If the user 
presses the ‘OK’ button ( ) to save the new formula and the fields at the top have not 
been modified, then the error message shown below will appear.

Once the user has made all of the needed modifications, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New Capital Factor Template’ screen, shown below, where the ‘Formula’ tab will remain 
active.

• The user can press the ‘Add Another’ button ( ) which will save the current 
formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It will appear in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New Capital Factor Template’ screen, shown below, where 
the ‘Formula’ tab will remain active.
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The move function works similar to the move up/move down function described earlier. However, 
with the move function, the user will click on the formula to be moved. Then the user will select a 
formula name from the drop down box in the ‘Move Above’ field by pressing the button ( ) to 
the right of the field and making a selection. Finally, the user will press the ‘Move’ button 
( ) to move the selected formula above the formula named in the drop down box.

Now, assuming that the entire capital factor template is complete, the user will have two options.
• The user may press the ‘Save’ button ( ) to save the new capital factor template 

and return to the ‘Capital Factor Templates’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘Capital Factor Templates’ screen without saving anything.
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Section 7.1.2: Editing a Capital Factor Template
To edit a capital factor template, the user should navigate to the ‘Capital Factor Templates’ screen, 
click on the template that needs to be edited, thus highlighting it, and then press the ‘Edit’ button 
( ) at the bottom of the screen. The ‘Edit Capital Factor Template’ screen, shown 
below, will load up.

If the template has not been used in a capital factor run, then the user will be able to modify the 
name, the description, and the applicable jurisdiction of the capital factor template. To change the 
applicable jurisdictions, the user will click the word ‘All’ which also serves as a link. If this was 
changed previously, then the user will click on one of the jurisdictions that are listed as they also 
serve as links. However, if the template has been used in a capital factor run, then the user will not 
be able to make any changes to the name, the description, or the applicable jurisdiction of the 
capital factor template.
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If the link has been clicked, the screen shown above will load up. The user will have two options 
here. First, the user may select the needed jurisdictions in the left column and press the arrow 
button ( ) between the two columns. Doing this moves the jurisdictions to the list in the right 
column and, if the previous selection was ‘All’, changes the radio button at the top of the screen 
from ‘All Jurisdictions’ to ‘Selected Jurisdictions’. Second, the user may remove an existing item 
from the right column by clicking the check box next to the item to be removed and then click the 
trash can icon ( ) at the top of the column. Pressing the 'OK' button ( ) will save any 
changes and return the user to the previous screen. Alternatively, pressing the 'Cancel' button 
( ) will disregard all changes and return the user to the previous screen.
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The ‘Printable Grid’ button ( ) at the top right corner of the ‘Edit Capital Factor 
Template’ screen changes the grid in the bottom part of the screen into a printable version. This 
printable version shows all of the data sources and formulas on one printable screen. This allows 
the user to easily print the result set. The ‘Functional Grid’ button ( ) will return the 
user from the printable screen to the functional screen. If the user tries to print from the functional 
grid, only those items shown on the screen will be printed. To print everything, the user would 
have to print data one page at a time, using a large number of pages. Thus, the printable grid 
feature will save the user considerable amounts of time and paper. Also at the top right corner of 
the screen, the ‘Show Details’ button ( ) and the ‘Hide Details’ button ( ) 
will either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.

The window at the bottom of the screen has two tabs. These tabs are labelled as ‘Data’ and 
‘Formulas’. The user needs to make certain that the ‘Data’ tab is selected. To add new data 
sources, the user will press the ‘Select’ button ( ) at the bottom, left of the screen.
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The ‘Select Data Sources’ screen loads up. The user may select the ‘Data Tables’ option from the 
‘Data Source Type’ field by pressing the button ( ) to the right of the field and clicking on the 
correct item. Once the data source type has been selected, the user may highlight items in the 
available data sources table on the left and move those items to the right column by pressing the 
arrow button ( ) between the two columns. To remove an existing item from the right column, 
click inside the box at the right of the item and then click on the trash can icon ( ) above the 
checked box. Also, once a new item has been moved to the right column an alias must be assigned 
before the system will allow the user to press the 'OK' button ( ) and continue.
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To use the data source name as the alias for new data sources, the user should press the arrow 
button ( ) to the left of the ‘Alias’ field. The user may also type in a different alias name 
manually or use both options by pressing the arrow button ( ) and then adding to the text. In the 
example shown below, the user tried to continue without providing an alias and the system 
responded with the error message shown. Please note that an alias cannot contain spaces or 
special characters with the exception of the underscore, which may be used.

Once the user has completed the desired modifications and assigned aliases to any new data 
sources, two options will be available. The user may press the ‘OK’ button ( ) to save 
the changes and return the user to the previous screen or the user may press the 'Cancel' button 
( ) to disregard all changes and return the user to the previous screen.
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The information that was modified by the user is now populated within the ‘Data’ tab. If an data 
source needs to be deleted, the user should click on that item to highlight it and then press the 
delete button ( ).
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If the user would like to make changes to or add additional formulas for the capital factor 
template, then that user will click on the ‘Formula’ tab and the contents of the formula tab will 
replace the contents of the data tab on the screen, as shown below.

To create additional formulas, the user will press the ‘New (Insert)’ button ( ) at the 
bottom of the screen. If no formulas are highlighted when this button is pressed, then the new 
formula that will be created will appear at the bottom of the list of formulas on the ‘Edit Capital 
Factor Template’ screen. However, if the user highlights a formula before pressing the ‘New 
(Insert)’ button ( ), then the new formula that will be created will appear immediately 
above the formula that was highlighted on the ‘Edit Capital Factor Template’ screen.
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The ‘New Capital Factor Formula’ screen loads up. The user may edit the ‘Formula Name’ and 
the ‘Formula ID’ as long as the template has not been used in a run. The user may also edit the 
publish results selections if any were made. If none were made, the user must decide whether such 
selections need to be made. When publishing results, a data version based on the final results of 
the capital factor run is being created. Once that data version is approved, an analyst may use it 
without having to drill through the intermediate level results of the capital factor run. Remember 
that, in order to use the publish function, a formula must be assigned to each of the available items 
in drop down menu for the ‘Published Result’ field. All of the items in this field will be formatted 
as follows: table name.item. So, capital factors.DEPR would represent the depreciation item from 
the capital factors table. Next, the user will select from the ‘Item Type’ drop down box by 
pressing the button ( ) to the right of the field. Three item types will be available:
• Formulas – Formulas contains a list of other capital factor formulas that have already been 

created. If no other capital factor formulas have been created yet, then there will be no 
formula options available.

• Custom Formulas – Contains a list of functions that, when applied against a formula, will 
perform a pre-designed calculation. Some examples of custom formulas, just to list a few, are 
cost, total, total cost, total direct shared, and match account.

• All Others – These are all of the data sources that where selected earlier in the creation of the 
capital factor template.
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On the screen shown below, the width of the columns in the window on the left are adjustable. By 
positioning the mouse between the two columns in the header row, a bidirectional arrow appears 
and the user can stretch either the left or right window to view more of the data in the column. In 
the example below, ‘Custom_Formulas’ was chosen from the ‘Item Type’ field first. The user 
highlighted ‘Abs’ and moved it to the formula box on the right by clicking on the arrow button 
( ) between the two columns. This function returns the absolute value of any formula that is in 
the parenthesis located immediately to the right of it. The next item type chosen was ‘Billing’ and 
the user selected ‘billing.DIR_COLL_TRT’. The next item type chosen was ‘Demand’ and the 
user selected ‘demand.BUS’. These two selections were placed to the right of the word ‘Abs’ and 
were surrounded by parenthesis. A forward slash (/) was placed between the two items to indicate 
division. Thus, the formula was completed by taking the absolute value of the billing being 
divided by the demand. This is just one example of many formulas that can be built here. Once the 
formula is complete, the user will press the ‘Validate’ button ( ) to make certain that 
the syntax of the formula is mathematically correct. The validate function does NOT verify that 
the data in the formulas were chosen correctly. As shown below, if the formula does not validate 
properly, an error message will appear above the formula box. Otherwise, as shown on the next 
page, the word ‘VALID’ will appear above the formula box.



Section 7 Capital

Page 188 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 7.1.2

If the user is choosing from a large list of formula ID’s, the list can be filtered by typing characters 
of the formula id name in the ‘Filter Items’ box at the bottom of the screen and then pressing the 
‘Filter’ button ( ). Pressing the reset button ( ) will remove all filters and 
restore the entire list.

Once the user has finished adding the new formulas, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the new formula and return 

to the ‘Edit Capital Factor Template’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the current 

formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It appears in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘Edit Capital Factor Template’ screen where the ‘Formula’ tab 
will remain active.
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The user may edit a formula that has been created by clicking on that formula to highlight it and 
then pressing the ‘Edit’ button ( ) to edit the formula. If the capital factor template has 
been used in a run, this button will not be available.
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The ‘Edit Capital Factor Formula’ screen loads up so that the user may edit the formula. The 
formula name and ID may both be edited. New items can be added to the formula either manually 
or by adding them through the ‘Item Type’ drop down menu and then making a selection from the 
box on the left of the screen. The user can even edit or add selections from the published results 
drop down menu. All of these options were described earlier in this section. Once the formula has 
been edited, the user will press the ‘Validate’ button ( ) to make certain that the syntax 
of the formula is mathematically correct. The validate function does NOT verify that the data in 
the formulas were chosen correctly. As shown below, the word ‘VALID’ will appear above the 
formula box if the syntax of the formula is good.

Once the user has finished editing the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the edited formula and 

return to the ‘Edit Capital Factor Template’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the edited formula 

and reset the screen so that a new formula can be created. The user should notice that, if 
needed, the edited formula will now be available for inclusion in any new formulas. It appears 
in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard all changes on the 
current screen and return to the ‘Edit Capital Factor Template’ screen where the ‘Formula’ tab 
will remain active.
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The user may delete an existing formula by clicking on that formula to highlight it and then 
pressing the ‘Delete’ button ( ). If a formula is deleted in error, it can be quickly 
restored by pressing the ‘Cancel’ button ( ) at the bottom of the screen and then 
starting the edit process over again. If certain formulas need to be grouped together, they may be 
moved up or down within the list. To accomplish this, the user should click on a formula to 
highlight it and then press either the ‘Move Up’ button ( ) or the ‘Move Down’ button 
( ) at the bottom of the screen. This may be continued until the highlighted formula 
has been successfully relocated to the correct location within the list.

Labels allow the user to separate multiple sets of formulas. To insert a label, press the ‘Insert 
Label’ button ( ). When this button is pressed, the user will be prompted to enter a 
name for the label. The user may enter a name and then press the ‘OK’ button ( ) or 
the user can choose to press the ‘Cancel’ button ( ) which will cancel the request.
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As shown below, the label name appears in the ‘Formula Name’ column. The move up and move 
down functions, described earlier, will allow the user to move the label as needed.

The insert prompt function allows the user to add a prompt to the template. Rather than building a 
formula, a prompt will allow the user to select the specific investment value when the capital 
factor run is processed. This is useful in situations where the needed investment values change 
periodically. To insert a prompt, the user will press the Insert Prompt’ button ( ). The 
user may insert prompts when the template is being created or when the template is being edited.
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The formula copy function that allows the user to copy a formula for use in a new formula. To use 
this function, the user will click on the formula to be copied and then press the ‘Copy’ button 
( ). Once the button is pressed, the ‘New Capital Factor Formula’ screen loads up with 
the ‘Formula Name’ field, the ‘Formula ID’ field, and the formula box at the right of the screen 
already populated with the information from the original formula. The user must modify the two 
fields at the top of the page to make them different from the comparable fields in the formula that 
was originally copied. Next the user make any needed changes to the copied formula as described 
earlier in this subsection. If choosing from a large list of ‘Formula ID’s, the list can be filtered by 
typing characters of the formula id name in the ‘Filter Items’ box at the bottom of the screen and 
pressing the ‘Filter’ button ( ). Pressing the ‘Reset’ button ( ) will remove 
all filters and restore the entire list.
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Once the user has finished modifying the formula, the ‘Validate’ button ( ) will be 
pressed to make certain that the syntax of the formula is mathematically correct. If the formula 
validates properly, the word ‘VALID’ will appear above the formula box. Please note that the 
validate function does not verify that the data in the formulas were chosen correctly. If the user 
presses the ‘OK’ button ( ) to save the new formula and the fields at the top have not 
been modified, then the error message shown below will appear.

Once the user has made all of the needed modifications, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New Capital Factor Template’ screen, shown below, where the ‘Formula’ tab will remain 
active.

• The user can press the ‘Add Another’ button ( ) which will save the current 
formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It will appear in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New Capital Factor Template’ screen, shown below, where 
the ‘Formula’ tab will remain active.
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The move function works similar to the move up/move down function described earlier. However, 
with the move function, the user will click on the formula to be moved. Then the user will select a 
formula name from the drop down box in the ‘Move Above’ field by pressing the button ( ) to 
the right of the field and making a selection. Finally, the user will press the ‘Move’ button 
( ) to move the selected formula above the formula named in the drop down box.

Once the user has finished editing the capital factor template, two options will be available.
• The user may press the ‘Save’ button ( ) to save the edited capital factor template 

and return to the ‘Capital Factor Templates’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all changes and return to 

the ‘Capital Factor Templates’ screen without saving anything. This function should be 
selected if a user accidentally deletes a formula as the delete function will not prompt before 
completing a formula deletion in a capital factor template.
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Section 7.1.3: Viewing the Inputs of a Capital Factor Template
The user may use filters, as described in section 4.4, to limit or expand the list of capital factor 
templates that are displayed on the screen. All capital factor templates that meet the filtered 
criteria will be displayed on the screen. As shown below, the user will click on the correct 
template to highlight it. To view the inputs that have been selected for the template, the user will 
press the ‘View’ button ( ).
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Once the ‘View’ button ( ) has been pressed, the ‘View Capital Factor Template’ 
screen loads up as shown below. On this screen, the user may view the data source information or 
the formulas that were selected for this capital factor template.

When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘Capital Factor Templates’ screen.
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Section 7.1.4: Copying a Capital Factor Template
At some point in time a user may decide to copy a capital factor template. Usually this would be 
done under one of two scenarios.
1. The user may not be able to delete or modify certain parts of an capital factor template if it has 

been used in a capital factor run.
2. The user would like to edit another user’s capital factor template for whatever reason, which is 

not possible.
In both of these scenarios, the user could make a copy of the existing capital factor template. The 
user may use this copy as needed.

The user will click on the capital factor that needs to be copied, thus highlighting it, and then press 
the ‘Copy’ button ( ). Please notice that the system not only creates a copy of the 
template, but it also creates a new name by appending the words “CopyOf_” in front of the old 
capital factor template’s name. In the example shown above, the user would like to modify 
another user’s template. The user cannot do this so the user copies it instead. The user will be able 
to modify the copy as needed. If so desired, the user can edit the capital factor template’s name by 
using the edit function described earlier in this section.
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Section 7.1.5: Deleting a Capital Factor Template
If the user wishes to delete a capital factor template, that user should click on that template to 
highlight it. Next, the user should press the ‘Delete’ button ( ).

Before deleting the template, the system will prompt 
for confirmation, as shown at the right of this page. 
At this point, the user must either press the ‘OK’ 
button ( ) to complete the deletion of the 
template or press the ‘Cancel’ button ( ) 
to completely disregard the deletion request. After 
one of the buttons has been pressed, the user will be 
returned to the ‘Capital Factor Templates’ page.
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Please note that the template can not be deleted once if it has a status level of approved or higher. 
Also, if another user has created a run off of this template, the user will not be able to delete it. 
However, if the user creates a capital factor run off of this template and neither the template or the 
run have a status level of approved or higher, then the user will have another option. Once the user 
presses the ‘OK’ button ( ) to complete the deletion of the template, the ‘Confirm 
Deletion of Dependencies’ screen, shown below, loads up.

The user will have two options on this screen.
1. The user may press the ‘Delete All’ button ( ) which will delete the template and 

all related dependencies. When this button is pressed, the system will ask the user to confirm 
that the chosen template and all related dependencies should be deleted.

2. The user may press the ‘Cancel’ button ( ) to cancel the deletion request and return 
to the ‘Capital Factor Templates’ screen.
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Section 7.1.6: Changing the Status of a Capital Factor Template
To change the status of a capital factor template, the user will click on a template to highlight it 
and then press the ‘Change Status’ button ( ). A screen that is very similar to the ‘Edit 
Capital Factor Template’ screen loads up. The user may select from the drop down menu next to 
the ‘Status’ field by pressing the button ( ) at the right of the field.
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There may be up to seven status options available. Below is a description of those options:
1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 

Further explanation of this status type is available in section 1.7.
2. In Progress: In progress items can only be seen by the data owner. Runs may be built off of 

these items, however, the status level of each run can not exceed the status level of the 
template that it is associated with. Therefore, only the data owner may see these runs.

3. Completed: Completed items can be seen by anyone but are not awaiting approval. Runs 
built off of these items can be see by anyone, however, the status level of each run can not 
exceed the status level of the template that it is associated with.

4. Submitted: Submitted items are completed items that are awaiting approval.
5. Approved: Approved items may now be used in all applicable sections of VzCost as 

needed. A run may only be approved by a user with appropriate security clearance. 
Furthermore, no user may approve his/her own run under any circumstances.

6. Final: Final items may not edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not edited 
further or deleted.
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Once the user changes the status, two options will be available:

• The user may press the ‘Save’ button ( ) to save the capital factor template and 
return to the ‘Capital Factor Templates’ screen.

• The user may press the ‘Cancel’ button ( ) to disregard the status change and 
return to the ‘Capital Factor Templates’ screen without saving anything.
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Section 7.1.7: New Run
The ‘New Run’ button ( ) was designed as a bridging point between capital factor 
templates and capital factor runs in the VzCost system. Creating a capital factor run is the next 
step after creating a capital factor template. This button links the user to that next step so that the 
user, if so desired, may avoid returning to the ‘Home Page’ prior to creating a capital factor run. 
To use this function, on the ‘Capital Factor Templates’ screen, the user will click on a template to 
highlight it and then press the ‘New Run’ button ( ).
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The ‘New Capital Factor Run’ screen loads up and the user is ready to start the run as described 
later in this document of this document.
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Please note that, if the user does not complete the run, then the ‘Save’ button ( ) may 
be used to save the run or the ‘Cancel’ button ( ) may be used to disregard all entries 
on the page.
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Section 7.1.8: Viewing Dependents of a Capital Factor Template
The ‘View Dependents’ button ( ) on the ‘Capital Factor Templates’ screen will allow 
the user to see the entire chain of data associated with the template. It does this by allowing the 
user to navigate from one object to the next so that related dependencies can be viewed. In using 
this function, filters may be used as described in section 4.4 to limit or expand the list of templates 
displayed on the screen. All templates meeting the filtered criteria will be displayed on the screen. 
To continue, the user should select the needed template by clicking on it, and then press the ‘View 
Dependents’ button ( ) at the bottom of the screen.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected capital factor template, thus locking it. Any 
items in this window will need to be deleted before the template can be deleted. The bottom 
window shows the user items that the selected capital factor template is using. These items are 
locked and thus, can not be deleted until this template has been deleted. Once the template has 
been marked final, all data shown in this chain will be locked, and thus, unable to be edited or 
deleted. When the user is done with this screen, the ‘Close’ button ( ) at the bottom of 
the screen should be pressed.
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Section 7.2: Capital Factor Runs
Throughout this section, filters may be used as described in section 4.4 to limit or expand the list 
of capital factor runs that are displayed on the screen. All capital factor runs that meet the filtered 
criteria will be displayed on the screen.
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Section 7.2.1: Creating a New Capital Factor Run
As shown below, to create a new capital factor run the user will press the 'New' button 
( ) on the ‘Capital Factor Runs’ screen.
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The system will load up the ‘Capital Factor Template Selection’ screen which is shown below.

As before, the filters on the left side of the screen may be used, as described in section 4.4, to 
expand upon or limit the number of templates displayed on the screen. When the desired template 
is shown on the screen, the user should click on that template to highlight it and then press the 
'Select' button ( ) at the bottom of the screen. If no templates are available, then the 
user will not be able to continue. Instead, the user will have to press the 'Cancel' button 
( ) at the bottom of the screen, which will return the user to the previous screen.
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Once a capital factor template has been selected, the ‘New Capital Factor Run’ screen loads up as 
shown above. This page is used to select the prompts, assumptions, and data versions for the run.
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Please notice that the prompts window, shown in the screen on the previous page, may or may not 
be present on the ‘New Capital Factor Run’ screen. If a prompt was inserted in the formula tab 
when the user created the selected capital factor template, then this window will be present. 
Otherwise, the prompts window will not appear on the ‘New Capital Factor Run’ screen. The top 
portion of the ‘New Capital Factor Run’ screen is shown below. The user must provide a name 
and a brief description for the new capital factor run. Next, the user will select a jurisdiction by 
pressing the button ( ) to the right of the field and then choose an option from the drop down 
menu. The capital factor template field was populated by the system earlier, when the user 
selected a template. Thus, this field cannot be changed.

Once the top section has been completed, if the ‘Prompt’ window is present, then the user will 
need to populate the prompts that are displayed in this window. To select prompt values, press the 
‘Select’ button ( ) at the top right of the window.
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The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the template, then the user will select a prompt from the ‘Prompt ID’ 
field by pressing the button ( ) at the right side of the field and then clicking on the preferred 
prompt. Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at 
the right side of the field and then clicking on the appropriate selection. With two exceptions, the 
‘Item Type’ field will have the same choices available that the ‘Item Type’ field on the ‘New 
Capital Factor Formula’ screen in the template had. These two exceptions are the custom 
formulas and the other existing formulas which will not be available.

Once selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, the user will 
need to click on a formula from the box on the left side of screen and then press the ‘Select’ 
button ( ) at the bottom left of the screen to continue. Once an item has been selected, 
the prompt item will be populated in the box at the right side of the screen. Now, the user may 
either press the ‘OK’ button ( ) to save the selected prompt item or press the ‘Cancel’ 
button ( ) to disregard this information and return to the previous screen.
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Next, the user will press the ‘Select’ button ( ) at the top right of the ‘Assumptions’ 
box which is located in the middle of the page.
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However, if the user fails to complete the top portion of the screen prior to pressing the ‘Select’ 
button ( ) in the system will provide the user with error messages at the bottom of the 
screen. An example of this is shown below.
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On the ‘Assumption Selection’ screen, the user will make a selection in each of the drop down 
menus provided. To access the drop down menus, the user will press the button ( ) at the right 
side of each field. Once selections have been made in each of the fields, the user will press the 
'OK' button ( ) and the system will return the user to the ‘New Capital Factor Run’ 
screen. Notice that the selections made on the ‘Assumption Selection’ screen are now displayed 
on the ‘New Capital Factor Run’ screen. Alternatively, pressing the 'Cancel' button ( ) 
will return the user to the ‘New Capital Factor Run’ screen without making any changes.
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Once the assumptions have been populated on the ‘New Capital Factor Run’ screen, the user will 
press the ‘Select’ button ( ) at the top right of the ‘Data Versions’ box located at the 
bottom of the screen.
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The ‘Data Versions Selection’ screen, shown below, is loaded.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
will select one item for each of the categories except for the ‘Run Name’ category which is 
automatically populated by the system. The data versions will be automatically filtered for the 
selected jurisdiction.
• Once selections have been made in all of the fields, the user will press the 'OK' button 

( ) and the system will return the user to the ‘New Capital Factor Run’ screen. 
Notice that the selections made on the ‘Data Versions Selection’ screen are now displayed on 
the ‘New Capital Factor Run’ screen.

• Alternatively, pressing the 'Cancel' button ( ) will return the user to the ‘New 
Capital Factor Run’ screen, disregarding any changes that have been made.

Once the ‘New Capital Factor Run’ screen has been completely populated, the user will have 
these options available at the bottom of the screen:
• Press the ‘Run’ ( ) button to calculate the capital factors. This will navigate the 

user to the message center, described in section 13.1 of this document, where the user will 
wait for the run to supply a message that it has either failed or been completed. The results of 
this run may be viewed either from the message center by clicking on the link that will be 
active in the ‘Job Description’ column once the run is complete or by using the ‘View Results’ 
button ( ) in the capital factor runs subsection.

• Press the ‘Save’ button ( ) to save the ‘New Capital Factor Run’ screen and return 
to the ‘Capital Factor Runs’ screen.

• Press the ‘Cancel’ button ( ) to disregard all inputs and return to the ‘Capital 
Factor Runs’ screen.
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Section 7.2.2: Editing a Capital Factor Run
To edit a capital factor run, the will may use filters (described in section 4.4) as needed to locate 
the correct run and then click on that run to highlight it. Next, the user will press the ‘Edit’ button 
( ) at the bottom of the screen shown below.

The ‘Edit Capital Factor Run’ screen appears on the screen and if these factors have already been 
run, the system will warn the user that the results from the previous run could be lost as a 
consequence of editing this data. An example of this warning is shown below. If the user presses 
the ‘OK’ button ( ), then the system continues. If the user runs or saves any new 
changes, then data from the previous run will be lost, replaced by the new data. However, if the 
user presses the ‘Cancel’ button ( ), the user will be returned to the previous screen.
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The ‘Edit Capital Factor Run’ screen, shown on the previous page, remains on the screen if one of 
these two criteria are met:
1. The capital factors have not been run yet.
2. If the user is warned about the risk of losing previous results, then the ‘OK’ button 

( ) has been pressed.

The top portion of the ‘Edit Capital Factor Run’ screen is shown above. None of the first three 
fields in this portion of the screen may be modified. The user may, however, modify the 
jurisdiction information if no data versions have been selected at the bottom of the screen yet. 
Once the data versions have been selected, the ability to modify the jurisdiction will be lost. The 
jurisdiction may be changed by pressing the button ( ) to the right of the field and then choosing 
an option from the drop down menu.

Once the top section has been edited, if the ‘Prompt’ window is present, then the user may also 
edit any existing prompts. This window will not be present unless the user selected to insert a 
prompt when building the selected template. To edit prompt values, press the ‘Select’ button 
( ) at the top right of the window shown above.
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The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the template, then the user will select a prompt from the ‘Prompt ID’ 
field by pressing the button ( ) at the right side of the field and then clicking on the preferred 
prompt. Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at 
the right side of the field and then clicking on the appropriate selection. With two exceptions, the 
‘Item Type’ field will have the same choices available that the ‘Item Type’ field on the ‘New 
Capital Factor Formula’ screen in the template had. These two exceptions are the custom 
formulas and the other existing formulas which will not be available.

Once the existing selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, 
the user may click on a formula from the box on the left side of screen and then press the ‘Select’ 
button ( ) at the bottom left of the screen to continue. This new selection will replace 
any previous selection for the selected prompt. Once a new item has been selected, the new 
prompt item will be populated in the box at the right side of the screen. Now, the user may either 
press the ‘OK’ button ( ) to save the selected prompt item or press the ‘Cancel’ button 
( ) to disregard this information and return to the previous screen.
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Once the top portion of the screen has been edited, the user may press the ‘Select’ button 
( ) at the top right of the ‘Assumptions’ box to edit the assumptions. This box is 
located in the middle of the page.
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On the ‘Assumption Selection’ screen, the user may edit previous selections in each of the drop 
down menus provided. To access the drop down menus, the user will press the button ( ) at the 
right side of each field. Once selections have been edited in each of the fields, the user will press 
the 'OK' button ( ) and the system will return the user to the ‘Edit Capital Factor Run’ 
screen. Alternatively, pressing the 'Cancel' button ( ) will return the user to the ‘Edit 
Capital Factor Run’ screen without making any changes.

In addition to editing the assumptions on the ‘Edit Capital Factor Run’ screen, the user may also 
edit the data versions by pressing the ‘Select’ button ( ) at the top right of the ‘Data 
Versions’ box located at the bottom of the screen.
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The ‘Data Versions Selection’ screen, shown below, is loaded.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
may changed any of the previous selections.
• Once all of the needed modifications have been made, the user will press the 'OK' button 

( ) and the system will return the user to the ‘Edit Capital Factor Run’ screen.
• Alternatively, pressing the 'Cancel' button ( ) will return the user to the ‘Edit 

Capital Factor Run’ screen, disregarding any changes that have been made.

Once the user has made all necessary changes on the ‘Edit Capital Factor Run’ screen, the user 
will have these options available at the bottom of the screen:
• Press the ‘Run’ ( ) button to calculate the capital factors. This will navigate the 

user to the message center, described in section 13.1 of this document, where the user will 
wait for the run to supply a message that it has either failed or been completed. The results of 
this run may be viewed either from the message center by clicking on the link that will be 
active in the ‘Job Description’ column once the run is complete or by using the ‘View Results’ 
button ( ) in the capital factor runs subsection.

• Press the ‘Save’ button ( ) to save the updated contents of the ‘Edit Capital Factor 
Run’ screen and return to the ‘Capital Factor Runs’ screen.

• Press the ‘Cancel’ button ( ) to disregard the updated information and return to the 
‘Capital Factor Runs’ screen.
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Section 7.2.3: Viewing the Inputs of a Capital Factor Run
The user may use filters, as described in section 4.4, to limit or expand the list of capital factor 
runs that are displayed on the screen. All capital factor runs that meet the filtered criteria will be 
displayed on the screen. As shown below, the user will click on the correct run to highlight it and 
then press the ‘View’ button ( ) to view the selected inputs for the run.

Once the ‘View’ button ( ) has been pressed, the ‘View Capital Factor Run’ screen 
loads up as shown on the next page. On this screen, the user may view the prompts, assumptions, 
and data versions that were selected for this capital factor run.
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When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘Capital Factor Runs’ screen.
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Section 7.2.4: Renaming a Capital Factor Run
To rename a capital factor run, the user will use filters, as described in section 4.4, to locate the 
correct run on the ‘Capital Factor Runs’ screen. As shown below, the user will click on that run to 
highlight it and then press the ‘Rename’ button ( ).

The rename function will only be available to the person who created the capital factor run, also 
known as the data owner. If a renamed run was used in another area or another area within the 
VzCost system prior to the name change, then the name change will filter through the system to 
all areas that are affected. VzCost can do this because, although the name has changed, the run has 
not changed and VzCost tracks the run itself, not the run’s name. Please notice that the run may 
not be renamed if it has already been designated as either final or final and filed.
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Once the user has pressed the ‘Rename’ button ( ), the ‘Rename Capital Factor Run’ 
screen, shown below, will load up.

This screen allows the user to change both the name and the description of the run. Once the 
appropriate changes have been made, the user will have two choices.
1. Press the ‘Save’ button ( ) to save the new name and description.

2. Press the ‘Cancel’ button ( ) to disregard all changes and return to the ‘Capital 
Factor Runs’ screen.
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Section 7.2.5: Deleting a Capital Factor Run
To delete a capital factor run, the user will use filters, as described in section 4.4, to locate the 
correct run on the ‘Capital Factor Runs’ screen. Once located, the user will click on that run to 
highlight it as shown below. If the user created this run, then the ‘Delete’ button ( ) 
will be available. Otherwise, this function will be disabled.

Next, the user will press the ‘Delete’ button 
( ). Before deleting the run, the system 
will prompt for confirmation, as shown at the right, 
and the user will either press the ‘OK’ button 
( ) to complete the deletion or the 
‘Cancel’ button ( ) to disregard the 
deletion request. After one of the two buttons has 
been pressed, the user will be returned to the ‘Capital 
Factor Runs’ screen.
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Section 7.2.6: Running a Saved Capital Factor Run
When the capital factor run was first created, if the user pressed the ‘Save’ button ( ) 
to save the information rather than pressing the ‘Run’ button ( ) to complete the capital 
factor run, then the user may use this function to complete the saved run.

To run a previously saved capital factor run, the user will use filters (described in section 4.4) as 
needed to locate the correct run on the ‘Capital Factor Runs’ screen, click on that run to highlight 
it, and press the ‘Run’ button ( ). Note that this button will not be available for any run 
other than a saved run that has not been previously completed. Once the button has been pressed, 
the system will navigate the user to the message center, described in section 13.1 of this 
document, where the user will wait for the run to supply a message that the run either failed or has 
been completed. The user may see the results of this run from the message center by clicking on 
the link that will be active in the ‘Job Description’ column once the run has completed.
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Section 7.2.7: Viewing Capital Factor Run Results
After a capital factor run has been completed, the user will have two ways to view the results of 
the run. The results can be viewed from the message center as described in section 13.1 or from 
the ‘Capital Factor Runs’ screen shown below. On the ‘Capital Factor Runs’ screen, the user may 
use filters (described in section 4.4) as needed to locate the correct run. Once the correct run has 
been located, the user will click on that run to highlight it and then press the ‘View Results’ button 
( ). The ‘View Results’ button ( ) will not be available if the capital factor 
run has not been run.
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The result set from the capital factor run is loaded into the ‘Capital Factor Run Results’ screen. 
Notice that the fields at the top of the page can not be modified.

There are nine functional parts of the ‘Capital Factor Results’ page. The first two are listed and 
described below. The remaining seven are listed and described over the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the screen changes 

the grid in the bottom part of the screen into a printable version. This printable version shows 
all of the results on one printable screen, allowing the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user prints from the functional grid, only those items shown on the 
screen will be printed. To print everything, the user would have to use the scroll bars to scroll 
through the data one page at a time and then print each page, using a large number of pages. 
Thus, the printable grid feature will save the user considerable amounts of time and paper.

• Details: At the top of the page, the ‘Show Details’ button ( ) and the ‘Hide Details’ 
button ( ) will either show or hide the fields at the top of the page. The hide button 
is visible when the fields are shown. The show button is visible when the fields are hidden.
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• Exceptions: A link to the exception log may or may not appear on the ‘Capital Factor Run 
Results’ screen. If this link does appear, it will be located immediately below the 
‘Jurisdiction’ field at the top of the screen. This link appears if any of the exceptions that are 
described in the message center subsection of this document occur during the capital factor 
run. When the user clicks on this link, the screen shown below will load up. This screen 
provides the user with detailed information regarding the exceptions that have occured.

Once the user has finished examining the data on this screen, the ‘Close’ button ( ) 
at the bottom of the screen may be pressed to close this screen and return to the ‘Capital 
Factor Run Results’ page.
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If the user needs to sort the information before downloading the data or printing the data, the user 
will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information previously selected. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.

If the user does not need to publish, drill into, or download the data or just has no further need for 
information from this screen, then the screen should be closed.
• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 

system will close the results page and return the user to the ‘Capital Factor Runs’ screen.
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Otherwise, the user may choose to download the information from these results, view the details 
of their calculations by drilling down into them, or publish the results for use as a data version.
• Drill Down: To drill down in to the results, the user would select any line within the results, 

thus highlighting that line, and then press the ‘Drill Down’ button ( ). It is 
important for the user to realize that the drill down function drills on the formula(s) and not on 
the value(s). As shown below, the ‘Drill Down’ screen loads up in a separate window.

The areas on the ‘Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was selected prior 

to completing the capital factor run.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu that opened when the 
button was pressed. This option allows the user to either view the drill down information 
one account at a time, for all accounts by selecting ‘All’ from the drop down menu, or for 
items that have no account number, if such items exist, by selecting ‘None’ from the drop 
down menu. The screen will automatically refresh with the results as soon as the user 
makes a selection.

• The formula line provides the name of the formula that the user is drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.
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The user may do the following on the ‘Drill Down’ screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When the button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Close’ button ( ) can be used at any time to close the ‘Drill Down’ screen 
completely.
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• The user may also press the ‘Download’ button ( ) which will download the data 
in to a CSV file for the user to use with other applications or as needed. Once the button has 
been pressed, the ‘Download’ screen, shown below, will appear. The user should make sure 
that the ‘Save this file to disk’ radio button has been selected and the press the ‘OK’ button 
( ). Alternatively, the user could press the cancel button ( ) to 
disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up. The user will need to choose where to save the file 
by using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, 
in the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the destination is achieved. Once the correct location has 
been found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back in to the system later, the user 
must remove the header row from the file before uploading it back in to the system.



Section 7 Capital

Page 240 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 7.2.7

• Publish: The publish button serves to publish the results of the capital factor run as a data 
version so that analysts may use these results without having to dig through intermediate level 
data. Once the ‘Publish’ button ( ) has been pressed, the system will publish the 
data and return the user to the ‘Capital Factor Runs’ screen.

There are several rules related to the publish function. Without compliance to these rules, the 
publish function will not be available to the user.
• In the capital factor template, a formula must be assigned to each of the items available in 

the ‘Published Result’ drop down menu. Otherwise, the publish function will be inactive.
• Both the capital factor template and the capital factor run must be approved before the 

publish function will be available.
• The publish function available to the data owner.
• If either the capital factor template or the capital factor run has a status of final and filed, 

then the publish function will be not available.
• No capital factor run may be published more than once. Thus, after the run has been 

published, the publish function will no longer be available.
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Section 7.2.8: Changing the Status of a Capital Factor Run
To change the status of a capital factor run, the user will click on a run to highlight it and then 
press the ‘Change Status’ button ( ). If the run has not been set up correctly, the system 
will provide an error message like the one shown in the figure below. Otherwise, a screen that is 
very similar to the ‘View Capital Factor Run’ screen will load up.
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The difference between this screen and the ‘View Capital Factor Run’ screen is the ‘Status’ field 
near the top of this screen. This field does not exist on the ‘View Capital Factor Run’ screen.
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The user may select from the drop down menu next to the ‘Status’ field by pressing the button 
( ) at the right of the field. There may be up to seven options available for the user to choose 
from when changing status. Below is a description of each of these options:

1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 
Further explanation of this status type is available in section 1.7.

2. In Progress: In progress items can only be seen by the data owner.
3. Completed: Completed items can be seen by anyone but are not yet awaiting approval.
4. Submitted: Submitted items can be seen by anyone and are awaiting approval.
5. Approved: Approved items may now be used in cost studies as needed. The capital factor 

run may not be approved until the related capital factor template has been approved. Then, 
it may only be approved by a user with the appropriate security clearance. Furthermore, no 
user may approve his/her own run under any circumstances.

6. Final: Final items may not be edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not be 
edited further or deleted.

Once the user has changed the status of the capital factor run, two options will be available at the 
bottom of the screen:
• The user may press the ‘Save’ button ( ) to save the capital factor run and return to 

the ‘Capital Factor Runs’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard the status change and 

return to the ‘Capital Factor Runs’ screen.
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Section 7.2.9: Viewing Dependents of a Capital Factor Run
The ‘View Dependents’ button ( ) on the ‘Capital Factor Runs’ screen will allow the 
user to see the entire chain of data associated with the run. It does this by allowing the user to 
navigate from one object to the next so that related dependencies can be viewed. In using this 
function, filters may be used as described in section 4.4 to limit or expand the list of runs 
displayed on the screen. All runs meeting the filtered criteria will be displayed on the screen. To 
continue, the user should select the needed run by clicking on it, and then press the ‘View 
Dependents’ button ( ) at the bottom of the screen.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected capital factor run, thus locking it. Any items in 
this window will need to be deleted before the run can be deleted. The bottom window shows the 
user items that the selected capital factor run is using. These items are locked and thus, can not be 
deleted until this run has been deleted. Once the run has been marked final, all data shown in this 
chain will be locked, and thus, unable to be edited or deleted. When the user is done with this 
screen, the ‘Close’ button ( ) at the bottom of the screen should be pressed.
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Section 8: Expenses

Expense factors are calculated by the VzCost Calc Engine. The expense factor domain in VzCost 
is divided into two functional areas. Both of these areas, expense factor templates and expense 
factor runs, may be accessed by clicking on the appropriate link from the home page shown 
above.
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Section 8.1: Expense Factor Templates
An expense factor template is a set of formulas that are used to run expense calculations. While 
the template contains formulas, it does not contain any results. Expense factor runs will provide 
results. However, the user will not be able to create an expense factor run until an expense factor 
template has been created.

Throughout this section, please notice that filters may be used as described in section 4.4 to limit 
or expand the list of expense factor templates that are displayed on the screen. All expense factor 
templates that meet the filtered criteria will be displayed on the screen.
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Section 8.1.1: Creating a New Expense Factor Template
To create an expense factor template, the user will press the 'New' button ( ) at the 
bottom of the ‘Expense Factor Templates’ screen. The ‘New Expense Factor Template’ screen 
loads into memory. An example of this screen is shown below.

At the top of the page, the user will provide a name and a brief description of the new expense 
factor template in the appropriate fields. By default, the jurisdiction is ‘All’ and thus, the template 
may be used to run any expense factor run. To limit the applicable jurisdictions, the user should 
click the word ‘All’ which also serves as a link.
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After the link has been clicked, the screen shown above will load up. The user will select the 
needed jurisdictions in the left column and press the arrow button ( ) between the two columns. 
Doing this moves the jurisdictions to the list in the right column and changes the radio button at 
the top of the screen from ‘All Jurisdictions’ to ‘Selected Jurisdictions’. To remove an item from 
the right column, click the check box next to the item to be deleted and then click the trash can 
icon ( ) at the top of the column. Pressing the 'OK' button ( ) will save the selections 
and return the user to the previous screen. Alternatively, pressing the 'Cancel' button 
( ) will disregard all changes and return the user to the previous screen.
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The ‘Printable Grid’ button ( ) at the top right corner of the ‘New Expense Factor 
Template’ screen changes the grid in the bottom part of the screen into a printable version. This 
printable version shows all of the data sources and formulas on one printable screen. This allows 
the user to easily print the result set. The ‘Functional Grid’ button ( ) will return the 
user from the printable screen to the functional screen. If the user tries to print from the functional 
grid, only those items shown on the screen will be printed. To print everything, the user would 
have to print data one page at a time, using a large number of pages. Thus, the printable grid 
feature will save the user considerable amounts of time and paper. Also at the top right corner of 
the screen, the ‘Show Details’ button ( ) and the ‘Hide Details’ button ( ) 
will either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.

The window at the bottom of the screen has two tabs. These tabs are labelled as ‘Data’ and 
‘Formulas’. The user needs to make certain that the ‘Data’ tab is selected and then press the 
‘Select’ button ( ) at the bottom, left of the screen.
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The ‘Select Data Sources’ screen, shown below, will load up. The user should make a selection 
from the ‘Data Source Type’ field by pressing the button ( ) to the right of the field and clicking 
on the correct item.

Once the data source type has been selected, the user may highlight items in the available data 
sources table on the left and move those items to the right column by pressing the arrow button 
( ) between the two columns. To remove an item from the right column, click inside the box at 
the right of the item and then click on the trash can icon ( ) above the checked box. Also, once 
an item has been moved to the right column an alias must be assigned before the system will 
allow the user to press the 'OK' button ( ) and continue.
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To use the data source name as the alias, the user should press the arrow button ( ) to the left of 
the ‘Alias’ field. The user may also type in a different alias name manually or use both options by 
pressing the arrow button ( ) and then adding to the text. In the example shown below, the user 
tried to continue without providing an alias and the system responded with the error message 
shown. Please note that an alias cannot contain spaces or special characters with the exception of 
the underscore, which may be used.

Once the user has selected all needed data sources and assigned aliases to them, two options will 
be available. The user may press the 'OK' button ( ) to save the selections and return 
the user to the previous screen or the user may press the 'Cancel' button ( ) to disregard 
all changes and return the user to the previous screen.
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Notice that the information selected by the user is now populated within the ‘Data’ tab.

If an item of data needs to be deleted, the user should click on that item to highlight it and then 
press the delete button ( ).



Section 8 Expenses

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 255
Release 2.4.4 Section 8.1.1

Next the user will need to create formulas for the expense factor template. Thus, the user will 
click on the ‘Formula’ tab and the contents of the formula tab will replace the contents of the data 
tab on the screen, as shown below.

To create the needed formulas, the user will press the ‘New (Insert)’ button ( ) at the 
bottom of the screen.
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The ‘New Expense Factor Formula’ screen loads up. The user will provide a descriptive ‘Formula 
Name’ and a ‘Formula ID’ which should be an abbreviated name for the formula. Next the user 
must decide whether or not to publish the results of the expense factor run. When publishing 
results, the user is creating a data version based on the final results of the expense factor run. 
Thus, once the data version is approved, an analyst may use that data version without having to 
drill through the intermediate level results of the expense factor run. In order to use the publish 
function, a formula must be assigned to each of the available items in drop down menu for the 
‘Published Result’ field. All of the items in this field will be formatted as follows: table 
name.item (example: Expense_Factors.EEL_TESTING would represent the ‘EEL_TESTING’ 
item from the expense factors table. Next, the user will select from the ‘Item Type’ drop down 
box by pressing the button ( ) to the right of the field. There will be three item types available:
• Formulas – Formulas contains a list of other expense factor formulas that have already been 

created. If no other expense factor formulas have been created yet, then there will be no 
formula options available.

• Custom Formulas – Contains a list of functions that, when applied against a formula, will 
perform a pre-designed calculation. Some examples of custom formulas, just to list a few, are 
cost, total, total cost, total direct shared, and match account.

• All Others – These are all of the data sources that where selected earlier in the creation of the 
expense factor template. These will be either capital factor templates or data tables.
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On the screen shown below, the width of the columns in the left window are adjustable. By 
positioning the mouse in the header row between the columns, a bidirectional arrow appears and 
the user may stretch either window to view more of the data in the column. In the example below, 
‘Custom_Formulas’ was chosen from the ‘Item Type’ field first. The user highlighted ‘Abs’ and 
moved it to the formula box on the right by clicking on the arrow button ( ) between the two 
columns. This function returns the absolute value of any formula that is in the parenthesis located 
to the right of it. The next item type chosen was ‘Billing’ and the user selected both 
‘Billing.DIR_ENV’ and ‘Billing.DIR_CAP_EXP’. These selections were placed to the right of 
the word ‘Abs’ and were surrounded by parenthesis. A plus sign was placed between the 
selections to indicate addition and a forward slash (/) was placed after the last parenthesis to 
indicate division. Next, ‘Demand’ was chosen from the ‘Item Type’ field. The user selected both 
‘Bus’ and ‘Res’ in the window on the left and placed them to the right of the forward slash (/) in 
the formula box on the right. The user surrounded these selections with parentheses and put a plus 
sign between the them to indicate addition. Thus, the formula was completed with the sum of the 
absolute value of the billing items being divided by the sum of the demand items. This is just one 
example of many formulas that can be built here. Once the formula is complete, the user will 
press the ‘Validate’ button ( ) to make certain that the formula syntax is 
mathematically correct. The validate function does NOT verify that the data in the formulas were 
chosen correctly. As shown below, if the formula validates properly, the word ‘VALID’ will 
appear above the formula box.
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If the user is choosing from a large list of formula ID’s, the list can be filtered by typing characters 
of the formula id name in the ‘Filter Items’ box at the bottom of the screen and then pressing the 
‘Filter’ button ( ). Pressing the reset button ( ) will remove all filters and 
restore the entire list.

Once the user has completed the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New Expense Factor Template’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the current 

formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It appears in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New Expense Factor Template’ screen where the ‘Formula’ 
tab will remain active.
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The user may edit or delete a formula that has been created by clicking on that formula to 
highlight it and then pressing the ‘Edit’ button ( ) to edit the formula or pressing the 
‘Delete’ button ( ) to delete the formula. If needed, formulas within the list may be 
moved up or down. To accomplish this, the user should click on a formula to highlight it and then 
press either the ‘Move Up’ button ( ) or the ‘Move Down’ button ( ) at the 
bottom of the screen. This may be continued until the highlighted formula has been successfully 
relocated to the correct location within the list.

Labels allow the user to separate multiple sets of formulas. To insert a label, press the ‘Insert 
Label’ button ( ). When this button is pressed, the user will be prompted to enter a 
name for the label. The user may enter a name and then press the ‘OK’ button ( ) or 
the user can choose to press the ‘Cancel’ button ( ) which will cancel the request.



Section 8 Expenses

Page 260 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 8.1.1

The label name appears in the ‘Formula Name’ column. The move up and move down functions, 
described earlier, will allow the user to move the label as needed.

The insert prompt function allows the user to add a prompt to the template. Rather than building a 
formula, a prompt will allow the user to select the specific investment value when the expense 
factor run is processed. This is useful in situations where the needed investment values change 
periodically. To insert a prompt, the user will press the Insert Prompt’ button ( ).
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The ‘New Prompt’ screen, shown below, loads up. To create a prompt, the user will have two 
fields that will need to be populated on this screen. The ‘Prompt Name’ field is equivalent to the 
‘Formula Name’ field in the formula builder. The ‘Prompt ID’ field is equivalent to the ‘Formula 
ID’ field in the formula builder. When done, the user can press the ‘OK’ button ( ) 
which will save the prompt and return to the ‘New Expense Factor Template’ screen where the 
‘Formula’ tab will remain active or the user can press the ‘Cancel’ button ( ) which 
will disregard everything on the current screen and return to the ‘New Expense Factor Template’ 
screen where the ‘Formula’ tab will remain active.
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The formula copy function that allows the user to copy a formula for use in a new formula. To use 
this function, the user will click on the formula to be copied and then press the ‘Copy’ button 
( ). Once the button is pressed, the ‘New Expense Factor Formula’ screen loads up 
with the ‘Formula Name’ field, the ‘Formula ID’ field, and the formula box at the right of the 
screen already populated with the information from the original formula. The user must modify 
the two fields at the top of the page to make them different from the comparable fields in the 
formula that was originally copied. Next the user make any needed changes to the copied formula 
as described earlier in this subsection. If choosing from a large list of ‘Formula ID’s, the list can 
be filtered by typing characters of the formula id name in the ‘Filter Items’ box at the bottom of 
the screen and pressing the ‘Filter’ button ( ). Pressing the ‘Reset’ button 
( ) will remove all filters and restore the entire list.
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Once the user has finished modifying the formula, the ‘Validate’ button ( ) will be 
pressed to make certain that the syntax of the formula is mathematically correct. If the formula 
validates properly, the word ‘VALID’ will appear above the formula box. Please note that the 
validate function does not verify that the data in the formulas were chosen correctly. If the user 
presses the ‘OK’ button ( ) to save the new formula and the fields at the top have not 
been modified, then the error message shown below will appear.

Once the user has made all of the needed modifications, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New Expense Factor Template’ screen, shown below, where the ‘Formula’ tab will 
remain active.

• The user can press the ‘Add Another’ button ( ) which will save the current 
formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It will appear in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New Expense Factor Template’ screen, shown below, where 
the ‘Formula’ tab will remain active.
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The move function works similar to the move up/move down function described earlier. However, 
with the move function, the user will click on the formula to be moved. Then the user will select a 
formula name from the drop down box in the ‘Move Above’ field by pressing the button ( ) to 
the right of the field and making a selection. Finally, the user will press the ‘Move’ button 
( ) to move the selected formula above the formula named in the drop down box.

Now that the expense factor template is complete, the user has two options.
• The user may press the ‘Save’ button ( ) to save the new expense factor template 

and return to the ‘Expense Factor Templates’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘Expense Factor Templates’ screen without saving anything.
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Section 8.1.2: Editing an Expense Factor Template
To edit an expense factor template, the user should navigate to the ‘Expense Factor Templates’ 
screen, click on the template that needs to be edited, thus highlighting it, and then press the ‘Edit’ 
button ( ) at the bottom of the screen.
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The ‘Edit Expense Factor Template’ screen loads up and the bottom window defaults to the ‘Data’ 
tab. If the template has not been used in an expense factor run, in another template, or in a control 
sheet, then the user will be able to change any of the three items at the top of the screen. The user 
will also have two options available regardless of which tab is selected.
• The ‘Printable Grid’ button ( ) at the top right corner of the screen changes the grid 

in the bottom part of the screen into a printable version. This printable version shows all of the 
results from both tabs on one printable screen. This allows the user to easily print the result 
set. The ‘Functional Grid’ button ( ) will return the user from the printable screen 
to the functional screen. If the user tries to print from the functional grid, only those items 
shown on the screen will be printed. To print everything, the user would have to use the scroll 
bars and tabs to go through the data one page at a time, using a large amount of extra time and 
paper when printing. Thus, the printable grid feature would be preferable.

• At the top right corner of the screen, the ‘Show Details’ ( ) and ‘Hide Details’ 
( ) buttons will either show or hide the fields at the top of the page. The hide button 
is visible when the fields are shown and the show button is visible when the fields are hidden.
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The user will have two options within the ‘Data’ tab available at the bottom left corner of the 
screen. The user may press the 'Select' button ( ) to change or update all items on the 
data sources page. The user may click on a particular data source shown in the list on this page, 
thus highlighting it, and then press the ‘Delete’ button ( ). By doing this, the user is 
deleting the data source that was highlighted. If a user deletes a data source by mistake, the 
‘Cancel’ button ( ) at the bottom, center of the page can be pressed to disregard all 
changes and to exit the edit function. If the user pressed the 'Select' button ( ), the 
‘Data Sources’ page loads up. At this point, the user may make any desired changes to this page. 
In the example below, the user has added ‘ABC_COST’ in the window at the right and assigned it 
an alias. Once all of the required changes are complete, the user will press the 'OK' button 
( ) to save the changes and return the user to the previous screen. Alternatively, 
pressing the 'Cancel' button ( ) will disregard all changes and return the user to the 
previous screen.
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From the ‘Edit Expense Factor Template’ screen, the user can also click on the ‘Formulas’ tab.
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The user will have several options available within this tab.
• The ‘New (Insert)’ button ( ) remains available in case the user wants to create 

new formulas in addition to the existing formulas, as described in the previous subsection. If 
no formulas are highlighted when this button is pressed, then the new formula that will be 
created will appear at the bottom of the list of formulas on the ‘Edit Expense Factor Template’ 
screen. However, if the user highlights a formula before pressing the ‘New (Insert)’ button 
( ), then the new formula that will be created will appear immediately above the 
formula that was highlighted on the ‘Edit BC Family’ screen.

• The user may edit an existing formula by clicking on the formula to highlight and then pressing 
the ‘Edit’ button ( ). This option is explained in more detail on the next page.

• The user may delete a formula that has been created by clicking on that formula to highlight it 
and then pressing the ‘Delete’ button ( ). If a user deletes a formula by mistake, the 
‘Cancel’ button ( ) at the bottom, center of the page can be pressed to disregard all 
changes and exit the edit template function.

• The ‘Move Up’ button ( ) and the ‘Move Down’ button ( ) remain 
available, as described in the previous subsection, in case the user needs them.

• The ‘Insert Label’ button ( ) remains available, as described in the previous 
subsection, in case the user needs it.

• The Insert Prompt’ button ( ) remains available, as described in the previous 
subsection, in case the user needs to select specific investment values at expense factor run 
time.

• The ‘Copy’ button ( ) remains available in case the user needs to copy an existing 
formula as described in the previous subsection.

• The ‘Move’ button ( ) remains available, as described in the previous subsection, 
in case the user needs it.
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If the user chose to edit a particular formula, the ‘Edit Expense Factor Formula’ screen will load 
up. If needed, the user may change the two fields at the top of the screen, choose an item type, 
filter the formula IDs at the left, and make changes to the formula in the formula box on the right. 
The user can even edit or add selections from the published results drop down menu. All of these 
options were described earlier in the previous subsection. If changes were made to the formula 
box on the right, the user will need to press the ‘Validate’ button ( ) to make certain 
that the syntax of the formula is mathematically correct. If the formula validates properly, the 
word ‘VALID’ will appear above the formula box. Please note that the validate function does not 
verify that the data in the formulas were chosen correctly.

Once the user has finished editing the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘Edit Expense Factor Template’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the formula and 

reset the existing screen so that another formula can be created.
• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 

current screen and return to the ‘Edit Expense Factor Template’ screen where the ‘Formula’ 
tab will remain active.
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Once the user has returned to the ‘Edit Expense Factor Template’ screen, the user will have two 
options:
• The user may press the ‘Save’ button ( ) to save the expense factor template and 

return to the ‘Expense Factor Templates’ page.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘Expense Factor Templates’ page without saving anything.
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Section 8.1.3: Viewing the Inputs of an Expense Factor Template
The user may use filters, as described in section 4.4, to limit or expand the list of expense factor 
templates that are displayed on the screen. All expense factor templates that meet the filtered 
criteria will be displayed on the screen. As shown below, the user will click on the correct 
template to highlight it. To view the inputs that have been selected for the template, the user will 
press the ‘View’ button ( ).
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Once the ‘View’ button ( ) has been pressed, the ‘View Expense Factor Template’ 
screen loads up as shown below. On this screen, the user may view the data source information or 
the formulas that were selected for this expense factor template.

When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘Expense Factor Templates’ screen.
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Section 8.1.4: Copying an Expense Factor Template
At some point in time a user may decide to copy an expense factor template. Usually this would 
be done under one of two scenarios.
1. The user may not be able to delete or modify certain parts of an expense factor template if it 

has been used in an expense factor run.
2. The user would like to edit another user’s expense factor template for whatever reason, which 

is not possible.
In both of these scenarios, the user could make a copy of the existing expense factor template. The 
user may use this copy as needed.

The user will click on the expense factor that needs to be copied, thus highlighting it, and then 
press the ‘Copy’ button ( ). Please notice that the system not only creates a copy of the 
template, but it also creates a new name by appending the words “CopyOf_” in front of the old 
expense factor template’s name. In the example shown above, the user would like to modify 
another user’s template. The user cannot do this so the user copies it instead. The user will be able 
to modify the copy as needed. If so desired, the user can edit the expense factor template’s name 
by using the edit function described earlier in this section.
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Section 8.1.5: Deleting an Expense Factor Template
If the user wishes to delete an expense factor template, that user should click on the template to 
highlight it. Next, the user should press the ‘Delete’ button ( ).

Before deleting the template, the system will prompt 
for confirmation, as shown at the right of this page. 
At this point, the user must either press the ‘OK’ 
button ( ) to complete the deletion of the 
template or press the ‘Cancel’ button ( ) 
to completely disregard the deletion request. After 
one of the buttons has been pressed, the user will be 
returned to the ‘Expense Factor Templates’ page.
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Please note that the template can not be deleted once if it has a status level of approved or higher. 
Also, if another user has created a run off of this template, the user will not be able to delete it. 
However, if the user creates an expense factor run off of this template and neither the template or 
the run have a status level of approved or higher, then the user will have another option. Once the 
user presses the ‘OK’ button ( ) to complete the deletion of the template, the ‘Confirm 
Deletion of Dependencies’ screen, shown below, loads up.

The user will have two options on this screen.
1. The user may press the ‘Delete All’ button ( ) which will delete the template and 

all related dependencies. When this button is pressed, the system will ask the user to confirm 
that the chosen template and all related dependencies should be deleted.

2. The user may press the ‘Cancel’ button ( ) to cancel the deletion request and return 
to the ‘Expense Factor Templates’ screen.
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Section 8.1.6: Changing the Status of an Expense Factor Template
To change the status of an expense factor template, the user will click on a template to highlight it 
and then press the ‘Change Status’ button ( ). A screen that is very similar to the ‘View 
Expense Factor Template’ screen loads up. The user may select from the drop down menu next to 
the ‘Status’ field by pressing the button ( ) at the right of the field.
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There may be up to seven status options available. Below is a description of those options:
1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 

Further explanation of this status type is available in section 1.7.
2. In Progress: In progress items can only be seen by the data owner. Runs may be built off of 

these items, however, the status level of each run can not exceed the status level of the 
template that it is associated with. Therefore, only the data owner may see these runs.

3. Completed: Completed items can be seen by anyone but are not awaiting approval. Runs 
built off of these items can be see by anyone, however, the status level of each run can not 
exceed the status level of the template that it is associated with.

4. Submitted: Submitted items are completed items that are awaiting approval.
5. Approved: Approved items may now be used in all applicable sections of VzCost as 

needed. A run may only be approved by a user with appropriate security clearance. 
Furthermore, no user may approve his/her own run under any circumstances.

6. Final: Final items may not edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not edited 
further or deleted.
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Once the user changed the status, two options will be available:

• The user may press the ‘Save’ button ( ) to save the expense factor template and 
return to the ‘Expense Factor Templates’ screen.

• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 
‘Expense Factor Templates’ screen without saving anything.
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Section 8.1.7: New Run
The ‘New Run’ button ( ) was designed as a bridging point between the expense factor 
templates and expense factor runs area of the VzCost system. Creating an expense factor run is 
the next step after creating a expense factor template. This button links the user to that next step so 
that the user, if so desired, may avoid returning to the ‘Home Page’ prior to creating an expense 
factor run. To use this function, the user will press the ‘New Run’ button ( ) on the 
‘Expense Factor Templates’ screen.

The ‘New Expense Factor Run’ screen, shown on the next page, loads up and the user is ready to 
start the run as described later in this section of this document.
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Please note that, if the user does not complete the run, then the ‘Save’ button ( ) may 
be used to save the run or the ‘Cancel’ button ( ) may be used to disregard all entries 
on the page.
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Section 8.1.8: Viewing Dependents of an Expense Factor Template
The ‘View Dependents’ button ( ) on the ‘Expense Factor Templates’ screen will 
allow the user to see the entire chain of data associated with the template. It does this by allowing 
the user to navigate from one object to the next so that related dependencies can be viewed. In 
using this function, filters may be used as described in section 4.4 to limit or expand the list of 
templates displayed on the screen. All templates meeting the filtered criteria will be displayed on 
the screen. To continue, the user should select the needed template by clicking on it, and then 
press the ‘View Dependents’ button ( ) at the bottom of the screen.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected expense factor template, thus locking it. Any 
items in this window will need to be deleted before the template can be deleted. The bottom 
window shows the user items that the selected expense factor template is using. These items are 
locked and thus, can not be deleted until this template has been deleted. Once the template has 
been marked final, all data shown in this chain will be locked, and thus, unable to be edited or 
deleted. When the user is done with this screen, the ‘Close’ button ( ) at the bottom of 
the screen should be pressed.
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Section 8.2: Expense Factor Runs
Throughout this section, filters may be used as described in section 4.4 to limit or expand the list 
of expense factor runs that are displayed on the screen. All expense factor runs that meet the 
filtered criteria will be displayed on the screen.
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Section 8.2.1: Creating a New Expense Factor Run
As shown below, to create a new expense factor run the user will press the 'New' button 
( ) on the ‘Expense Factor Runs’ screen.
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The system will load up the ‘Expense Factor Template Selection’ screen which is shown below.

As before, the filters on the left side of the screen may be used, as described in section 4.4, to 
expand upon or limit the number of templates displayed on the screen. When the desired template 
is shown on the screen, the user should click on that template to highlight it and then press the 
'Select' button ( ) at the bottom of the screen. However, if there are no templates, then 
the user will not be able to continue. Instead, the user will have to press the 'Cancel' button 
( ) at the bottom of the screen and either create or locate the correct template.
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Once an expense factor template has been selected, the ‘New Expense Factor Run’ screen shown 
above, is loaded up. This page is used to select the run’s prompts, assumptions, and data versions.
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The prompt window shown on the ‘New Expense Factor Run’ screen will only be present if the 
user selected the insert prompt option when building the expense factor template. If no such 
selection was made, then this window will not appear on the ‘New Expense Factor Run’ screen at 
all. The top portion of the ‘New Expense Factor Run’ screen is shown below. First the user will 
name the new expense factor run and then a brief description of the run will follow. Next, the user 
will select a jurisdiction by pressing the button ( ) to the right of the field and choosing an 
option from the drop down menu. The expense factor template field was populated by the system 
earlier, when the user selected a template. Thus, this field cannot be changed either.

Once the top section has been completed, if the ‘Prompt’ window is present, then the user will 
need to populate the prompts that are displayed in this window. To select prompt values, press the 
‘Select’ button ( ) at the top right of the window.
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The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the template, then the user will select a prompt from the ‘Prompt ID’ 
field by pressing the button ( ) at the right side of the field and then clicking on the preferred 
prompt. Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at 
the right side of the field and then clicking on the appropriate selection. With two exceptions, the 
‘Item Type’ field will have the same choices available that the ‘Item Type’ field on the ‘New 
Expense Factor Formula’ screen in the template had. These two exceptions are the custom 
formulas and the other existing formulas which will not be available.

Once selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, the user will 
need to click on a formula from the box on the left side of screen and then press the ‘Select’ 
button ( ) at the bottom left of the screen to continue. Once an item has been selected, 
the prompt item will be populated in the box at the right side of the screen. Now, the user may 
either press the ‘OK’ button ( ) to save the selected prompt item or press the ‘Cancel’ 
button ( ) to disregard this information and return to the previous screen.
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Next, the user will press the ‘Select’ button ( ) at the top right of the ‘Assumptions’ 
box which is located in the middle of the page.

If the user fails to fill out the top portion of the ‘New Expense Factor Run’ screen prior to pressing 
the ‘Select’ button ( ) the system will provide the user with error messages at the 
bottom of the screen. An example of this is shown on the next page.



Section 8 Expenses

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 291
Release 2.4.4 Section 8.2.1



Section 8 Expenses

Page 292 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 8.2.1

On the ‘Assumption Selection’ screen, using the drop down menus provided, the user will make a 
selection in five categories. To access the drop down menus, the user will press the buttons ( ) 
at the right side of each field. Once selections have been made in both fields, the user will press 
the 'OK' button ( ) and the system will return the user to the ‘New Expense Factor 
Run’ screen. Notice that the selections made on the ‘Assumption Selection’ screen are now 
displayed on the ‘New Expense Factor Run’ screen. Alternatively, pressing the 'Cancel' button 
( ) will return the user to the ‘New Expense Factor Run’ screen without making any 
changes.
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Once the assumptions have been populated on the ‘New Expense Factor Run’ screen, the user will 
press the ‘Select’ button ( ) at the top right of the ‘Data Versions’ box which is located 
at the bottom of the page.
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The ‘Data Versions Selection’ page, shown below, is loaded.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
will select one item for each of the categories except for the ‘Run Name’ category which is 
automatically populated by the system. The data versions will be automatically filtered for the 
selected jurisdiction. Once selections have been made in all of the fields, the user will press the 
'OK' button ( ) and the system will return the user to the ‘New Expense Factor Run’ 
screen. Notice that the selections made on the ‘Data Versions Selection’ screen are now displayed 
on the ‘Expense Factor Runs’ page. Alternatively, pressing the 'Cancel' button ( ) will 
return the user to the ‘New Expense Factor Run’ screen, disregarding any changes that have been 
made.
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Once the ‘New Expense Factor Run’ screen has been completely populated, the user will have 
three options available.
1. Press the ‘Run’ ( ) button to calculate the expense factors. This will navigate the 

user to the message center, described in section 13.1 of this document, where the user will 
wait for a message that the run either failed or been completed. The results of this run may be 
viewed either from the message center by clicking on the link that will be active in the ‘Job 
Description’ column once the run is complete or by using the ‘View Results’ button 
( ) in the expense factor runs subsection.

2. Press the ‘Save’ button ( ) to save the information on the ‘New Expense Factor 
Run’ screen and return to the ‘Expense Factor Runs’ screen.

3. Press the ‘Cancel’ button ( ) to disregard all inputs and return to the ‘Expense 
Factor Runs’ screen.
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Section 8.2.2: Editing an Expense Factor Run
To edit an expense factor run, use filters (described in section 4.4) as needed to locate the correct 
run. Click on that run to highlight it and then press the ‘Edit’ button ( ) at the bottom 
of the ‘Expense Factor Runs’ screen shown below.

The ‘Edit Expense Factor Run’ screen appears on the screen and if these expense factors have 
already been run, the system will warn the user that the results from the previous run could be lost 
as a consequence of editing this data. An example of this warning is shown below. If the user 
presses the ‘OK’ button ( ), then the system continues. If the user runs or saves any 
new changes, then data from the previous run will be lost, replaced by the new data. However, if 
the user presses the ‘Cancel’ button ( ), the system will take the user back to the 
expense factor run list on the first page of the expense factors section.
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The ‘Edit Expense Factor Run’ screen, shown on the previous page, remains on the screen if one 
of these two criteria are met:
1. The expense factors have not been run yet.
2. If the system warned about the risk of previous results being lost, then the user has pressed the 

‘OK’ button ( ).

The top portion of the ‘Edit Expense Factor Run’ screen is shown below. None of the first three 
fields in this portion of the screen may be modified. The user may, however, modify the 
jurisdiction information if no data versions have been selected at the bottom of the screen yet. 
Once the data versions have been selected, the ability to modify the jurisdiction will be lost. The 
jurisdiction may be changed by pressing the button ( ) to the right of the field and then choosing 
an option from the drop down menu.

Once the top section has been edited, if the ‘Prompt’ window is present, then the user may also 
edit any existing prompts. This window will not be present unless the user selected to insert a 
prompt when building the selected template. To edit prompt values, press the ‘Select’ button 
( ) at the top right of the window shown above.
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The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the template, then the user will select a prompt from the ‘Prompt ID’ 
field by pressing the button ( ) at the right side of the field and then clicking on the preferred 
prompt. Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at 
the right side of the field and then clicking on the appropriate selection. With two exceptions, the 
‘Item Type’ field will have the same choices available that the ‘Item Type’ field on the ‘New 
Expense Factor Formula’ screen in the template had. These two exceptions are the custom 
formulas and the other existing formulas which will not be available.

Once the existing selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, 
the user may click on a formula from the box on the left side of screen and then press the ‘Select’ 
button ( ) at the bottom left of the screen to continue. This new selection will replace 
any previous selection for the selected prompt. Once a new item has been selected, the new 
prompt item will be populated in the box at the right side of the screen. Now, the user may either 
press the ‘OK’ button ( ) to save the selected prompt item or press the ‘Cancel’ button 
( ) to disregard this information and return to the previous screen.
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The ‘Assumptions’ window is found in the middle of the page. The user may press the ‘Select’ 
button ( ) at the top right of the ‘Assumptions’ window if any of the assumptions need 
to be edited.
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On the ‘Assumption Selection’ screen, using the drop down menus provided, the user will change 
the existing selection in any or all of the five fields. To access the drop down menus, the user will 
press the button ( ) at the right side of the field. Once selections have been edited, the user will 
press the 'OK' button ( ) and the system will return the user to the ‘Edit Expense 
Factor Run’ screen. Alternatively, pressing the 'Cancel' button ( ) will return the user 
to the ‘Edit Expense Factor Run’ screen without making any changes.
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At the bottom of the screen, if the data versions need to be edited, the user will press the ‘Select’ 
button ( ) at the top right of the ‘Data Versions’ box.
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The ‘Data Versions Selection’ screen, shown below, is loaded.

Using the drop down menus by pressing the button ( ) at the right side of each field, the user 
may edit any or all of the selections except for the ‘Run Name’ category which is automatically 
populated by the system. The data versions have been automatically filtered for the selected 
jurisdiction. Once the selections have been edited, the user will press the 'OK' button 
( ) and the system will return the user to the ‘Edit Expense Factor Run’ screen. 
Alternatively, pressing the 'Cancel' button ( ) will return the user to the ‘Edit Expense 
Factor Run’ screen, disregarding any changes that have been made.
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Once the ‘Edit Expense Factor Run’ screen has been edited to the user’s liking, the user will have 
three options available.
1. Press the ‘Run’ ( ) button to calculate the expense factors. This will navigate the 

user to the message center, described in section 13.1 of this document, where the user will 
wait for the run to supply a message that the run either failed or was completed. The results of 
this run may be viewed either from the message center by clicking on the link that will be 
active in the ‘Job Description’ column once the run is complete or by using the ‘View Results’ 
button ( ) in the expense factor runs subsection.

2. Press the ‘Save’ button ( ) to save the information on the ‘Edit Expense Factor 
Run’ screen and return to the ‘Expense Factor Runs’ screen.

3. Press the ‘Cancel’ button ( ) to disregard all changes and return to the ‘Expense 
Factor Runs’ screen.
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Section 8.2.3: Viewing the Inputs of an Expense Factor Run
The user may use filters, as described in section 4.4, to limit or expand the list of expense factor 
runs that are displayed on the screen. All expense factor runs that meet the filtered criteria will be 
displayed on the screen. As shown below, the user will click on the correct run to highlight it and 
then press the ‘View’ button ( ) to view the selected inputs for the run.

Once the ‘View’ button ( ) has been pressed, the ‘View Expense Factor Run’ screen 
loads up as shown on the next page. On the ‘View Expense Factor Run’ screen, the user may view 
the prompts, assumptions, and data versions that were selected for this expense factor run.
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When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘Expense Factor Runs’ screen.
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Section 8.2.4: Renaming an Expense Factor Run
To rename an expense factor run, the user will use filters, as described in section 4.4, to locate the 
correct run on the ‘Expense Factor Runs’ screen. As shown below, the user will click on that run 
to highlight it and then press the ‘Rename’ button ( ).

The rename function will only be available to the person who created the expense factor run, also 
known as the data owner. If a renamed run was used in another area or another run in VzCost prior 
to the name change, the name change will filter through the system to all areas and runs that are 
affected. VzCost can do this because, although the name has changed, the run has not changed 
and VzCost tracks the run itself, not the run’s name. Please notice that the run may not be 
renamed if it has already been designated as either final or final and filed.



Section 8 Expenses

Page 308 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 8.2.4

Once the user has pressed the ‘Rename’ button ( ), the ‘Rename Expense Factor Run’ 
screen, shown below, will load up.

This screen allows the user to change both the name and the description of the run. Once the 
appropriate changes have been made, the user will have two choices.
1. Press the ‘Save’ button ( ) to save the new name and description.

2. Press the ‘Cancel’ button ( ) to disregard all changes and return to the ‘Expense 
Factor Runs’ screen.
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Section 8.2.5: Deleting an Expense Factor Run
To delete an expense factor run, the user will use filters, as described in section 4.4, to locate the 
correct run from the expense factor run list on the first page of the expense factors section. Then, 
the user will click on that run to highlight it as shown below.

Next, the user will press the ‘Delete’ button 
( ). Before deleting the run, the system will 
prompt for confirmation, as shown at the right, and the 
user will either press the ‘OK’ button ( ) to 
complete the deletion or the ‘Cancel’ button 
( ) to disregard the deletion request. After 
one of the two buttons has been pressed, the user will be 
returned to the first page of the expense factors section.
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Section 8.2.6: Running a Saved Expense Factor Run
When the expense factor run was first created, if the user pressed the ‘Save’ button ( ) 
to save the information rather than pressing the ‘Run’ button ( ) to complete the 
expense factor run, then the user may use this function to complete the saved expense factor run.

To run a previously saved expense factor run, the user will use filters (described in section 4.4) as 
needed to locate the correct run from the expense factor run list on the first page of the expense 
factors section, click on that run to highlight it, and press the ‘Run’ button ( ). Note 
that this button will not be available for any run other than a saved run that has not been 
previously completed. Once the button has been pressed, the system will navigate the user to the 
message center, described in section 13.1 of this document, where the user will wait for the run to 
supply a message that the run either failed or was completed. Notice that expense factor run 
results cannot be viewed from the message center. The user will have to go back to the expense 
factor runs subsection to view the results.
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Section 8.2.7: Viewing Expense Factor Run Results
After an expense factor run has been completed, the user will have two ways to view the results of 
the run. The results can be viewed from the message center as described in section 13.1 or from 
the ‘Expense Factor Runs’ screen shown below. On the ‘Expense Factor Runs’ screen, the user 
may use filters (described in section 4.4) as needed to locate the correct run. Once the correct run 
has been located, the user will click on that run to highlight it and then press the ‘View Results’ 
button ( ). The ‘View Results’ button ( ) will not be available if the 
expense factor run has not been run.
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The result set from the expense factor run is loaded into the ‘Expense Factor Results’ page. Notice 
that the three fields at the top of the page can not be modified.

There are nine functional parts of the ‘Expense Factor Results’ page. The first two are listed and 
described below. The remaining seven are listed and described over the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
of the results on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on 
the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page, using a large number of 
pages. Thus, the printable grid feature will save the user considerable amounts of time and 
paper.

• Details: At the top of the page, the ‘Show Details’ button ( ) and the ‘Hide Details’ 
button ( ) will either show or hide the fields at the top of the page. The hide button 
is visible when the fields are shown. The show button is visible when the fields are hidden.
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• Exceptions: A link to the exception log may or may not appear on the ‘Expense Factor 
Results’ page. If this link does appear, it will be located immediately below the ‘Jurisdiction’ 
field at the top part of the page. This link appears if any of the exceptions that are described in 
the message center subsection of this document occur during the expense factor run. When the 
user clicks on this link, the screen shown below will load up. This screen provides the user 
with detailed information regarding the exceptions that have occured.

Once the user has finished examining the data on this page, the user may press the ‘Close’ 
button ( ) at the bottom of the screen to close this page and return to the ‘BC Run 
Results’ page.
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If the user needs to sort the information before downloading the data or printing the data, the user 
will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information previously selected. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.

If the user does not need to publish, drill into, or download the data or just has no further need for 
information from this screen, then the screen should be closed.
• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 

system will close the results page and return the user to the ‘Expense Factor Runs’ screen.
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Otherwise, the user may choose to download the information from these results, view the details 
of their calculations by drilling down into them, or publish the results for use as a data version.
• Drill Down: To drill down in to the results, the user would select any line within the results, 

thus highlighting that line, and then press the ‘Drill Down’ button ( ). It is 
important for the user to realize that the drill down function drills on the formula(s) and not on 
the value(s). As shown below, the ‘Drill Down’ screen loads up in a separate window.

The areas on the ‘Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was selected prior 

to completing the expense factor run.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu that opened when the 
button was pressed. This option allows the user to either view the drill down information 
one account at a time, for all accounts by selecting ‘All’ from the drop down menu, or for 
items that have no account number, if such items exist, by selecting ‘None’ from the drop 
down menu. The screen will automatically refresh with the results as soon as the user 
makes a selection.

• The formula line provides the name of the formula that the user is drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.
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The user may do the following on this screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Close’ button ( ) can be used at any time to close the ‘Drill Down’ screen 
completely.
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• The user may also press the ‘Download’ button ( ) which will download the data 
in to a CSV file for the user to use with other applications or as needed. Once the button has 
been pressed, the ‘Download’ screen, shown below, will appear. The user should make sure 
that the ‘Save this file to disk’ radio button has been selected and the press the ‘OK’ button 
( ). Alternatively, the user could press the cancel button ( ) to 
disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up. The user will need to choose where to save the file 
by using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, 
in the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the destination is achieved. Once the correct location has 
been found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back in to the system later, the user 
must remove the header row from the file before uploading it back in to the system.
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• Publish: The publish button serves to publish the results of the expense factor run as a data 
version so that analysts may use these results without having to dig through intermediate level 
data. Once the ‘Publish’ button ( ) has been pressed, the system will publish the 
data and return the user to the ‘Expense Factor Runs’ screen.

There are several rules related to the publish function. Without compliance to these rules, the 
publish function will not be available to the user.
• In the expense factor template, a formula must be assigned to each of the items available 

in the ‘Published Result’ drop down menu. Otherwise, the publish function will be 
inactive.

• Both the capital factor template and the capital factor run must be approved before the 
publish function will be available.

• The publish function available to the data owner.
• If either the capital factor template or the capital factor run has a status of final and filed, 

then the publish function will be not available.
• No capital factor run may be published more than once. Thus, after the run has been 

published, the publish function will no longer be available.
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Section 8.2.8: Changing the Status of an Expense Factor Run
To change the status of an expense factor run, the user will click on a run to highlight it and then 
press the ‘Change Status’ button ( ). If the run has not been set up correctly, the system 
will provide an error message like the one shown in the figure below. Otherwise, a screen that is 
very similar to the ‘View Expense Factor Run’ screen will load up.
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The ‘Change Status’ screen looks like the ‘View Expense Factor Run’ screen with one difference. 
The top section has a ‘Status’ field where the build status may actually be changed.



Section 8 Expenses

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 321
Release 2.4.4 Section 8.2.8

To change the status of the expense factor run, the user will make a choice from the from the drop 
down menu by pressing the button ( ) at the right side of the ‘Status’ field and then clicking on 
one of the menu options.

There will be up to seven options available for the user to choose when changing status. Below is 
a description of each of those options:

1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 
Further explanation of this status type is available in section 1.7.

2. In Progress: In progress items can only be seen by the data owner.
3. Completed: Completed items can be seen by anyone but are not awaiting approval.
4. Submitted: Submitted items can be seen by anyone and are awaiting approval.
5. Approved: Approved items may now be used in other applicable sections of VzCost as 

needed. A run may only be approved by a user with appropriate security clearance. 
Furthermore, no user may approve his/her own run under any circumstances.

6. Final: Final items may not edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not edited 
further or deleted.
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Section 8.2.9: Viewing Dependents of an Expense Factor Run
The ‘View Dependents’ button ( ) on the ‘Expense Factor Runs’ screen will allow the 
user to see the entire chain of data associated with the run. It does this by allowing the user to 
navigate from one object to the next so that related dependencies can be viewed. In using this 
function, filters may be used as described in section 4.4 to limit or expand the list of runs 
displayed on the screen. All runs meeting the filtered criteria will be displayed on the screen. To 
continue, the user should select the needed run by clicking on it, and then press the ‘View 
Dependents’ button ( ) at the bottom of the screen.
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The ‘View Dependencies’ screen, which loads up on a separate screen, has two windows. The top 
window shows the user items that use the selected expense factor run, thus locking it. Any items 
in this window will need to be deleted before the run can be deleted. The bottom window shows 
the user items that the selected expense factor run is using. These items are locked and thus, can 
not be deleted until this run has been deleted. Once the run has been marked final, all data shown 
in this chain will be locked, and thus, unable to be edited or deleted. When the user is done with 
this screen, the ‘Close’ button ( ) at the bottom of the screen should be pressed.
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Section 9: Coster
Section 9.1: Filings
The filings function in VzCost will allow the users to create a control sheet containing any 
products, assumptions, and data versions required to create filings. Filings are sets of cost study 
results provided to federal and state regulatory agencies in both tariff and other regulatory 
proceedings.

As shown above, click on the ‘Filings’ link under the coster domain on the ‘Home Page’.
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The ‘Filings’ screen loads up and all of the filings that have been created by the current user are 
displayed on the screen.

Throughout this part of the documentation, please notice that filters may be used as described in 
section 4.4 to limit or expand the list of filings that are displayed on the screen. All filings that 
meet the filtered criteria will be displayed on the screen.
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Section 9.1.1: Creating a New Filing
To create a new filing, the user will press the ‘New’ button ( ) at the bottom of the 
‘Filings’ screen.
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The filing name will be automatically created by the system. It will come from a combination of 
the jurisdiction, the proceeding name, and the filing creation date. For this filing name to be 
generated, the user will need to populate the following two fields.
1. The user will populate the ‘Jurisdiction’ field by selecting the appropriate jurisdiction from a 

drop down menu. This drop down menu can be accessed by pressing the button ( ) on the 
right side of the field.

2. The user will populate the ‘Proceeding Name’ field manually by typing the name of the 
proceeding into the field.

On this page, the user will also need to provide a date and a description in the ‘Filing Date’ and 
‘Filing Description’ fields. The filing creation date will always be the date on which the filing 
name was created. However, the filing date is selected by the user. The user populated filing date 
does not become a part of the filing name, but it will be posted to certain pages of the filing 
documentation package as shown in the document sets subsection. The user will create the file 
description by manually typing that description into the field.



Section 9 Coster

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 329
Release 2.4.4 Section 9.1.1

Next, the user will click on the ‘Control Sheet’ tab in the middle of the screen and then press the 
‘New’ button ( ) at the bottom of the screen. Please notice that, once a control sheet 
has been created, the user will no longer be able to change the jurisdiction on that filing.
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The ‘New Control Sheet’ screen, shown above, will load up.
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The user will provide a name and a description for the control sheet. The filing field is 
automatically populated by the system. Next, the user will select a geography level from a drop 
down menu. This drop down menu can be accessed by pressing the button ( ) on the right side 
of the field. This selection will determine the level of detail at which the results will be calculated. 
Each of the possible selections are listed below.

• The user may select the jurisdictional level which will display results at the state level.
• The user may select the wire center level which will display results for each wire center within 

a jurisdiction.
• The user may select the switch level which will display results for each switch within a 

jurisdiction. Please notice that multiple switches can exist within one single wire center.

Please notice that all products will be calculated at the chosen geography level. If different 
products are required for different geography levels, then the user must create a separate control 
sheet for each geography level, choosing only the products that apply to that geography level on 
each control sheet.



Section 9 Coster

Page 332 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 9.1.1

The user also has the option of pressing the ‘Group By’ button ( ). This function will 
allow the user to select how the result set from the control sheet will be grouped, thus yielding six 
types of result set possibilities. These result set types are:
• Jurisdictional
• Jurisdictional grouped by density cell
• Jurisdictional grouped by technology
• Wire Center
• Wire Center grouped by technology
• Switch

Within the VzCost framework, the density cell level is located at the wire center level and the 
technology level is located at the switch level. Thus, as an example, if the user ran a cost study at 
the jurisdictional level grouped by technology, then the run would take place at the jurisdictional 
level, but the result set would be grouped at the switch level.
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Thus, when the ‘Group By’ button ( ) is pressed, the screen shown below will load up. 
If the user chooses jurisdiction for the geography level, then the user will be able to use this screen 
to group by density cell or to group by technology. However, since this is not a required screen, 
the user may choose to skip the ‘Group By’ button ( ) completely and then the result 
set would be reported at the jurisdictional level.

If the user chooses wire center for the geography level, then the user will be able to use this screen 
to group by technology. Density cell grouping is not an available selection at this geography level 
because the wire center geography level in VzCost is equivalent to and therefore, already grouped 
at the density cell level.

The same is true when switch is chosen for the geography level. In VzCost, density cell grouping 
is located at the wire center level, above the switch level. Therefore, density cell grouping is not 
available at the switch geography level. Technology grouping is also not an available selection at 
this geography level because, in VzCost, the switch geography level is equivalent to and 
therefore, already grouped at the technology level. Thus, if the user presses the ‘Group By’ button 
( ) at this geography level, the screen will advise that user that no groupings are 
available.

Once the user has completed this screen, two options will be available. The user may press the 
‘OK’ button ( ) and the grouping choices will be saved while the user is returned to 
the previous screen. The user may also press the ‘Cancel’ button ( ) to disregard this 
information and return to the previous screen.
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Once the top part of the page has been filled out, the user will press the ‘Select’ button 
( ) at the top, right of the products box.
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The ‘Control Sheet’ field will be automatically populated by the system. Thus, from the ‘Select 
Products For Control Sheet’ screen, the user selects the product group from the drop down menu 
by pressing the button ( ) at the right of the field. Selection of a product group acts as a filter 
that limits the product choices in the window on the left of the screen to only those choices within 
the specified product group. From the product choices area, the user selects products one at a time 
by either double clicking on the product name or clicking on the product name to highlight the 
product and then clicking the arrow button ( ) between the two windows to select the product. A 
product that has been selected may also be removed by clicking on the box ( ) which is located 
at the right of the row, beneath the trashcan icon ( ) and then clicking on that trashcan icon.

Once a product has been selected, a tariff name must be typed into the ‘Tariff Name’ field before 
the system will allow the user to press the ‘OK’ button ( ). The tariff name may be 
identical to the product name, in which case the product name can be copied into the ‘Tariff 
Name’ field by pressing the arrow button ( ) between the two columns within the window. 
Tariff names, however, may vary by jurisdiction for the same product. When a tariff name is 
specified the first time for a particular product and jurisdiction combination, VzCost writes the 
information to a database table and will, for subsequent filings, automatically populate the ‘Tariff 
Name’ field. Once a tariff name has been entered for a product, it may be changed for a particular 
filing, but the tariff name in the database table will not change. Only the System Administrator 
can make permanent changes to the tariff names in the database table.

Once all needed products have been selected, the user will press the ‘OK’ button ( ) to 
save the products and return to the control sheet. The user may also press the ‘Cancel’ button 
( ) which disregards the products and returns the user to the control sheet.
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Assuming that the user pressed the ‘OK’ button ( ), the control sheet now displays the 
selected products. Now that the top two parts of the page have been filled out, the user will press 
the ‘Select’ button ( ) at the top, right of the assumptions box.
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The user will select a value for each field by using drop down menus. The user may open the drop 
down menus by pressing the buttons ( ) at the right of the fields. Most of these assumption 
choices are informational only, and thus, they do not drive system functionality. The exceptions 
are the ‘Study Period’, ‘First Year of Study’, and ‘Inflate Through Plan Period’ fields. The choices 
for the ‘Inflate Through Plan Period’ field will determine whether or not inflation will be applied 
across a multi-year planning period. If the user selects ‘On’ for the ‘Inflate Through Plan Period’ 
field, then the values for the ‘Study Period’ and ‘First Year of Study’ fields will be used in the 
inflation calculation.

Once all of the fields have been populated, the user will press the ‘OK’ button ( ) to 
save all of the choices and return to the control sheet. The user may also press the ‘Cancel’ button 
( ) which will disregard all changes and return the user to the control sheet.
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Assuming that the user pressed the ‘OK’ button ( ), the control sheet now displays the 
selected assumptions. Now that the top three parts of the page have been filled out, the user will 
press the ‘Select’ button ( ) at the top, right of the data versions box.
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The ‘Select Data Versions’ screen, shown below, is described in detail on the next page.
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From the ‘Select Data Versions’ screen shown on the previous page, the user will select the 
versions of data for needed BC families, capital factor templates, expense factor templates, and 
data tables. The only approved data table versions that will not be listed on this page are those that 
have been labeled as product specific. Product specific data versions will be selected at study run 
time.

The user may open the drop down menu for each field by pressing the button ( ) at the right side 
of that field. These fields will allow the use to select from approved BC families, capital factor 
templates, expense factor templates, and data tables. The system will automatically populate the 
‘Control Sheet Name’ field. The user will need to make a selection from the drop down menu for 
any of the remaining fields that are needed for this filing. It is extremely important to note that 
this selection process is different from all of the other VzCost domains because the user will 
only be making selections from the fields for needed data versions. All of the other fields will 
remain unpopulated. This is different because, in all other VzCost domains, all fields must be 
populated. As soon as the filing is final, all of the data sources for the data versions that were 
chosen on this page will be locked. Therefore, the user needs make certain to avoid selecting 
unneeded data versions.

Please notice that, if a data version that is required for one of the selected products in the control 
sheet is not populated, the entire study will fail to run. Once all of the needed fields have been 
populated, the user will press the ‘OK’ button ( ) to save all of the choices and return 
to the control sheet. The user may also press the ‘Cancel’ button ( ) which will 
disregard all changes return the user to the control sheet.

If the user presses the ‘OK’ button ( ) on the ‘Select Data Versions’ screen the control 
sheet now displays the selected data versions. As shown on the next page, the control sheet is now 
complete. With the control sheet completed, the user will press the ‘OK’ button ( ) to 
save the control sheet and return to the ‘New Filing’ screen where the ‘Control Sheet’ tab will 
remain active. The user may also press the ‘Cancel’ button ( ) which will disregard the 
new control sheet and return to the ‘New Filing’ screen where the ‘Control Sheet’ tab will remain 
active.
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Repeat the steps above to create more control sheets if they are needed. Once all of the needed 
control sheets have been created, the user will press the ‘Save’ button ( ) to save this 
filing and all of the completed control sheets. However, the user may also press the ‘Cancel’ 
button ( ) which will disregard the filing and the new control sheets completely.
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Section 9.1.2: Editing a Filing
The saved control sheets may be edited by the Project Manager. To edit a filing, click on that 
filing as shown below to highlight it and then press the ‘Edit’ button ( ).

As shown on the next page, the ‘Edit Filing’ screen, the user will not be able to edit the ‘Filing 
Name’ or the ‘Jurisdiction’ fields. However, the user may edit the ‘Proceeding Name’, ‘Filing 
Date’, and ‘Filing Description’ fields. Please remember that the user populated filing date will be 
posted to certain pages of the filing’s document sets, but it will not be a part of the filing name.
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To edit the control sheet, select the ‘Control Sheets’ tab, highlight the control sheet to be edited by 
clicking on it, and press the ‘Edit’ button ( ).

With two exceptions, editing a control sheet will automatically delete any study results or 
documentation that has been produced with that control sheet. This is necessary to ensure that any 
study results or document sets in the system can be reproduced at a future date. If a control sheet 
were changed while allowing studies and document sets to remain in the database, those studies 
and documentation could not be replicated in the future. The two exceptions are listed below:
1. As long as the assumptions and the data versions are not changed, the user may remove a 

product from a control sheet if the related cost studies have already been deleted. Remember 
that a cost study for a filing can not be created until the control sheet in the filing has been cre-
ated. Thus, to delete a product from the control sheet, the reverse is true and that is why the 
cost study must be deleted first. In doing this, the remaining cost studies will remain intact and 
the structure of the document sets will also remain intact. However, the user will need to 
update the data in the document sets by rerunning them as described later in this section.

2. As long as the assumptions and the data versions are not changed, the user may add a product 
to a control sheet. The user will need to make certain to create the needed cost studies for the 
new product. The user will also need to either modify the existing or add new document sets 
to be associated with the newly selected product.
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The ‘Edit Control Sheet’ screen, which looks similar to the ‘New Control Sheet’ screen, loads up. 
An example of this screen is shown above.
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At the top of the screen, the user may only edit the ‘Control Sheet Name’ and ‘Description’ fields.

The user may also edit the products for this control sheet by pressing the ‘Select’ button 
( ) at the top, right of the products box shown below.
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From the ‘Select Products For Control Sheet’ screen, the user may add new products by selecting 
a product group from the drop down menu by pressing the button ( ) at the right of the field. 
Selection of a product group acts as a filter that limits the product choices in the window on the 
left of the screen to only those choices within the specified product group. From the product 
choices area, the user selects products one at a time by either double clicking on the product name 
or clicking on the product name to highlight the product and then clicking the arrow button ( ) 
between the two windows to select the product.

Once a product has been moved into the products window on the right side of the screen, a tariff 
name must be typed into the ‘Tariff Name’ field as previously described on the ‘Select Product 
For Control Sheet’ screen. The user may also edit existing tariff names as needed. If a product on 
this screen should not have been selected, the user may remove that product by clicking on the 
box ( ) which is located at the right of the row, beneath the trashcan icon ( ) and then 
clicking on that trashcan icon ( ).

Once this screen has been edited, the user may press the ‘OK’ button ( ) to save the 
edited products and return to the control sheet. The user may also press the ‘Cancel’ button 
( ) which will disregard all of the changes and return the user to the control sheet.
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The user may also edit the assumptions for this control sheet by pressing the ‘Select’ button 
( ) at the top, right of the assumptions box.

As shown in the example at the right, the system will warn the data owner before deleting the 
associated study results and document sets. The data owner will press the ‘OK’ button
( ) to confirm this 
action. However, if the data 
owner presses the ‘Cancel’ 
button ( ) instead, 
the system will cancel this 
request. This warning only 
appears if the user attempts to edit the assumptions within the control sheet.
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The user may edit the values for each of fields by using drop down menus. The user may open the 
drop down menus by pressing the buttons ( ) at the right of the fields. Most of these assumption 
choices are informational only, and thus, they do not drive system functionality. The exceptions 
are the ‘Study Period’, ‘First Year of Study’, and ‘Inflate Through Plan Period’ fields. The choices 
for the ‘Inflate Through Plan Period’ field will determine whether or not inflation will be applied 
across a multi-year planning period. If the user selects ‘On’ for the ‘Inflate Through Plan Period’ 
field, then the values for the ‘Study Period’ and ‘First Year of Study’ fields will be used in the 
inflation calculation.

Once any needed changes have been made, the user will press the ‘OK’ button ( ) to 
save all of the changes and return to the control sheet. The user may also press the ‘Cancel’ button 
( ) which will disregard all changes and return the user to the control sheet.
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The user may also edit the data versions for this control sheet by pressing the ‘Select’ button 
( ) at the top, right of the data versions box.

As shown in the example at the right, the system will warn the data owner before deleting the 
associated study results and document sets. The data owner will press the ‘OK’ button
( ) to confirm this 
action. However, if the data 
owner presses the ‘Cancel’ 
button ( ) instead, 
the system will cancel this 
request. This warning only 
appears if the user attempts to edit the data versions within the control sheet.
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The user may change from previously selected to new versions of data for any BC families, 
capital factor templates, expense factor templates, and data tables. The only data table versions 
that will not be listed are those that have been labeled as product specific. Product specific data 
versions will be selected at study run time. Remember that the user should only make selections 
from fields for needed data versions. All unneeded fields must remain unpopulated so that 
additional data sources for the data versions do not get locked up by the system.
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The user may edit any selection by using the drop down menu for that field. The user can access a 
drop down menu by pressing the button ( ) at the right of each of the fields. Once all needed 
changes have been made, the user will press the ‘OK’ button ( ) to save the changes 
and return to the control sheet. The user may also choose to press the ‘Cancel’ button 
( ) which will disregard the changes and return to the control sheet.

With the control sheet completely edited, the user will press the ‘OK’ button ( ) to 
save the changes to the control sheet and return to the ‘Edit Filing’ screen where the ‘Control 
Sheets’ tab will remain active. The user may also press the ‘Cancel’ button ( ) which 
will disregard the new changes to the control sheet and return to the ‘Edit Filing’ screen where the 
‘Control Sheets’ tab will remain active. The ‘Edit Filing’ screen is shown below.

As needed, the user may repeat the steps above to edit any additional control sheets that may 
exist. Once all of the needed changes to the control sheets have been completed, the user will 
press the ‘Save’ button ( ) to save all of the changes. However, if the changes need to 
be ignored, the user will press the ‘Cancel’ button ( ) which will disregard the 
changes.
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Section 9.1.3: Re-Running Cost Studies
As previously stated, with two exceptions, editing a control sheet will automatically delete any 
study results related to that control sheet because those results will no longer be repeatable with 
the new control sheet version. Thus, if none of the previously mentioned exceptions are realized, 
then the studies will still be present but the results will not. Therefore, in most cases, once a 
control sheet has been edited, cost studies related to that control sheet will also need to be re-run. 
To accomplish this, the user will need to edit the filing by clicking on the filing to highlight it and 
then pressing the ‘Edit’ button ( ).
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The ‘Edit Filing’ screen loads up and the user will click on the ‘Cost Studies’ tab to continue. To 
re-run the cost study, the user will press the ‘Re-Run’ button ( ) which will produce 
new study results for the filing. This button will only work if the two following criteria are met:

1. A cost study must have previously been set up for the selected product as the product 
information was automatically populated from the user’s product selections on the control 
sheet. If no cost study has been set up against that product, as shown in the figure below, 
the ‘Cost Study’ field will be blank and the ‘Re-Run’ button ( ) will not be 
active.

2. Any cost studies that are listed must have an approval status of ‘Completed’ or higher 
before the ‘Re-Run’ button ( ) will become active.

This screen will also allow the Project Manager to see which cost studies have or have not been 
created for the filing.

Once the user has re-run the cost studies, two options will be available:
1. The user may press the ‘Save’ button ( ) to save all of the updated information and 

return to the ‘Filings’ screen.
2. The user may press the ‘Cancel’ button ( ) which will disregard the new or re-run 

information and then return the user to the ‘Filings’ screen.



Section 9 Coster

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 355
Release 2.4.4 Section 9.1.4

Section 9.1.4: Re-Running Document Sets
As previously stated, editing a control sheet will automatically delete any document sets related to 
that control sheet because the information within those document sets will no longer be repeatable 
with the new control sheet version. This means that, while the document set outline remains, the 
generated PDF is deleted. Thus, once a control sheet has been edited, document sets related to that 
control sheet will also need to be re-run. To to accomplish this, the user will need to edit the filing 
by clicking on the filing to highlight it and then pressing the ‘Edit’ button ( ).



Section 9 Coster

Page 356 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 9.1.4

The ‘Edit Filing’ screen loads up and the user will click on the ‘Document Sets’ tab to continue. 
To re-run a document set, the user will press the ‘Re-Run’ button ( ) which will 
reproduce the previously deleted PDF document using information from the new control sheet. In 
the example below, no document sets have been run for this filing so the re-run button 
( ) is not active. This page will also allow the Project Manager to see which document 
sets have or have not been created for the filing.

Once the user has re-run the document sets, two options will be available:
1. The user may press the ‘Save’ button ( ) to save all of the updated information and 

return to the ‘Filings’ screen.

2. The user may press the ‘Cancel’ button ( ) which will disregard the new or re-run 
information and then return the user to the ‘Filings’ screen.
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Section 9.1.5: Viewing the Inputs of a Filing
The user may use filters, as described in section 4.4, to limit or expand the list of filings that are 
displayed on the screen. All filings that meet the filtered criteria will be displayed on the screen. 
As shown below, the user will click on the correct filing to highlight it. To view the inputs that 
have been selected for the filing, the user will press the ‘View’ button ( ).
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Once the ‘View’ button ( ) has been pressed, the ‘View Filing’ screen loads up as 
shown below. On this screen, the user may select and view the control sheets, look at the related 
cost study data, and look at the related document set data.

To view a control sheet, the user will click on that control sheet to highlight it and then press the 
‘View’ button ( ). The ‘View Control Sheet for Filing’ screen, shown on the next page, 
will load up.
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When this control sheet is no longer needed, the user will press the ‘Done’ button
( ) to return to the ‘View Filing’ screen.
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When the ‘View Filing’ screen comes back up, the ‘Control Sheet’ tab is still active. The user will 
clock on the appropriate tab to view the contents of either the ‘Cost Studies’ tab or the ‘Document 
Sets’ tab. In the example below, the cost studies tab has been selected.

When this screen is no longer needed, the user will press the ‘Done’ button ( ) at the 
bottom of the screen to return to the ‘Filings’ screen.
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Section 9.1.6: Copying a Filing
At some point in time a user may decide to make a copy of a filing. An example of when this 
might be done would be a situation in which a compliance filing has been completed. Later the 
regulators decide that they want to see new capital factors in the filing. This would be a great time 
to use the copy function. However, realize that this function can not be undone. Thus, once a 
filing has been copied, all control sheets, studies, results, and doc sets will have been copied. 
However, the analysts that ran the studies still own them and, therefore, this copy can not be 
deleted as long as part of it is still owned by another user.

The user will click on the filing that needs to be copied, thus highlighting it, and then press the 
‘Copy’ button ( ). This function takes a considerable amount of time. Therefore, when 
this button is pressed, the copy request will be executed as a job in the message center. The 
message center is described in greater detail in section 13.1 of this document. Please notice that 
the system not only creates a copy of the filing, but it also creates a new name by appending the 
words “CopyOf_” in front of the old filing’s name.
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Section 9.1.7: Deleting a Control Sheet
Deleting a control sheet will automatically delete any study results or document sets that have 
been produced with that control sheet. This is necessary to ensure that any study results or 
documentation in the system can be reproduced at a future date. If a control sheet were deleted 
while allowing studies and documentation to remain in the database, those studies and 
documentation could not be replicated in the future.

The saved control sheets may be deleted by the Project Manager. A control sheet may be deleted 
while the user is still creating a new filing or within the process of editing a filing. To delete a 
control sheet within the process of editing a filing, the user will click on the filing that contains the 
needed control sheet, thus highlighting that filing, and then press the ‘Edit’ button ( ).
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In that case, the ‘Edit Filing’ screen will load up. However, in the example below, the user will be 
deleting a control sheet from a new filing. Thus, the ‘New Filing’ screen is shown. In the example 
below, the user has clicked on the ‘Control Sheets’ tab and then clicked on the control sheet to be 
deleted, thus highlighting it. Next, the user will press the ‘Delete’ button ( ).

Before deleting the control sheet, the system will prompt for confirmation, as shown at the bottom 
of the screen, and the user will either press the ‘OK’ button ( ) to continue with the 
deletion or the ‘Cancel’ button ( ) to disregard the deletion request. After one of the 
two buttons has been pressed, the user will be returned to the ‘New Filing’ screen. If the user 
pressed the ‘OK’ button ( ) the control sheet will no longer appear on the ‘New 
Filing’ screen, but the deletion is not yet complete.
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To complete the deletion, while on the ‘New Filing’ screen, the user will need to press the ‘Save’ 
button ( ). This will save the changes to the filing, including the selection of the 
control sheet, and then return the user to the ‘Filings’ screen. However, if the user decides that the 
control sheet, in fact, should not be deleted, then the ‘Cancel’ button ( ) may be 
pressed. This will return the user to the ‘Filings’ screen and next time this filing is accessed, the 
control sheet will be available again.
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Section 9.1.8: Deleting a Filing
A filing may be deleted by the Project Manager for that filing, however, there may be 
consequences involved in the deletion of a filing and thus, it is not advisable to delete a filing 
unless absolutely necessary. To delete a filing, the user will click on that filing, thus highlighting 
it, and then press the ‘Delete’ button ( ).

Before deleting the filing, the system will 
prompt for confirmation, as shown at the right, 
and the user will either press the ‘OK’ button 
( ) to complete the deletion or the 
‘Cancel’ button ( ) to disregard 
the deletion request. After one of the two 
buttons has been pressed, the user will be 
returned to the ‘Filings’ screen.
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Section 9.1.9: Viewing Dependents of a Filing
The ‘View Dependents’ button ( ) on the ‘Filings’ screen will allow the user to see the 
entire chain of data associated with a filing. It does this by allowing the user to navigate from one 
object to the next in order to see the related dependencies. In using this function, filters may be 
used as described in section 4.4 to limit or expand the list of filings that are displayed on the 
screen. All filings that meet the filtered criteria will be displayed on the screen. The user should 
select the needed filing and then press the ‘View Dependents’ button ( ) to continue.
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The ‘View Dependencies’ screen shows the user the chain of filings, studies, templates, data 
versions, and document sets that are directly related to a specific filing. Once that specific filing is 
final, all data shown in this chain will be locked, and thus, unable to be edited or deleted. When 
the user is done with this screen, the ‘Close’ button ( ) should be pressed.
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Section 9.1.10: Marking a Filing as Filed
When a user presses the ‘Mark Filed’ button ( ) on the ‘Filings’ screen, the system will 
mark the filing and all of the filing’s dependent data with a status of final and filed. This button 
should not be pressed unless the user is absolutely certain that the filing is complete. If a user is 
not certain what data is dependent with this filing, that user may user the ‘View Dependents’ 
button ( ) described in the ‘Viewing Dependents of a Filing’ subsection of this section.

If there is a problem that prevents the filing from being marked final and filed, then the system 
will generate an error message. However, if there are no problems, then the user will be prompted 
to confirm the request. An example of the confirmation message is shown below. If the user is 
absolutely certain that the filing should be marked as final and filed, then the ‘OK’ button 
( ) may be pressed. Otherwise, the user will need to cancel this request by pressing 
the ‘Cancel’ button ( ). Once this request has either been completed or cancelled, the 
user will be returned to the ‘Filings’ screen.
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Section 9.2: Cost Templates
A cost template is a set of formulas which are used to run calculations for products or services. A 
single cost template can be mapped to one or more products. However, in most cases, only one 
cost template will be created for each individual product. While a cost template does contain 
formulas, it does not contain any results. To get results a cost study must be created.

Click on the ‘Cost Templates’ link on the ‘VzCost Home Page’ to bring up the ‘Cost Templates’ 
screen.
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As shown below, if the cost template contains multiple products, then the product name will be 
proceeded by an asterisk in the ‘Product’ column. In such a case, the only product name that will 
be displayed is the first one alphabetically. Even though the product names may not be displayed, 
the user may still use filters and successfully sort on any of the included products.

Throughout this section, please notice that filters may be used as described in section 4.4 to limit 
or expand the list of cost templates that are displayed on the screen. All cost templates that meet 
the filtered criteria will be displayed on the screen.
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Section 9.2.1: Creating a New Cost Template
To create a cost template, the user will press the 'New' button ( ) at the bottom of the 
‘Cost Templates’ screen. The ‘New Cost Template’ screen loads into memory. An example of this 
screen is shown below. At the top of the page, the user will provide a name and a brief description 
of the new cost template in the appropriate fields. 
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Next the user will press the ‘Select Products’ button ( ) which is located in the box at 
the top of the screen. The ‘Select Products for Cost Template’ screen, shown below, will load up. 
The template name field, at the top of this screen will be populated by the system. The user will 
need to make a selection from the ‘Product Group’ field by pressing the button ( ) at the right 
side of the field and clicking on the correct item in the drop down menu. Once a product group has 
been selected, the available products within that group will be displayed in the box on the left side 
of the screen. The user will select the needed products and press the arrow button ( ) between 
the two boxes. Doing this adds the selected products to the list in the box at the right side of the 
screen. To remove a selected product from the box at the right side of the screen, click the check 
box next to the item to be deleted and then click the trash can icon ( ) at the top of the column. 
Pressing the 'OK' button ( ) will save the selections and return the user to the previous 
screen. Alternatively, pressing the 'Cancel' button ( ) will disregard all changes and 
return the user to the previous screen. In the unlikely event that an appropriate product group or 
product does not exist, a system administrator will need to create it in the database.

If the user chooses more than one product for this template, then the products will share the same 
list of data sources, the investments will come from the same BC families, and except for the 
investments, the formulas must be identical. If the user is not able to meet these criteria when 
creating the cost template, then a separate cost template will be required for any products with 
differing data sources, BC family investments, or formulas.
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By default, the jurisdiction is ‘All’ and thus, the template may be used to run any study. To limit 
the applicable jurisdictions, the user should click the word ‘All’ which is also a link.
After the link has been clicked, the page shown above will load up. The user will select the 
needed jurisdictions in the left column and press the arrow button ( ) between the two columns. 
Doing this moves the jurisdictions to the list in the right column and changes the radio button at 
the top of the screen from ‘All Jurisdictions’ to ‘Selected Jurisdictions’. To remove an item from 
the right column, click the check box next to the item to be deleted and then click the trash can 
icon ( ) at the top of the column. Pressing the 'OK' button ( ) will save the selections 
and return the user to the previous screen. Alternatively, pressing the 'Cancel' button 
( ) will disregard all changes and return the user to the previous screen.
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The ‘Printable Grid’ button ( ) at the top right corner of the ‘New Cost Template’ 
screen changes the grid in the bottom part of the screen into a printable version. This printable 
version shows all of the results on one printable screen. This allows the user to easily print the 
result set. The ‘Functional Grid’ button ( ) will return the user from the printable screen 
to the functional screen. If the user tries to print from the functional grid, only those items shown 
on the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page, using a large number of pages. 
Thus, the printable grid feature will save the user considerable amounts of time and paper. Also at 
the top right corner of the screen, the ‘Show Details’ button ( ) and the ‘Hide Details’ 
button ( ) will either show or hide the fields at the top of the page. The hide button is 
visible when the fields are shown. The show button is visible when the fields are hidden.

The window at the bottom of the screen has two tabs. These tabs are labelled as ‘Data’ and 
‘Formulas’. The user needs to make certain that the ‘Data’ tab is selected and then press the 
'Select' button ( ) at the bottom, left of the screen.
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The ‘Data Sources’ screen loads up. The user should select either the ‘BCs’ or the ‘Data’ tables 
from the ‘Data Source Type’ field by pressing the button ( ) to the right of the field and clicking 
on the correct item. Please notice that items in the ‘BCs’ table come directly from approved BC 
runs. If no BC runs have been approved then no options will be available in the ‘BCs’ table. Once 
the data source type has been selected, the user may highlight items in the available data sources 
table on the left and move those items to the right column by pressing the arrow button ( ) 
between the two columns. To remove an item from the right column, click inside the box at the 
right of the item and then click on the trash can icon ( ) above the checked box. Also, once an 
item has been moved to the right column an alias must be assigned before the system will allow 
the user to press the 'OK' button ( ) and continue.
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To use the data source name as the alias, the user should press the arrow button ( ) to the left of 
the ‘Alias’ field. The user may also type in a different alias name manually or use both options by 
pressing the arrow button ( ) and then adding to the text. In the example shown below, the user 
typed a reference date for the demand data into the ‘Alias’ field in order to track the vintage of 
that item. This is one of many reasons that a user might choose to manually enter an alias. Please 
note that an alias cannot contain spaces or special characters with the exception of the underscore, 
which may be used.

Once the user has selected all needed data sources and assigned aliases to them, two options will 
be available. The user may press the 'OK' button ( ) to save the selections and return 
the user to the previous screen or the user may press the 'Cancel' button ( ) to disregard 
all changes and return the user to the previous screen.
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Notice that the information selected by the user is now populated within the ‘Data’ tab.

If an item of data needs to be deleted, the user should click on that item to highlight it and then 
press the delete button ( ).
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Next the user will need to create formulas for the cost template. Thus, the user will click on the 
‘Formula’ tab and the screen shown below will appear.

To create the needed formulas, the user will press the ‘New (Insert)’ button ( ) at the 
bottom left of the screen.
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The ‘New Cost Formula’ screen loads up. The user will provide a ‘Formula Name’ which should 
be a descriptive name of the formula and a ‘Formula ID’ which should be an abbreviated name for 
the formula. Next, the user will select from the ‘Item Type’ drop down box by pressing the button 
( ) to the right of the field. There will be three item types available:
• Formulas – Formulas are the lists of formulas that have been previously created for the cost 

template. If no cost template formulas have been created yet, then there will be no formula 
options available.

• Custom Formulas – Contains a list of functions that, when applied against a formula, will 
perform a pre-designed calculation. Some examples of custom formulas, just to list a few, are 
cost, total, total cost, total direct shared, and match account.

• All Others – These are all of the data sources that where selected earlier in the cost template 
creation. These would be either BCs or data tables.
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On the screen shown below, the width of the columns in the window on the left are adjustable. By 
positioning the mouse in the header row, directly between the two columns until a bidirectional 
arrow appears, the user can stretch either the left or right window to view more of the data in the 
column. In the example shown below, ‘Custom_Formulas’ was chosen from the ‘Item Type’ field 
first. The user highlighted ‘Cost’ in the window on the left and moved it to the formula box on the 
right by clicking on the arrow button ( ) between the two columns. When a study is run, the 
‘Cost’ function will be applied to any formula that is in the parenthesis located immediately to the 
right of the word cost. While in the ‘Custom_Formulas’ the user also selected the ‘Abs’ function 
which returns the absolute value of any formula that is in the parenthesis located immediately to 
the right of it. The next item type chosen was ‘Demo_BC_Family’ and the user highlighted 
‘LnCCSInv’ and moved it into the parenthesis to the right of the word cost. A plus sign was 
placed after the closing cost parenthesis to indicate addition and then the item type was changed 
to ‘Demand’. Within the demand item type, ‘BUS’ and ‘RES’ were both chosen and placed inside 
the parenthesis to the right of ‘Abs’. A plus sign was placed between the ‘BUS’ and ‘RES’ to 
indicate addition. This is just one example of the many formulas that can be built using these 
formulas in conjunction with arithmetical operations. Once the formula is complete, the user will 
press the ‘Validate’ button ( ) to make certain that the syntax of the formula is 
mathematically correct. If the formula validates properly, the word ‘VALID’ will appear above 
the formula box. Please note that the validate function does not verify that the data in the formulas 
were chosen correctly.
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If the user is choosing from a large list of formula ID’s, the list can be filtered by typing characters 
of the formula id name in the ‘Filter Items’ box at the bottom of the screen and then pressing the 
‘Filter’ button ( ). Pressing the reset button ( ) will remove all filters and 
restore the entire list.

Once the user has completed the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New Cost Template’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the current 

formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It appears in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New Cost Template’ screen where the ‘Formula’ tab will 
remain active.
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The user may edit or delete a formula that has been created by clicking on that formula to 
highlight it and then pressing the ‘Edit’ button ( ) to edit the formula or pressing the 
‘Delete’ button ( ) to delete the formula. If certain formulas need to be grouped 
together, formulas within the list may be moved up or down. To accomplish this, the user should 
click on that formula to highlight it and then press either the ‘Move Up’ button ( ) or 
the ‘Move Down’ button ( ) at the bottom of the screen. This may be continued until 
the highlighted formula has been successfully relocated to the correct location within the list.

Labels allow the user to separate multiple sets of formulas. To insert a label, press the ‘Insert 
Label’ button ( ). When this button is pressed, the user will be prompted to enter a 
name for the label. The user may enter a name and then press the ‘OK’ button ( ) or 
the user can choose to press the ‘Cancel’ button ( ) which will cancel the request.
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As shown below, the label name appears in the ‘Formula Name’ column. The move up and move 
down functions, described earlier, will allow the user to move the label as needed.

The insert prompt function allows the user to add a prompt to the template. Rather than building a 
formula, a prompt will allow the user to select the specific investment value when the cost study is 
run. This is useful in situations where the needed investment values may change periodically. To 
insert a prompt, the user will press the Insert Prompt’ button ( ).
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The ‘New Prompt’ screen, shown below, loads up. To create a prompt, the user will have two 
fields that will need to be populated on this screen. The ‘Prompt Name’ field is equivalent to the 
‘Formula Name’ field in the formula builder. The ‘Prompt ID’ field is equivalent to the ‘Formula 
ID’ field in the formula builder. When done, the user can press the ‘OK’ button ( ) 
which will save the prompt and return to the ‘New Cost Template’ screen where the ‘Formula’ tab 
will remain active or the user can press the ‘Cancel’ button ( ) which will disregard 
everything on the current screen and return to the ‘New Cost Template’ screen where the 
‘Formula’ tab will remain active.
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The formula copy function allows the user to copy an existing formula for use in a new formula. 
To use this function, the user will click on the formula to be copied and then press the ‘Copy’ 
button ( ). Once the button is pressed, the ‘New Cost Formula’ screen loads up with 
the ‘Formula Name’ field, the ‘Formula ID’ field, and the formula box at the right of the screen 
already populated with the information from the original formula. The user must modify the two 
fields at the top of the page to make them different from the comparable fields in the formula that 
was originally copied. Next the user make any needed changes to the copied formula as described 
earlier in this subsection. If choosing from a large list of ‘Formula ID’s, the list can be filtered by 
typing characters of the formula id name in the ‘Filter Items’ box at the bottom of the screen and 
pressing the ‘Filter’ button ( ). Pressing the ‘Reset’ button ( ) will remove 
all filters and restore the entire list.
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Once the user has finished modifying the formula, the ‘Validate’ button ( ) will be 
pressed to make certain that the syntax of the formula is mathematically correct. If the formula 
validates properly, the word ‘VALID’ will appear above the formula box. Please note that the 
validate function does not verify that the data in the formulas were chosen correctly. If the user 
presses the ‘OK’ button ( ) to save the new formula and the fields at the top have not 
been modified, then the error message shown below will appear.

Once the user has made all of the needed modifications, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘New Cost Template’ screen, shown below, where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the current 

formula and reset the existing screen so that another formula can be created. The user should 
notice that, if needed, the saved formula will now be available for inclusion in any new 
formulas. It will appear in the ‘Formula’ list which is in the ‘Item Type’ drop down box.

• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘New Cost Template’ screen, shown below, where the 
‘Formula’ tab will remain active.
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The move function works similar to the move up/move down function described earlier. However, 
with the move function, the user will click on the formula to be moved. Then the user will select a 
formula name from the drop down box in the ‘Move Above’ field by pressing the button ( ) to 
the right of the field and making a selection. Finally, the user will press the ‘Move’ button 
( ) to move the selected formula above the formula named in the drop down box.

Now that the cost template is complete, the user has two options.
• The user may press the ‘Save’ button ( ) to save the new cost template and return 

to the ‘Cost Templates’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘Cost Templates’ screen without saving anything.
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Section 9.2.2: Editing a Cost Template
As shown below, if the cost template contains multiple products, then the product name will be 
proceeded by an asterisk in the ‘Product’ column. In such a case, the only product name that will 
be displayed is the first one alphabetically. Even though the product names may not be displayed, 
the user may still use filters and successfully sort on any of the included products.

To edit a cost template, the user should click on the template that needs to be edited, thus 
highlighting it, and then press the ‘Edit’ button ( ) at the bottom of the screen.
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The ‘Edit Cost Template’ screen loads up and the bottom window defaults to the ‘Data’ tab. The 
user may be able to change any of the items at the top of the screen as long as they have not been 
used in a study. The user will also have two options available regardless of which tab is selected.
• The ‘Printable Grid’ button ( ) at the top right corner of the screen changes the grid 

in the bottom part of the screen into a printable version. This printable version shows all of the 
results from both tabs on one printable screen. This allows the user to easily print the result 
set. The ‘Functional Grid’ button ( ) will return the user from the printable screen 
to the functional screen. If the user tries to print from the functional grid, only those items 
shown on the screen will be printed. To print everything, the user would have to use the scroll 
bars and tabs to go through the data one page at a time, using a large number of pages when 
printing. Thus, the printable grid feature can save the user from wasting time and paper.

• At the top right corner of the screen, the ‘Show Details’ ( ) and ‘Hide Details’ 
( ) buttons will either show or hide the fields at the top of the page. The hide button 
is visible when the fields are shown and the show button is visible when the fields are hidden.
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The user will have two options within the ‘Data’ tab available at the bottom left corner of the 
screen. The user may press the 'Select' button ( ) to change or update all items on the 
data sources page. The user may click on a particular data source shown in the list on this page, 
thus highlighting it, and then press the ‘Delete’ button ( ). By doing this, the user is 
deleting the data source that was highlighted. If a user deletes a data source by mistake, the 
‘Cancel’ button ( ) at the bottom, center of the page can be pressed to disregard all 
changes and to exit the edit function. If the user pressed the 'Select' button ( ), the 
‘Data Sources’ screen loads up. At this point, the user may make any desired changes to this page. 
In the example below, the user has deleted the alias names in the window at the right and is using 
the edit function to assign new alias names. Once all of the required changes are complete, the 
user will press the 'OK' button ( ) to save the changes and return the user to the 
previous screen. Alternatively, pressing the 'Cancel' button ( ) will disregard all 
changes and return the user to the previous screen.
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On the ‘Edit Cost Template’ screen, the user can also click on the ‘Formulas’ tab. The user will 
have several options to choose from within this tab. Those options are listed on the next page.
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As shown on the previous page, the ‘Formulas’ tab offer the user the following options to choose 
from:
• The ‘New (Insert)’ button ( ) remains available in case the user wants to create 

new formulas in addition to the existing formulas, as described in the previous subsection. If 
no formulas are highlighted when this button is pressed, then the new formula that will be 
created will appear at the bottom of the list of formulas on the ‘Edit Cost Template’ screen. 
However, if the user highlights a formula before pressing the ‘New (Insert)’ button 
( ), then the new formula that is created will appear immediately above the 
formula that was highlighted on the ‘Edit Cost Template’ screen.

• The user may edit a formula that has been created by clicking on that formula to highlight it 
and then pressing the ‘Edit’ button ( ).

• The user may delete a formula that has been created by clicking on that formula to highlight it 
and then pressing the ‘Delete’ button ( ). If a user deletes a formula by mistake, the 
‘Cancel’ button ( ) at the bottom, center of the page can be pressed to disregard all 
changes and exit the edit function.

• The ‘Move Up’ button ( ) and the ‘Move Down’ button ( ) remain 
available, as described in the previous subsection, in case the user needs to rearrange the 
formula groupings.

• The ‘Insert Label’ button ( ) remains available, as described in the previous 
subsection, in case the user needs to assign a label to either a formula or a grouping of 
formulas.

• The Insert Prompt’ button ( )remains available, as described in the previous 
subsection, in case the user needs to select specific investment values at study run time.

• The ‘Copy’ button ( ) remains available, allowing the user to copy an existing 
formula for use within a new formula as described in the previous subsection.

• The ‘Move’ button ( ) which includes the ‘Move Above’ field remains available, 
as described in the previous subsection, in case the user wants to move a formula to a specific 
spot in the formula list.
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If the user chose to edit a particular formula, the ‘Edit Cost Formula’ screen will load up. If 
needed, the user may change the two fields at the top of the screen, filter the formula IDs at the 
left, and make changes to the formula in the formula box on the right. If changes were made to the 
formula box on the right, the user will need to press the ‘Validate’ button ( ) to make 
certain that the syntax of the formula is mathematically correct. If the formula validates properly, 
the word ‘VALID’ will appear above the formula box. Please note that the validate function does 
not verify that the data in the formulas were chosen correctly.

Once the user has finished editing the formula, three options will be available.
• The user can press the ‘OK’ button ( ) which will save the formula and return to 

the ‘Edit Cost Template’ screen where the ‘Formula’ tab will remain active.
• The user can press the ‘Add Another’ button ( ) which will save the formula and 

reset the existing screen so that another formula can be created.
• The user can press the ‘Cancel’ button ( ) which will disregard everything on the 

current screen and return to the ‘Edit Cost Template’ screen where the ‘Formula’ tab will 
remain active.
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Once the user has returned to the ‘Edit Cost Template’ screen, the user will have two options:
• The user may press the ‘Save’ button ( ) to save the cost template and return to the 

‘Cost Templates’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘Cost Templates’ screen without saving anything.
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Section 9.2.3: Viewing the Inputs of a Cost Template
The user may use filters, as described in section 4.4, to limit or expand the list of cost templates 
that are displayed on the screen. All cost templates that meet the filtered criteria will be displayed 
on the screen. To view the template, the user will click on the correct template to highlight it and 
then press the ‘View’ button ( ) to continue.

Please notice that, as shown above, if a user has highlighted a template that is owned by someone 
else, then some of the functions will not be available, however, the view function will be available 
regardless of ownership status.
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Once the ‘View’ button ( ) has been pressed, the ‘View Cost Template’ screen loads up 
as shown below. On this screen, the user may view the data information or the formulas 
information by selecting the appropriate tab.

When this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the 
bottom of the screen to return to the ‘Cost Templates’ screen.
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Section 9.2.4: Copying a Cost Template
At some point in time a user may decide to copy a cost template. Usually this would be done 
under one of two scenarios.
1. The user will not be able to modify or delete a cost template if it has been used in a cost study 

that has already been run.
2. The user would like to edit another user’s cost template for whatever reason, which is not 

possible.
In both of these scenarios, the user could make a copy of the existing cost template. The user may 
use this copy as needed.

The user will click on the cost template that needs to be copied, thus highlighting it, and then 
press the ‘Copy’ button ( ). Please notice that the system not only creates a copy of the 
template, but it also creates a new name by appending the words “CopyOf_” in front of the old 
cost template’s name. In the example shown above, the user would like to modify another user’s 
template. The user cannot do this so the user copies it instead. The user will be able to modify the 
copy as needed. If so desired, the user can edit the cost template’s name by using the edit function 
described in section 9.2.2.
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Section 9.2.5: Deleting a Cost Template
If the user wishes to delete a cost template, that user should click on that template to highlight it. 
Next, the user should press the ‘Delete’ button ( ).

Before deleting the run, the system will prompt for 
confirmation, as shown at the right of this page. At 
this point, the user must either press the ‘OK’ button 
( ) to complete the deletion of the 
template or press the ‘Cancel’ button ( ) 
to completely disregard the deletion request. After 
one of the two buttons has been pressed, the user 
will be returned to the ‘Cost Templates’ screen.
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Please note that the template can not be deleted once if it has a status level of approved or higher. 
Also, if another user has created a study using this template, the user will not be able to delete it. 
However, if the user creates a cost study off of this template and neither the template or the run 
have a status level of approved or higher, then the user will have another option. Once the user 
presses the ‘OK’ button ( ) to complete the deletion of the template, the ‘Confirm 
Deletion of Dependencies’ screen, shown below, loads up.

The user will have two options on this screen.
1. The user may press the ‘Delete All’ button ( ) which will delete the template and 

all related dependencies. When this button is pressed, the system will ask the user to confirm 
that the chosen template and all related dependencies should be deleted.

2. The user may press the ‘Cancel’ button ( ) to cancel the deletion request and return 
to the ‘Cost Templates’ screen.
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Section 9.2.6: Changing the Status of a Cost Template
To change the status of a cost template, the user will click on a template to highlight it and then 
press the ‘Change Status’ button ( ). A screen that is very similar to the ‘Edit Cost 
Template’ screen loads up. The user may select from the drop down menu next to the ‘Status’ 
field by pressing the button ( ) at the right of the field.
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There may be up to seven status options available. Below is a description of those options:
1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 

Further explanation of this status type is available in section 1.7.
2. In Progress: In progress items can only be seen by the data owner. Cost studies may be 

built from these items, however, the status level of each study can not exceed the status 
level of the associated template. Therefore, only the data owner may see these studies.

3. Completed: Completed items can be seen by anyone but are not awaiting approval. Runs 
built off of these items can be see by anyone, however, the status level of each run can not 
exceed the status level of the template that it is associated with.

4. Submitted: Submitted items are completed items that are awaiting approval.
5. Approved: Approved items may now be used in all applicable sections of VzCost as 

needed. A run may only be approved by a user with appropriate security clearance. 
Furthermore, no user may approve his/her own run under any circumstances.

6. Final: Final items may not edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not edited 
further or deleted.
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Once the user changed the status, two options will be available:
• The user may press the ‘Save’ button ( ) to save the cost template and return to the 

‘Cost Templates’ screen.
• The user may press the ‘Cancel’ button ( ) to disregard all work and return to the 

‘Cost Templates’ screen without saving anything.
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Section 9.2.7: Adding Products to a Cost Template
The user may choose to add more products to an existing cost template. This can be done at any 
time, even after cost studies have already used the template. To use this feature, this user must 
locate the needed cost template, click on that template to highlight it, and then press the ‘Add 
Products’ button ( ).
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On the ‘Add Products’ screen, shown below, the only changes that can be made are the addition of 
new products or the removal of existing products for which no cost studies have been run. To 
either add or remove products, the user will press the ‘Select Products’ button ( ).
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To add a product on the ‘Select Products for Cost Template’ screen, shown below, the user must 
make a selection from the associated with the ‘Product Group’ field. This menu may be accessed 
by pressing the button ( ) at the right side of the field. Once a selection has been made, a list of 
available products within that product group will appear in the window on the left side of the 
screen. To select a product, the user will click on that product to highlight it and then press the 
button ( ) between the two windows. To delete a previously selected product or to remove a 
product that has just been selected, click on the box ( ) which is located at the right of the row, 
beneath the trashcan icon ( ) and then click on the trashcan icon ( ) to continue. The system 
will not allow the user to delete a product that has been used as a part of a cost study run. Once the 
user has finished adding or deleting products, the ‘OK’ button ( ) will be pressed to 
save the changes that have been made and return to the ‘Add Products’ screen. However, if the 
user wishes, all changes may be discarded by pressing the ‘Cancel’ button ( ).

Once the user has been returned to the ‘Add Products’ screen, two options will be available. The 
user may save the cost template by pressing the ‘Save’ button ( ). The user may also 
choose to disregard any product additions or deletions that have been made by pressing the 
‘Cancel’ button ( ).
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Section 9.2.8: New Study
The ‘New Study’ button ( ) was designed as a bridging point between the cost 
templates and cost studies sections in VzCost. Creating a cost study is the next step after creating 
a cost template. This button links the user to the next step so that the user, if so desired, may avoid 
returning to the ‘Home Page’ prior to creating a cost study. This button will only link to a 
standalone cost study, and not to a cost study for a filing. To use this function, the user will press 
the ‘New Study’ button ( ).
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The ‘New Standalone Cost Study’ screen loads up and the user is ready to complete this cost 
study as described in section 9.3.1 of this document.
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Please note that, if the user does not complete the run, then the ‘Save’ button ( ) may 
be used to save the cost study or the ‘Cancel’ button ( ) may be used to disregard all 
entries on the page. If the user does so, the system will route the user back to the ‘Cost Studies’ 
screen shown below and not back to the ‘Cost Templates’ screen.
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Section 9.3: Cost Studies
In VzCost, there are two types of cost studies. Standalone cost studies are cost studies in which 
the study will NOT be a part of a filing. The analyst makes all of the decisions related to this type 
of cost study. A cost study for a filing is a cost study that will be included as a part of a filing. In 
this type of study, the Project Manager makes a majority of the selections to provide quality 
control, thus ensuring that the cost studies are created in a consistent manner.

As shown above, to enter the ‘Cost Studies’ screen, the user will click on the ‘Cost Studies’ link.
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The ‘Cost Studies’ screen is shown above. Throughout the cost studies segment of VzCost, please 
notice that filters may be used as described in section 4.4 to limit or expand the list of cost studies 
that are displayed on the screen. All cost studies that meet the filtered criteria will be displayed on 
the screen.
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Section 9.3.1: Creating a New Cost Study
Before creating a new cost study, the following conditions must be met:

• If the cost study is for a filing, the filing’s control sheet needs to have already been 
created, filled out, and saved by a Product Manager as described in section 9.1.

• If the cost study is for a filing, any needed cost templates will need to have been approved.

If the conditions above have been met, then the user must determine if the cost study will be a 
standalone study or a study for a filing. Once that decision has been made, the user will click 
whichever of the two buttons is correct, the ‘New (Filing)’ button ( ) or the ‘New 
(Standalone) button ( ). If the study is a standalone cost study, then the user will skip 
the next two pages and go directly to the ‘Cost Templates Selection’ screen below.
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If the study is for a filing, the ‘Select Filing’ screen loads up as shown below. The user will click 
on a filing, thus highlighting it, and then either press the ‘Select’ button ( ) to continue 
or press the ‘Cancel’ button ( ) to disregard the request and return to the ‘Cost Studies’ 
screen.



Section 9 Coster

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 413
Release 2.4.4 Section 9.3.1

Once a filing has been selected, the ‘Select Product for Study’ screen loads up. In the top part of 
this screen, all of the information if automatically populated by the system. The user may choose 
to either use or hide that information as needed. The ‘Show Details’ button ( ) and the 
‘Hide Details’ button ( ) are at the top right and will either show or hide the fields at the 
top of the page. The hide button is visible when the fields are shown. The show button is visible 
when the fields are already hidden.

To continue, the user will click a product from the list at the bottom part of the page, thus 
highlighting it, and then either press the ‘Select’ button ( ) to continue or press the 
‘Cancel’ button ( ) to disregard the request and return to the previous page. Remember 
that each cost study will be run on only one single product so a cost study will need to be run for 
each product in a given filing.
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If a filing has not been created or no products have been chosen on the filing’s control sheet, then 
there will be no products available to be chosen on the ‘Select Product for Study’ screen and the 
user will not be able to continue. An example of this is shown below.
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The ‘Cost Templates Selection’ screen loads up. If the study is a standalone cost study, then the 
user was brought to this screen directly from the ‘Cost Studies’ screen. If the study, however, is 
for a filing, then the user will have selected both, a filing and a product before gaining access to 
this screen. A cost template must be selected to provide formulas to the cost study. As shown 
below, if the cost template contains multiple products, then the product name will be proceeded 
by an asterisk in the ‘Product’ column. In such a case, the only product name that will be 
displayed is the first one alphabetically. Even though the product names may not be displayed, the 
user may still use the filter function and successfully sort on any of the included products. The 
user will click on an appropriate cost template to highlight it and then press the ‘Select’ button 
( ). In order to create a cost study, an approved cost template must exist. Otherwise the 
user will be forced to press the ‘Cancel’ button ( ) and return to the previous screen.

Once a template has been selected the ‘New Cost Study’ control sheet loads up. There are two 
versions that may appear depending on the type of study. The screen shown on the next page is a 
control sheet for a standalone study. At the top of the screen, the name of the study will be 
automatically populated with the product name and the date associated with that product.
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As shown in the example above, if this study is a standalone study with multiple products 
available, then the ‘Name’ field will be populated with a shell reserved for the product name and 
associated date. The ‘Cost Template’ field will also be automatically populated. The ‘Product’ 
field will be automatically populated unless multiple products are available. If multiple products 
are available, then the user will need to select a product from the drop down menu for the 
‘Product’ field by pressing the button ( ) that will appear at the right side of the field. The 
‘Description’ and ‘Tariff Name’ fields will need to be manually populated by the user.
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The screen shown above is a control sheet for a cost study that will be for a filing. On this screen, 
the user will be able to use the ‘Description’ field and also use prompts. All of the other fields on 
this page were preset by data selected in the filing and the cost template associated with this study.
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On the ‘New Cost Study - Filing’ screen, shown on the previous page, notice the ‘Prompts’ 
window near the top of the screen. Although it is not shown in the example that was displayed two 
pages ago, this window may also appear on the ‘New Cost Study - Standalone’ screen. This 
window only appears if the cost template that was chosen for this study included at least one 
prompt at described earlier in this section. Otherwise, this window will not appear on the screen at 
all. A detailed description about the usage of prompts in a cost study is included later in this 
subsection.

Shown above is the top part of the screen for a standalone study and no fields in this example have 
been completed. In this particular instance, only one product was available so the ‘Name’ and 
‘Product’ fields were automatically populated by the system. The user will access drop down 
menus by pressing the button ( ) at the right of the fields to populate the ‘Jurisdiction’, and 
‘Geography Level’ fields.Once all of the fields have been completed, the user may press the 
‘Select Subset’ button ( ). This function will allow the user to select a subset of wire 
centers to run the study on rather than using the entire jurisdiction.
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To select a subset of wire centers, the user will first need to change the radio buttons at the top of 
the screen from ‘All Wire Centers’ to ‘Only Select Wire Centers’. Next, the user will click on a 
wire center to be included in the subset and then press the arrow button ( ) at the center of the 
screen to include that wire center in the list at the right of the screen. This step will be repeated 
until all of the wire centers needed for this subset are included in the list at the right of the screen. 
When the user has finished adding wire centers to the list, then the ‘OK’ button ( ) 
will be pressed and the wire center choices will be saved while the user is returned to the previous 
screen. If needed, the user may also press the ‘Cancel’ button ( ) to disregard this 
information and return to the previous screen. If the user accidentally selected a wire center that 
should not have been selected, then the user may click on the box ( ) to the right of that item. 
The box will be located under a trash can icon ( ). Once this is done, that wire center will be 
deleted from the list when the user is done with the list and presses the ‘OK’ button 
( ). Please notice that this function is basically another form of filter and thus, is not an 
aggregation method.
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Shown below, once again, is the top part of the screen for a standalone study and no fields in this 
example have been completed. Once all of the fields have been completed, the user may press the 
‘Group By’ button ( ). This button will not be available on a cost study for a filing 
because this information will have already been provided in the filing.
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This function will allow the user to select how the result set from the study will be grouped, thus 
yielding six types of result set possibilities. These result set types are:
• Jurisdictional
• Jurisdictional grouped by density cell
• Jurisdictional grouped by technology
• Wire Center
• Wire Center grouped by technology
• Switch

Within the VzCost framework, the density cell level is located at the wire center level and the 
technology level is located at the switch level. Thus, as an example, if the user ran a study at the 
jurisdictional level grouped by technology, then the run would take place at the jurisdictional 
level, but the result set would be grouped at the switch level.



Section 9 Coster

Page 422 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 9.3.1

Thus, when the ‘Group By’ button ( ) is pressed, the screen shown below will load up. 
If the user chooses jurisdiction for the geography level, then the user will be able to use this screen 
to group by density cell or to group by technology. However, since this is not a required screen, 
the user may choose to skip the ‘Group By’ button ( ) completely and then the result 
set would be reported at the jurisdictional level.

If the user chooses wire center for the geography level, then the user will be able to use this screen 
to group by technology. Density cell grouping is not an available selection at this geography level 
because the wire center geography level in VzCost is equivalent to and therefore, already grouped 
at the density cell level.

The same is true when switch is chosen for the geography level. In VzCost, density cell grouping 
is located at the wire center level, above the switch level. Therefore, density cell grouping is not 
available at the switch geography level. Technology grouping is also not an available selection at 
this geography level because, in VzCost, the switch geography level is equivalent to and 
therefore, already grouped at the technology level. Thus, if the user presses the ‘Group By’ button 
( ) at this geography level, the screen will advise that user that no groupings are 
available.

Once the user has completed this screen, two options will be available. The user may press the 
‘OK’ button ( ) and the grouping choices will be saved while the user is returned to 
the previous screen. The user may also press the ‘Cancel’ button ( ) to disregard this 
information and return to the previous screen.
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Once the top section has been completed, if the ‘Prompt’ window is present, then the user will 
need to populate the prompts that are displayed in this window. This window may be available on 
both types of cost studies if at least one prompt was selected in the cost template. To select prompt 
values, press the ‘Select’ button ( ) at the top right of the window.

The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the template, then the user will select a prompt from the ‘Prompt ID’ 
field by pressing the button ( ) at the right side of the field and then clicking on the preferred 
prompt. Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at 
the right side of the field and then clicking on the appropriate selection. With two exceptions, the 
‘Item Type’ field will have the same choices available that the ‘Item Type’ field on the ‘New Cost 
Formula’ screen in the cost template had. These two exceptions are the custom formulas and the 
other existing formulas which will not be available.
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Once selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, the user will 
need to click on a formula from the box on the left side of screen and then press the ‘Select’ 
button ( ) at the bottom left of the screen to continue. Once an item has been selected, 
the prompt item will be populated in the box at the right side of the screen. Now, the user may 
either press the ‘OK’ button ( ) to save the selected prompt item or press the ‘Cancel’ 
button ( ) to disregard this information and return to the previous screen.

If the study is a standalone study, the user will need to select the appropriate assumptions by 
pressing the ‘Select’ button ( ) at the top right of the middle window. However, on a 
cost study for a filing, all of the assumptions will be populated from the filing. Thus, the user will 
still be able to press the ‘Select’ button ( ), however, in this instance, the assumptions 
will not be adjustable.
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The screen shown below demonstrates the ‘Select Assumptions’ screen from a study for a filing. 
Notice that none of the fields on this page can be modified as the values were set by the filing. 
However, on a standalone study, the user will need to populate the assumptions by selecting an 
item from the drop down menu for each of the fields. These drop down menus can be accessed by 
pressing the button ( ) at the right of each field. The exception to this will be the ‘Study Name’ 
field which will be populated automatically by the system for both study types. When the user has 
finished, the ‘OK’ button ( ) will be pressed and the assumptions will be saved while 
the user is returned to the previous screen. If needed, the user may also press the ‘Cancel’ button 
( ) to disregard this information and return to the previous screen.
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After the assumptions have been chosen, the user will press the ‘Select’ button ( ) at 
the top right of the window at the bottom of the screen. This will allow the user to select the 
appropriate data versions for the study.
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The ‘Select Data Versions’ screen loads up. The example shown below is from a study for a filing. 
Notice that only the ‘Property_Taxes’ and the ‘SS7_Assumptions_Value’ fields can be modified 
because all remaining values were set by the filing. However, on a standalone study, the user will 
populate every field on the page except the ‘Study Name’ field which is populated automatically 
by the system in both study types. In either type of study, the fields will be populated by pressing 
the button ( ) at the right side of each field and then selecting an option from the drop down 
menu. When the user has finished, the ‘OK’ button ( ) will be pressed to save the data 
version and the user will be returned to the previous screen. If needed, the user may also press the 
‘Cancel’ button ( ) to disregard all inputs and return to the previous screen.
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Now that the study’s control sheet has been completed, the user will have three options available.

1. Press the ‘Run’ ( ) button to run the cost study. This will navigate the user to the 
message center, described in section 13.1 of this document, where the user will wait for the 
run to supply a message that the run either failed or was completed.

2. Press the ‘Save’ button ( ) to save the study and return to the ‘Cost Studies’ screen 
without completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all inputs and return to the ‘Cost Studies’ 
screen.
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Section 9.3.2: Editing a Cost Study
To edit a cost study, the user will press the ‘Edit’ button ( ) from the ‘Cost Studies’ 
screen. This will load up the ‘Edit Cost Study’ screen which is shown below.
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Shown below is the top part of the ‘Edit Cost Study’ screen for a filing. At the top of the screen, 
the user will have two options depending on what type of study is being run. The user may edit the 
‘Description’ and ‘Tariff Name’ fields for a standalone cost study. Otherwise, on a cost study for a 
filing, the user may only edit the ‘Description’ field. Once all of the fields have been edited, the 
user may press the ‘Select Subset’ button ( ). This function will allow the user to select 
or edit a subset of wire centers to run the study on rather than using the entire jurisdiction.
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To select or edit a subset of wire centers, the user may need to change the radio buttons at the top 
of the screen from ‘All Wire Centers’ to ‘Only Select Wire Centers’. Next, the user will click on a 
wire center to be included in the subset and then press the arrow button ( ) at the center of the 
screen to include that wire center in the list at the right of the screen. This step will be repeated 
until all of the wire centers needed for this subset are included in the list at the right of the screen. 
When the user has finished adding wire centers to the list, then the ‘OK’ button ( ) 
will be pressed and the wire center choices will be saved while the user is returned to the previous 
screen. If needed, the user may also press the ‘Cancel’ button ( ) to disregard any 
changes and return to the previous screen. If the user accidentally selected a wire center that 
should not have been selected or decides to delete wire centers that were previously chosen, then 
the user may click on the box ( ) to the right of each item to be deleted. The box will be located 
under a trash can icon ( ). Once this is done, that wire center will be deleted from the list when 
the user is done with the list and presses the ‘OK’ button ( ). Please notice that this 
function is basically another form of filter and thus, is not an aggregation method.
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Once the top section has been completed, if the ‘Prompt’ window is present, the user may edit the 
prompts that are displayed in this window. This window may be available on both types of cost 
studies if at least one prompt was selected in the cost template. To edit the selected prompt values, 
press the ‘Select’ button ( ) at the top right of the window.

The ‘Select Prompt Items’ screen loads up. An example of this screen is shown below. If there is 
more than one prompt in the template, then the user may select a prompt from the ‘Prompt ID’ 
field by pressing the button ( ) at the right side of the field and then clicking on the preferred 
prompt. Next, a selection must be made from the ‘Item Type’ field by pressing the button ( ) at 
the right side of the field and then clicking on the appropriate selection. This selection will 
determine the source of the new prompt item that the user will use to replace the existing prompt 
item. With two exceptions, the ‘Item Type’ field will have the same choices available that the 
‘Item Type’ field on the ‘New Cost Formula’ screen in the cost template had. These two 
exceptions are the custom formulas and the other existing formulas which will not be available.
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Once selections have been made in both the ‘Prompt ID’ and the ‘Item Type’ fields, the user may 
change the existing prompt item by clicking on a formula from the box on the left side of screen 
and then pressing the ‘Select’ button ( ) at the bottom left of the screen to continue. 
Once a new item has been selected, the prompt item will be populated in the box at the right side 
of the screen, replacing the previously selected prompt item. If the user wishes to complete this 
change, then the ‘OK’ button ( ) will be pressed to save the new prompt item. 
However, at any time, the user may cancel this change and return to the previous screen by 
pressing the ‘Cancel’ button ( ).

Once the top section has been edited, if the study is a standalone study, the user may edit any of 
the chosen assumptions by pressing the ‘Select’ button ( ) at the top right of the 
middle window. However, on a cost study for a filing, all of the assumptions will be populated 
from the filing. Thus, the user will still be able to press the ‘Select’ button ( ), 
however, in this instance, the assumptions will not be adjustable.
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The screen shown below demonstrates the ‘Select Assumptions’ screen from a study for a filing. 
Notice that none of the fields on this page can be modified as the values were set by the filing. 
However, on a standalone study, the user may edit any of the assumptions by selecting an item 
from the drop down menu for each of the fields. These drop down menus can be accessed by 
pressing the button ( ) at the right of each field. The exception to this will be the ‘Study Name’ 
field which will be populated automatically by the system for both study types. When the user has 
finished, the ‘OK’ button ( ) will be pressed to save any changes that have been made 
and return the user to the previous screen. If needed, the user may also press the ‘Cancel’ button 
( ) to disregard any changes and return to the previous screen.
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After the assumptions have been edited, the user may also choose to edit the data versions. To do 
this, the user will press the ‘Select’ button ( ) at the top right of the window at the 
bottom of the screen. This will allow the user to edit the data versions for the study.
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The ‘Select Data Versions’ screen loads up. The example shown below is from a study for a filing. 
Notice that only the ‘Property_Taxes’ and the ‘SS7_Assumptions_Value’ fields can be modified 
because all remaining values were set by the filing. However, on a standalone study, the user will 
be able to edit every field on the page except for the ‘Study Name’ field which is populated 
automatically by the system in both study types. In either type of study, the fields will be 
populated by pressing the button ( ) at the right side of each field and then selecting an option 
from the drop down menu. When the user has finished, the ‘OK’ button ( ) will be 
pressed to save the all changes and return the user to the previous screen. If needed, the user may 
also press the ‘Cancel’ button ( ) to disregard all changes and return to the previous 
screen.
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Now that the study’s control sheet has been completely edited, the user will have three options 
available.

1. Press the ‘Run’ ( ) button to run the cost study. This will navigate the user to the 
message center, described in section 13.1 of this document, where the user will wait for the 
run to supply a message that the run either failed or was completed.

2. Press the ‘Save’ button ( ) to save the study and return to the ‘Cost Studies’ screen 
without completing the run.

3. Press the ‘Cancel’ button ( ) to disregard all inputs and return to the ‘Cost Studies’ 
screen.
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Section 9.3.3: Viewing the Inputs of a Cost Study
The user may use filters, as described in section 4.4, to limit or expand the list of cost studies that 
are displayed on the screen. All cost studies that meet the filtered criteria will be displayed on the 
screen. To view a specific study, the user will click on the correct study to highlight it and then 
press the ‘View’ button ( ) to continue.

Please notice that, as shown above, if a user has highlighted a study that is owned by someone 
else, then some of the functions will not be available, however, the view function will be available 
regardless of ownership status. Once the ‘View’ button ( ) has been pressed, the ‘View 
Cost Study’ screen loads up as shown on the next page.
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On this screen, the user may view the selected data versions or the selected assumptions. When 
this screen is no longer needed, the user will press the ‘Cancel’ button ( ) at the bottom 
of the screen to return to the ‘Cost Studies’ screen.
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Section 9.3.4: Deleting a Cost Study
If the user wishes to delete a cost study, that user should click on the study to be deleted, thus 
highlighting it. Next, the user should press the ‘Delete’ button ( ).

Before deleting the run, the system will prompt for 
confirmation, as shown at the right of this page. At 
this point, the user must either press the ‘OK’ button 
( ) to complete the deletion of the study 
or press the ‘Cancel’ button ( ) to 
completely disregard the deletion request. After one 
of the two buttons has been pressed, the user will be 
returned to the ‘Cost Studies’ screen.
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Section 9.3.5: Running a Saved Cost Study
When the cost study was first created, if the user pressed the ‘Save’ button ( ) to save 
the information rather than pressing the ‘Run’ button ( ) to run the cost study, then the 
user may use this function to complete the saved cost study. To run a previously saved cost study, 
the user will use filters, (described in section 4.4) as needed to locate the correct study. Once that 
study has been located, the user will click on the study to highlight it and press the ‘Run’ button 
( ) to run the study. If the study is incomplete, the system will supply a warning 
message similar to the one shown below in the example below. This same warning message may 
be received if the user attempts to run an incomplete study from the ‘New Cost Study’ control 
sheet or from the ‘Edit Cost Study’ screen.

Otherwise, pressing this button will navigate the user to the message center, described in section 
13.1 of this document, where the user will wait for a message that the run has either failed or was 
completed. The ‘Run’ button ( ) will only be available for a saved study that has not 
been previously run.
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Section 9.3.6: Viewing the Results of a Cost Study
To view the results of a cost study without navigating to the message center, the user should 
follow these steps:
• Navigate to the ‘Cost Studies’ screen as described at the beginning of section 9.3.
• Use filters if they are needed (described in section 4.4) to locate the correct run.
• As shown below, click on the correct run to highlight it.
• Press the ‘View Results’ button ( ).
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The ‘Cost Study Results’ screen, shown below, loads up. If a prompt was used in this study, the 
results will look identical to the results from the other formulas that appear on this screen. Thus, 
the prompt creates the same end result that would have been created by a formula originating in 
the cost template. The difference here is that the value was selected at study run time instead of 
when the template was created.

There are eight functional parts of the ‘Cost Study Results’ screen. The first one is listed and 
described below. The remaining six are listed and described on the next five pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results from both, the ‘Data’ tab and ‘Formula’ Tab, all on one printable screen. This allows 
the user to easily print the result set. The ‘Functional Grid’ button ( ) will return the 
user from the printable screen to the functional screen. If the user tries to print from the 
functional grid, only those items shown on the screen will be printed. To print everything, the 
user would have to use the scroll bars to scroll through the data one page at a time and then 
print each page, thus using a large number of pages. Thus, the printable grid feature saves the 
user considerable amounts of time and paper.
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• Details: At the top right corner of the page, the ‘Show Details’ button ( ) and ‘Hide 
Details’ button ( ) will either show or hide the fields at the top of the page. The hide 
button is visible when the fields are shown and the show button is visible when the fields are 
hidden.

• Exceptions: A link to the exception log may or may not appear on the ‘Cost Study Results’ 
screen. If this link does appear, it will be located immediately below the ‘Jurisdiction’ field in 
the top part of the page. This link appears if any of the exceptions that are described in the 
message center subsection of this document occur during the cost study run. When the user 
clicks on this link, the screen shown below will load up. This screen provides the user with 
detailed information regarding the exceptions that have occured.

• Once the user has finished examining the data on this page, the user may press the ‘Close’ 
button ( ) at the bottom of the screen to close this page and return to the ‘BC Run 
Results’ screen.



Section 9 Coster

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 445
Release 2.4.4 Section 9.3.6

If the user needs to sort the information before downloading the data or printing the data, the user 
will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information previously selected. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.

If the user does not need to download or print the data or just has no further need for information 
from this screen, then the screen should be closed.
• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 

system will close the results page and return the user to the ‘BC Runs’ screen.
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The user may also choose to either download the information from these results or view the 
details of their calculations by drilling down in to the results.
• Drill Down: To drill down in to the results, the user would select any line within the results, 

thus highlighting that line, and then press the ‘Drill Down’ button ( ). It is 
important for the user to realize that the drill down function drills on the formula(s) and not on 
the value(s). As shown below, the ‘Drill Down’ screen loads up in a separate window.

The areas on the ‘Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was selected prior 

to completing the cost study.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu that opened when the 
button was pressed. This option allows the user to either view the drill down information 
one account at a time, for all accounts by selecting ‘All’ from the drop down menu, or for 
items that have no account number, if such items exist, by selecting ‘None’ from the drop 
down menu. The screen will automatically refresh with the results as soon as the user 
makes a selection.

• The formula line provides the name of the formula that the user is drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling in to.
• The lower grid displays the formulas that make up the formula being drilled in to.
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The user may do the following on this screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Close’ button ( ) can be used at any time to close the ‘Drill Down’ screen 
completely.
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• The user may also press the download button ( ) which will download the data in 
to a CSV file for the user to use with other applications or as needed. Once the button has been 
pressed, the ‘Download’ screen, shown below, will appear. The user should make sure that the 
‘Save this file to disk’ radio button has been selected and the press the ‘OK’ button 
( ). Alternatively, the user could press the cancel button ( ) to 
disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the user will need to select where to save the 
file. This is done by using the ‘Save in’ field at the top of the screen and then by choosing a 
directory, if needed, in the center of the screen. The user may need to choose more directories 
within chosen directories until the destination is located. Once the correct location has been 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back in to the system later, the user 
must remove the header row from the file before uploading it back in to the system.
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Section 9.3.7: Changing the Status of a Cost Study
To change the status of a cost study, the user will use filters (described in section 4.4) to locate the 
correct run, click on that run to highlight it, and press the ‘Change Status’ button ( ).
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The ‘Change Status’ screen looks like the ‘Edit Cost Study’ screen with two differences. First, the 
top section has a new ‘Status’ field where the build status may actually be changed. Second, all of 
the ‘Select’ buttons ( ) have been removed from the entire page.

To change the status of the cost study, the user will make a choice from the from the drop down 
menu by pressing the button ( ) at the right side of the ‘Status’ field and then clicking on one of 
the available menu options. There may be up to five options available for the user to choose when 
changing status. Below is a description of each of those options:

1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 
Further explanation of this status type is available in section 1.7.

2. In Progress: In progress items can only be seen by the data owner.
3. Completed: Completed items can be seen by anyone but are not awaiting approval.
4. Submitted: Submitted items can be seen by anyone and are awaiting approval.
5. Approved: Approved items may now be used in other applicable sections of VzCost as 

needed. A run may only be approved by a user with appropriate security clearance. 
Furthermore, no user may approve his/her own run under any circumstances.

6. Final: Final items may not edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not edited 
further or deleted.
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Section 9.4: Document Sets
The ‘Document Sets’ link allows the user to set up re-usable documentation set outlines to 
produce filing-quality documentation packages for regulatory proceedings and individual cost 
studies. A standardized cover sheet and a table of contents are generated by the system based 
upon the selections made by the user. Any electronic documents may be included in a doc set by 
storing them in the VzCost Database and then attaching them to the documentation outlines.

From the ‘Home Page’ the user will click on the ‘Document Sets’ link which is a part of the coster 
section located at the bottom left of the page.
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The ‘Document Sets’ screen, shown below, is loaded up. In the document sets segment of VzCost, 
please notice that filters may be used as described in section 4.4 to limit or expand the list of doc 
sets that are displayed on the screen. All doc sets that meet the filtered criteria will be displayed 
on the screen.
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Section 9.4.1: Creating a New Document Set
Before creating a document set, the user must determine if the doc set will be for a study or for a 
filing. Once that decision has been made, the user will click whichever of the two buttons is 
correct, the ‘New (Filing)’ button ( ) or the ‘New (Study)’ button ( ) at the 
bottom of the ‘Document Sets’ screen.
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If the doc set is for a filing, the ‘Select Filing’ screen loads up as shown below. The user will click 
on a filing, thus highlighting it, and then either press the ‘Select’ button ( ) to continue 
or press the ‘Cancel’ button ( ) to disregard the request and return to the ‘Document 
Sets’ screen.
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If the doc set is for a study, the ‘Select Cost Study’ screen loads up as shown below. The user will 
click on a study, thus highlighting it, and then either press the ‘Select’ button ( ) to 
continue or press the ‘Cancel’ button ( ) to disregard the request and return to the 
‘Document Sets’ screen.
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Regardless of whether the doc set will be for a filing or for a study, after that filing or study is 
selected, the ‘New Document Set’ screen, shown below, loads up. The user will need to input a 
name and a description for the doc set. The user may press the ‘Save’ button ( ) to 
continue or press the ‘Cancel’ button ( ) to disregard the request and return to the 
‘Document Sets’ screen.
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The ‘Document Set Properties’ screen loads up. This screen is divided into two parts. The part on 
the left shows the user an outline of the doc set. When this outline is completed, it will contain the 
document set’s name as well as the names of the doc set’s sections, subsections, files, and reports. 
The larger part, located on the right side of the screen, lists the doc set’s properties. These 
properties include the doc set’s name, description, filing or study name, default proprietary 
statement, and six cover page lines. These cover page lines can include descriptions of testimony, 
docket numbers, proceeding information, or any other relevant information that may be available 
for this document set.

There are seven buttons on this screen. The first button, which is active, is located at the bottom of 
the outline which is on the left part of the screen. The other six of these buttons are located at the 
bottom of the right part of the screen. On the screen shown above, three of these six buttons are 
active while the other three are inactive and can not be used. Thus, the four active buttons on this 
page are described on the next four pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up and the user will be able to edit any of the six fields on this page. Once the desired changes 
have been made, the user will press the ‘Save’ button ( ) to continue or press the 
‘Cancel’ button ( ) to disregard the request and return to the previous screen.
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2. Copy: When the ‘Copy’ button ( ) is pressed, the system will load up the screen 
shown below and it will require the user to specify which document set contains the data that 
needs to be copied into the new document set.

The user will need to click on one of the document sets listed to highlight it. If the correct 
document set is not listed, filters may be used as described in section 4.4 to limit or expand the 
list of doc sets that are displayed on the screen. All doc sets that meet the filtered criteria will 
be displayed on the screen. Once the correct document set has been highlighted, the user will 
need to press the ‘Select’ button ( ) to select the highlighted doc set and continue. 
If needed, the user may press the ‘Cancel’ button ( ) to disregard the copy request 
and return to the previous screen.
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Assuming that the ‘Select’ button ( ) was pressed, the screen shown above will 
load up. The outline on the left represents the new doc set being created by the user. The 
outline on the right represents the doc set chosen on the previous screen that contains items 
which will be copied to the new doc set. The user will need to designate the item to be copied 
by clicking on it in the outline on the right. Then the user will also need to designate a 
destination for the copied item by clicking on the correct location in the outline on the left. 
Finally, the user will press the ‘Copy’ button ( ) to execute the requested copy 
function. If, at any time before the ‘Copy’ button ( ) has been pressed, the user 
chooses to disregard the copy request, the ‘Cancel’ button ( ) can be pressed and 
the user will be returned to the previous screen. If the user made an error in the copy request, 
the system will provide one of the error messages shown below. Otherwise, the screen will 
refresh, showing the results of the completed request and the ‘Cancel’ button ( ) 
will have been replaced by a ‘Done’ button ( ). Now, the user can either copy 
another item or press the ‘Done’ button ( ) to exit the copy function completely.

• The ‘Cannot copy entire document set.’ error message is received if the user attempts to 
copy the entire document set by clicking on the doc set’s name at the top of the outline.

• The ‘Unable to copy file. The file you selected already exists in the selected subsection.’ 
error message is received if the user is trying to copy an item to a location that already has 
an item with the same name.

• The ‘Unable to Copy Node to Specified Location’ error message occurs when the user 
attempts to copy an item to a location that can not support that type of item. For example a 
file may not be placed directly into a section. Instead, it must be placed into a subsection.
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3. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen. Notice that there is no cancel button on the 
screen. If the user wishes to cancel or delete the entire doc set, the ‘Done’ button 
( ) must be pressed and then the delete function will have to be selected from the 
‘Document Sets’ screen as described in section 9.4.3.

4. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Adding a Section
From the ‘Document Set Properties’ screen, section will be the only option available. When the 
user selects section and presses the button, the ‘Add Section’ screen, shown below, will appear in 
the right part of the screen while the ‘Document Set Outline’ screen remains on the left part of the 
screen. The user will need to enter a name in the ‘Section Name’ field and a Description in the 
‘Section Description’ field. Next, the user may press the ‘Save’ button ( ) to continue 
to the ‘Section Properties’ screen. Alternatively, the user may choose to press the ‘Cancel’ button 
( ) to disregard the request and return to the previous screen.
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Assuming that the user pressed the ‘Save’ button ( ), the screen shown below will be 
loaded up. From this screen, the user may click on the doc set’s name in the outline at the left to 
return to the ‘Document Set Properties’ screen. If the user chooses to stay on this screen, however, 
the user will have several options available because six of the seven buttons on this page are 
active. These six active buttons are described on the next six pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up and the user will be able to edit either of the two fields on this page. Once the desired 
changes have been made, the user will press the ‘Save’ button ( ) to continue or 
press the ‘Cancel’ button ( ) to disregard the request and return to the previous 
screen.
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2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
section and the screen shown below will load up. This screen shows a warning message and 
prompts the user to confirm that the section should actually be deleted. The user may press the 
‘Delete’ button ( ) to complete the deletion of this section and return to the 
‘Document Set Properties’ screen. The user may also press the ‘Cancel’ button ( ) 
to disregard the deletion request and return to the previous screen.
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3. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. It is important to notice that, if the user has just created the first section 
in the outline, the move function, although available, will serve no useful purpose. After all, 
there will be no place to move the section when it is the only current component of the outline. 
Once the user begins creating more sections, subsections, files, and reports within the 
document set, then the move function will be more useful. Nevertheless, an example of the 
move section, in which the outline contains sections, subsections, files, and reports, is shown 
below. In this case, the user is trying to move the file ‘VRUC_NJ.xls’ from subsection 
‘more3’ to subsection ‘more2.’ To do this, in the outline on the left, the user will click on 
subsection ‘more2’ which will highlight it and designate it as the destination. Next, the user 
will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus designating it as the item to 
be moved. Finally the user will press the ‘Move’ button ( ) to execute the move. 
The user may repeat this process as many times as is needed. Once all moves have been 
completed, then the user may press the ‘Done’ button ( ) to return to the previous 
screen. Please notice that all items within these two outlines are preceded by either an 
arrowhead icon facing downward ( ) or an arrowhead icon facing rightward ( ). The 
standard setting is for the arrowhead to be facing downward ( ). If the arrowhead is facing 
downward ( ) all subordinate items that are associated with this primary item will be visible. 
On the other hand, if the arrowhead is facing rightward ( ), then either there no subordinate 
items associated with this primary item or the subordinate items are hidden. This may be 
useful if the user needs to focus one a single area within a large document set outline. To 
toggle between the two types of arrowhead icons, the user should click on whichever 
arrowhead icon is present.
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4. Copy: When the ‘Copy’ button ( ) is pressed, the system will load up the screen 
shown below and it will require the user to specify which document set contains the data that 
needs to be copied into the new document set.

The user will need to click on one of the document sets listed to highlight it. If the correct 
document set is not listed, filters may be used as described in section 4.4 to limit or expand the 
list of doc sets that are displayed on the screen. All doc sets that meet the filtered criteria will 
be displayed on the screen. Once the correct document set has been highlighted, the user will 
need to press the ‘Select’ button ( ) to select the highlighted doc set and continue. 
If needed, the user may press the ‘Cancel’ button ( ) to disregard the copy request 
and return to the previous screen.
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Assuming that the ‘Select’ button ( ) was pressed, the screen shown above will 
load up. The outline on the left represents the new doc set being created by the user. The 
outline on the right represents the doc set chosen on the previous screen that contains items 
which will be copied to the new doc set. The user will need to designate the item to be copied 
by clicking on it in the outline on the right. Then the user will also need to designate a 
destination for the copied item by clicking on the correct location in the outline on the left. 
Finally, the user will press the ‘Copy’ button ( ) to execute the requested copy 
function. If, at any time before the ‘Copy’ button ( ) has been pressed, the user 
chooses to disregard the copy request, the ‘Cancel’ button ( ) can be pressed and 
the user will be returned to the previous screen. If the user made an error in the copy request, 
the system will provide one of the error messages shown below. Otherwise, the screen will 
refresh, showing the results of the completed request and the ‘Cancel’ button ( ) 
will have been replaced by a ‘Done’ button ( ). Now, the user can either copy 
another item or press the ‘Done’ button ( ) to exit the copy function completely.

• The ‘Cannot copy entire document set.’ error message is received if the user attempts to 
copy the entire document set by clicking on the doc set’s name at the top of the outline.

• The ‘Unable to copy file. The file you selected already exists in the selected subsection.’ 
error message is received if the user is trying to copy an item to a location that already has 
an item with the same name.

• The ‘Unable to Copy Node to Specified Location’ error message occurs when the user 
attempts to copy an item to a location that can not support that type of item. For example a 
file may not be placed directly into a section. Instead, it must be placed into a subsection.
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5. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen. Notice that there is no cancel button on the 
screen. If the user wishes to cancel or delete the entire doc set, the ‘Done’ button 
( ) must be pressed and then the delete function will have to be selected from the 
‘Document Sets’ screen as described in section 9.4.3.

6. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Adding a Subsection
From the ‘Section Properties’ screen, section and subsection will be the only options available. 
When the user selects subsection and presses the button, the ‘Add Subsection’ screen, shown 
below, will appear in the right part of the screen while the ‘Document Set Outline’ screen remains 
on the left part of the screen. The user will need to enter a name in the ‘Subsection Name’ field 
and a Description in the ‘Subsection Description’ field. Next, the user may press the ‘Save’ button 
( ) to continue to the ‘Subsection Properties’ screen. Alternatively, the user may 
choose to press the ‘Cancel’ button ( ) to disregard the request and return to the 
previous screen.
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Assuming that the user pressed the ‘Save’ button ( ), the screen shown below will be 
loaded up. From this screen, the user may click on the doc set’s name in the outline at the left to 
return to the ‘Document Set Properties’ screen. The user may also click on the section’s name in 
the outline at the left to return to the ‘Section Properties’ screen. If the user chooses to stay on this 
screen, however, the user will have several options available because six of the seven buttons on 
this page are active. These six active buttons are described on the next seven pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up and the user will be able to edit either of the two fields on this page. Once the desired 
changes have been made, the user will press the ‘Save’ button ( ) to continue or 
press the ‘Cancel’ button ( ) to disregard the request and return to the previous 
screen.
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2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
subsection and the screen shown below will load up. This screen shows a warning message 
and prompts the user to confirm that the subsection should actually be deleted. The user may 
press the ‘Delete’ button ( ) to complete the deletion of this subsection and return 
to the ‘Section Properties’ screen. The user may also press the ‘Cancel’ button ( ) 
to disregard the deletion request and return to the previous screen.
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3. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. An example of the move section, in which the outline contains sections, 
subsections, files, and reports, is shown below. In this case, the user is trying to move the file 
‘VRUC_NJ.xls’ from subsection ‘more3’ to subsection ‘more2.’ To do this, in the outline on 
the left, the user will click on subsection ‘more2’ which will highlight it and designate it as the 
destination. Next, the user will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus 
designating it as the item to be moved. Finally the user will press the ‘Move’ button 
( ) to execute the move. The user may repeat this process as many times as is 
needed. Once all moves have been completed, then the user may press the ‘Done’ button 
( ) to return to the previous screen. Please notice that all items within these two 
outlines are preceded by either an arrowhead icon facing downward ( ) or an arrowhead icon 
facing rightward ( ). The standard setting is for the arrowhead to be facing downward ( ). If 
the arrowhead is facing downward ( ) all subordinate items that are associated with this 
primary item will be visible. On the other hand, if the arrowhead is facing rightward ( ), then 
either there no subordinate items associated with this primary item or the subordinate items 
are hidden. This may be useful if the user needs to focus one a single area within a large 
document set outline. To toggle between the two types of arrowhead icons, the user should 
click on whichever arrowhead icon is present.
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4. Copy: When the ‘Copy’ button ( ) is pressed, the system will load up the screen 
shown below and it will require the user to specify which document set contains the data that 
needs to be copied into the new document set.

The user will need to click on one of the document sets listed to highlight it. If the correct 
document set is not listed, filters may be used as described in section 4.4 to limit or expand the 
list of doc sets that are displayed on the screen. All doc sets that meet the filtered criteria will 
be displayed on the screen. Once the correct document set has been highlighted, the user will 
need to press the ‘Select’ button ( ) to select the highlighted doc set and continue. 
If needed, the user may press the ‘Cancel’ button ( ) to disregard the copy request 
and return to the previous screen.
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Assuming that the ‘Select’ button ( ) was pressed, the screen shown above will 
load up. The outline on the left represents the new doc set being created by the user. The 
outline on the right represents the doc set chosen on the previous screen that contains items 
which will be copied to the new doc set. The user will need to designate the item to be copied 
by clicking on it in the outline on the right. Then the user will also need to designate a 
destination for the copied item by clicking on the correct location in the outline on the left. 
Finally, the user will press the ‘Copy’ button ( ) to execute the requested copy 
function. If, at any time before the ‘Copy’ button ( ) has been pressed, the user 
chooses to disregard the copy request, the ‘Cancel’ button ( ) can be pressed and 
the user will be returned to the previous screen. If the user made an error in the copy request, 
the system will provide one of the error messages shown below. Otherwise, the screen will 
refresh, showing the results of the completed request and the ‘Cancel’ button ( ) 
will have been replaced by a ‘Done’ button ( ). Now, the user can either copy 
another item or press the ‘Done’ button ( ) to exit the copy function completely.

• The ‘Cannot copy entire document set.’ error message is received if the user attempts to 
copy the entire document set by clicking on the doc set’s name at the top of the outline.

• The ‘Unable to copy file. The file you selected already exists in the selected subsection.’ 
error message is received if the user is trying to copy an item to a location that already has 
an item with the same name.

• The ‘Unable to Copy Node to Specified Location’ error message occurs when the user 
attempts to copy an item to a location that can not support that type of item. For example a 
file may not be placed directly into a section. Instead, it must be placed into a subsection.
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5. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen. Notice that there is no cancel button on the 
screen. If the user wishes to cancel or delete the entire doc set, the ‘Done’ button 
( ) must be pressed and then the delete function will have to be selected from the 
‘Document Sets’ screen as described in section 9.4.3.
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6. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Adding a File
From the ‘Subsection Properties’, ‘File Properties’, and ‘Report Properties’ screens, the 
subsection, file, and report options will all be available for selection in the ‘Add’ field. When the 
user selects file and presses the button, the ‘Select File for Document Set’ screen, shown below, 
will load up. Filters may be used as described in section 4.4 to limit or expand the list of files that 
are displayed on the screen. All files that meet the filtered criteria will be displayed on the screen. 
Please notice that the doc set will only accept the following file types: Acrobat files (PDF), 
bitmap images (BMP), Excel files (XLS), graphic interchange format images (GIF), jpeg format 
images (JPG), PowerPoint files (PPT), report files (RPT), rich text files (RTF), text files (TXT), 
and Word files (DOC). The user will have the four buttons available on this screen. These buttons 
and their functions are described in the next several pages.

• If the needed file is an available selection, the user may click on that file to highlight it and 
then press the ‘Select’ button ( ). This button and its function will be described in 
full detail later in this section (9.4.1).
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• If the needed file is not an available choice but the user has the file saved elsewhere, the user 
may upload the file by pressing the ‘Upload’ button ( ). Only the following file 
types can be used in a doc set: Acrobat files (PDF), bitmap images (BMP), Excel files (XLS), 
graphic interchange format images (GIF), jpeg format images (JPG), PowerPoint files (PPT), 
report files (RPT), rich text files (RTF), text files (TXT), and Word files (DOC). Once the 
button is pressed, the screen shown below will load up. The user will enter a file name into the 
‘Source File’ field, a description into the ‘File Description’ field, and select either portrait or 
landscape from a drop down menu by pressing the button ( ) next to the ‘Orientation’ field.

If the user does not know the exact file name for the ‘Source File’ field, then the ‘Browse’ 
button ( ) may be pressed to load up the window shown below. To locate the
source, press the button ( ) 
next to the ‘Look In’ field and 
choose a source from the drop 
down menu. If the file is not 
found in the directory that is 
displayed, the user will double 
click on whichever folder leads 
to the proper directory. In some 
cases, the user may double click 
on additional folders that exist 
within the selected folders. Upon 
locating the file, the user will 
click on that file and then press 
the ‘Open’ button ( ). Once the file ‘Open’ button ( ) has been pressed, 
the user will be taken to the ‘Select File for Document Set’ screen and the uploaded file will 
now appear in the list of available files. If the file can not be located, to return to the previous 
screen without selecting a file, the user will press the ‘Cancel’ button ( ).
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• If the user is not certain whether or not an available file is the correct file, that user may 
always choose to preview the file by pressing the ‘Preview’ button ( ). Once the 
button is pressed, the ‘Download’ screen, shown below, will appear.

If the user chooses the ‘Open this file from its current location’ radio button and presses the 
‘OK’ button ( ), the preview will appear in a separate Adobe Acrobat window. 
Alternately, the user may choose the ‘Save this file to disk’ radio button and press the ‘OK’ 
button ( ) to load the ‘Save As’ dialog box shown below. To return to the previous 
screen, ignoring the preview request, the user will press the ‘Cancel’ button ( ).

To choose where to save the file, the user will press the button ( ) and choose an option 
from the drop down menu for the ‘Save in’ field. The user will double click on whichever 
folder leads to the proper directory if the default directory is not the correct file location. If 
needed, the user may access additional folders that exist within the selected folders. Once the 
correct location has been found, the user will type a name in the ‘File name’ field and press 
the ‘Save’ button ( ). This will save the file as a Acrobat PDF file which will be 
usable at any time whether connected to VzCost or not. Alternatively, the user can press the 
cancel button ( ) to ignore the preview request and return to the previous screen.

• The user will press the ‘Cancel’ button ( ) on the ‘Select File for Document Set’ 
screen to ignore the request to add a file to the document set and return to the previous screen. 
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From the ‘Select File for Document Set’ screen, assuming that the user selected a file and then 
pressed the ‘Select’ button ( ), the ‘Edit File Properties’ screen shown below will load 
up. The user will need to enter a description into the ‘File Description’ field and choose an option 
from the drop down menu for the ‘Proprietary Statement’ field. Next, the user may press the 
‘Save’ button ( ) to complete the file selection process and proceed to the ‘File 
Properties’ screen. Alternatively, the user may choose to press the ‘Cancel’ button ( ) 
to disregard the file selection request and return to the previous screen.
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Assuming that the user pressed the ‘Save’ button ( ), the ‘File Properties’ screen 
shown below will be loaded up. From this screen, the user may click on the doc set’s name in the 
outline at the left to return to the ‘Document Set Properties’ screen. In the outline at the left, the 
user may also click on the section’s name to return to the ‘Section Properties’ screen or click on 
the subsection’s name to return to the ‘Subsection Properties’ screen. If the user chooses to stay 
on this screen, however, the user will have several options available because six of the seven 
buttons on this page are active. These six active buttons are described on the next five pages.



Section 9 Coster

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 481
Release 2.4.4 Section 9.4.1

1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up. The user will be able to edit the ‘File Description’ field and change the option chosen from 
the drop down menu for the ‘Proprietary Statement’ field. Once the desired changes have been 
made, the user may press the ‘Save’ button ( ) to save the changes or press the 
‘Cancel’ button ( ) to disregard the changes. After either button has been pressed, 
the user will be returned to the ‘File Properties’ screen.
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2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
particular file and the screen shown below will load up. This screen shows a warning message 
and prompts the user to confirm that the file should actually be deleted. The user may press 
the ‘Delete’ button ( ) to complete the deletion of this file and return to the 
‘Subsection Properties’ screen. The user may also press the ‘Cancel’ button ( ) to 
disregard the deletion request and return to the previous screen.
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3. Preview: When the ‘Preview’ button ( ) is pressed, the user is requesting to 
preview the file and the ‘Download’ screen, shown below, will appear.

If the user chooses the ‘Open this file from its current location’ radio button and presses the 
‘OK’ button ( ), the preview will appear in a separate Adobe Acrobat window. 
Alternately, the user may choose the ‘Save this file to disk’ radio button and press the ‘OK’ 
button ( ) to load the ‘Save As’ dialog box shown below. To return to the previous 
screen, ignoring the preview request, the user will press the ‘Cancel’ button ( ).

To choose where to save the file, the user will press the button ( ) and choose an option 
from the drop down menu for the ‘Save in’ field. The user will double click on whichever 
folder leads to the proper directory if the default directory is not the correct file location. If 
needed, the user may double click on additional folders that exist within the selected folders. 
Once the correct location has been found, the user will type a name in the ‘File name’ field 
and press the ‘Save’ button ( ). This will save the file as a Acrobat PDF file which 
will be usable at any time whether connected to VzCost or not. Alternatively, the user can 
press the cancel button ( ) to ignore the preview request and return to the previous 
screen.
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4. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. An example of the move section, in which the outline contains sections, 
subsections, files, and reports, is shown below. In this case, the user is trying to move the file 
‘VRUC_NJ.xls’ from subsection ‘more3’ to subsection ‘more2.’ To do this, in the outline on 
the left, the user will click on subsection ‘more2’ which will highlight it and designate it as the 
destination. Next, the user will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus 
designating it as the item to be moved. Finally the user will press the ‘Move’ button 
( ) to execute the move. The user may repeat this process as many times as is 
needed. Once all moves have been completed, then the user may press the ‘Done’ button 
( ) to return to the previous screen. Please notice that all items within these two 
outlines are preceded by either an arrowhead icon facing downward ( ) or an arrowhead icon 
facing rightward ( ). The standard setting is for the arrowhead to be facing downward ( ). If 
the arrowhead is facing downward ( ) all subordinate items that are associated with this 
primary item will be visible. On the other hand, if the arrowhead is facing rightward ( ), then 
either there no subordinate items associated with this primary item or the subordinate items 
are hidden. This may be useful if the user needs to focus one a single area within a large 
document set outline. To toggle between the two types of arrowhead icons, the user should 
click on whichever arrowhead icon is present.

5. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen. Notice that there is no cancel button on the 
screen. If the user wishes to cancel or delete the entire doc set, the ‘Done’ button 
( ) must be pressed and then the delete function will have to be selected from the 
‘Document Sets’ screen as described in section 9.4.3.
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6. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Adding a Report
From the ‘Subsection Properties’, ‘File Properties’, and ‘Report Properties’ screens, the 
subsection, file, and report options will all be available for selection in the ‘Add’ field. When the 
user selects report and presses the button, the ‘Select Report for Document Set’ screen, shown 
below, will load up.

The user will need to click on one of the reports listed to highlight it. If the correct report is not 
listed, filters may be used as described in section 4.4 to limit or expand the list of reports that are 
displayed on the screen. All reports that meet the filtered criteria will be displayed on the screen. 
Once the correct report has been highlighted, the user will need to press the ‘Select’ button 
( ) to select the highlighted report and continue. If needed, the user may press the 
‘Cancel’ button ( ) to disregard this request and return to the previous screen.
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Assuming that the user chose a doc set and pressed the ‘Select’ button ( ), the ‘Edit 
Report Properties’ screen will be loaded up. On this screen, the user should provide a description 
in the ‘Report Description’ field, choose a selection from the ‘Proprietary Statement’ field’s drop 
down menu by pressing the button ( ) at the right side of the field, and select any parameters 
that may be needed from the ‘Select Parameter Values’ window. In the example below, the ‘Select 
Parameter Values’ window contains a ‘Sensitivity Key’ field. Depending on the specific report 
that was chosen by the user, there may or may not be fields to populate in the ‘Select Parameter 
Values’ window. Once the needed information has been added to this page, the user may press the 
‘Save’ button ( ) to save the changes or press the ‘Cancel’ button ( ) to 
disregard the changes.
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Next, the ‘Report Properties’ screen, shown below, will load up. From this screen, the user may 
click on the doc set’s name in the outline at the left to return to the ‘Document Set Properties’ 
screen. The user may also click on any other item within the outline to navigate to that item’s 
properties screen. If the user choose, however, to stay on this screen, then several options 
available because five of the seven buttons on this page are active. These five active buttons are 
described on the next four pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up. On this screen, the user may edit the description in the ‘Report Description’ field, change 
the selection in the ‘Proprietary Statement’ field’s drop down menu by pressing the button 
( ) at the right side of the field, and change any parameters that may be present in the ‘Select 
Parameter Values’ window. In the example below, the ‘Select Parameter Values’ window con-
tains a ‘Sensitivity Key’ field. Depending on the specific report, there may or may not be 
fields to populate in the ‘Select Parameter Values’ window. Once the needed modifications 
have been made to this page, the user may press the ‘Save’ button ( ) to save the 
changes or press the ‘Cancel’ button ( ) to disregard the changes.
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2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
particular report and the screen shown below will load up. This screen shows a warning 
message and prompts the user to confirm that the report should actually be deleted. The user 
may press the ‘Delete’ button ( ) to complete the deletion of this report and return 
to the ‘Subsection Properties’ screen. The user may also press the ‘Cancel’ button 
( ) to disregard the deletion request and return to the previous screen.
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3. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. An example of the move section, in which the outline contains sections, 
subsections, files, and reports, is shown below. In this case, the user is trying to move the file 
‘VRUC_NJ.xls’ from subsection ‘more3’ to subsection ‘more2.’ To do this, in the outline on 
the left, the user will click on subsection ‘more2’ which will highlight it and designate it as the 
destination. Next, the user will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus 
designating it as the item to be moved. Finally the user will press the ‘Move’ button 
( ) to execute the move. The user may repeat this process as many times as is 
needed. Once all moves have been completed, then the user may press the ‘Done’ button 
( ) to return to the previous screen. Please notice that all items within these two 
outlines are preceded by either an arrowhead icon facing downward ( ) or an arrowhead icon 
facing rightward ( ). The standard setting is for the arrowhead to be facing downward ( ). If 
the arrowhead is facing downward ( ) all subordinate items that are associated with this 
primary item will be visible. On the other hand, if the arrowhead is facing rightward ( ), then 
either there no subordinate items associated with this primary item or the subordinate items 
are hidden. This may be useful if the user needs to focus one a single area within a large 
document set outline. To toggle between the two types of arrowhead icons, the user should 
click on whichever arrowhead icon is present.
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4. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen. Notice that there is no cancel button on the 
screen. If the user wishes to cancel or delete the entire doc set, the ‘Done’ button 
( ) must be pressed and then the delete function will have to be selected from the 
‘Document Sets’ screen as described in section 9.4.3.

5. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.
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Section 9.4.2: Editing a Document Set
The process of editing a document set is very similar to the process for creating a new document 
set. To edit an existing document set, the user will need to locate the correct document set, click 
on that set to highlight it, and then press the ‘Edit’ button ( ). Users will only be able to 
edit their own document sets. In the example shown below, the user is not the data owner of the 
document set that is highlighted. Thus, the ‘Edit Button’ ( ) is inactive.
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Once the ‘Edit’ button ( ) has been pressed, The ‘Document Set Properties’ screen 
loads up. This screen is divided into two parts. The part on the left shows the user an outline of the 
doc set. This outline show’s the document set’s name at the top level as well as the names of the 
doc set’s sections, subsections, files, and reports at the lower levels. The larger part, located on the 
right side of the screen, lists the doc set’s properties. These properties include the doc set’s name, 
description, filing or study name, default proprietary statement, description of testimony, docket 
numbers, and proceeding information.

There are seven buttons on this screen. The first button, which is active, is located at the bottom of 
the outline which is on the left part of the screen. The other six of these buttons are located at the 
bottom of the right part of the screen. On the screen shown above, three of these six buttons are 
active while the other three are inactive and can not be used. Thus, the four active buttons on this 
page are described on the next four pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up and the user will be able to edit any of the six fields on this page. Once the desired changes 
have been made, the user will press the ‘Save’ button ( ) to continue or press the 
‘Cancel’ button ( ) to disregard the request and return to the previous screen.
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2. Copy: When the ‘Copy’ button ( ) is pressed, the system will load up the screen 
shown below and it will require the user to specify which document set contains the data that 
needs to be copied into the new document set.

The user will need to click on one of the document sets listed to highlight it. If the correct 
document set is not listed, filters may be used as described in section 4.4 to limit or expand the 
list of doc sets that are displayed on the screen. All doc sets that meet the filtered criteria will 
be displayed on the screen. Once the correct document set has been highlighted, the user will 
need to press the ‘Select’ button ( ) to select the highlighted doc set and continue. 
If needed, the user may press the ‘Cancel’ button ( ) to disregard the copy request 
and return to the previous screen.
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Assuming that the ‘Select’ button ( ) was pressed, the screen shown above will 
load up. The outline on the left represents the doc set currently being edited by the user. The 
outline on the right represents the doc set chosen on the previous screen that contains items 
which will be copied to the user’s doc set. The user will need to designate the item to be 
copied by clicking on it in the outline on the right. Then the user will also need to designate a 
destination for the copied item by clicking on the correct location in the outline on the left. 
Finally, the user will press the ‘Copy’ button ( ) to execute the requested copy 
function. If, at any time before the ‘Copy’ button ( ) has been pressed, the user 
chooses to disregard the copy request, the ‘Cancel’ button ( ) can be pressed and 
the user will be returned to the previous screen. If the user made an error in the copy request, 
the system will provide one of the error messages shown below. Otherwise, the screen will 
refresh, showing the results of the completed request and the ‘Cancel’ button ( ) 
will have been replaced by a ‘Done’ button ( ). Now, the user can either copy 
another item or press the ‘Done’ button ( ) to exit the copy function completely.

• The ‘Cannot copy entire document set.’ error message is received if the user attempts to 
copy the entire document set by clicking on the doc set’s name at the top of the outline.

• The ‘Unable to copy file. The file you selected already exists in the selected subsection.’ 
error message is received if the user is trying to copy an item to a location that already has 
another item with the same name.

• The ‘Unable to Copy Node to Specified Location’ error message occurs when the user 
attempts to copy an item to a location that can not support that type of item. For example a 
file may not be placed directly into a section. Instead, it must be placed into a subsection.
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3. Done: When the ‘Done’ button ( ) is pressed, the system saves the changes made 
to the doc set and returns the user to the ‘Document Sets’ screen.

4. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Editing a Section
To edit a section, the user will first have to click on the name of that section in the outline on the 
left side of the screen. A section is a second level item. Therefore, in the example shown below, 
‘Example Section A’ and the two occurrences of ‘Example Section B’ represent the sections of 
this document.

The user will have several options available because six of the seven buttons on this page are 
active. These six active buttons are described on the next six pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up and the user will be able to edit either of the two fields on this page. Once the desired 
changes have been made, the user will press the ‘Save’ button ( ) to continue or 
press the ‘Cancel’ button ( ) to disregard the request and return to the previous 
screen.
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2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
section and the screen shown below will load up. This screen shows a warning message and 
prompts the user to confirm that the section should actually be deleted. The user may press the 
‘Delete’ button ( ) to complete the deletion of this section and return to the 
‘Document Set Properties’ screen. The user may also press the ‘Cancel’ button ( ) 
to disregard the deletion request and return to the previous screen.



Section 9 Coster

Page 500 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 9.4.2

3. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. An example of the move section, in which the outline contains sections, 
subsections, files, and reports, is shown below. In this case, the user is trying to move the file 
‘VRUC_NJ.xls’ from subsection ‘more3’ to subsection ‘more2.’ To do this, in the outline on 
the left, the user will click on subsection ‘more2’ which will highlight it and designate it as the 
destination. Next, the user will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus 
designating it as the item to be moved. Finally the user will press the ‘Move’ button 
( ) to execute the move. The user may repeat this process as many times as is 
needed. Once all moves have been completed, then the user may press the ‘Done’ button 
( ) to return to the previous screen. Please notice that all items within these two 
outlines are preceded by either an arrowhead icon facing downward ( ) or an arrowhead icon 
facing rightward ( ). The standard setting is for the arrowhead to be facing downward ( ). If 
the arrowhead is facing downward ( ) all subordinate items that are associated with this 
primary item will be visible. On the other hand, if the arrowhead is facing rightward ( ), then 
either there no subordinate items associated with this primary item or the subordinate items 
are hidden. This may be useful if the user needs to focus one a single area within a large 
document set outline. To toggle between the two types of arrowhead icons, the user should 
click on whichever arrowhead icon is present.
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4. Copy: When the ‘Copy’ button ( ) is pressed, the system will load up the screen 
shown below and it will require the user to specify which document set contains the data that 
needs to be copied into the new document set.

The user will need to click on one of the document sets listed to highlight it. If the correct 
document set is not listed, filters may be used as described in section 4.4 to limit or expand the 
list of doc sets that are displayed on the screen. All doc sets that meet the filtered criteria will 
be displayed on the screen. Once the correct document set has been highlighted, the user will 
need to press the ‘Select’ button ( ) to select the highlighted doc set and continue. 
If needed, the user may press the ‘Cancel’ button ( ) to disregard the copy request 
and return to the previous screen.
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Assuming that the ‘Select’ button ( ) was pressed, the screen shown above will 
load up. The outline on the left represents the doc set currently being edited by the user. The 
outline on the right represents the doc set chosen on the previous screen that contains items 
which will be copied to the user’s doc set. The user will need to designate the item to be 
copied by clicking on it in the outline on the right. Then the user will also need to designate a 
destination for the copied item by clicking on the correct location in the outline on the left. 
Finally, the user will press the ‘Copy’ button ( ) to execute the requested copy 
function. If, at any time before the ‘Copy’ button ( ) has been pressed, the user 
chooses to disregard the copy request, the ‘Cancel’ button ( ) can be pressed and 
the user will be returned to the previous screen. If the user made an error in the copy request, 
the system will provide one of the error messages shown below. Otherwise, the screen will 
refresh, showing the results of the completed request and the ‘Cancel’ button ( ) 
will have been replaced by a ‘Done’ button ( ). Now, the user can either copy 
another item or press the ‘Done’ button ( ) to exit the copy function completely.

• The ‘Cannot copy entire document set.’ error message is received if the user attempts to 
copy the entire document set by clicking on the doc set’s name at the top of the outline.

• The ‘Unable to copy file. The file you selected already exists in the selected subsection.’ 
error message is received if the user is trying to copy an item to a location that already has 
an item with the same name.

• The ‘Unable to Copy Node to Specified Location’ error message occurs when the user 
attempts to copy an item to a location that can not support that type of item. For example a 
file may not be placed directly into a section. Instead, it must be placed into a subsection.
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5. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen.

6. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Editing a Subsection
To edit a subsection, the user will first have to click on the name of that subsection in the outline 
on the left side of the screen. A subsection is a third level item in the outline. Therefore, in the 
example shown below, ‘Example Subsection A’ and the two occurrences of ‘Example Subsection 
B’ represent the subsections of this document.

The user will have several options available because six of the seven buttons on this page are 
active. These six active buttons are described on the next six pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up and the user will be able to edit either of the two fields on this page. Once the desired 
changes have been made, the user will press the ‘Save’ button ( ) to save the 
changes and return to the previous screen. If needed, the user may also press the ‘Cancel’ 
button ( ) to disregard the changes and return to the previous screen.



Section 9 Coster

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 505
Release 2.4.4 Section 9.4.2

2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
subsection and the screen shown below will load up. This screen shows a warning message 
and prompts the user to confirm that the subsection should actually be deleted. The user may 
press the ‘Delete’ button ( ) to complete the deletion of this subsection and return 
to the ‘Section Properties’ screen. The user may also press the ‘Cancel’ button ( ) 
to disregard the deletion request and return to the previous screen.
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3. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. An example of the move section, in which the outline contains sections, 
subsections, files, and reports, is shown below. In this case, the user is trying to move the file 
‘VRUC_NJ.xls’ from subsection ‘more3’ to subsection ‘more2.’ To do this, in the outline on 
the left, the user will click on subsection ‘more2’ which will highlight it and designate it as the 
destination. Next, the user will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus 
designating it as the item to be moved. Finally the user will press the ‘Move’ button 
( ) to execute the move. The user may repeat this process as many times as is 
needed. Once all moves have been completed, then the user may press the ‘Done’ button 
( ) to return to the previous screen. Please notice that all items within these two 
outlines are preceded by either an arrowhead icon facing downward ( ) or an arrowhead icon 
facing rightward ( ). The standard setting is for the arrowhead to be facing downward ( ). If 
the arrowhead is facing downward ( ) all subordinate items that are associated with this 
primary item will be visible. On the other hand, if the arrowhead is facing rightward ( ), then 
either there no subordinate items associated with this primary item or the subordinate items 
are hidden. This may be useful if the user needs to focus one a single area within a large 
document set outline. To toggle between the two types of arrowhead icons, the user should 
click on whichever arrowhead icon is present.
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4. Copy: When the ‘Copy’ button ( ) is pressed, the system will load up the screen 
shown below and it will require the user to specify which document set contains the data that 
needs to be copied into the new document set.

The user will need to click on one of the document sets listed to highlight it. If the correct 
document set is not listed, filters may be used as described in section 4.4 to limit or expand the 
list of doc sets that are displayed on the screen. All doc sets that meet the filtered criteria will 
be displayed on the screen. Once the correct document set has been highlighted, the user will 
need to press the ‘Select’ button ( ) to select the highlighted doc set and continue. 
If needed, the user may press the ‘Cancel’ button ( ) to disregard the copy request 
and return to the previous screen.
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Assuming that the ‘Select’ button ( ) was pressed, the screen shown above will 
load up. The outline on the left represents the doc set being edited by the user. The outline on 
the right represents the doc set chosen on the previous screen that contains items which will be 
copied to the user’s doc set. The user will need to designate the item to be copied by clicking 
on it in the outline on the right. Then the user will also need to designate a destination for the 
copied item by clicking on the correct location in the outline on the left. Finally, the user will 
press the ‘Copy’ button ( ) to execute the requested copy function. If, at any time 
before the ‘Copy’ button ( ) has been pressed, the user chooses to disregard the 
copy request, the ‘Cancel’ button ( ) can be pressed and the user will be returned 
to the previous screen. If the user made an error in the copy request, the system will provide 
one of the error messages shown below. Otherwise, the screen will refresh, showing the 
results of the completed request and the ‘Cancel’ button ( ) will have been 
replaced by a ‘Done’ button ( ). Now, the user can either copy another item or 
press the ‘Done’ button ( ) to exit the copy function completely.

• The ‘Cannot copy entire document set.’ error message is received if the user attempts to 
copy the entire document set by clicking on the doc set’s name at the top of the outline.

• The ‘Unable to copy file. The file you selected already exists in the selected subsection.’ 
error message is received if the user is trying to copy an item to a location that already has 
an item with the same name.

• The ‘Unable to Copy Node to Specified Location’ error message occurs when the user 
attempts to copy an item to a location that can not support that type of item. For example a 
file may not be placed directly into a section. Instead, it must be placed into a subsection.
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5. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen.

6. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Editing a File
If the user is going to edit the doc set by adding a new file, that user will need to follow the steps 
described in the ‘Adding a File’ unit of section 9.4.1. To edit a file, the user will first have to click 
on the name of that file in the outline on the left side of the screen. Files and reports are fourth 
level items in the outline. Therefore, in the example shown below, ‘VZCostVzLoop_jl.doc’ and 
the two occurrences of ‘User Documentation exam.doc’ represent the files in this document set.

The user will have several options available because six of the seven buttons on this page are 
active. These six active buttons are described on the next five pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up. The user will be able to edit the ‘File Description’ field and change the option chosen from 
the drop down menu for the ‘Proprietary Statement’ field. Once the desired changes have been 
made, the user may press the ‘Save’ button ( ) to save the changes or press the 
‘Cancel’ button ( ) to disregard the changes. After either button has been pressed, 
the user will be returned to the ‘File Properties’ screen.
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2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
particular file and the screen shown below will load up. This screen shows a warning message 
and prompts the user to confirm that the file should actually be deleted. The user may press 
the ‘Delete’ button ( ) to complete the deletion of this file and return to the 
‘Subsection Properties’ screen. The user may also press the ‘Cancel’ button ( ) to 
disregard the deletion request and return to the previous screen.



Section 9 Coster

Page 512 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 9.4.2

3. Preview: When the ‘Preview’ button ( ) is pressed, the user is requesting to 
preview the file and the ‘Download’ screen, shown below, will appear.

If the user chooses the ‘Open this file from its current location’ radio button and presses the 
‘OK’ button ( ), the preview will appear in a separate Adobe Acrobat window. 
Alternately, the user may choose the ‘Save this file to disk’ radio button and press the ‘OK’ 
button ( ) to load the ‘Save As’ dialog box shown below. To return to the previous 
screen, ignoring the preview request, the user will press the ‘Cancel’ button ( ).

To choose where to save the file, the user will press the button ( ) and choose an option 
from the drop down menu for the ‘Save in’ field. The user will double click on whichever 
folder leads to the proper directory if the default directory is not the correct file location. If 
needed, the user may double click on additional folders that exist within the selected folders. 
Once the correct location has been found, the user will type a name in the ‘File name’ field 
and press the ‘Save’ button ( ). This will save the file as a Acrobat PDF file which 
will be usable at any time whether connected to VzCost or not. Alternatively, the user can 
press the cancel button ( ) to ignore the preview request and return to the previous 
screen.
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4. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. An example of the move section, in which the outline contains sections, 
subsections, files, and reports, is shown below. In this case, the user is trying to move the file 
‘VRUC_NJ.xls’ from subsection ‘more3’ to subsection ‘more2.’ To do this, in the outline on 
the left, the user will click on subsection ‘more2’ which will highlight it and designate it as the 
destination. Next, the user will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus 
designating it as the item to be moved. Finally the user will press the ‘Move’ button 
( ) to execute the move. The user may repeat this process as many times as is 
needed. Once all moves have been completed, then the user may press the ‘Done’ button 
( ) to return to the previous screen. Please notice that all items within these two 
outlines are preceded by either an arrowhead icon facing downward ( ) or an arrowhead icon 
facing rightward ( ). The standard setting is for the arrowhead to be facing downward ( ). If 
the arrowhead is facing downward ( ) all subordinate items that are associated with this 
primary item will be visible. On the other hand, if the arrowhead is facing rightward ( ), then 
either there no subordinate items associated with this primary item or the subordinate items 
are hidden. This may be useful if the user needs to focus one a single area within a large 
document set outline. To toggle between the two types of arrowhead icons, the user should 
click on whichever arrowhead icon is present.

5. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen. 
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6. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.

Editing a Report
If the user is going to edit the doc set by adding a new report, that user will need to follow the 
steps described in the ‘Adding a Report’ unit of section 9.4.1. To edit a report, the user will first 
have to click on the name of that report in the outline on the left side of the screen. Files and 
reports are fourth level items in the outline. Therefore, in the example shown below, the three 
occurrences of ‘Sensitivity Analysis Report.rpt’ represent the reports in this document set. The 
user will have several options available because five of the seven buttons on this page are active. 
These five active buttons are described on the next four pages.
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1. Edit: When the user presses the ‘Edit’ button ( ), the screen shown below will load 
up. On this screen, the user may edit the description in the ‘Report Description’ field, change 
the selection in the ‘Proprietary Statement’ field’s drop down menu by pressing the button 
( ) at the right side of the field, and change any parameters that may be present in the ‘Select 
Parameter Values’ window. In the example below, the ‘Select Parameter Values’ window con-
tains a ‘Sensitivity Key’ field. Depending on the specific report, there may or may not be 
fields to populate in the ‘Select Parameter Values’ window. Once the needed modifications 
have been made to this page, the user may press the ‘Save’ button ( ) to save the 
changes or press the ‘Cancel’ button ( ) to disregard the changes.
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2. Delete: When the ‘Delete’ button ( ) is pressed, the user is requesting to delete this 
particular report and the screen shown below will load up. This screen shows a warning 
message and prompts the user to confirm that the report should actually be deleted. The user 
may press the ‘Delete’ button ( ) to complete the deletion of this report and return 
to the ‘Subsection Properties’ screen. The user may also press the ‘Cancel’ button 
( ) to disregard the deletion request and return to the previous screen.
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3. Move: When the ‘Move’ button ( ) is pressed, the system will load up the ‘Select 
Item to Move’ screen. An example of the move section, in which the outline contains sections, 
subsections, files, and reports, is shown below. In this case, the user is trying to move the file 
‘VRUC_NJ.xls’ from subsection ‘more3’ to subsection ‘more2.’ To do this, in the outline on 
the left, the user will click on subsection ‘more2’ which will highlight it and designate it as the 
destination. Next, the user will select the file ‘VRUC_NJ.xls’ in the outline on the right, thus 
designating it as the item to be moved. Finally the user will press the ‘Move’ button 
( ) to execute the move. The user may repeat this process as many times as is 
needed. Once all moves have been completed, then the user may press the ‘Done’ button 
( ) to return to the previous screen. Please notice that all items within these two 
outlines are preceded by either an arrowhead icon facing downward ( ) or an arrowhead icon 
facing rightward ( ). The standard setting is for the arrowhead to be facing downward ( ). If 
the arrowhead is facing downward ( ) all subordinate items that are associated with this 
primary item will be visible. On the other hand, if the arrowhead is facing rightward ( ), then 
either there no subordinate items associated with this primary item or the subordinate items 
are hidden. This may be useful if the user needs to focus one a single area within a large 
document set outline. To toggle between the two types of arrowhead icons, the user should 
click on whichever arrowhead icon is present.
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4. Done: When the ‘Done’ button ( ) is pressed, the system saves the doc set and 
returns the user to the ‘Document Sets’ screen.

5. Add: The user will use this function to add to the document set’s outline. The ‘Add’ button 
( ) will be pressed only after the user has made a selection in the ‘Add’ field. Such 
a selection can be made using the drop down menu by pressing the button ( ) at the right 
side of the field. The available additions to the outline are section, subsection, file, and report. 
When the button is pressed, the item selected from the menu will be added below the level 
currently selected in the doc set’s outline. Thus, a section must be added before a subsection 
may be added and a subsection must be added before a report or a file may be added.



Section 9 Coster

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 519
Release 2.4.4 Section 9.4.3

Section 9.4.3: Deleting a Document Set
The ‘Document Sets’ screen is displayed below. To delete a document set, the user should click on 
the doc set to be deleted, thus highlighting it, and then press the ‘Delete’ button ( ). 
Users will only be able to delete their own document sets. If the user is not the data owner of the 
document set that is highlighted, the ‘Delete Button’ ( ) will be inactive.

Before deleting the run, the system will prompt for 
confirmation, as shown at the right of this page. At 
this point, the user must either press the ‘OK’ button 
( ) to complete the deletion of the 
document set or press the ‘Cancel’ button 
( ) to completely disregard the deletion 
request. After one of the two buttons has been 
pressed, the user will be returned to the ‘Document 
Sets’ screen.
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Section 9.4.4: Copying a Document Set
At some point in time a user may decide to copy a document set. Usually this would be done 
under one of two scenarios.
1. The user will not be able to edit or delete a document set if it has been connected to a filing.
2. As shown in the figure below, the user will not be able to edit or delete another user’s 

document set.
In both of these scenarios, the user could make a copy of the existing document set and then use 
that copy as needed.

The user will click on the document set that needs to be copied, thus highlighting it, and then 
press on the ‘Copy’ button ( ).
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The ‘New Document Set’ screen, shown below, loads up. The user will need to provide a name 
for the ‘Document Set Name’ field and a description for the ‘Document Set Description’ field. 
The user may press the ‘Save’ button ( ) to continue or press the ‘Cancel’ button 
( ) to disregard the copy request and return to the ‘Document Sets’ screen.
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If the user pressed the ‘Save’ button ( ), the ‘Document Set Properties’ screen loads up 
the same way as it would if the user was creating a new document set. In fact, the only difference 
between this doc set and a new one is that everything in this doc set was pre-populated by the 
copy function except for the doc set name and the doc set description. From this point, the user 
may proceed as needed or press the ‘Done’ button ( ) to save the doc set.
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Section 9.4.5: Running a Document Set
To run a document set, the user will need to click on the correct document set to highlight it on the 
‘Document Sets’ screen. Next, the user will press the ‘Run’ button ( ). Please notice 
that the ‘Run’ button ( ) and the ‘View’ button ( ) can not both be active at 
the same time. If the document set has not been run, then the ‘Run’ button ( ) will be 
the active button. Thus, if the document set has already been run, then the ‘View’ button 
( ) will be the active button.

Once the user has pressed the ‘Run’ button ( ), the system will take the user to the 
message center where the user will wait for the run to provide either a failure message or a 
completion message. The results of the run can either be viewed from the message center as 
described in section 13.1 of this document or with the view function on the ‘Document Sets’ 
screen.
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Section 9.4.6: Viewing a Document Set
To view a document set without navigating to the message center, navigate to the ‘Document 
Sets’ screen and then the user will click on the correct document set to highlight it. Then the user 
will press the ‘View’ button ( ).

Once the ‘View’ button ( ) has been pressed, the completed document set will appear 
in a separate Adobe Acrobat window as shown below.
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Section 9.4.7: Changing the Status of a Document Set
From the ‘Document Sets’ screen, the status of a document set may be changed as needed clicking 
on that document set, thus highlighting it, and then pressing the ‘Change Status’ button 
( ) to continue.
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The ‘Change Status’ screen loads up. The ‘Status’ field will be the only active field on this page.

There may be up to seven status options available. Below is a description of those options:
1. Temporary: Temporary items can only be seen by and were never saved by the data owner. 

Further explanation of this status type is available in section 1.7.
2. In Progress: In progress items can only be seen by the data owner.
3. Completed: Completed items can be seen by anyone but are not awaiting approval.
4. Submitted: Submitted items can be seen by anyone and are awaiting approval.
5. Approved: Approved items may now be used in other applicable sections of VzCost as 

needed. A document set may only be approved by a user with appropriate security 
clearance. Furthermore, no user may approve his/her own document set under any 
circumstances.

6. Final: Final items may not edited further or deleted even though they have not been 
included in a filing.

7. Final and Filed: Final and filed items, which have been included in a filing, may not edited 
further or deleted.
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Section 10: Analysis
The analysis section of VzCost has five components. These five components will allow the user to 
run reports, conduct comparison and sensitivity analyses, and conduct what-if BC runs and what-
if cost studies. As shown below, the analysis section is located at the top right portion of the home 
page. To select one of the components within the analysis section, click on the appropriate link for 
that component.
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Section 10.1: Reports
The reports piece of the analysis section allows the user to run reports that are based on 
information stored in the VzCost system. To facilitate these reports, an external software package 
called Crystal Reports is used in conjunction with VzCost. The user is not required to have 
Crystal Reports on their desktop in order to utilize reports. Instead, standard reports will be 
created by a Crystal Report developer who will then upload those reports to the VzCost system. If 
the user needs a special report because the user can not locate a report in VzCost that will meet 
their needs, then the user will need to contact the Crystal Reports developer.

Once the user has clicked on the reports link, the ‘Reports’ screen will load up as shown above. 
The reports that are available on this screen are standard reports that have been previously created 
by the Crystal Reports developer. Please notice that filters may be used as described in section 4.4 
to limit or expand the list of standard reports that are displayed on the screen. All reports that meet 
the filtered criteria will be displayed on the screen. Once the correct report has been located, the 
user will click on that report to highlight it and then press the ‘Run’ button ( ).
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The ‘Report Parameters’ screen, shown below, is loaded. At the top of this screen, the name of the 
report that was selected on the ‘Reports’ screen is shown in the ‘Report Name’ field. Farther 
down the page, in the ‘Select Parameter Values’ field, the user will press the button ( ) at the 
right side of each of the drop down menus that are available to select the parameter value required 
for that field. In the example below, the only parameter value that is selectable is asking which 
cost study the report will be based on. However, depending on the specific report that is chosen, 
some reports will have more parameters values that will be selected by the user.

Once the user has selected all of the needed parameter values, the user will have two options 
available.
1. Press the ‘Run’ button ( ) to run the report.

2. Press the ‘Cancel’ button ( ) to disregard all parameters that have been selected 
and return to the ‘Reports’ screen.
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Once the ‘Run’ ( ) button has been pressed, the user’s primary window will be taken 
back to the ‘Reports’ screen and the requested report will appear in a separate Adobe Acrobat 
window like the one that is shown below.

At this point the user may print the report by pressing the print icon ( ) that looks like a printer 
and is located near the top of the screen. The user may also save a copy of the report locally by 
pressing the save icon ( ) that looks like a disk and is also located near the top of the screen. 
Due to the fact that the report window is a separate window, the user will close this screen when 
the report is no longer needed. Closing this window will not affect the VzCost system or the 
user’s connection to the system in any way. This window can be closed by clicking on the ‘X’ 
icon ( ) at the top right corner of the screen.
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Section 10.2: Sensitivity Analysis
A sensitivity analysis will test the sensitivity of a result based on changes in selected inputs. When 
the user accesses the sensitivity analyses piece in the analysis section of VzCost, the ‘Sensitivity 
Analyses’ screen, shown below, loads up.

Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of sensitivity analyses that are displayed on the screen. All sensitivity 
analyses that meet the filtered criteria will be displayed on the screen.
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Section 10.2.1: Creating a New Sensitivity Analysis
To create a new sensitivity analysis, the user needs to press the ‘New’ button ( ) on the 
‘Sensitivity Analyses’ screen. Doing so will load up the ‘Select Result Set for Sensitivity 
Analysis’ screen, which is shown below. All sensitivity analyses must originate from a saved BC 
run, cost study, or expense factor run. Again, filters located at the left of the screen may be used as 
described in section 4.4 to limit or expand the list of result sets that are displayed on the screen. 
All result sets that meet the filtered criteria will be displayed on the screen.

Once the correct result set has been located, the user will click on that result set, highlighting it, 
and then press the ‘Select’ button ( ). However, the user may also press the ‘Cancel’ 
button ( ) to abandon this new sensitivity analysis and return to the previous screen.
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Assuming that the user pressed the ‘Select’ button ( ), the ‘New Sensitivity Analysis’ 
screen, shown below, loads up. The user will use this screen to identify what inputs to adjust, by 
what percentage to adjust them, and what set of results should be displayed.
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In the two fields at the top of the screen, the user will be required to provide a name and a 
description for the new sensitivity analysis.

In the ‘Select Result’ field, the user will determine what result will be watched by the sensitivity 
analysis. The user will make this selection by pressing the button ( ) at the right side of the field 
and selecting one of the options from the drop down menu.

The input elements that the sensitivity analysis will vary are displayed in the box on the left side 
of the screen. If the list of input elements is too long, it may be filtered by typing part of the 
element name into the ‘Filter Items’ field at the bottom of the screen and then pressing the ‘Filter’ 
button ( ). Any input elements that contain the filtered criteria will be displayed on the 
screen. Pressing the ‘Reset’ button ( ) will remove all filters and restore the entire list. 
Once the desired input elements are located, the user may select an input by clicking on that input 
and then pressing the button ( ) located between the two boxes. This will be add the input to the 
list of selected inputs in the box on the right side of the screen. Repeat this process until all of the 
needed inputs have been selected. To remove an element from the list of selected elements, the 
user may click on the box ( ) that is located the right of that item, under the trashcan icon ( ). 
Once this is done, to complete the deletion, the user will click on the trashcan icon ( ).

In the ‘Adjust By’ field at the bottom of the screen, the user will need to input the percentage, 
from zero through one hundred, that the selected inputs should be adjusted by.

Now that the user has completed this screen, the ‘Run’ button ( ) should be pressed to 
process the analysis. This will navigate the user to the message center, described in section 13.1 of 
this document, where the user will wait for a message noting that the analysis has either failed or 
been completed. The results of this analysis may be viewed either from the message center by 
clicking on the link that will be active in the ‘Job Description’ column once the run is complete or 
by using the ‘View Results’ button ( ) on the ‘Sensitivity Analyses’ screen as 
described in later in this section.

If, at any time, the user decides to abandon this sensitivity analysis, the ‘Cancel’ button 
( ) may be pressed and the user will be returned to the ‘Sensitivity Analyses’ screen.
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Section 10.2.2: Deleting a Sensitivity Analysis
To delete a sensitivity analysis, the user should click on the analysis to highlight it. Next, the user 
should press the ‘Delete’ button ( ).

Before deleting a sensitivity analysis, the system 
will prompt for confirmation, as shown at the right 
of this page. At this point, the user must either press 
the ‘OK’ button ( ) to complete the 
deletion of the sensitivity analysis or press the 
‘Cancel’ button ( ) to completely 
disregard the deletion request. After one of the two 
buttons has been pressed, the user will be returned to 
the ‘Sensitivity Analyses’ screen.
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Section 10.2.3: Viewing the Results of a Sensitivity Analysis
To view the results of a sensitivity analysis without navigating to the message center, the user 
should follow these steps:
• Navigate to the ‘Sensitivity Analyses’ screen as described at the beginning of this section.
• Use filters if they are needed (described in section 4.4) to locate the required sensitivity 

analysis.
• As shown below, click on the correct run to highlight it.
• Press the ‘View Results’ button ( ).
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The results of a sensitivity analysis are displayed in a Crystal Report using a separate Adobe 
Acrobat Reader window. An example of this report is shown below.

At this point the user may print the analysis by pressing the print icon ( ) that looks like a 
printer and is located near the top of the screen. The user may also save a copy of the analysis 
locally by pressing the save icon ( ) that looks like a disk and is also located near the top of the 
screen. Due to the fact that the result of the sensitivity analysis are displayed in a separate 
window, the user will close this window when the analysis is no longer needed. Closing this 
window will not affect the VzCost system or the user’s connection to the system in any way. This 
window can be closed by clicking on the ‘X’ icon ( ) at the top right corner of the screen.
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Section 10.3: Comparison Analysis
A comparison analysis will compare individual result item from result sets chosen by the user. 
When the user accesses the comparison analyses piece in the analysis section of VzCost, the 
‘Comparison Analyses’ screen, shown below, loads up.

Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of comparison analyses that are displayed on the screen. All comparison 
analyses that meet the filtered criteria will be displayed on the screen.
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Section 10.3.1: Creating a New Comparison Analysis
To create a new comparison analysis, the user needs to press the ‘New’ button ( ) on 
the ‘Comparison Analyses’ screen. Doing so will load up the ‘New Comparison Analysis’ screen, 
which is shown below.

At the top of the ‘New Comparison Analysis’ screen, the user will need to provide a name for the 
analysis and a description of the analysis in the first two fields. In the next field, the user will need 
to select the domain, or the type of result set, that will be compared. The available domains will be 
BC runs, cost studies, element loading runs, or expense factor runs.
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The ‘Result Sets To Compare’ box in the middle of the screen must be completed before the user 
will be able to use the ‘Result Items To Compare’ box at the bottom of the screen. Thus, the user 
will press the ‘Add’ button ( ) located at the top right corner of the ‘Result Sets To 
Compare’ box. In this example, the selected domain was BC Runs and thus, once the ‘Add’ 
button ( ) was pressed, the screen shown below loaded up.

As before, filters located at the left of the screen may be used as described in section 4.4 to limit 
or expand the list of BC runs that are displayed on the screen. All BC runs that meet the filtered 
criteria will be displayed on the screen. Once the correct BC run has been located, the user will 
click on that run to highlight it, and press the ‘Select’ button ( ). However, the user 
may also press the ‘Cancel’ button ( ) to return to the previous screen at any time.
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At this point, the ‘New Comparison Analysis’ screen is gone and all further steps in building this 
comparison analysis originate from the ‘Edit Comparison Analysis’ screen. Thus, assuming that 
the user pressed the ‘Select’ button ( ), the user is taken to the ‘Edit Comparison 
Analysis’ screen. Next, the user will press the same ‘Add’ button ( ) again. This will 
allow the user to select another result set to compare with the first result set. This step may also be 
repeated if the user wishes to compare more than two result sets. Please notice, as shown in the 
example below, all result sets selected must have the same jurisdictional location and must also be 
grouped at the same geography level.

Once again, filters located at the left of the screen may be used as described in section 4.4 to limit 
or expand the list of BC runs that are displayed on the screen. All BC runs that meet the filtered 
criteria will be displayed on the screen. Once the correct BC run has been located, the user will 
click on that run to highlight it, and press the ‘Select’ button ( ). However, the user 
may also press the ‘Cancel’ button ( ) to return to the previous screen at any time.



Section 10 Analysis

Page 542 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 10.3.1

Once the user has made any selections in the ‘Result Sets To Compare’ box, the ‘Domain’ field at 
the top of the screen will be unmodifiable. If the user chooses a result set that is not needed, the 
user may remove that result set from the ‘Edit Comparison Analysis’ screen by clicking on the 
selected run to highlight it and then pressing the ‘Remove’ button ( ) at the top right 
corner of the ‘Result Sets To Compare’ box. If the user removes all of the chosen result sets, then 
the ‘Domain’ field at the top of the screen will become modifiable again.

Next, the user will press the ‘Add’ button ( ) located at the top right corner of the 
‘Result Items To Compare’ box at the bottom of the screen.



Section 10 Analysis

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 543
Release 2.4.4 Section 10.3.1

The ‘Select Results to Compare’ screen, shown below, loads up. This screen allows the user to 
select the individual results that should be compared from each result set.

The user may enter a name in the ‘Result Display Name’ field. If the user chooses not to make an 
entry into this field, the system will populate the field with the default text. The default text is the 
same text that will be populated in the next field when the user makes a selection in that field.

The names and available selections in each of the remaining fields on this screen are determined 
by the result sets that the user previously selected. In each of these fields, the user will press the 
button ( ) at the right side of the field to open the drop down menu and then click on the item to 
be selected for that field.

Once selections have been made in all of the fields on this page, the user will have three options at 
the bottom of the page.
1. The user may press the ‘Add’ button ( ) to accept the selected items for compari-

son and return to the ‘Edit Comparison Analysis’ screen.
2. The user may press the ‘Add Another’ button ( ) to accept the selected items for 

comparison and stays on the same screen, allowing the user to create another combination of 
item selections for comparison.

3. The user may press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘Edit Comparison Analysis’ screen. Please notice that, if you 
used the add another function on this page, pressing the cancel button only cancels the current 
selection. All selections made prior to using the add another function will remain intact.
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If the user chooses comparison items that are not needed, the user may remove them from the 
‘Edit Comparison Analysis’ screen by clicking on the selected items to highlight them and then 
pressing the ‘Remove’ button ( ) at the top right corner of the ‘Result Items To 
Compare’ box. Otherwise, now that this screen has been completed, the user will have three 
choices of how to proceed.
1. The user may press the ‘Compare’ button ( ) which will run the comparison and 

display the results as described later in this section.
2. The user may press the ‘Save’ button ( ) to save this information for later use and 

return to the ‘Comparison Analyses’ screen.
3. The user may press the ‘Cancel’ button ( ) to disregard this comparison analysis 

and return to the ‘Comparison Analyses’ screen.
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Section 10.3.2: Editing a Comparison Analysis
To edit a comparison analysis, the user needs to press the ‘Edit’ button ( ) on the 
‘Comparison Analyses’ screen. However, the only person who will be capable of editing a 
comparison analysis is the user that created that particular analysis. For all other users, the button 
will not be active. Once the user has pressed the button, the ‘Edit Comparison Analysis’ screen, 
shown below, will load up.
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If the user needs to add a result set to a list of result sets that were previously chosen, then the user 
will press the ‘Add’ button ( ) located at the top right corner of the ‘Result Sets To 
Compare’ box. In this example, the selected domain was BC Runs and thus, once the ‘Add’ 
button ( ) was pressed, the screen shown below loaded up.

As before, filters located at the left of the screen may be used as described in section 4.4 to limit 
or expand the list of BC runs that are displayed on the screen. All BC runs that meet the filtered 
criteria will be displayed on the screen. Once the correct BC run has been located, the user will 
click on that run to highlight it, and press the ‘Select’ button ( ). However, the user 
may also press the ‘Cancel’ button ( ) to return to the previous screen at any time.



Section 10 Analysis

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 547
Release 2.4.4 Section 10.3.2

Assuming that the user pressed the ‘Select’ button ( ), the user is returned to the ‘Edit 
Comparison Analysis’ screen. The user may continue to press the same ‘Add’ button 
( ) if more result sets are needed. Please remember that, as shown in the example 
below, all result sets selected must have the same jurisdictional location and must also be grouped 
at the same geography level.

Once again, filters located at the left of the screen may be used as described in section 4.4 to limit 
or expand the list of BC runs that are displayed on the screen. All BC runs that meet the filtered 
criteria will be displayed on the screen. Once the correct BC run has been located, the user will 
click on that run to highlight it, and press the ‘Select’ button ( ). However, the user 
may also press the ‘Cancel’ button ( ) to return to the previous screen at any time.
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If any selections exist in the ‘Result Sets To Compare’ box, the ‘Domain’ field at the top of the 
screen will be unmodifiable. However, if the user chooses a result set that is not needed, the user 
may remove that result set from the ‘Edit Comparison Analysis’ screen by clicking on the 
selected run to highlight it and then pressing the ‘Remove’ button ( ) at the top right 
corner of the ‘Result Sets To Compare’ box. If the user removes all of the chosen result sets, then 
the ‘Domain’ field at the top of the screen will become modifiable again.

If the user would like to add more items in the ‘Result Items To Compare’ box at the bottom of the 
screen, the user will press the ‘Add’ button ( ) located at the top right corner of the 
box.
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The ‘Select Results to Compare’ screen, shown below, loads up. This screen allows the user to 
select the individual results that should be compared from each result set.

The user may edit the name in the ‘Result Display Name’ field. 

The names and available selections in each of the remaining fields on this screen are determined 
by the result sets that the user previously selected. In each of these fields, the user will press the 
button ( ) at the right side of the field to open the drop down menu and then click on the item to 
be selected for that field.

Once selections have been made or edited in all of the fields on this page, the user will have three 
options at the bottom of the page.
1. The user may press the ‘Add’ button ( ) to accept the selected items for compari-

son and return to the ‘Edit Comparison Analysis’ screen.
2. The user may press the ‘Add Another’ button ( ) to accept the selected items for 

comparison and stays on the same screen, allowing the user to create another combination of 
item selections for comparison.

3. The user may press the ‘Cancel’ button ( ) which will disregard everything on the 
current screen and return to the ‘Edit Comparison Analysis’ screen. Please notice that, if you 
used the add another function on this page, pressing the cancel button only cancels the current 
selection. All selections made prior to using the add another function will remain intact.
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If the user chooses comparison items that are not needed, the user may remove them from the 
‘Edit Comparison Analysis’ screen by clicking on the selected items to highlight them and then 
pressing the ‘Remove’ button ( ) at the top right corner of the ‘Result Items To 
Compare’ box. Otherwise, now that this screen has been completely edited, the user will have 
three choices of how to proceed.
1. The user may press the ‘Compare’ button ( ) which will run the comparison and 

display the results as described later in this section.
2. The user may press the ‘Save’ button ( ) to save the updated information for later 

use and return to the ‘Comparison Analyses’ screen.
3. The user may press the ‘Cancel’ button ( ) to disregard the changes made to this 

comparison analysis and return to the ‘Comparison Analyses’ screen.
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Section 10.3.3: Deleting a Comparison Analysis
Only the user who created the comparison analysis will have access to delete that analysis. 
Otherwise the delete function will not be active. To delete a comparison analysis, the user should 
click on the analysis to highlight it. Next, the user should press the ‘Delete’ button ( ).

Before deleting a comparison analysis, the system 
will prompt for confirmation, as shown at the right 
of this page. At this point, the user must either press 
the ‘OK’ button ( ) to complete the 
deletion of the comparison analysis or press the 
‘Cancel’ button ( ) to completely 
disregard the deletion request. After one of the two 
buttons has been pressed, the user will be returned to 
the ‘Comparison Analyses’ screen.
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Section 10.3.4: Running a Saved Comparison Analysis
When the comparison analysis was first created, if the user pressed the ‘Save’ button 
( ) to save the information rather than pressing the ‘Compare’ button ( ) to 
run the comparison, then the user may use this function to complete the saved comparison 
analysis from the ‘Comparison Analyses’ screen. To run a saved comparison analysis, filters 
located at the left of the screen may be used as described in section 4.4 to limit or expand the list 
of analyses that are displayed on the screen. All analyses that meet the filtered criteria will be 
displayed on the screen. Once the correct saved comparison analysis is located, the user will click 
on that analysis, thus highlighting it, and then press the ‘Compare’ button ( ).
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The ‘Comparison Analysis Results’ screen, shown below, will load up. On this screen, the user 
may press the button ( ) at the right side of the ‘Geography’ field to open the drop down menu 
for that field. Doing this will limit the results shown to only those items in the selected geography. 
If the analysis was built on runs that were reported at the jurisdictional level, then only one choice 
will be available. If the analysis, however, was built on runs that were reported at the switch or 
wire center level, then many more choices will be available. The user may also press the button 
( ) at the right side of the ‘Account’ field to access the drop down menu for that field. Doing 
this will limit the results shown to only those items in the selected account.
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Section 10.4: What-If
A what-if allows the user to create a hypothetical scenario by taking the results from a completed 
BC run or a completed cost study, drilling down into those results, and overriding either values or 
formulas to see what new results are created by those changes. All what-if runs will have a status 
of ‘In Progress’ and thus, can only be seen by the user who created the what-if run. The what-if 
piece of the VzCost system is broken into two pieces, what-if BC runs and what-if cost studies. To 
select one of these two pieces within the analysis section, click on the appropriate link for that 
component.
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Section 10.4.1: What-If BC Runs

Creating a New What-If BC Run
Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of runs that are displayed on the screen. All runs that meet the filtered 
criteria will be displayed on the screen. However, if the user would like to create a new run, the 
‘New’ button ( ) on the ‘What-If BC Runs’ screen should be pressed.
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Once the ‘New’ button ( ) has been pressed, the ‘Select BC Run to What-If’ screen 
loads up. An example of this screen is shown below.

Once again, filters located at the left of the screen may be used as described in section 4.4 to limit 
or expand the list of runs that are displayed on the screen. All runs that meet the filtered criteria 
will be displayed on the screen. Once the needed run is displayed, the user will click on that run to 
highlight it, and then press the ‘Select’ button ( ). However, the user may also press 
the ‘Cancel’ button ( ) to abandon this new what-if BC run and return to the previous 
screen.
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Once a completed BC run has been selected, a copy of the BC run results load up on the ‘What-If 
Results’ screen. An example of this screen is shown below.

There are eight functional parts of the ‘What-If Results’ page. The first two are listed and 
described below. The remaining six are listed and described on the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on 
the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page. Thus, the printable grid 
feature saves the user considerable amounts of time and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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If the user needs to sort the information before downloading, printing, or modifying the data, the 
user will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information selected in the BC run. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.



Section 10 Analysis

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 559
Release 2.4.4 Section 10.4.1

• Download: The user may press the download button ( ) to download the data into 
a CSV file for use with other applications or as needed. This can be done at anytime before or 
after a what-if has been rerun. Once the button has been pressed, the ‘Download’ screen, 
shown below, will appear. The user will make sure that the ‘Save this file to disk’ radio button 
is selected and then press the ‘OK’ button ( ). Alternatively, the user may press 
the cancel button ( ) to abandon the download request.

Next, the ‘Save As’ dialog box will pop up and the user will select where to save the file by 
using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the final destination is located. Once the correct location is 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back into the system later, the user 
must remove the file’s header row before uploading it back to the system.
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• Run: The ‘Run’ button ( ) will be used after the user has drilled down into the 
items to be modified, overridden those items, and then returned to the ‘What-If Results’ 
screen. Pressing this button will rerun the BC run results using the what-if scenario. Please 
note that these new results will be completely independent of the original BC run results, 
which remain unmodified in the BC runs area of the VzCost system. This function is 
described in full detail later in this section.

• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 
system will close the results page and return the user to the ‘What-If BC Runs’ screen. The 
user can use this button at any time. For example, if the user has not made changes to the BC 
run results yet, and this button is pressed, then the what-if is saved so that the user may 
continue later.

• Drill Down: In order to override either values or formulas for the what-if scenario that in 
being created, the user must first view the details of the BC run calculations by drilling down 
into the results. To drill down into the results, the user would select the needed line within the 
results, thus highlighting that line, and then press the ‘Drill Down’ button ( ). As 
shown below, the ‘What-If Drill Down’ screen loads up.



Section 10 Analysis

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 561
Release 2.4.4 Section 10.4.1

The areas on the ‘What-If Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was previously 

selected.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu. This option allows the 
user to either view the drill down information one account at a time, for all accounts by 
selecting ‘All’ from the drop down menu, or for items that have no account number, if 
such items exist, by selecting ‘None’ from the drop down menu. The screen will 
automatically refresh with the results as soon as the user makes a selection.

• The formula line provides the name of the formula that the user is currently drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.

The user may do the following on the ‘What-If Drill Down’ screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Back’ button ( ) can be used at any time to return to the ‘What-If Results’ 
screen.

• The ‘Override’ button ( ) appears in two places on this screen. The user will 
use this button to change either the formula or the value of the specified line item. 
Depending on the original data from the BC run results, some items may not allow 
formula overrides. To use this function, the user will click on the line that is to be 
overridden, thus highlighting it. This line will be located in one of the two grids. Next, the 
user will click on the ‘Override’ button ( ) located above that grid on the left 
side of the page.



Section 10 Analysis

Page 562 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 10.4.1

An example of each of the two types of overrides is shown in the two examples below. On the left 
is a formula override and on the right is a value override. In either case, the user will make the 
needed adjustment and then press the ‘OK’ button ( ) to continue. However, the user 
may also press the ‘Cancel’ button ( ) to abandon the override and return to the 
previous screen.

As shown in the example below, items that have been overridden will appear in bold. However, it 
is important to note that no other values will be changed because results do not recalculate until 
the user reruns the study. Thus, if the user would like to complete the what-if BC run, then the 
‘Back’ button ( ), located above the left side of the lower grid, should be pressed.
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Once the user has returned to the ‘What-If Results’ screen, the ‘Run’ button ( ) should 
be pressed to process the run with the overridden data.

This will navigate the user to the message center, described in section 13.1 of this document, 
where the user will wait for a message noting that the run has either failed or been completed. The 
results of this run may be viewed either from the message center by clicking on the link that will 
be active in the ‘Job Description’ column once the run is complete or by using the ‘View Results’ 
button ( ) on the ‘What-If BC Runs’ screen as described in later in this section.
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Editing a What-If BC Run
Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of runs that are displayed on the screen. All runs that meet the filtered 
criteria will be displayed on the screen. Once the needed run has been located, the user will click 
on that run to highlight it. If the user has not already completed the what-if run with the 
overridden data and would like to edit the what-if run, then the user will press the ‘Edit’ button 
( ) on the ‘What-If BC Runs’ screen. As shown in the example below, if the run has 
already been completed, this function will not be available from this screen and this button will 
not be active.
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Once the ‘Edit’ button ( ) has been pressed, a copy of the saved BC run results load up 
on the ‘What-If Results’ screen. An example of this screen is shown below.

There are eight functional parts of the ‘What-If Results’ page. The first two are listed and 
described below. The remaining six are listed and described on the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on 
the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page. Thus, the printable grid 
feature saves the user considerable amounts of time and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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If the user needs to sort the information before downloading, printing, or modifying the data, the 
user will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information selected in the BC run. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.
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• Download: The user may press the download button ( ) to download the data into 
a CSV file for use with other applications or as needed. This can be done at anytime before or 
after a what-if has been rerun. Once the button has been pressed, the ‘Download’ screen, 
shown below, will appear. The user will make sure that the ‘Save this file to disk’ radio button 
is selected and then press the ‘OK’ button ( ). Alternatively, the user may press 
the cancel button ( ) to abandon the download request.

Next, the ‘Save As’ dialog box will pop up and the user will select where to save the file by 
using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the final destination is located. Once the correct location is 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back into the system later, the user 
must remove the file’s header row before uploading it back to the system.
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• Run: The ‘Run’ button ( ) will be used after the user has drilled down into the 
items to be modified, overridden those items, and then returned to the ‘What-If Results’ 
screen. Pressing this button will rerun the BC run results using the what-if scenario. Please 
note that these new results will be completely independent of the original BC run results, 
which remain unmodified in the BC runs area of the VzCost system. This function is 
described in full detail later in this section.

• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 
system will close the results page and return the user to the ‘What-If BC Runs’ screen. The 
user can use this button at any time. For example, if the user wanted to override an input but is 
not ready to rerun the results yet, this button may be pressed and the what-if will be saved 
again so that the user may continue later.

• Drill Down: In order to override either values or formulas for the what-if scenario that in 
being created, the user must first view the details of the BC run calculations by drilling down 
into the results. To drill down into the results, the user would select the needed line within the 
results, thus highlighting that line, and then press the ‘Drill Down’ button ( ). As 
shown below, the ‘What-If Drill Down’ screen loads up.
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The areas on the ‘What-If Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was previously 

selected.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu. This option allows the 
user to either view the drill down information one account at a time, for all accounts by 
selecting ‘All’ from the drop down menu, or for items that have no account number, if 
such items exist, by selecting ‘None’ from the drop down menu. The screen will 
automatically refresh with the results as soon as the user makes a selection.

• The formula line provides the name of the formula that the user is currently drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.

The user may do the following on the ‘What-If Drill Down’ screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Back’ button ( ) can be used at any time to return to the ‘What-If Results’ 
screen.

• The ‘Override’ button ( ) appears in two places on this screen. The user will 
use this button to change either the formula or the value of the specified line item. 
Depending on the original data from the BC run results, some items may not allow 
formula overrides. To use this function, the user will click on the line that is to be 
overridden, thus highlighting it. This line will be located in one of the two grids. Next, the 
user will click on the ‘Override’ button ( ) located above that grid on the left 
side of the page.



Section 10 Analysis

Page 570 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 10.4.1

An example of each of the two types of overrides is shown in the two examples below. On the left 
is a formula override and on the right is a value override. In either case, the user will make the 
needed adjustment and then press the ‘OK’ button ( ) to continue. However, the user 
may also press the ‘Cancel’ button ( ) to abandon the override and return to the 
previous screen.

As shown in the example below, items that have been overridden will appear in bold. However, it 
is important to note that no other values will be changed because results do not recalculate until 
the user reruns the study. Thus, if the user would like to complete the what-if BC run, then the 
‘Back’ button ( ), located above the left side of the lower grid, should be pressed.
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Once the user has returned to the ‘What-If Results’ screen, the ‘Run’ button ( ) should 
be pressed to process the run with the overridden data.

This will navigate the user to the message center, described in section 13.1 of this document, 
where the user will wait for a message noting that the run has either failed or been completed. The 
results of this run may be viewed either from the message center by clicking on the link that will 
be active in the ‘Job Description’ column once the run is complete or by using the ‘View Results’ 
button ( ) on the ‘What-If BC Runs’ screen as described in later in this section.
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Deleting a What-If BC Run
To delete a what-if BC run, the user should click on the run to highlight it. Next, the user should 
press the ‘Delete’ button ( ).

Before deleting a what-if BC run, the system will 
prompt for confirmation, as shown at the right of this 
page. At this point, the user must either press the 
‘OK’ button ( ) to complete the deletion 
of the what-if BC run or press the ‘Cancel’ button 
( ) to completely disregard the deletion 
request. After one of the two buttons has been 
pressed, the user will be returned to the ‘What-If BC Runs’ screen.
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Running a Saved What-If BC Run
When the what-if BC run was first created, if the user pressed the ‘Done’ button ( ) to 
save the information rather than pressing the ‘Run’ button ( ) to complete the run, then 
the user may use this function to complete the saved run from the ‘What-If BC runs’ screen. To 
complete a saved what-if BC run, filters located at the left of the screen may be used as described 
in section 4.4 to limit or expand the list of runs that are displayed on the screen. All runs that meet 
the filtered criteria will be displayed on the screen. Once the correct what-if BC run is located, the 
user will click on that run, thus highlighting it, and then press the ‘Run’ button ( ). 
However, if the user has already completed the run, as shown in the example below, the user will 
not be able to run the what-if again from this screen. If the user wanted to complete the run again 
with different overrides, then the user will need to do so using the view results function.

Pressing the ‘Run’ button ( ) will navigate the user to the message center, described in 
section 13.1 of this document, where the user will wait for a message noting that the run has either 
failed or been completed. The results of this run may be viewed either from the message center by 
clicking on the link that will be active in the ‘Job Description’ column once the run is complete or 
by using the ‘View Results’ button ( ) on the ‘What-If BC Runs’ screen as described 
in later in this section.
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Viewing the Results of a What-If BC Run
Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of runs that are displayed on the screen. All runs that meet the filtered 
criteria will be displayed on the screen. Once the needed run has been located, the user will click 
on that run to highlight it. If the user would like to view the results of the completed what-if BC 
run, then the ‘View Results’ button ( ) on the ‘What-If BC Runs’ screen should be 
pressed. This function should also be used if the user would like to edit and rerun a what-if BC run 
that has already been completed.
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Once the ‘View Results’ button ( ) has been pressed, the results from the completed 
run will appear on the ‘What-If Results’ screen. An example of this screen is shown below.

There will be either eight or nine functional parts of the ‘What-If Results’ page. The first two are 
listed and described below. The remaining parts are listed and described on the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on 
the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page. Thus, the printable grid 
feature saves the user considerable amounts of time and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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• Exceptions: A link to the exception log may or may not appear on the ‘What-If Results’ page. 
If this link does appear, it will be located immediately below the ‘Jurisdiction’ field in the top 
part of the page. This link appears if any of the exceptions that are described in the message 
center subsection of this document occur during the what-if BC run. Otherwise this link will 
not appear. When the user clicks on this link, the screen shown below will open in a separate 
window. This screen provides the user with detailed information regarding the exceptions that 
have occured.

Once the user has finished examining the data on this page, the user may press the ‘Close’ button 
( ) at the bottom of the screen to close this page and return to the ‘What-If Results’ 
screen.
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If the user either needs to see specific results or needs to sort the information before downloading, 
printing, or modifying the data, the user will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information selected in the BC run. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.
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• Download: The user may press the download button ( ) to download the results 
into a CSV file for use with other applications or as needed. This can be done at anytime 
before or after a what-if has been rerun. Once the button has been pressed, the ‘Download’ 
screen, shown below, will appear. The user will make sure that the ‘Save this file to disk’ radio 
button is selected and then press the ‘OK’ button ( ). Alternatively, the user may 
press the cancel button ( ) to abandon the download request.

Next, the ‘Save As’ dialog box will pop up and the user will select where to save the file by 
using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the final destination is located. Once the correct location is 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back into the system later, the user 
must remove the file’s header row before uploading it back to the system.
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• Run: If the user intends to further modify and rerun the completed run, then the ‘Run’ button 
( ) will be used after the user has drilled down into the items to be modified, 
overridden those items, and then returned to the ‘What-If Results’ screen. Please note that 
these new results will supersede the original results from this what-if BC run. This function is 
described in full detail later in this section.

• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 
system will close the results page and return the user to the ‘What-If BC Runs’ screen. The 
user can use this button at any time.

• Drill Down: If the user intends to further modify and rerun the completed run, then this 
function will be used. In order to override either values or formulas for the what-if scenario 
that is being created, the user must first view the details of the BC run calculations by drilling 
down into the results. To drill down into the results, the user would select the needed line 
within the results, thus highlighting that line, and then press the ‘Drill Down’ button 
( ). As shown below, the ‘What-If Drill Down’ screen loads up.



Section 10 Analysis

Page 580 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 10.4.1

The areas on the ‘What-If Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was previously 

selected.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu. This option allows the 
user to either view the drill down information one account at a time, for all accounts by 
selecting ‘All’ from the drop down menu, or for items that have no account number, if 
such items exist, by selecting ‘None’ from the drop down menu. The screen will 
automatically refresh with the results as soon as the user makes a selection.

• The formula line provides the name of the formula that the user is currently drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.

The user may do the following on the ‘What-If Drill Down’ screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Back’ button ( ) can be used at any time to return to the ‘What-If Results’ 
screen.

• The ‘Override’ button ( ) appears in two places on this screen. The user will 
use this button to change either the formula or the value of the specified line item. 
Depending on the original data from the BC run results, some items may not allow 
formula overrides. To use this function, the user will click on the line that is to be 
overridden, thus highlighting it. This line will be located in one of the two grids. Next, the 
user will click on the ‘Override’ button ( ) located above that grid on the left 
side of the page.
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An example of each of the two types of overrides is shown in the two examples below. On the left 
is a formula override and on the right is a value override. In either case, the user will make the 
needed adjustment and then press the ‘OK’ button ( ) to continue. However, the user 
may also press the ‘Cancel’ button ( ) to abandon the override and return to the 
previous screen.

As shown in the example below, items that have been overridden will appear in bold. However, it 
is important to note that no other values will be changed because results do not recalculate until 
the user reruns the study. Thus, if the user would like to complete the what-if BC run, then the 
‘Back’ button ( ), located above the left side of the lower grid, should be pressed.
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Once the user has returned to the ‘What-If Results’ screen, the ‘Run’ button ( ) should 
be pressed to process the run with the overridden data.

This will navigate the user to the message center, described in section 13.1 of this document, 
where the user will wait for a message noting that the run has either failed or been completed. The 
results of this run may be viewed either from the message center by clicking on the link that will 
be active in the ‘Job Description’ column once the run is complete or by using the ‘View Results’ 
button ( ) on the ‘What-If BC Runs’ screen as just described in this section.
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Section 10.4.2: What-If Cost Studies

Creating a New What-If Cost Study
Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of studies that are displayed on the screen. All studies that meet the filtered 
criteria will be displayed on the screen. However, if the user would like to create a new study, the 
‘New’ button ( ) on the ‘What-If Cost Studies’ screen should be pressed.
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Once the ‘New’ button ( ) has been pressed, the ‘Select Cost Study to What-If’ screen 
loads up. An example of this screen is shown below.

Once again, filters located at the left of the screen may be used as described in section 4.4 to limit 
or expand the list of studies that are displayed on the screen. All studies that meet the filtered 
criteria will be displayed on the screen. Once the needed study is displayed, the user will click on 
that study to highlight it, and then press the ‘Select’ button ( ). However, the user may 
also press the ‘Cancel’ button ( ) to abandon this new what-if cost study and return to 
the previous screen.
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Once a completed cost study has been selected, a copy of the cost study results load up on the 
‘What-If Results’ screen. An example of this screen is shown below.

There are eight functional parts of the ‘What-If Results’ page. The first two are listed and 
described below. The remaining six are listed and described on the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on 
the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page. Thus, the printable grid 
feature saves the user considerable amounts of time and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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If the user needs to sort the information before downloading, printing, or modifying the data, the 
user will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information selected in the BC run. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.
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• Download: The user may press the download button ( ) to download the data into 
a CSV file for use with other applications or as needed. This can be done at anytime before or 
after a what-if has been rerun. Once the button has been pressed, the ‘Download’ screen, 
shown below, will appear. The user will make sure that the ‘Save this file to disk’ radio button 
is selected and then press the ‘OK’ button ( ). Alternatively, the user may press 
the cancel button ( ) to abandon the download request.

Next, the ‘Save As’ dialog box will pop up and the user will select where to save the file by 
using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the final destination is located. Once the correct location is 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back into the system later, the user 
must remove the file’s header row before uploading it back to the system.
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• Run: The ‘Run’ button ( ) will be used after the user has drilled down into the 
items to be modified, overridden those items, and then returned to the ‘What-If Results’ 
screen. Pressing this button will rerun the cost study results using the what-if scenario. Please 
note that these new results will be completely independent of the original cost study results, 
which remain unmodified in the cost studies area of the VzCost system. This function is 
described in full detail later in this section.

• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 
system will close the results page and return the user to the ‘What-If Cost Studies’ screen. The 
user can use this button at any time. For example, if the user has not made changes to the cost 
study results yet, and this button is pressed, then the what-if is saved so that the user may 
continue later.

• Drill Down: In order to override either values or formulas for the what-if scenario that in 
being created, the user must first view the details of the cost study calculations by drilling 
down into the results. To drill down into the results, the user would select the needed line 
within the results, thus highlighting that line, and then press the ‘Drill Down’ button 
( ). As shown below, the ‘What-If Drill Down’ screen loads up.
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The areas on the ‘What-If Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was previously 

selected.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu. This option allows the 
user to either view the drill down information one account at a time, for all accounts by 
selecting ‘All’ from the drop down menu, or for items that have no account number, if 
such items exist, by selecting ‘None’ from the drop down menu. The screen will 
automatically refresh with the results as soon as the user makes a selection.

• The formula line provides the name of the formula that the user is currently drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.

The user may do the following on the ‘What-If Drill Down’ screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Back’ button ( ) can be used at any time to return to the ‘What-If Results’ 
screen.

• The ‘Override’ button ( ) appears in two places on this screen. The user will 
use this button to change either the formula or the value of the specified line item. 
Depending on the original data from the cost study results, some items may not allow 
formula overrides. To use this function, the user will click on the line that is to be 
overridden, thus highlighting it. This line will be located in one of the two grids. Next, the 
user will click on the ‘Override’ button ( ) located above that grid on the left 
side of the page.
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An example of each of the two types of overrides is shown in the two examples below. On the left 
is a formula override and on the right is a value override. In either case, the user will make the 
needed adjustment and then press the ‘OK’ button ( ) to continue. However, the user 
may also press the ‘Cancel’ button ( ) to abandon the override and return to the 
previous screen.

As shown in the example below, items that have been overridden will appear in bold. However, it 
is important to note that no other values will be changed because results do not recalculate until 
the user reruns the study. Thus, if the user would like to complete the what-if cost study, then the 
‘Back’ button ( ), located above the left side of the lower grid, should be pressed.
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Once the user has returned to the ‘What-If Results’ screen, the ‘Run’ button ( ) should 
be pressed to process the run with the overridden data.

This will navigate the user to the message center, described in section 13.1 of this document, 
where the user will wait for a message noting that the study has either failed or been completed. 
The results of this study may be viewed either from the message center by clicking on the link that 
will be active in the ‘Job Description’ column once the study is complete or by using the ‘View 
Results’ button ( ) on the ‘What-If Cost Studies’ screen as described in later in this 
section.
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Editing a What-If Cost Study
Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of studies that are displayed on the screen. All studies that meet the filtered 
criteria will be displayed on the screen. Once the needed study has been located, the user will 
click on that study to highlight it. If the user has not already completed the what-if study with the 
overridden data and would like to edit the what-if study, then the user will press the ‘Edit’ button 
( ) on the ‘What-If Cost Studies’ screen. As shown in the example below, if the study 
has already been completed, this function will not be available from this screen and this button 
will not be active.
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Once the ‘Edit’ button ( ) has been pressed, a copy of the saved cost study results load 
up on the ‘What-If Results’ screen. An example of this screen is shown below.

There are eight functional parts of the ‘What-If Results’ page. The first two are listed and 
described below. The remaining six are listed and described on the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on 
the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page. Thus, the printable grid 
feature saves the user considerable amounts of time and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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If the user needs to sort the information before downloading, printing, or modifying the data, the 
user will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information selected in the BC run. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.
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• Download: The user may press the download button ( ) to download the data into 
a CSV file for use with other applications or as needed. This can be done at anytime before or 
after a what-if has been rerun. Once the button has been pressed, the ‘Download’ screen, 
shown below, will appear. The user will make sure that the ‘Save this file to disk’ radio button 
is selected and then press the ‘OK’ button ( ). Alternatively, the user may press 
the cancel button ( ) to abandon the download request.

Next, the ‘Save As’ dialog box will pop up and the user will select where to save the file by 
using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the final destination is located. Once the correct location is 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back into the system later, the user 
must remove the file’s header row before uploading it back to the system.
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• Run: The ‘Run’ button ( ) will be used after the user has drilled down into the 
items to be modified, overridden those items, and then returned to the ‘What-If Results’ 
screen. Pressing this button will rerun the cost study results using the what-if scenario. Please 
note that these new results will be completely independent of the original cost study results, 
which remain unmodified in the cost studies area of the VzCost system. This function is 
described in full detail later in this section.

• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 
system will close the results page and return the user to the ‘What-If Cost Studies’ screen. The 
user can use this button at any time. For example, if the user wanted to override an input but is 
not ready to rerun the results yet, this button may be pressed and the what-if will be saved 
again so that the user may continue later.

• Drill Down: In order to override either values or formulas for the what-if scenario that in 
being created, the user must first view the details of the cost study calculations by drilling 
down into the results. To drill down into the results, the user would select the needed line 
within the results, thus highlighting that line, and then press the ‘Drill Down’ button 
( ). As shown below, the ‘What-If Drill Down’ screen loads up.
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The areas on the ‘What-If Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was previously 

selected.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu. This option allows the 
user to either view the drill down information one account at a time, for all accounts by 
selecting ‘All’ from the drop down menu, or for items that have no account number, if 
such items exist, by selecting ‘None’ from the drop down menu. The screen will 
automatically refresh with the results as soon as the user makes a selection.

• The formula line provides the name of the formula that the user is currently drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.

The user may do the following on the ‘What-If Drill Down’ screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Back’ button ( ) can be used at any time to return to the ‘What-If Results’ 
screen.

• The ‘Override’ button ( ) appears in two places on this screen. The user will 
use this button to change either the formula or the value of the specified line item. 
Depending on the original data from the cost study results, some items may not allow 
formula overrides. To use this function, the user will click on the line that is to be 
overridden, thus highlighting it. This line will be located in one of the two grids. Next, the 
user will click on the ‘Override’ button ( ) located above that grid on the left 
side of the page.
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An example of each of the two types of overrides is shown in the two examples below. On the left 
is a formula override and on the right is a value override. In either case, the user will make the 
needed adjustment and then press the ‘OK’ button ( ) to continue. However, the user 
may also press the ‘Cancel’ button ( ) to abandon the override and return to the 
previous screen.

As shown in the example below, items that have been overridden will appear in bold. However, it 
is important to note that no other values will be changed because results do not recalculate until 
the user reruns the study. Thus, if the user would like to complete the what-if cost study, then the 
‘Back’ button ( ), located above the left side of the lower grid, should be pressed.
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Once the user has returned to the ‘What-If Results’ screen, the ‘Run’ button ( ) should 
be pressed to run the study with the overridden data.

This will navigate the user to the message center, described in section 13.1 of this document, 
where the user will wait for a message noting that the study has either failed or been completed. 
The results of this study may be viewed either from the message center by clicking on the link that 
will be active in the ‘Job Description’ column once the run is complete or by using the ‘View 
Results’ button ( ) on the ‘What-If Cost Studies’ screen as described in later in this 
section.
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Deleting a What-If Cost Study
To delete a what-if cost study, the user should click on the run to highlight it. Next, the user should 
press the ‘Delete’ button ( ).

Before deleting a what-if cost study, the system will 
prompt for confirmation, as shown at the right of this 
page. At this point, the user must either press the 
‘OK’ button ( ) to complete the deletion 
of the what-if cost study or press the ‘Cancel’ button 
( ) to completely disregard the deletion 
request. After one of the two buttons has been 
pressed, the user will be returned to the ‘What-If Cost Studies’ screen.
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Running a Saved What-If Cost Study
When the what-if cost study was first created, if the user pressed the ‘Done’ button ( ) 
to save the information rather than pressing the ‘Run’ button ( ) to run the study, then 
the user may use this function to complete the saved study from the ‘What-If Cost Studies’ screen. 
To complete a saved what-if cost study, filters located at the left of the screen may be used as 
described in section 4.4 to limit or expand the list of studies that are displayed on the screen. All 
studies that meet the filtered criteria will be displayed on the screen. Once the correct what-if cost 
study is located, the user will click on that study, thus highlighting it, and then press the ‘Run’ 
button ( ). However, if the user has already run the study, as shown in the example 
below, the user will not be able to run the what-if again from this screen. If the user wanted to run 
the study again with different overrides, then the user will need to use the view results function.

Pressing the ‘Run’ button ( ) will navigate the user to the message center, described in 
section 13.1 of this document, where the user will wait for a message noting that the study has 
either failed or been completed. The results of this study may be viewed either from the message 
center by clicking on the link that will be active in the ‘Job Description’ column once the study is 
complete or by using the ‘View Results’ button ( ) on the ‘What-If Cost Studies’ 
screen as described in later in this section.
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Viewing the Results of a What-If Cost Study
Please notice that filters located at the left of the screen may be used as described in section 4.4 to 
limit or expand the list of studies that are displayed on the screen. All studies that meet the filtered 
criteria will be displayed on the screen. Once the needed study has been located, the user will 
click on that study to highlight it. If the user would like to view the results of the completed what-
if cost study, then the ‘View Results’ button ( ) on the ‘What-If Cost Studies’ screen 
should be pressed. This function should also be used if the user would like to edit and rerun a 
what-if cost study that has already been completed.
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Once the ‘View Results’ button ( ) has been pressed, the results from the completed 
study will appear on the ‘What-If Results’ screen. An example of this screen is shown below.

There will be either eight or nine functional parts of the ‘What-If Results’ page. The first two are 
listed and described below. The remaining parts are listed and described on the next several pages.
• Grid: The ‘Printable Grid’ button ( ) at the top right corner of the page changes the 

grid in the bottom part of the screen into a printable version. This printable version shows all 
results on one printable screen. This allows the user to easily print the result set. The 
‘Functional Grid’ button ( ) will return the user from the printable screen to the 
functional screen. If the user tries to print from the functional grid, only those items shown on 
the screen will be printed. To print everything, the user would have to use the scroll bars to 
scroll through the data one page at a time and then print each page. Thus, the printable grid 
feature saves the user considerable amounts of time and paper.

• Details: The ‘Show Details’ button ( ) and ‘Hide Details’ button ( ) will 
either show or hide the fields at the top of the page. The hide button is visible when the fields 
are shown. The show button is visible when the fields are hidden.
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• Exceptions: A link to the exception log may or may not appear on the ‘What-If Results’ page. 
If this link does appear, it will be located immediately below the ‘Jurisdiction’ field in the top 
part of the page. This link appears if any of the exceptions that are described in the message 
center subsection of this document occur during the what-if cost study. Otherwise this link 
will not appear. When the user clicks on this link, the screen shown below will open in a 
separate window. This screen provides the user with detailed information regarding the 
exceptions that have occured.

Once the user has finished examining the data on this page, the user may press the ‘Close’ button 
( ) at the bottom of the screen to close this page and return to the ‘What-If Results’ 
screen.
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If the user either needs to see specific results or needs to sort the information before downloading, 
printing, or modifying the data, the user will have these two options.
• Geography: This option is accessed with a drop down menu. To open the drop down menu, 

press the button ( ) at the right of the field. This menu will include either jurisdictional 
options or wire center level options depending on information selected in the cost study. There 
should only be one option at the jurisdictional level, but there should be many options 
available at the wire center level.

• Account: This option is accessed with a drop down menu. To open the drop down menu, press 
the button ( ) at the right of the field. This menu should include multiple account numbers, 
an ‘All’ option, and a ‘None’ option. Thus, the user can choose what specific accounts should 
be viewed within the result set.
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• Download: The user may press the download button ( ) to download the results 
into a CSV file for use with other applications or as needed. This can be done at anytime 
before or after a what-if has been rerun. Once the button has been pressed, the ‘Download’ 
screen, shown below, will appear. The user will make sure that the ‘Save this file to disk’ radio 
button is selected and then press the ‘OK’ button ( ). Alternatively, the user may 
press the cancel button ( ) to abandon the download request.

Next, the ‘Save As’ dialog box will pop up and the user will select where to save the file by 
using the ‘Save in’ field at the top of the screen and then by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within whatever 
directory was already chosen until the final destination is located. Once the correct location is 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back into the system later, the user 
must remove the file’s header row before uploading it back to the system.
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• Run: If the user intends to further modify and rerun the completed study, then the ‘Run’ button 
( ) will be used after the user has drilled down into the items to be modified, 
overridden those items, and then returned to the ‘What-If Results’ screen. Please note that 
these new results will supersede the original results from this what-if cost study. This function 
is described in full detail later in this section.

• Done: When the ‘Done’ button ( ) at the bottom of the screen is pressed, the 
system will close the results page and return the user to the ‘What-If Cost Studies’ screen. The 
user can use this button at any time.

• Drill Down: If the user intends to further modify and rerun the completed study, then this 
function will be used. In order to override either values or formulas for the what-if scenario 
that is being created, the user must first view the details of the cost study calculations by 
drilling down into the results. To drill down into the results, the user would select the needed 
line within the results, thus highlighting that line, and then press the ‘Drill Down’ button 
( ). As shown below, the ‘What-If Drill Down’ screen loads up.
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The areas on the ‘What-If Drill Down’ screen break down as follows:
• There will not be any geography options available other than that which was previously 

selected.
• The account menu may be accessed by pressing the button ( ) to the right of the field. 

The user may then select an account from the drop down menu. This option allows the 
user to either view the drill down information one account at a time, for all accounts by 
selecting ‘All’ from the drop down menu, or for items that have no account number, if 
such items exist, by selecting ‘None’ from the drop down menu. The screen will 
automatically refresh with the results as soon as the user makes a selection.

• The formula line provides the name of the formula that the user is currently drilling on.
• The history field tracks the formulas that the user has drilled through.
• The upper grid displays the details of the formula that the user is currently drilling into.
• The lower grid displays the formulas that make up the formula being drilled into.

The user may do the following on the ‘What-If Drill Down’ screen:
• The user may select a specific result by clicking on it and drilling down further if there are 

more levels that can be drilled through by pressing the ‘Drill Down’ button ( ). 
If there are not more levels to drill through, then the button will be inactive.

• If the user has already drilled down, the ‘Drill Up’ button ( ) will become 
active. This button will be active until the user drills back up to the original ‘Drill Down’ 
screen. From that point, the user will not be able to drill up any higher and thus, the button 
will be inactive.

• No matter where the user is located in the ‘Drill Down’ screen, the ‘Back To Top’ button 
( ) will automatically return the user to the top level starting position of the 
‘Drill Down’ screen. When this button is pressed, this function handles all drilling up and 
resets all scrolling that has occurred in the two grids on the screen.

• The ‘Back’ button ( ) can be used at any time to return to the ‘What-If Results’ 
screen.

• The ‘Override’ button ( ) appears in two places on this screen. The user will 
use this button to change either the formula or the value of the specified line item. 
Depending on the original data from the cost study results, some items may not allow 
formula overrides. To use this function, the user will click on the line that is to be 
overridden, thus highlighting it. This line will be located in one of the two grids. Next, the 
user will click on the ‘Override’ button ( ) located above that grid on the left 
side of the page.
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An example of each of the two types of overrides is shown in the two examples below. On the left 
is a formula override and on the right is a value override. In either case, the user will make the 
needed adjustment and then press the ‘OK’ button ( ) to continue. However, the user 
may also press the ‘Cancel’ button ( ) to abandon the override and return to the 
previous screen.

As shown in the example below, items that have been overridden will appear in bold. However, it 
is important to note that no other values will be changed because results do not recalculate until 
the user reruns the study. Thus, if the user would like to complete the what-if cost study, then the 
‘Back’ button ( ), located above the left side of the lower grid, should be pressed.
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Once the user has returned to the ‘What-If Results’ screen, the ‘Run’ button ( ) should 
be pressed to run the study with the overridden data.

This will navigate the user to the message center, described in section 13.1 of this document, 
where the user will wait for a message noting that the study has either failed or been completed. 
The results of this study may be viewed either from the message center by clicking on the link that 
will be active in the ‘Job Description’ column once the study is complete or by using the ‘View 
Results’ button ( ) on the ‘What-If Cost Studies’ screen as just described in this 
section.
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Section 11: Data
The data section of the VzCost system is designed to allow users access to view approved data 
versions and run queries against those data versions. The user may also save queries so that those 
queries may be run again at a later time. Thus, this section is split into two links from the VzCost 
home page. Those two links are the ‘Data Browser’ link and the ‘Saved Queries’ link.
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Section 11.1: Data Browser
The data browser is the engine by which the user may view approved data versions. When 
entering this part of the system, the ‘Data Browser Filter’ screen, shown below, will load up.

The filters on this page are different than the filters throughout the rest of the VzCost system. By 
using these filters, the user can limit or expand the list of data versions that are displayed on the 
screen. The ‘Table’ field is the first field and items in this field are selected via a drop down menu. 
By pressing the button ( ) at the right side of the field, the user may select what type of table to 
view. If the user chooses to use the ‘Version Description’ field, which is the center of the three 
filter fields, the user will need to input a string of characters. If this field is used, the system will 
search the version descriptions for each of the data versions. If the user wishes to view only data 
versions from a specific jurisdiction, that jurisdiction can be selected from the drop down menu in 
the ‘Jurisdiction’ field, located below the other two fields. By pressing the button ( ) at the right 
side of the field, the user may select the needed jurisdiction. The user may make changes to any 
one or all three of these fields as needed. Once the needed filters have been set up, the user will 
run the filters by pressing the ‘Filter’ button ( ) at the bottom left of the screen. All 
data versions that meet the filtered criteria will be displayed on the screen. Once the correct data 
version has been located, the user will click on that data version to highlight it and then press the 
‘View’ button ( ) to view the selected data version.
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The ‘Build Query for Data Editor’ screen will load up. On this screen, multiple options are 
available. These options are explained over the next several pages.

The ‘Column Selector’ box at the left of this screen allows the 
user to choose which of the columns that are contained within 
the table should be displayed in this query. As shown at the 
right, the data owner may choose one column by clicking on 
it. Described below, however, are two ways for the data owner 
to select multiple columns from the ‘Column Selector’ box.

• To select a range of columns that are grouped together, the 
user will click on the first column name in the group, hold 
down the shift key on the keyboard, and then click on the 
last column name in the group. For example, in the ‘Build 
Query for Data Editor’ screen shown above, the user 
clicked on ‘ITEM_KEY’, held down the
shift key, and then clicked on ‘VERSION_ID’. Doing this 
selected all five columns in this list.

• To select multiple columns that are not grouped together, 
the user will click on the first column name to be selected, 
hold down the control key on the keyboard, and then click 
on each additional column name to be selected. For 
example, in the ‘Column Selector’ box shown to the right, 
the user clicked on ‘ITEM_NAME’, held down the 
control key, and then clicked on ‘VALUE’. Doing this 
selected both of these columns even though they are not 
grouped together.
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Conditions may also be set for the query. When a condition is set, that condition will appear in the 
‘Query Builder Window’. To set a condition, the user will make whatever selections are necessary 
from the following four fields:
• If multiple conditions exist, all conditions except for the first one must begin with a selection 

from the ‘Logical’ field drop down menu. This drop down menu may be accessed by pressing 
the button ( ) at the right side of the field. If a condition is either the only condition for a 
query or the first one of multiple conditions for a query, no selection will be made in the 
‘Logical’ field.

• One of the column names from the ‘Column Selector’ box will be selected from the drop 
down menu for the ‘Field’ field. This drop down menu may be accessed by pressing the 
button ( ) at the right side of the field.

• The user will press the button ( ) at the right side of the ‘Operator Field’ to choose a 
mathematical operator for the condition.

• The user will enter a value in the ‘Value’ field. The input options for this field are not 
restricted and the percent sign may be used as a wild card. In the example shown below, the 
user is looking in the query for the letters ‘PA’ anywhere within the ‘GEOGRAPHY_KEY’ 

column of the table. 
Therefore, when the result 
set appears, all columns 
that were selected in the 
‘Column Selector’ box 
that have the letters ‘PA’ 
included within the 
‘GEOGRAPHY_KEY’ 
column will be displayed 
on the screen.
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Once the fields have been filled out to add a condition to the query, the user will press the ‘Add’ 
button ( ) and the condition will appear in the ‘Query Builder Window’. If the user 
needs to remove all of the conditions that have been added the ‘Clear’ button ( ) may 
be pressed. Alternatively, if the user needs to remove a single condition and other conditions exist, 
then the user will click on the condition to be deleted, thus highlighting it, and then press the 
‘Delete’ key on the keyboard to delete it.

The user may also select how many rows of results should be displayed per page by choosing and 
option from the drop down menu associated with the ‘ROWS Per Page’ field. This drop down 
menu may be accessed by pressing the button ( ) at the right side of the field.

In the example shown above, the user has selected all columns in the ‘Column Selector’ box, 
changed the number of rows per page to 500, added the condition that results in the ‘VALUE’ 
column must be greater than one, and has created the condition that the ‘VERSION_ID’ column 
can not be equal to zero. The user must still press the ‘Add’ button ( ) to add that 
second condition. This query is now ready to either be saved or run. However, if the user wants to 
can this function, the ‘Done’ button ( ) may be pressed to exit the query builder and 
return to the ‘Data Browser Filter’ screen.
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If the user is not ready to run the query yet or would just like to save the selected query’s criteria 
for later use, then the ‘Save Query’ button ( ) should be pressed. When the ‘Save 
Query’ button ( ) is pressed, the ‘Save Query’ screen loads up.

On this screen, the user will enter a name in the ‘Name Query’ field and a description in the 
‘Query Description’ field. Once these fields have been populated, the user may press the ‘Save’ 
button ( ) to save the query. Otherwise, to disregard the save query request and return 
to the ‘Build Query for Data Editor’ screen, the user may press the ‘Cancel’ button ( ).
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Assuming that the user pressed the ‘Save’ button ( ) to save the query, the system 
saves the query and the user is taken to the ‘Queries’ screen. An example of the ‘Queries’ screen, 
which a part of the saved queries function, is shown below. The saved queries function is 
described in more detail later in this section.
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On the ‘Build Query for Data Editor’ screen, once the columns have been selected in the ‘Column 
Selector’ box, any needed conditions have been added, the number of rows per page has been 
selected, and the user is ready to view the query results, then the ‘Run Query’ button 
( ) at the bottom of the screen should be pressed.
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The ‘Data Browser’ screen will load up and display the results of the user’s query. As selected in 
the query builder, 500 rows of the 12,320 rows are shown on this page. If needed, the user will use 
the scroll bar at the right side of the result window to move through the rows of results on this 
screen. To view the next 500 rows of results, the user will press the ‘Next’ button ( ) 
and to view the previous 500 rows of results, the user will press the ‘Previous’ button 
( ). Please remember that these buttons will not always provide 500 rows of results. 
Instead they will display however many rows of results were specified in the query builder.

If there is a specific row number that the user would like to go to, that row number can be entered 
into the ‘to Row’ field and then the user must press the ‘Go’ button ( ). In the example 
above, the user has decided to go to row 1125. Thus, since 500 records per page were specified in 
the query builder, rows 1125 through 1624 are displayed on the page shown above.

From this page, the user may press the ‘Edit Query’ button ( ) which will return the 
user to the ‘Build Query for Data Editor’ screen described earlier in this section. In this case, the 
user can make any needed changes and then run the query again or save the new version of the 
query for later use.

The user may also press the ‘Download’ button ( ) which will download the data into 
a CSV file for the user to use with other applications or to use as needed at a later time. This 
option is described in more detail on the next page.

Once the user has is finished with this data browser, the ‘Done’ button ( ) should be 
pressed to close this page and return to the ‘Data Browser Filter’ screen.
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Once the ‘Download’ button ( ) has been pressed, the ‘Download’ screen, shown 
below, will appear. The user may ‘Open this file from its current location’. Doing so will open the 
file in a separate Microsoft Excel window. However, any changes that are made will have to be 
saved locally. Therefore, it is recommended that the user select the ‘Save this file to disk’ radio 
button and then the press the ‘OK’ button ( ). That way, the file is saved locally from 
the start and the user has the freedom to make any changes by using Microsoft Excel whenever 
those changes are actually needed. The user could also press the cancel button ( ) to 
disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the user will need to select where to save the file 
by using the ‘Save in’ field at the top of the screen and the by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within the initial directory 
that was already chosen until the destination is finally located. Once the correct location has been 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back in to the system later, the user 
must remove the header row from the file before uploading it back to the system.
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Section 11.2: Saved Queries
The saved queries section of VzCost allows the user to modify, edit, run, and delete previously 
saved queries. When entering the saved queries area of VzCost, the ‘Queries’ screen, shown 
below, loads up. The user will have four options from this screen. These options are described 
over the next several pages.
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Section 11.2.1: Creating a New Saved Query
Filters located at the left of the screen may be used as described in section 4.4 to limit or expand 
the list of saved queries that are displayed on the screen. All saved queries that meet the filtered 
criteria will be displayed on the screen. However, if the user needs to create a new saved query, 
the user should press the ‘New’ button ( ).
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As shown below, once the ‘New’ button ( ) has been pressed, the ‘Select Data Version 
for Query’ screen loads up. As before, filters located at the left of the screen may be used as 
described in section 4.4 to limit or expand the list of data versions that are displayed on the screen. 
All data versions that meet the filtered criteria will be displayed on the screen.

Once the correct data version has been located, the user will click on that data version to highlight 
it, and then press the ‘Select’ button ( ) at the bottom of the screen. To return to the 
previous screen without making a selection, the user should press the ‘Cancel’ button 
( ) at the bottom of the screen.
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The ‘Build Query for Data Editor’ screen will load up. On this screen, multiple options are 
available. These options are explained over the next several pages.

The ‘Column Selector’ box at the left of this screen allows the 
user to choose which of the columns that are contained within 
the table should be displayed in this query. As shown at the 
right, the data owner may choose one column by clicking on 
it. Described below, however, are two ways for the data owner 
to select multiple columns from the ‘Column Selector’ box.

• To select a range of columns that are grouped together, the 
user will click on the first column name in the group, hold 
down the shift key on the keyboard, and then click on the 
last column name in the group. For example, in the ‘Build 
Query for Data Editor’ screen shown above, the user 
clicked on ‘ITEM_KEY’, held down the
shift key, and then clicked on ‘VERSION_ID’. Doing this 
selected all five columns in this list.

• To select multiple columns that are not grouped together, 
the user will click on the first column name to be selected, 
hold down the control key on the keyboard, and then click 
on each additional column name to be selected. For 
example, in the ‘Column Selector’ box shown to the right, 
the user clicked on ‘ITEM_NAME’, held down the 
control key, and then clicked on ‘VALUE’. Doing this 
selected both of these columns even though they are not 
grouped together.
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Conditions may also be set for the query. When a condition is set, that condition will appear in the 
‘Query Builder Window’. To set a condition, the user will make whatever selections are necessary 
from the following four fields:
• If multiple conditions exist, all conditions except for the first one must begin with a selection 

from the ‘Logical’ field drop down menu. This drop down menu may be accessed by pressing 
the button ( ) at the right side of the field. If a condition is either the only condition for a 
query or the first one of multiple conditions for a query, no selection will be made in the 
‘Logical’ field.

• One of the column names from the ‘Column Selector’ box will be selected from the drop 
down menu for the ‘Field’ field. This drop down menu may be accessed by pressing the 
button ( ) at the right side of the field.

• The user will press the button ( ) at the right side of the ‘Operator Field’ to choose a 
mathematical operator for the condition.

• The user will enter a value in the ‘Value’ field. The input options for this field are not 
restricted and the percent sign may be used as a wild card. In the example shown below, the 
user is looking in the query for the letters ‘PA’ anywhere within the ‘GEOGRAPHY_KEY’ 
column of the table. Therefore, when the result set appears, all columns that were selected in 
the ‘Column Selector’ box that have the letters ‘PA’ included within the 
‘GEOGRAPHY_KEY’ column will be displayed on the screen.
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Once the fields have been filled out to add a condition to the query, the user will press the ‘Add’ 
button ( ) and the condition will appear in the ‘Query Builder Window’. If the user 
needs to remove all of the conditions that have been added the ‘Clear’ button ( ) may 
be pressed. Alternatively, if the user needs to remove a single condition and other conditions exist, 
then the user will click on the condition to be deleted, thus highlighting it, and then press the 
‘Delete’ key on the keyboard to delete it.

The user may also select how many rows of results should be displayed per page by choosing and 
option from the drop down menu associated with the ‘ROWS Per Page’ field. This drop down 
menu may be accessed by pressing the button ( ) at the right side of the field.

In the example shown above, the user has selected all columns in the ‘Column Selector’ box, 
changed the number of rows per page to 500, added the condition that results in the ‘VALUE’ 
column must be greater than one, and has created the condition that the ‘VERSION_ID’ column 
can not be equal to zero. The user must still press the ‘Add’ button ( ) to add that 
second condition. This query is now ready to either be saved or run. However, if the user wants to 
can this function, the ‘Done’ button ( ) may be pressed to exit the query builder and 
return to the ‘Data Browser Filter’ screen.
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Once the columns have been selected in the ‘Column Selector’ box, any needed conditions have 
been added, the number of rows per page has been selected, and the user is ready to view the 
query results, then the ‘Run Query’ button ( ) at the bottom of the screen should be 
pressed.
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The ‘Data Browser’ screen will load up and display the results of the user’s query. As selected in 
the query builder, 500 rows of the 12,320 rows are shown on this page. If needed, the user will use 
the scroll bar at the right side of the result window to move through the rows of results on this 
screen. To view the next 500 rows of results, the user will press the ‘Next’ button ( ) 
and to view the previous 500 rows of results, the user will press the ‘Previous’ button 
( ). Please remember that these buttons will not always provide 500 rows of results. 
Instead they will display however many rows of results were specified in the query builder.

If there is a specific row number that the user would like to go to, that row number can be entered 
into the ‘to Row’ field and then the user must press the ‘Go’ button ( ). In the example 
above, the user has decided to go to row 1125. Thus, since 500 records per page were specified in 
the query builder, rows 1125 through 1624 are displayed on the page shown above.

From this page, the user may press the ‘Edit Query’ button ( ) which will return the 
user to the ‘Build Query for Data Editor’ screen described earlier in this section. In this case, the 
user can make any needed changes and then run the query again or save the new version of the 
query for later use.

The user may also press the ‘Download’ button ( ) which will download the data into 
a CSV file for the user to use with other applications or to use as needed at a later time. This 
option is described in more detail on the next page.

Once the user has is finished with this data browser, the ‘Done’ button ( ) should be 
pressed to close this page and return to the ‘Queries’ screen.
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Once the ‘Download’ button ( ) has been pressed, the ‘Download’ screen, shown 
below, will appear. The user may ‘Open this file from its current location’. Doing so will open the 
file in a separate Microsoft Excel window. However, any changes that are made will have to be 
saved locally. Therefore, it is recommended that the user select the ‘Save this file to disk’ radio 
button and then the press the ‘OK’ button ( ). That way, the file is saved locally from 
the start and the user has the freedom to make any changes by using Microsoft Excel whenever 
those changes are actually needed. The user could also press the cancel button ( ) to 
disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the user will need to select where to save the file 
by using the ‘Save in’ field at the top of the screen and the by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within the initial directory 
that was already chosen until the destination is finally located. Once the correct location has been 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back in to the system later, the user 
must remove the header row from the file before uploading it back to the system.
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On the ‘Build Query for Data Editor’ screen, if the user is not ready to run the query yet or would 
just like to save the selected query’s criteria for later use, then the ‘Save Query’ button 
( ) should be pressed. When the ‘Save Query’ button ( ) is pressed, the 
‘Save Query’ screen loads up.

On this screen, the user will enter a name in the ‘Name Query’ field and a description in the 
‘Query Description’ field. Once these fields have been populated, the user may press the ‘Save’ 
button ( ) to save the query. Otherwise, to disregard the save query request and return 
to the ‘Build Query for Data Editor’ screen, the user may press the ‘Cancel’ button ( ).
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Section 11.2.2: Editing a Saved Query
Filters located at the left of the screen may be used as described in section 4.4 to limit or expand 
the list of saved queries that are displayed on the screen. All saved queries that meet the filtered 
criteria will be displayed on the screen. Once the correct query has been located, the user will 
click on that query to highlight it and then press the ‘Edit’ button ( ). Please notice that 
any user may edit any other user’s queries because, if an edited query is saved, it will be saved 
with a different query name, completely independent from the original query.
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The ‘Build Query for Data Editor’ screen will load up. On this screen, multiple options are 
available. These options are explained over the next several pages.

The ‘Column Selector’ box at the left of this screen allows the 
user to choose which of the columns that are contained within 
the table should be displayed in this query. As shown at the 
right, the data owner may choose one column by clicking on 
it. Described below, however, are two ways for the data owner 
to select multiple columns from the ‘Column Selector’ box.

• To select a range of columns that are grouped together, the 
user will click on the first column name in the group, hold 
down the shift key on the keyboard, and then click on the 
last column name in the group. For example, in the ‘Build 
Query for Data Editor’ screen shown above, the user 
clicked on ‘ITEM_KEY’, held down the
shift key, and then clicked on ‘VERSION_ID’. Doing this 
selected all five columns in this list.

• To select multiple columns that are not grouped together, 
the user will click on the first column name to be selected, 
hold down the control key on the keyboard, and then click 
on each additional column name to be selected. For 
example, in the ‘Column Selector’ box shown to the right, 
the user clicked on ‘ITEM_NAME’, held down the 
control key, and then clicked on ‘VALUE’. Doing this 
selected both of these columns even though they are not 
grouped together.



Section 11 Data

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 633
Release 2.4.4 Section 11.2.2

Conditions may also be set for the query. When a condition is set, that condition will appear in the 
‘Query Builder Window’. To set a condition, the user will make whatever selections are necessary 
from the following four fields:
• If multiple conditions exist, all conditions except for the first one must begin with a selection 

from the ‘Logical’ field drop down menu. This drop down menu may be accessed by pressing 
the button ( ) at the right side of the field. If a condition is either the only condition for a 
query or the first one of multiple conditions for a query, no selection will be made in the 
‘Logical’ field.

• One of the column names from the ‘Column Selector’ box will be selected from the drop 
down menu for the ‘Field’ field. This drop down menu may be accessed by pressing the 
button ( ) at the right side of the field.

• The user will press the button ( ) at the right side of the ‘Operator Field’ to choose a 
mathematical operator for the condition.

• The user will enter a value in the ‘Value’ field. The input options for this field are not 
restricted and the percent sign may be used as a wild card. In the example shown below, the 
user is looking in the query for the letters ‘PA’ anywhere within the ‘GEOGRAPHY_KEY’ 
column of the table. Therefore, when the result set appears, all columns that were selected in 
the ‘Column Selector’ box that have the letters ‘PA’ included within the 
‘GEOGRAPHY_KEY’ column will be displayed on the screen.
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Once the fields have been filled out to add a condition to the query, the user will press the ‘Add’ 
button ( ) and the condition will appear in the ‘Query Builder Window’. If the user 
needs to remove all of the conditions that have been added the ‘Clear’ button ( ) may 
be pressed. Alternatively, if the user needs to remove a single condition and other conditions exist, 
then the user will click on the condition to be deleted, thus highlighting it, and then press the 
‘Delete’ key on the keyboard to delete it.

The user may also select how many rows of results should be displayed per page by choosing and 
option from the drop down menu associated with the ‘ROWS Per Page’ field. This drop down 
menu may be accessed by pressing the button ( ) at the right side of the field.

In the example shown above, the user has selected all columns in the ‘Column Selector’ box, 
changed the number of rows per page to 500, added the condition that results in the ‘VALUE’ 
column must be greater than one, and has created the condition that the ‘VERSION_ID’ column 
can not be equal to zero. The user must still press the ‘Add’ button ( ) to add that 
second condition. This query is now ready to either be saved or run. However, if the user wants to 
can this function, the ‘Done’ button ( ) may be pressed to exit the query builder and 
return to the ‘Data Browser Filter’ screen.
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Once the columns have been selected in the ‘Column Selector’ box, any needed conditions have 
been added, the number of rows per page has been selected, and the user is ready to view the 
query results, then the ‘Run Query’ button ( ) at the bottom of the screen should be 
pressed.
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The ‘Data Browser’ screen will load up and display the results of the user’s query. As selected in 
the query builder, 500 rows of the 12,320 rows are shown on this page. If needed, the user will use 
the scroll bar at the right side of the result window to move through the rows of results on this 
screen. To view the next 500 rows of results, the user will press the ‘Next’ button ( ) 
and to view the previous 500 rows of results, the user will press the ‘Previous’ button 
( ). Please remember that these buttons will not always provide 500 rows of results. 
Instead they will display however many rows of results were specified in the query builder.

If there is a specific row number that the user would like to go to, that row number can be entered 
into the ‘to Row’ field and then the user must press the ‘Go’ button ( ). In the example 
above, the user has decided to go to row 1125. Thus, since 500 records per page were specified in 
the query builder, rows 1125 through 1624 are displayed on the page shown above.

From this page, the user may press the ‘Edit Query’ button ( ) which will return the 
user to the ‘Build Query for Data Editor’ screen described earlier in this section. In this case, the 
user can make any needed changes and then run the query again or save the new version of the 
query for later use.

The user may also press the ‘Download’ button ( ) which will download the data into 
a CSV file for the user to use with other applications or to use as needed at a later time. This 
option is described in more detail on the next page.

Once the user has is finished with this data browser, the ‘Done’ button ( ) should be 
pressed to close this page and return to the ‘Queries’ screen.
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Once the ‘Download’ button ( ) has been pressed, the ‘Download’ screen, shown 
below, will appear. The user may ‘Open this file from its current location’. Doing so will open the 
file in a separate Microsoft Excel window. However, any changes that are made will have to be 
saved locally. Therefore, it is recommended that the user select the ‘Save this file to disk’ radio 
button and then the press the ‘OK’ button ( ). That way, the file is saved locally from 
the start and the user has the freedom to make any changes by using Microsoft Excel whenever 
those changes are actually needed. The user could also press the cancel button ( ) to 
disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the user will need to select where to save the file 
by using the ‘Save in’ field at the top of the screen and the by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within the initial directory 
that was already chosen until the destination is finally located. Once the correct location has been 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back in to the system later, the user 
must remove the header row from the file before uploading it back to the system.



Section 11 Data

Page 638 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 11.2.2

On the ‘Build Query for Data Editor’ screen, if the user is not ready to run the query yet or would 
just like to save the edited query’s criteria for later use, then the ‘Save Query’ button 
( ) should be pressed. When the ‘Save Query’ button ( ) is pressed, the 
‘Save Query’ screen loads up.

On this screen, the user will enter a new name in the ‘Name Query’ field and a description in the 
‘Query Description’ field. Once these fields have been populated, the user may press the ‘Save’ 
button ( ) to save the query. Otherwise, to disregard the save query request and return 
to the ‘Build Query for Data Editor’ screen, the user may press the ‘Cancel’ button ( ).



Section 11 Data

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 639
Release 2.4.4 Section 11.2.3

Section 11.2.3: Deleting a Saved Query
Only the user who created the saved query will have the access needed to delete it. Otherwise the 
delete function will not be available. To delete a saved query, the user should click on the query to 
highlight it. Next, the user should press the ‘Delete’ button ( ).

Before deleting a saved query, the system will 
prompt for confirmation, as shown at the right of this 
page. At this point, the user must either press the 
‘OK’ button ( ) to complete the deletion 
of the saved query or press the ‘Cancel’ button 
( ) to completely disregard the deletion 
request. After one of the two buttons has been 
pressed, the user will be returned to the ‘Queries’ 
screen.
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Section 11.2.4: Running a Saved Query
Filters located at the left of the screen may be used as described in section 4.4 to limit or expand 
the list of saved queries that are displayed on the screen. All saved queries that meet the filtered 
criteria will be displayed on the screen. Once the correct query has been located, the user will 
need to click on that query to highlight it. To run that saved query without making any 
modifications to the conditions that were set forth within the query, the user will need to press the 
‘Run’ button ( ).
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The ‘Data Browser’ screen will load up, as shown below, and display the results of the user’s 
query. If needed, the user will use the scroll bar at the right side of the result window to move 
through the rows of results on this screen. To view the next set of results, the user will press the 
‘Next’ button ( ) and to view the previous set of results, the user will press the 
‘Previous’ button ( ). These buttons will display however many rows of results were 
specified in the query builder.

If there is a specific row number that the user would like to go to, that row number can be entered 
into the ‘to Row’ field and then the user must press the ‘Go’ button ( ). In the example 
above, the user has decided to go to row 1125.

From this page, the user may press the ‘Edit Query’ button ( ) which will return the 
user to the ‘Build Query for Data Editor’ screen. In this case, the user can make any needed 
changes and then run the query again or save the new version of the query for later use.

The user may also press the ‘Download’ button ( ) which will download the data into 
a CSV file for the user to use with other applications or to use as needed at a later time. This 
option is described in more detail on the next page.

Once the user has is finished with this data browser, the ‘Done’ button ( ) should be 
pressed to close this page and return to the ‘Queries’ screen.
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Once the ‘Download’ button ( ) has been pressed, the ‘Download’ screen, shown 
below, will appear. The user may ‘Open this file from its current location’. Doing so will open the 
file in a separate Microsoft Excel window. However, any changes that are made will have to be 
saved locally. Therefore, it is recommended that the user select the ‘Save this file to disk’ radio 
button and then the press the ‘OK’ button ( ). That way, the file is saved locally from 
the start and the user has the freedom to make any changes by using Microsoft Excel whenever 
those changes are actually needed. The user could also press the cancel button ( ) to 
disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the user will need to select where to save the file 
by using the ‘Save in’ field at the top of the screen and the by choosing a directory, if needed, in 
the center of the screen. The user may need to choose more directories within the initial directory 
that was already chosen until the destination is finally located. Once the correct location has been 
found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the user decides to 
download an item that will be modified and then uploaded back in to the system later, the user 
must remove the header row from the file before uploading it back to the system.
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Section 12: Administrative
The administrative section of VzCost is divided into four functional areas. These functional areas 
are the ‘Data Management’, ‘File Management’, ‘Report Management’, and ‘User 
Administration’ areas. For most users, access will be restricted to some of these areas. However, 
the user may access any areas that are not restricted by clicking on the appropriate link from the 
home page as shown in the figure below.
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Section 12.1: Data Management
Access to the data management function is restricted. Thus, the data owners will be the only users 
that have the security clearance required for access. However, all data in the VzCost database will 
be viewable through the data browser feature. The Data Management feature will be used by data 
owners to load data into the VzCost database and, as needed, make changes to data that has been 
loaded. For any major changes or adjustments, it is recommended that the data owners make 
changes to the data outside of the VzCost system and then upload a new version of that data. The 
data owner will make the decision as to which method will be used when adjustments or other 
changes to the data are needed.

This screen differs from other similar screens within VzCost because the ‘Data Versions’ list in 
the center of the screen displays a list of all data versions within one single table. The one table 
that will generate this list is selected by the user in the filter at the left of the screen in the ‘Table’ 
field. In other similar screens, this list would not require a selection from the filters and items 
displayed in the list would be limited to items that are created by the user and other user’s items 
that have a status of completed or higher.



Section 12 Administrative

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 645
Release 2.4.4 Section 12.1

The filter on the ‘Data Management’ screen is different than the filters found throughout the other 
sections of VzCost. In the other sections, the filter may be used to help sort or limit the number of 
items displayed in the list at the center of the screen. The filter can be helpful but is not required. 
Thus, if the filter is not used, the lists in those sections will show all of the available items. On the 
‘Data Management’ screen, however, the filter is required. It must be used to select a table 
because, unlike the lists in the other sections, the list on the ‘Data Management’ screen is only 
showing versions of that table. Therefore, if a table has not been selected, the list at the center of 
the screen will be empty. To use the ‘Data Versions’ filters, the user will make selections from the 
four filter options, described below, and then press the ‘Filter’ button ( ).

• Options within the ‘Table’ drop down menu, accessible by pressing the button ( ) to the 
right side of the field, will include all tables for which the user is a data owner. Thus, if the 
user has not been designated as a data owner for a table, then it will not appear in the list of 
tables in the ‘Table’ field. Remember that most tables will have more than one data owner. 
Each data owner for a specific table will have access to all versions of the table, regardless of 
which data owner created that version.

• The ‘Version Description’ field will look for matches in the ‘Version’ column of the listed 
data versions. This filter automatically adds wildcards to any text that the user enters. For 
example, if the user enters ‘vir’ in this field, the system will look for the letters ‘vir’ at the 
beginning, the middle, and the end of all words and then display all matches in the list.

• Options within the ‘Jurisdiction’ drop down menu, accessible by pressing the button ( ) to 
the right side of the field, may be used to sort for versions of data based on jurisdictional 
information that may be designated within the data.

• Options within the ‘Owner’ drop down menu, accessible by pressing the button ( ) to the 
right side of the field, may be used to sort for versions of data that were uploaded by a specific 
data owner.
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Section 12.1.1: Uploading a New Data Version
To upload a new data version into the VzCost system, from the ‘Data Management’ screen, the 
user will press the ‘New’ button ( ) and the ‘New Data Version’ screen will load up. 
An example of the ‘New Data Version’ screen is shown below.

The ‘New Data Version’ screen contains five fields, described below. All five of these fields are 
required fields. A description of each of these fields is on the next page.
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1. Options within the ‘Table’ drop down menu, accessible by pressing the button ( ) to the 
right side of the field, will include all tables for which the user is a data owner. Thus, if the 
user has not been designated as a data owner for a table, then it will not appear in the list of 
tables in the ‘Table’ field. Remember that most tables will have more than one data owner. 
Each data owner for a specific table will have access to all versions of the table, regardless of 
which data owner created that version.

2. The data owner will need to type a name into the ‘Version Name’ field that differentiates this 
version of the table from any other versions that might exist.

3. Select a jurisdiction from the drop down menu by pressing the button ( ) at the right side of 
the ‘Jurisdiction’ field.

4. The data owner will enter the path of the file to be uploaded in the ‘Source File’ field. Please 
notice that the header row, if one exists, must be removed from the file before it can be 
uploaded and CSV files are the only type of files that may be uploaded into the data 
management section. Also, the data in the CSV file must be arranged in the specific order that 
the VzCost system is looking for or the data load will fail. If the data owner is uncertain of 
what is the correct arrangement, that data owner may use the ‘Download Excel Template’ 
function to view the correct arrangement for that table.

5. The ‘Source Description’ field is for providing extra information. The data load drill down 
reference will display data that is entered into this field. In some cases, the ‘Version Name’ 
field will not provide enough space for an adequate explanation of the data load. In such 
cases, this ‘Source Description’ field is useful. For example, this field could say something 
like ‘Data from Official Company Books’ or provide some other informative statement.

If the data owner does not know the exact path of the source file, then the ‘Browse’ button 
( ) at the end of the ‘Source File’ field may be pressed. The ‘Choose File’ dialog box, 
shown above, will appear. To locate the correct source location, the data owner will use the ‘Look 
in’ drop down menu at the top of the screen by pressing the button ( ) on the right side of the 
field. Next, in the display area, if the file is not in the currently displayed directory, the data owner 
will continue to double click on folders until the correct directory is displayed. Once the correct 
file is displayed in the display area, the data owner will click on that file and then click the ‘Open’ 
button ( ) to select the file. If the correct file can not be located, the data owner will 
need to press the ‘Cancel’ button ( ) which will return the data owner to the previous 
screen without a having selected a file.
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Once the ‘New Data Version’ screen has been completely filled out, the data owner will have two 
options available.
• The data owner may press the ‘Load’ button ( ) to upload the selected file.
• The data owner may also press the ‘Cancel’ button ( ) to disregard the new data 

version request and return to the ‘Data Management’ screen.



Section 12 Administrative

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 649
Release 2.4.4 Section 12.1.1

Assuming that the data owner pressed the ‘Load’ button ( ) button, the system take the 
data owner to the message center, described in section 13.1 of this document. Once the job has 
processed, the ‘Status’ column will indicate that the job is either ‘Complete’, which indicates that 
the source file was uploaded successfully, or that it has ‘Failed’. In this example, the job Failed 
due to bad data.where the user will wait for the run to either show a status of failed or completed. 
If the data load fails, the four most common causes of such failures are:
• A header row exists within the CSV file and thus the data load failed.
• The file uploaded is not a CSV file and thus the data load failed.
• The data within the uploaded file is not arranged in the specific order that the VzCost system 

is looking for. If the data owner is uncertain of what is the correct arrangement, that data 
owner may use the ‘Download Excel Template’ function to view the correct arrangement for 
the table. Otherwise the data load will fail.

• The system will automatically validate the jurisdictional information. Thus, if the jurisdiction 
chosen on the ‘New Data Version’ screen does not match the jurisdiction of the data being 
uploaded, then the data load will fail.

The ‘Job Description’ field contains the name of the data run and links to additional information. 
When an item in the ‘Job Description’ field appears with bold text, the user may click on that bold 
text because it will act as a link.
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In the example shown on the previous page, as with all successful data loads, the name itself will 
not be an active link. However, the ‘Log File’ link that can appear just below the name will be an 
active link. This link is described in more detail on the next page.

The system will reject an uploaded file even if only one item in that file has an error. If the run 
failed, there may be a ‘Bad Data File’ link. Clicking on this link, as shown below, will provide a 
summary of the actual items in error the caused the run to fail. The data owner may save the ‘Bad 
Data’ file by clicking on ‘File’ from the menu bar then choosing the ‘Save As’ option. The ‘Save 
As’ dialog box appears and the data owner will select a location for the file to be saved by using 
the ‘Save in’ field at the top of the screen. Then the data owner will type a name in the ‘File name’ 
field and press the ‘Save’ button ( ). This will complete the saving process.

On a failed run, there may also be a ‘Log File’ link that contains a synopsis of the problems with 
the file that the data owner tried to upload. However, if the run fails and neither of these links 
exist, then the name itself should become an active link. In the event that the name becomes an 
active link, the data owner can click on that link for a brief description of the error that caused the 
failure.
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In a successful data load, the ‘Log File’ link that can appear with the name, will be an active link. 
The data owner may click on this link to view the log file. As shown below, the log file should 
load up in to a separate Microsoft Word window as a read only file. A read only file is a file that 
can not be modified or changed in any way. In this case, this file is a read only file because it 
exists within VzCost. If needed, however, the file may be saved locally as a text file on the data 
owner’s computer. To do this, the data owner will press the save icon ( ) near the top left of the 
screen. If needed, the data owner may also print this file by clicking on the print icon ( ) near 
the top left of the screen.

A data owner who has uploaded a new data version may test that data version without approving 
it. This is accomplished by creating a run based off of this data version. However, this run will not 
be visible to any other users or data owners. The run must remain at the in progress status level 
until either the run is deleted or the data version is approved.
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Section 12.1.2: Viewing a Data Version
The data owner may view any data version that appears on the screen. This includes versions of 
data that may have been created by other people who are also data owners for the specified table. 
Remember that all of the tables can have multiple data owners. To view a data version, the data 
owner will use the filters, as described previously in this section, to limit or expand the list of data 
versions that are displayed on the screen. When the desired data version is shown, the user will 
click on it, thus highlighting it, and then press the ‘View’ button ( ).
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The ‘Build Query for Data Editor’ screen will load up. On this screen, multiple options are 
available. These options are explained over the next several pages.

The ‘Column Selector’ box at the left of this screen allows the 
user to choose which of the columns that are contained within 
the table should be displayed in this query. As shown at the 
right, the data owner may choose one column by clicking on 
it. Described below, however, are two ways for the data owner 
to select multiple columns from the ‘Column Selector’ box.

• To select a range of columns that are grouped together, the 
data owner will click on the first column name in the 
group, hold down the shift key on the keyboard, and then 
click on the last column name in the group. For example, 
in the ‘Build Query for Data Editor’ screen shown above, 
the data owner clicked on ‘ITEM_KEY’, held down the
shift key, and then clicked on ‘VERSION_ID’. Doing this 
selected all five columns in this list.

• To select multiple columns that are not grouped together, 
the data owner will click on the first column name to be 
selected, hold down the control key on the keyboard, and 
then click on each additional column name to be selected. 
For example, in the ‘Column Selector’ box shown to the 
right, the data owner clicked on ‘ITEM_NAME’, held 
down the control key, and then clicked on ‘VALUE’. 
Doing this selected both of these columns even though 
they are not grouped together.
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Conditions may also be set for the query. When a condition is set, that condition will appear in the 
‘Query Builder Window’. To set a condition, the data owner will make whatever selections are 
necessary from the following four fields:
• If multiple conditions exist, all conditions except for the first one must begin with a selection 

from the ‘Logical’ field drop down menu. This drop down menu may be accessed by pressing 
the button ( ) at the right side of the field. If a condition is either the only condition for a 
query or the first one of multiple conditions for a query, no selection will be made in the 
‘Logical’ field.

• One of the column names from the ‘Column Selector’ box will be selected from the drop 
down menu for the ‘Field’ field. This drop down menu may be accessed by pressing the 
button ( ) at the right side of the field.

• The data owner will press the button ( ) at the right side of the ‘Operator Field’ to choose a 
mathematical operator for the condition.

• The data owner will enter a value in the 'Value' field. The input options for this field are not 
restricted and the percent sign may be used as a wild card. In the example shown below, the 
user is looking in the query for the letters ‘PA’ anywhere within the ‘GEOGRAPHY_KEY’ 

column of the table. 
Therefore, when the result 
set appears, all columns 
that were selected in the 
‘Column Selector’ box 
that have the letters ‘PA’ 
included within the 
‘GEOGRAPHY_KEY’ 
column will be displayed 
on the screen.
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Once the fields have been filled out to add a condition to the query, the data owner will press the 
‘Add’ button ( ) and the condition will appear in the ‘Query Builder Window’. The 
data owner may press the ‘Clear’ button ( ) to remove all conditions that have been 
built or the data owner may also highlight a single condition and then press the ‘Delete’ key on 
the keyboard to delete that single condition.

The data owner may also select how many rows of results should be displayed per page by 
choosing and option from the drop down menu associated with the ‘ROWS Per Page’ field. This 
drop down menu may be accessed by pressing the button ( ) at the right side of the field.

In the example shown above, the data owner has selected all columns in the ‘Column Selector’ 
box, added the condition that results in the ‘ITEM_KEY’ column can not be equal to zero, and 
changed the number of rows per page to 500. This query is now ready to either be saved or run. 
However, the user may also exit the query builder and return to the ‘Data Management’ screen by 
pressing the ‘Done’ button ( ).
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If the data owner is not ready to run the query yet or would just like to save the selected query’s 
criteria for later use, then the ‘Save Query’ button ( ) should be pressed. When the 
‘Save Query’ button ( ) is pressed, the ‘Save Query’ screen loads up.

On this screen, the data owner will enter a name in the ‘Name Query’ field and a description in the 
‘Query Description’ field. Once this information has been provided, the data owner may press the 
‘Save’ button ( ) to continue. Otherwise, the data owner may press the ‘Cancel’ button 
( ) to disregard the save query request and return to the ‘Build Query for Data Editor’ 
screen.
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Assuming that the data owner pressed the ‘Save’ button ( ) to continue, the system 
saves the query and the user is taken to the ‘Queries’ screen. An example of the ‘Queries’ screen 
is shown below. This screen is also accessible by clicking on the ‘Saved Queries’ link in the 
‘Data’ section on the VzCost Home Page. The saved queries function is described in more detail 
in section 11.2 of this document.
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On the ‘Build Query for Data Editor’ screen, once the columns have been selected in the ‘Column 
Selector’ box, any needed conditions have been added, the number of rows per page has been 
selected, and the data owner is ready to view the query results, then the ‘Run Query’ button 
( ) at the bottom of the screen should be pressed.
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The ‘Data Browser’ screen will load up and display the results of the data owner’s query. As 
selected in the query builder, 500 rows of the 12,320 rows are shown on this page. The data owner 
will use the scroll bar at the right side of the result window to move through the rows of results on 
this page. To view the next 500 rows of results, the data owner should press the ‘Next’ button 
( ) and to view the previous 500 rows of results, the data owner should press the 
‘Previous’ button ( ). Please remember that the number of rows shown per page was 
selected in the query builder so these buttons will not always provide 500 rows of results. Instead 
they will display however many rows of results were specified in the query builder.

If there is a specific row number that the data owner would like to go to, the user can enter that 
row number in to the ‘to Row’ field and then press the ‘Go’ button ( ). In the example 
above, the user has decided to go to row 1125. Thus, since 500 records per page were specified in 
the query builder, rows 1125 through 1624 are displayed on the page shown above.

From this page, the data owner may press the ‘Edit Query’ button ( ) which will return 
the data owner to the ‘Build Query for Data Editor’ screen described earlier in this section. In this 
case, the data owner can make any needed changes and then run the query again or save the new 
version of the query for later use.

The data owner may also press the ‘Download’ button ( ) which will download the 
data into a CSV file for the data owner to use with other applications or to use as needed at a later 
time. This option is described in more detail on the next page.

Once the data owner has is finished with this data browser, the ‘Done’ button ( ) 
should be pressed to close this page and return to the ‘Data Management’ screen.
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Once the ‘Download’ button ( ) has been pressed, the ‘Download’ screen, shown 
below, will appear. The data owner may ‘Open this file from its current location’. Doing so will 
open the file in a separate Microsoft Excel window. However, any changes that are made will 
have to be saved locally. Therefore, it is recommended that the data owner select the ‘Save this 
file to disk’ radio button and then the press the ‘OK’ button ( ). That way, the file is 
saved locally from the start and the data owner has the freedom to make any changes by using 
Microsoft Excel whenever those changes are actually needed. The data owner could also press the 
cancel button ( ) to disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the data owner will need to select where to save 
the file by using the ‘Save in’ field at the top of the screen and the by choosing a directory, if 
needed, in the center of the screen. The user may need to choose more directories within the initial 
directory that was already chosen until the destination is finally located. Once the correct location 
has been found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the data owner 
decides to download an item that will be modified and then uploaded back in to the system later, 
the data owner must remove the header row from the file before uploading it back to the system.
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Section 12.1.3: Copying a Data Version
Data versions of any given table can only have two status levels. They can either be ‘In Progress’ 
or ‘Approved’. Data versions that have a status level of ‘In Progress’ can not be copied because 
there is no point to copying a data version that is ‘In Progress’. Remember, all data owners for any 
given table will have access to view and edit any ‘In Progress’ versions from any other data owner 
for the same table. However, once a data version has been approved, no one will be able to edit or 
delete that data version. Therefore, if someone needs that information, that person will have to 
make a copy of the data version.

In the example above, the data owner has decided to copy an approved data version. Thus, the 
data owner will click on the data version to highlight it and then press the ‘Copy’ button 
( ) to continue.
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The system prompts the data owner to enter a version description for this new copy. The Data 
owner can enter a description and then press the ‘OK’ button ( ) to continue or the 
data owner can press the ‘Cancel’ button ( ) to disregard the copy request and return 
to the ‘Data Management’ screen.

If the data owner chose to continue, the ‘Build Query for Data Editor’ screen loads up. As a part 
of the copy function, the user will not be able to modify the ‘Column Selector’ box at the left of 
this screen in any way. However, all other functions of this page will continue to work as 
described over the next several pages.
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Conditions may be set for the query. When a condition is set, that condition will appear in the 
‘Query Builder Window’. To set a condition, the data owner will make whatever selections are 
necessary from the following four fields:
• If multiple conditions exist, all conditions except for the first one must begin with a selection 

from the ‘Logical’ field drop down menu. This drop down menu may be accessed by pressing 
the button ( ) at the right side of the field. If a condition is either the only condition for a 
query or the first one of multiple conditions for a query, no selection will be made in the 
‘Logical’ field.

• One of the column names from the ‘Column Selector’ box will be selected from the drop 
down menu for the ‘Field’ field. This drop down menu may be accessed by pressing the 
button ( ) at the right side of the field.

• The data owner will press the button ( ) at the right side of the ‘Operator Field’ to choose a 
mathematical operator for the condition.

• The data owner will enter a value in the 'Value' field. The input options for this field are not 
restricted and the percent sign may be used as a wild card. In the example shown below, the 
user is looking in the query for the letters ‘PA’ anywhere within the ‘GEOGRAPHY_KEY’ 
column of the table. Therefore, when the result set appears, all columns that were selected in 
the ‘Column Selector’ box that have the letters ‘PA’ included within the 
‘GEOGRAPHY_KEY’ column will be displayed on the screen.
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Once the fields have been filled out to add a condition to the query, the data owner will press the 
‘Add’ button ( ) and the condition will appear in the ‘Query Builder Window’. The 
data owner may press the ‘Clear’ button ( ) to remove all queries that have been built 
or the data owner may also highlight a single query and then press the ‘Delete’ key on the 
keyboard to delete that single query.

The data owner may also select how many rows of results should be displayed per page by 
choosing and option from the drop down menu associated with the ‘ROWS Per Page’ field. This 
drop down menu may be accessed by pressing the button ( ) at the right side of the field.

In the example shown above, the data owner has selected all columns in the ‘Column Selector’ 
box, added the condition that results in the ‘ITEM_KEY’ column can not be equal to zero, and 
changed the number of rows per page to 500. This query is now ready to either be saved or run. 
However, the user may also exit the query builder and return to the ‘Data Management’ screen by 
pressing the ‘Done’ button ( ) In this case, the copied data version will be an exact 
duplicate of the original except for the new version description that was required for the copy.
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If the data owner is not ready to run the query yet or would just like to save the selected query’s 
criteria for later use, then the ‘Save Query’ button ( ) should be pressed. When the 
‘Save Query’ button ( ) is pressed, the ‘Save Query’ screen loads up.

On this screen, the data owner will enter a name in the ‘Name Query’ field and a description in the 
‘Query Description’ field. Once this information has been provided, the data owner may press the 
‘Save’ button ( ) to continue. Otherwise, the data owner may press the ‘Cancel’ button 
( ) to disregard the save query request and return to the ‘Build Query for Data Editor’ 
screen.
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Assuming that the data owner pressed the ‘Save’ button ( ) to continue, the system 
saves the query and the user us taken to the ‘Queries’ screen. An example of the ‘Queries’ screen 
is shown below. This screen is also accessible by clicking on the ‘Saved Queries’ link in the 
‘Data’ section on the VzCost Home Page. The saved queries function is described in more detail 
in section 11.2 of this document.
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On the ‘Build Query for Data Editor’ screen, once the columns have been selected in the ‘Column 
Selector’ box, any needed conditions have been added, the number of rows per page has been 
selected, and the data owner is ready to view the query results, then the ‘Run Query’ button 
( ) at the bottom of the screen should be pressed.
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The ‘Data Editor’ screen will load up and display the results of the data owner’s query. The data 
owner will use the scroll bar at the right side of the result window to move through the rows of 
results on this page. To view the next page of results, the data owner will need to press the ‘Next’ 
button ( ) and to view the previous page of results, the data owner will need to press 
the ‘Previous’ button ( ).

If there is a specific row number that the data owner would like to go to, the user can enter that 
row number in to the ‘to Row’ field and then press the ‘Go’ button ( ). That row 
number will start the page that loads up.
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If the data owner needs to add a new record in to the table at a specific location, the data owner 
should click on the row that is immediately below the correct location to highlight it and then 
press the ‘New Record’ button ( ). As shown below, the new field will appear and it 
will be highlighted automatically.

Next, one at a time, the data owner will double click on each field in the row except for the 
‘ITEM_NAME’ and ‘VERSION_ID’ fields. The ‘VERSION_ID’ field is automatically 
populated when the new field is created and the ‘ITEM_NAME’ field will be automatically 
populated once the data owner changes pages. In each field, as demonstrated in the graphic below, 
the user will need to enter an acceptable value. Once all fields are populated, the user may click 
on another row to save the new reocrd.

The data owner may also choose to delete an individual record by clicking on that record to
highlight it and then pressing the ‘Delete Record’ button 
( ). The system will ask the data owner to confirm 
the deletion. The data owner will need to either press the 
‘OK’ button ( ) to confirm the deletion request 
or press the ‘Cancel’ button ( ) to disregard the 
request. An example of the confirmation request is shown in 
the figure at the left.
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The data owner may also change an existing record, as shown above, by double clicking on the 
value to be changed, entering a new value, and then clicking on any other row to exit the modified 
row and save the changes.

From this page, the data owner may press the ‘Edit Query’ button ( ) which will return 
the data owner to the ‘Build Query for Data Editor’ screen described earlier in this section. In this 
case, the data owner can make any needed changes and then wither run the query again or save the 
new version of the query for later use.

The data owner may also press the ‘Download’ button ( ) which will download the 
data into a CSV file for the data owner to use with other applications or to use as needed at a later 
time. This option is described in more detail on the next page.

Once the data owner has is finished with this data browser, the ‘Done’ button ( ) 
should be pressed to close this page and return to the ‘Data Management’ page.
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Once the ‘Download’ button ( ) has been pressed, the ‘Download’ screen, shown 
below, will appear. The data owner may ‘Open this file from its current location’. Doing so will 
open the file in a separate Microsoft Excel window. However, any changes that are made will 
have to be saved locally. Therefore, it is recommended that the data owner select the ‘Save this 
file to disk’ radio button and then the press the ‘OK’ button ( ). That way, the file is 
saved locally from the start and the data owner has the freedom to make any changes by using 
Microsoft Excel whenever those changes are actually needed. The data owner could also press the 
cancel button ( ) to disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the data owner will need to select where to save 
the file by using the ‘Save in’ field at the top of the screen and the by choosing a directory, if 
needed, in the center of the screen. The user may need to choose more directories within the initial 
directory that was already chosen until the destination is finally located. Once the correct location 
has been found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the data owner 
decides to download an item that will be modified and then uploaded back in to the system later, 
the data owner must remove the header row from the file before uploading it back to the system.
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Section 12.1.4: Editing a Data Version
The data owner may edit any data version that has not been approved. This includes versions of 
data that may have been created by other people who are also data owners for the specified table. 
Remember that all of the tables can have multiple data owners. To edit a data version, the data 
owner will use the filters, as described previously in this section, to limit or expand the list of data 
versions that are displayed on the screen. When the desired data version is shown, the user will 
click on it, thus highlighting it, and then press the ‘Edit’ button ( ).
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The ‘Build Query for Data Editor’ screen loads up. As a part of the edit function, the user will not 
be able to modify the ‘Column Selector’ box at the left of this screen in any way because some of 
the edit functionality will apply to all columns on the screen. However, all other functions of this 
page will continue to work as described over the next several pages.



Section 12 Administrative

Page 674 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 12.1.4

Conditions may be set for the query. When a condition is set, that condition will appear in the 
‘Query Builder Window’. To set a condition, the data owner will make whatever selections are 
necessary from the following four fields:
• If multiple conditions exist, all conditions except for the first one must begin with a selection 

from the ‘Logical’ field drop down menu. This drop down menu may be accessed by pressing 
the button ( ) at the right side of the field. If a condition is either the only condition for a 
query or the first one of multiple conditions for a query, no selection will be made in the 
‘Logical’ field.

• One of the column names from the ‘Column Selector’ box will be selected from the drop 
down menu for the ‘Field’ field. This drop down menu may be accessed by pressing the 
button ( ) at the right side of the field.

• The data owner will press the button ( ) at the right side of the ‘Operator Field’ to choose a 
mathematical operator for the condition.

• The data owner will enter a value in the 'Value' field. The input options for this field are not 
restricted and the percent sign may be used as a wild card. In the example shown below, the 
user is looking in the query for the letters ‘PA’ anywhere within the ‘GEOGRAPHY_KEY’ 
column of the table. Therefore, when the result set appears, all columns that were selected in 
the ‘Column Selector’ box that have the letters ‘PA’ included within the 
‘GEOGRAPHY_KEY’ column will be displayed on the screen.
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Once the fields have been filled out to add a condition to the query, the data owner will press the 
‘Add’ button ( ) and the condition will appear in the ‘Query Builder Window’. The 
data owner may press the ‘Clear’ button ( ) to remove all queries that have been built 
or the data owner may also highlight a single query and then press the ‘Delete’ key on the 
keyboard to delete that single query.

The data owner may also select how many rows of results should be displayed per page by 
choosing and option from the drop down menu associated with the ‘ROWS Per Page’ field. This 
drop down menu may be accessed by pressing the button ( ) at the right side of the field.

In the example shown above, the data owner has selected all columns in the ‘Column Selector’ 
box, added the condition that results in the ‘ITEM_KEY’ column can not be equal to zero, and 
changed the number of rows per page to 500. This query is now ready to either be saved or run. 
However, the user may also exit the query builder and return to the ‘Data Management’ screen by 
pressing the ‘Done’ button ( ).
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If the data owner is not ready to run the query yet or would just like to save the selected query’s 
criteria for later use, then the ‘Save Query’ button ( ) should be pressed. When the 
‘Save Query’ button ( ) is pressed, the ‘Save Query’ screen loads up.

On this screen, the data owner will enter a name in the ‘Name Query’ field and a description in the 
‘Query Description’ field. Once this information has been provided, the data owner may press the 
‘Save’ button ( ) to continue. Otherwise, the data owner may press the ‘Cancel’ button 
( ) to disregard the save query request and return to the ‘Build Query for Data Editor’ 
screen.
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Assuming that the data owner pressed the ‘Save’ button ( ) to continue, the system 
saves the query and the user us taken to the ‘Queries’ screen. An example of the ‘Queries’ screen 
is shown below. This screen is also accessible by clicking on the ‘Saved Queries’ link in the 
‘Data’ section on the VzCost Home Page. The saved queries function is described in more detail 
in section 11.2 of this document.
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On the ‘Build Query for Data Editor’ screen, once the columns have been selected in the ‘Column 
Selector’ box, any needed conditions have been added, the number of rows per page has been 
selected, and the data owner is ready to view the query results, then the ‘Run Query’ button 
( ) at the bottom of the screen should be pressed.
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The ‘Data Editor’ screen will load up and display the results of the data owner’s query. The data 
owner will use the scroll bar at the right side of the result window to move through the rows of 
results on this page. To view the next page of results, the data owner will need to press the ‘Next’ 
button ( ) and to view the previous page of results, the data owner will need to press 
the ‘Previous’ button ( ).

If there is a specific row number that the data owner would like to go to, the user can enter that 
row number in to the ‘to Row’ field and then press the ‘Go’ button ( ). That row 
number will start the page that loads up.
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If the data owner needs to add a new record in to the table at a specific location, the data owner 
should click on the row that is immediately below the correct location to highlight it and then 
press the ‘New Record’ button ( ). As shown below, the new field will appear and it 
will be highlighted automatically.

Next, one at a time, the data owner will double click on each field in the row except for the 
‘ITEM_NAME’ and ‘VERSION_ID’ fields. The ‘VERSION_ID’ field is automatically 
populated when the new field is created and the ‘ITEM_NAME’ field will be automatically 
populated once the data owner changes pages. In each field, as demonstrated in the graphic below, 
the user will need to enter an acceptable value. Once all fields are populated, the user may click 
on another row to save the new record.

The data owner may also choose to delete an individual record by clicking on that record to
highlight it and then pressing the ‘Delete Record’ button 
( ). The system will ask the data owner to confirm 
the deletion. The data owner will need to either press the 
‘OK’ button ( ) to confirm the deletion request 
or press the ‘Cancel’ button ( ) to disregard the 
request. An example of the confirmation request is shown in 
the figure at the left.
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The data owner may also change an existing record, as shown above, by double clicking on the 
value to be changed, entering a new value, and then clicking on any other row to exit the modified 
row and save the changes.

From this page, the data owner may press the ‘Edit Query’ button ( ) which will return 
the data owner to the ‘Build Query for Data Editor’ screen described earlier in this section. In this 
case, the data owner can make any needed changes and then wither run the query again or save the 
new version of the query for later use.

The data owner may also press the ‘Download’ button ( ) which will download the 
data into a CSV file for the data owner to use with other applications or to use as needed at a later 
time. This option is described in more detail on the next page.

Once the data owner has is finished with this data browser, the ‘Done’ button ( ) 
should be pressed to close this page and return to the ‘Data Management’ page.



Section 12 Administrative

Page 682 © Copyright 2002 - 2003 Verizon Communications. All Rights Reserved.
Release 2.4.4Section 12.1.4

Once the ‘Download’ button ( ) has been pressed, the ‘Download’ screen, shown 
below, will appear. The data owner may ‘Open this file from its current location’. Doing so will 
open the file in a separate Microsoft Excel window. However, any changes that are made will 
have to be saved locally. Therefore, it is recommended that the data owner select the ‘Save this 
file to disk’ radio button and then the press the ‘OK’ button ( ). That way, the file is 
saved locally from the start and the data owner has the freedom to make any changes by using 
Microsoft Excel whenever those changes are actually needed. The data owner could also press the 
cancel button ( ) to disregard the download request and return to the previous screen.

Next, the ‘Save As’ dialog box will pop up and the data owner will need to select where to save 
the file by using the ‘Save in’ field at the top of the screen and the by choosing a directory, if 
needed, in the center of the screen. The user may need to choose more directories within the initial 
directory that was already chosen until the destination is finally located. Once the correct location 
has been found, the user will type a name in the ‘File name’ field and then press the ‘Save’ button 
( ). This will complete the saving process. Please notice that, if the data owner 
decides to download an item that will be modified and then uploaded back in to the system later, 
the data owner must remove the header row from the file before uploading it back to the system.
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Section 12.1.5: Approving a Data Version
A data version may only be approved by a data owner with the appropriate security clearance. 
Furthermore, no user may approve his/her own run under data version under any circumstances. 
The data owner needs to be completely certain that the data version is completely correct because, 
once a data version is approved, it can not be edited, changed, or deleted by anyone. To approve a 
data version, someone other than the data owner who has the correct security clearance should go 
to the ‘Data Management’ screen. Then that person should click on the data version to highlight 
it. Finally, that person should click on the ‘Approve’ button ( ) to approve the data 
version.

Once the approve button has been pressed, the user will be prompted to confirm that the data 
version should be approved. The approving person will need to either press the ‘OK’ button 
( ) to confirm the approval request or press the ‘Cancel’ button ( ) to 
disregard the request. An example of the approval confirmation request is shown in the figure 
below.
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Section 12.1.6: Unapproving a Data Version
A data version may only be unapproved by a data owner with the appropriate security clearance 
or by the person who originally approved the data. Furthermore, an item may not be unapproved 
if it has been used in a filing. To unapprove a data version, someone other than the data owner 
who has the correct security clearance should go to the ‘Data Management’ screen. Then that 
person should click on the approved data version to highlight it. Finally, that person should click 
on the ‘Unapprove’ button ( ) to unapprove the data version.

Once the approve button has been pressed, the user will be prompted to confirm that the data 
version should be approved. The approving person will need to either press the ‘OK’ button 
( ) to confirm the approval request or press the ‘Cancel’ button ( ) to 
disregard the request. An example of the approval confirmation request is shown in the figure 
below.



Section 12 Administrative

© Copyright 2002 - 2003 Verizon Communications. All Rights Reserved. Page 685
Release 2.4.4 Section 12.1.7

Section 12.1.7: Deleting a Data Version
If a data owner wishes to delete a data version, that user should click on it to highlight it. Next, the 
data owner should press the ‘Delete’ button ( ). Please note that the data version can 
not be deleted once it has been approved.

Before deleting a data version, the system will 
prompt for confirmation, as shown at the right of this 
page. At this point, the data owner must either press 
the ‘OK’ button ( ) to complete the 
deletion of the data version or press the ‘Cancel’ 
button ( ) to completely disregard the 
deletion request. After one of the two buttons has 
been pressed, the user will be returned to the ‘Data 
Management’ screen.
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Section 12.1.8: Downloading an Excel Template
If the data owner user is unsure of how the data should look for a particular table, that user should 
use the filters, as described previously in this section, to locate the correct table type and the data 
versions associated with it. Once the correct table type has been selected, then the user should 
press the ‘Download Excel Template’ button ( ).
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Once the button has been pressed, a template loads up in a separate Microsoft Excel window. This 
template shows the data owner which categories should be included in this type of table and what 
order those categories should appear in. This excel template is a read-only template on the VzCost 
server, however, the data owner may print this template or save it to the data owner’s computer. 
To save, the data owner will press the save icon ( ) which is near the top left of the screen. If 
needed, To print, the data owner will press the print icon ( ) towards the top left of the screen
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Section 12.2: File Management
All files that will be available for selection in document sets must first be uploaded into VzCost. 
To upload files into VzCost, the user will go to the file management piece of the system. The ‘File 
Management’ screen, shown below, lists files that have already been uploaded into the system.
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Section 12.2.1: Uploading a File
From the ‘File Management’ screen, the user may want to upload a new file into the VzCost 
system. In this case, the user will need to press the ‘Upload’ button ( ).
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The ‘Upload File’ screen, shown below, loads up. Only the following file types may be uploaded: 
Acrobat files (PDF), bitmap images (BMP), Excel files (XLS), graphic interchange format images 
(GIF), jpeg format images (JPG), PowerPoint files (PPT), report files (RPT), rich text files (RTF), 
text files (TXT), and Word files (DOC). The user will enter a file name into the ‘Source File’ 
field, a description into the ‘File Description’ field, and select either portrait or landscape from a 
drop down menu by pressing the button ( ) next to the ‘Orientation’ field.

If the user does not know the exact file name for the ‘Source File’ field, then the ‘Browse’ button 
( ) may be pressed. Doing this will load up the window shown below. To locate the
source, press the button ( ) next to 
the ‘Look In’ field and choose a 
source from the drop down menu. If 
the file is not found in the directory 
that is displayed, the user will double 
click on whichever folder leads to 
the proper directory. In some cases, 
the user may double click on 
additional folders that exist within 
the selected folders. Upon locating 
the file, the user will need to click on 
that file and then press the ‘Open’ 
button ( ) to continue. 
Once the ‘Open’ button ( ) has been pressed, the user will be returned to the ‘Upload 
File’ screen. If the file can not be located, to return to the previous screen without selecting a file, 
the user will press the ‘Cancel’ button ( ).
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Once the fields on the ‘Upload File’ screen have been filled out, then the user will need to press 
the ‘Upload’ button ( ). Once this has occurred, the file will be uploaded to the system 
and the user will be returned to the ‘File Management’ screen. However, if the user is not ready to 
complete the upload or can not locate the correct file, the user may also press the ‘Cancel’ button 
( ) to disregard this upload request and return to the ‘File Management’ screen.

Please notice that, if another file with the same filename already exists when the user presses the 
‘Upload’ button ( ), then the will provide the user with an error message stating that 
another file with the same name already exists. At this point, the user will need to change the file 
name and then press the ‘Upload’ button ( ) again.
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Section 12.2.2: Deleting a File
Only the user that originally uploaded a file may delete that file. As shown below, if any other 
user clicks on that file, the ‘Delete’ button ( ) will be inactive and this function will not 
be available. Filters may be used as described in section 4.4 to limit or expand the list of files that 
are displayed on the screen. All files that meet the filtered criteria will be displayed on the screen. 
Once the needed file has been located, the user should click on the file to highlight it and then 
press the ‘Delete’ button ( ).

Before deleting a file, the system will prompt for 
confirmation, as shown at the right of this page. At 
this point, the user must either press the ‘OK’ button 
( ) to complete the deletion of the file or 
press the ‘Cancel’ button ( ) to 
completely disregard the deletion request. After one 
of the two buttons has been pressed, the user will be 
returned to the ‘File Management’ screen.
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Section 12.2.3: Previewing a File
If the user needs to see what information is contained within a specific file, the user may preview 
that file. To preview a file, the user will need to use filters as described in section 4.4 to limit or 
expand the list of files that are displayed on the screen. All files that meet the filtered criteria will 
be displayed on the screen. Once the needed file has been located, the user will click on the file to 
highlight it and then press the ‘Preview’ button ( ).
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Once the button is pressed, the ‘Download’ screen, which is shown below, will load up.

If the user chooses the ‘Open this file from its current location’ radio button and presses the ‘OK’ 
button ( ), the preview will appear in a separate Adobe Acrobat window. Alternately, 
the user may choose the ‘Save this file to disk’ radio button and press the ‘OK’ button 
( ) to load the ‘Save As’ dialog box shown below. To return to the previous screen, 
ignoring the preview request, the user will press the ‘Cancel’ button ( ).

To choose where to save the file, the user will press the button ( ) and choose an option from the 
drop down menu for the ‘Save in’ field. The user will double click on whichever folder leads to 
the proper directory if the default directory is not the correct file location. If needed, the user may 
access additional folders that exist within the selected folders. Once the correct location has been 
found, the user will type a name in the ‘File name’ field and press the ‘Save’ button 
( ). This will save the file as a Acrobat PDF file which will be usable at any time 
whether connected to VzCost or not. Alternatively, the user can press the cancel button 
( ) to ignore the preview request and return to the previous screen.
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Assuming that the user chose the ‘Open this file from its current location’ radio button, the 
preview will load up into a separate Adobe Acrobat window, as shown below. When the user is 
done with this page, clicking on the ‘X’ icon ( ) at the top right corner of the screen will close 
this screen.
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Section 12.3: Report Management
The ‘Report Management’ link on the home page will not be available to VzCost users. Only 
Crystal Reports developers will have access to this section.

Section 12.4: User Administration
The ‘User Administration’ link on the home page will not be available to VzCost users. Only 
system administrators will have access to this section.

Section 12.5: Job Administration
The ‘Job Administration’ link on the home page will not be available to VzCost users. Only 
system administrators will have access to this section.
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Section 13: Tool Box

The tool box section of VzCost includes four functions that serve as utilities or tools. Those four 
functions are described in the pages that follow.
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Section 13.1: The Message Center
The message center is an area within VzCost that will be accessed frequently. Users will use the 
message center to view the results of several different types of runs types and user may also use 
the message center to confirm that a run has finished processing or to determine why a run may 
have failed. To access this area, the user will either click on the ‘Message Center’ link at the 
bottom right of the ‘Home Page’ or press the button ( ) that resembles a piece of paper in the 
VzCost toolbar at the top left of the screen. When a message is waiting in the message center, this 
button ( ) will appear with an exclamation point in the center of it.
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Once the user presses the link, the message center loads up. An example of the message center is 
shown below. The message center window is divided in to five columns. Those five columns are 
described in the upcoming pages.

1. Job Description:
This column contains the name of the run. This name will either be in bold lettering or normal 
lettering. The user may click on the run name in this column if the run name appears in bold 
lettering. In that case, the run name also acts as a link that will show the user the result set 
from that run as if the user had pressed the ‘View Results’ button ( ) in the section 
of VzCost that the run originated from. There will not be a link if the run name is in normal 
lettering. Most runs that have either been completed or have failed will be in bold lettering. If 
a run is not in bold lettering, it may be because the related job has already been deleted from 
the system. However, results from some job types, such as element calculator runs, will never 
be viewable from the message center. Message center messages must be deleted separately 
from the jobs that they are referencing. Please notice that the user will still be able to click on 
the link if a run fails and the message center will provide information, as shown below, 
explaining why the run failed.
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Whether a run fails or is successful, an exception log link may exist in this column. This link 
will usually appear just below the name of the run. When an exception occurs, the run will 
continue. Therefore, it is possible to have a successful run and still have exceptions too. The 
exception log is attached to the run and thus, if the user deletes the run, the exception log link 
will also be deleted. Also, if the message center message is deleted, the user may still view the 
exception log for a run by using the ‘View Results’ button ( ) in the section of 
VzCost that the run originated from. Six types of exceptions exist. Examples of these six 
exception types are shown below.
• Null Value and Missing Value exceptions: The null value exception is thrown because, 

despite the existence of other parts of the data, a value is missing from the database. The 
missing value exception is thrown when the item appears in the formula, but doesn't have 
a corresponding entry in the database.

• Piece of Element Dropped exception: This exception will be thrown when the user is 
trying to multiply two elements where, by the rules of multiplication, not all of the pieces 
of the elements will be in the result.

• Operation Resulted in Empty Element exception: This exception will be thrown when the 
user is trying to multiply two elements where, by the rules of multiplication, they cannot 
be multiplied.

• Operation Resulted in an Element with Inconsistent Attributes exception: This exception 
is caused when the user tries to add or subtract two numbers in which either one of the 
numbers has an associated account number and the other number does not or one of the 
numbers has a direct or shared attribute and the other number does not.

• Operation on Element with Inconsistent Attributes exception: This exception occurs when 
the user tries to multiply or divide by elements that have inconsistent attributes. The 
consistency of the resulting value is not guaranteed.

2. Type:
This field shows the user what type of run is present. This lets the user know what section of 
VzCost the run came from. Data load, cost study, BC run, and expense factor run are just 
some of the possible run types that may appear in this field.

3. Status:
This field will provide the user with the run status. Please notice that the run status is different 
than the build status. As noted throughout this document, there are five build status levels for 
most run types. However, the run status is the job status shown in the message center after the 
user presses the ‘Run’ button ( ) to complete a run and thus when status is used in 
this subsection, it will be referring to the run status. Although other run status messages may 
be available, the three most common messages are displayed below.
• Processing: The user will see this when the system has not completed the run and is still 

working on that run.
• Completed: The user will see this when the system has completed the run.
• Failed: The user will see this when the system was unable to complete the run for 

whatever reason.
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4. Job Completed:
This field will show the user the date and time that a run either failed or was completed. If a 
run is still processing, then this field will remain blank.

5. Trash:
This field, with no heading at the top of it, represents the first step in deleting a message from 
the message center. Please notice that deleting a message from message center does not delete 
the entire job, but instead, only removes the messages and any other references to that job 
from the message center. To delete the entire job, the user will need to go to the section in 
which the job originated. To delete a message from the message center, the user will click on 
the box ( ) in this field for the message to be deleted and then press the ‘Delete’ button 
( ) at the bottom of the screen.
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Section 13.2: Change Password
Periodically, the user’s password may need to be changed. When this need arises, the user will 
need to click on the ‘Change Password’ link at the bottom right of the ‘Home Page’. Please notice 
that a user’s password will expire if it goes unchanged for 90 days. In that event, the user will be 
required to change the password as described in section 2.5.
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The change password screen will load up. All passwords in the VzCost system must contain a 
minimum of eight total characters with at least one lowercase, one uppercase, one numeric, and 
one special character.

This screen has four fields on it, one of which is populated by the system. The other three fields 
must be filled out for a password change to be accepted.
• The ‘Login ID’ field is the location where the system automatically populates the user’s vz id. 

All Verizon employees have been assigned a vz id which begins with a lowercase v followed 
by six numbers. For example, v111111 may be a user’s vz id. For assistance with vz id 
assignments, the user should contact a supervisor because the vz id is an id used throughout 
the company and thus, is not specific to VzCost.

• The ‘Old Password’ field is the location where the user will enter the old password that is 
being replaced.

• The ‘New Password’ field is the location where the user will enter the new password that is 
replacing the previous password.

• The ‘Confirm New Password’ field is the location where the user will enter the new password 
for a second time, thus confirming that no mistake was made in the process of entering the 
new password.
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Once all of the fields have been filled out, the user will have two buttons to choose from. The user 
may press the ‘Save’ button ( ), thus saving the new password and returning the user 
to the VzCost home page. The user may also press the ‘Cancel’ button ( ), thus 
disregarding the password change and returning the user to the VzCost home page. If the user 
does press the ‘Save’ button ( ) and an error exists on the page, a warning will be 
given to the user, as shown below, and the user will have to try again.
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Section 13.3: Online Help
The online help within VzCost can be accessed in two ways. The user may click on the ‘Help’ 
link at the bottom right of the ‘Home Page’. The user may also press the button ( ) in the 
VzCost toolbar that is indicated by an icon that resembles a question mark. Both of these options 
will take the user to the online help area.
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Section 13.4: Exit VzCost
There are three ways to exit the VzCost system.
1. The user may click on the ‘Exit VzCost’ link on the ‘Home Page’, as shown below.
2. The user may click on the button ( ) in the VzCost toolbar that is indicated by an icon 

that resembles an arrow.
3. The user may remain idle for an extended period of time and thus, be knocked out of the 

system due to timing out.
Whenever the user exits the system, the system will take the user to the proprietary system 
statement screen as described in section 2.3.
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Glossary

BCs are the Basic Components that are the building blocks for costing.

A BC family, also called Mapper A, is a collection of formulas used to map elements into BCs.

A BC run creates result sets, known as BCs, based on the user’s selection of both BC families and 
data versions.

A capital factor is the ratio of the capital cost associated with a specific capital asset to the 
investment dollars associated with that same capital asset. Capital costs are recovered over the life 
of a capital asset, known as the asset life through the use of accepted accounting practices.

A CLLI code, or Common Language Location Identifier, is an eleven character standardized 
geographic identifier that uniquely identifies the geographic location of places and certain 
functional categories of equipment unique to the telecommunications industry. CLLI codes will 
be either eight or eleven digits long. An eight digit CLLI code will uniquely identify a building or 
other structure that contains equipment. An eleven digit CLLI code begins with the first eight 
digits described above and an additional three digits that uniquely identify specific equipment 
within that building.

The comparison analysis feature allows a user to compare outputs created in the VzCost system. 
The process for using this feature requires a user to select output elements from one run and then 
select similar output elements from another run for comparison.

A cost template, also known as Mapper B, is used to collect formulas, known as BCs, for the 
purpose of using these formulas in the costing of products or services.

A cost study creates a result set based on the user’s selection of cost templates and data versions.

A database is a collection of data related to a particular topic or purpose which, in many cases, 
includes the tools for using that data.

A density cell, as defined within VzCost, is a user defined group of wire centers. For example, a 
user might want to find the cost of a product or service in groupings based on the interstate tariff 
groupings for a selected jurisdiction. In this example the analyst may group the jurisdictional 
results at the density cell level within the VzCost system.
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A domain consists of the five primary functions within the VzCost system. These domains are 
Element Calculator Runs, Element Loading Runs, Expense Factor Runs, BC Runs, and Cost 
Studies.

The element calculator calculates the Unloaded Total Elements.

The element loadings are used to calculate the Loaded Total Elements.

An expense factor is a ratio of expense dollars to investment dollars associated with that expense. 
An example of an expense factor would be the maintenance expense dollars of a specific asset 
divided by the dollar value of that asset.

A field is an element within VzCost in which one piece of information that is either system 
generated or input by the user can be stored.

A link refers to a hypertext link that, when activated, will either move the user to the internet or 
intranet location identified by the hypertext link or if the link refers to an e-mail address, it will 
access the user’s electronic mail and start a new message. A link will be either embedded into a 
text document or will function as a part of an internet web page.

A query is a definable set of criteria from which a search of data may be performed, thus limiting 
the fields or records to be displayed.

The sensitivity analysis feature allows a user to select the output results of previously run BC or 
cost study and make percentage changes to selected output elements as well as selecting the 
output element that those changes will effect. The sensitivity analysis is a good tool for testing 
what the cost drivers are for a specific study.

A table is a collection of related information that is stored in rows and columns.

Technology grouping within the VzCost system refers to a wire center level or jurisdictional level 
grouping of wire centers, all having the same type of switching equipment.

A what if analysis is a feature in VzCost that allows a user to select the output results of 
previously run BCs or Cost Studies and make changes to the values or formulas in that output. 
This function is useful for seeing the effects that making changes to calculations or values would 
have on the final result.
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References

Although a vast majority of this document was created and written by Verizon employees or 
Verizon contractors, small amounts of data within this document required input from other outside 
locations. The following is a list of references for data sourced by someone other than a Verizon 
company, employee, or contractor.

Web:
http://www.adobe.com/acrobat
Please note that this page is a descriptive and support page regarding the Acrobat software from 
Adobe Systems, Incorporated. Information on this web page is available for public use with no 
licensing or contractual requirements.

http://www.dictionary.com/
Please note that this page is a descriptive and support page regarding which can provide, amongst 
other services, definitions for certain terms. Information on this web page is available for public 
use with no licensing or contractual requirements.

http://www.microsoft.com/windows/ie/default.asp
Please note that this page is a descriptive and support page regarding the Internet Explorer 
software from Microsoft, Incorporated. Information on this web page is available for public use 
with no licensing or contractual requirements.

http://www.telcordia.com/resources/commonlang/productshowroom/product/faqs/clli_faqs.html
Please note that this page from Telcordia’s web site is a frequently asked questions web page that 
is available for public use with no licensing or contractual requirements.

Text:
Newton's Telecom Dictionary 9th Edition, copyright 1995 by Harry Newton.
Published by Flatiron Publishing, Inc., New York, 12 West 21 Street, New York, NY, 10010

http://www.adobe.com/acrobat
http://www.microsoft.com/windows/ie/default.asp
http://www.telcordia.com/resources/commonlang/productshowroom/product/faqs/clli_faqs.html
http://www.dictionary.com/
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