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This document and any attached materials are the sole property of Verizon and are 
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• Verizon upgraded conferencing billing in July 2014, delivering expanded online 

functionality and paper invoices in a new format. 

• At the same time, Verizon transitioned functionality in the conferencing Online 

Invoice Presentation portal (OLIP) to the Verizon Enterprise Center: 

– Invoices generated after 22 July 2014 will not be available in OLIP. 

– OLIP will remain available until mid 2015, but will not contain any invoices produced after 

the transition. 

• With this change, Verizon Enterprise Center becomes your one-stop portal for 

billing and reporting for all services, providing: 

– An interactive online bill with both summary views and drill downs to detail for each leader 

and individual conference. 

– PDF Images of paper invoices. 

– Downloadable conferencing detail files. 

– Billing analysis and reporting. 

– Optional online payment functionality (U.S. accounts only). 

Introduction 



4 

• Verizon Enterprise Center provides different user privileges to meet conferencing 

customers’ needs for secure information. 

• Full user privileges: 

– Applicable to users who receive complete remit invoices. 

– Full users can perform these billing functions on accounts they are authorized to view: 

• Navigate an interactive online invoice, viewing charges for all leaders included in the invoice. 

• View, download, and print images of paper invoices. 

• Download conferencing detail files containing all charges on authorized accounts. 

• Generate billing reports that include all leaders billed on authorized accounts. 

• Make online payments. 

• Limited leader-level user privileges: 

– Applicable to conferencing leaders whose charges are included on the same invoice as other 

leaders’ charges.  

– Capabilities are limited to generating reports that include information on that one leader’s 

conferences. 

• This presentation covers full user privileges; if you have limited privileges, see the 

Guide to Verizon Enterprise Center for Conferencing Leader View Users. 

 

Verizon Enterprise Center  

Conferencing User Privileges 
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• You must have a Verizon Enterprise Center user ID and password and must be 

authorized to view your account(s). 

• The registration process varies depending on your previous use of conferencing 

Online Invoice Presentation (OLIP) and the Verizon Enterprise Center:  

– OLIP user: 

• If you received an email from Verizon in July providing pre-registration instructions, follow those 

directions to establish user privileges equivalent to your OLIP privileges. 

• If you did not receive a pre-registration email or deleted it without taking action, follow the 

instructions below for non-OLIP users. 

– Not an OLIP user, but used Verizon Enterprise Center to view your conferencing invoice: 

• No action is needed; you will automatically be granted access to your new conferencing bill and 

conferencing reporting. 

– Neither an OLIP nor a Verizon Enterprise Center user: 

• If you have access to a conferencing paper invoice in the new format, follow the instructions under 

Manage Your Account Online on pages 1-2 to self register. 

• If your situation does not match any of these scenarios, contact Conferencing 

Customer Relations at customerrelations@mymeetings.com for assistance. 

 

 

 

Registering for the Verizon Enterprise 

Center 

mailto:customerrelations@mymeetings.com
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Signing on to the Verizon Enterprise Center 

Enter your User 

ID and Password  

and click Sign In. 

Go to http://www.verizonenterprise.com to sign onto the Verizon Enterprise Center. 
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Verizon Enterprise Center Home Screen 

Click or hover over Invoices to access all conferencing billing 

 and reporting functions.  



8 

Invoices Home Screen: Overview 

The Invoices home screen is your gateway to viewing invoices, downloading files, 

making optional online payments, and generating reports. 

This screen has 

multiple views. 

This image is the 

Overview. Click 

Invoice List to 

select accounts. 

Charts & Graphs 

does not apply to 

conferencing. 

For a quick path 

to a specific 

invoice enter an 

account number  

and select a 

billing period 

here. If you do 

not know your 

account number, 

click Invoice List. 

Click here to access conferencing reporting.  
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Invoices Home Screen: Invoice List View 

Clicking Invoice List on the Invoices home screen opens a list of all accounts you are authorized to view. You can skip 

this screen and open a specific invoice by entering an account number on the Overview tab. (See preceding page.) 

Click any account number to open the 

online bill view for that account. 
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The Invoice 

List defaults 

to invoices  

in the past 30 

days. Use the 

dropdown to 

select Most 

Recent or a 

specific date.  

After 

selecting, 

click the red 

arrow to 

reset the 

screen. 
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Interactive Online Bill: 

Invoice Summary Screen 

Selecting an account from the Invoices home screen – either by clicking an account on the Invoice List or entering an 

account number on the Overview - opens the interactive online bill view to the Invoice Summary screen. This screen 

summarizes total billed charges and includes convenient hyperlinks to enable you to drill down to details for each leader 

and conference. Navigation links at the left provide quick access to related billing functions.   

Use these links  

to access 

related  

functions.  

View Invoice 

Images and 

Detail Files and 

View Reports 

for this Invoice 

are especially 

useful to 

conferencing 

customers. 

Links vary by 

country; this 

image is U.S.   

Click here to begin a drill down to 

leader and conference charge detail. 

Click here to open a list of taxes and 

surcharges applied to the invoice 

Select Another is a quick 

path to your Invoice List 

where you can choose 

another account to view. 

Use the Invoice Date 

drop down to quickly 

open another month’s 

invoice for the same 

account. 
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Interactive Online Bill: 

Location/Service Index 

The Location/Service Index summarizes charges by conferencing leader and product (Audio, Video, or Net conferencing). 

Each product instance is a hyperlink to details about that individual leader’s conferences. 

Leader ID 

Leader Name 

Click a product to open a screen 

itemizing the leader’s conferences 
You can open 

Analysis & Reporting 

from any bill screen. 

Leader’s city, 

state, and 

country 
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Interactive Online Bill: 

Conferencing Charge Summary Screen 

Clicking a product on the Location/Service Index opens a screen itemizing that leader’s conferences. Each confirmation 

number is a hyperlink to open details about one specific conference. The example below is Audio Conferencing; Net and 

Video Conferencing have similar screens.   

Click Select Another in the ID field 

to return to the Location/Service 

Index where you can choose 

another leader.  

Click any 

confirmation 

number to open  

details for a 

specific 

conference.  

Click any underlined column heading to sort conferences by that column. Examples: 

click Conference Date to sort by date, or click any charge column to sort by amount. 
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Interactive Online Bill: 

Conference Detail Screen 

Clicking a confirmation number on the Audio Conferencing Charge Summary screen opens details for that specific 

conference. The Audio Conferencing detail screen has three tabs: Features, Usage, and Usage by Access Type. The view 

below is the Usage tab. 

The Confirmation Number  

you clicked on the preceding 

screen appears here. Click 

Select Another to return to the 

previous screen to choose 

another conference. 

Audio and Net 

Conferencing detail 

screens have 

different views of 

charge detail. 

 This is the Usage 

view. Click a tab to 

open another view. 

Click Download 

Conferencing Detail to 

export a file of 

individual participant 

charge detail. 
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Invoice Images and Detail Files:  

Selection Screen 

Clicking the View Invoice Images and Detail Files link on the Invoice Summary screen (see page 10) opens the Select 

Historical screen, which is your path to three types of information: 

Click Download to export 

the invoice image or file to 

your personal computer. 

Selecting an invoice month at the left opens a list of invoices dated any day 

of the selected month in the pane at the right. 

Click a plus 

sign to open a 

list of available 

invoice 

months. This 

example shows 

the expanded 

Invoices view. 

1. Invoices - view, print and download PDF images of paper invoices 

2. Conferencing Detail Records - download and export a file of all conferences 

3. Invoice Detail Records - download and export a file of all charges on an invoice 

(available only with Europe and Asia-Pacific invoices). 

Check Enable 

Multi Select to 

download files 

that span 

multiple 

invoices. 
Click View to open a PDF 

invoice image in this pane. 
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Invoice Images and Detail Files: 

PDF Image of Paper Invoice 

Clicking View for a specific invoice on the Select Historical screen opens a PDF view of a paper invoice in the right-hand 

pane. Scroll through the invoice pages, or use the bookmarks at the left to move to specific pages. 

Each leader ID is a bookmark. Click the plus 

sign to open bookmarks that take you to 

detail for each leader’s charges. 
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Conferencing Reporting: 

Analysis & Reporting Home Screen 

You may find that the interactive bill view described on the previous pages provides sufficient information; if not you can 

choose from over 30 conferencing reports in 6 categories from the Standard Reports section of the Analysis & Reporting 

home screen. 

Click 

Standard 

Reports to  

select from 

a list of all 

available 

reports. 

You can flag a report to run 

automatically when a new invoice 

becomes available. The names of 

any scheduled reports appear here 

for one-click access. 

The names of the 5 

reports you ran most 

recently appear here 

to provide one-click 

access.  

You can 

also use 

the Select 

Category 

and Select 

Report  

dropdowns 

to choose 

 a report. 

At this time there are no conferencing 

Customized Reports. 
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Conferencing Reporting: 

Standard Report Selection Screen 

Clicking Standard Reports on the Analysis & Reporting home screen opens a list of all available reports. Use the Category 

drop down to limit the list of reports to a specific conferencing category. The example below shows the screen with the 

Conferencing – Downloadable Reports category selected.  

The default is all categories. Click the down arrow and select a 

category to limit the list to reports in a single category. 

Click a Report Name to run a specific report. 
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Conferencing Reporting:  

Report Preview Screen 

Clicking a report name on the Standard Reports Selection screen opens a preview screen where you can refine the report 

and confirm that the report’s information meets your needs. The example below is the Feature Summary report. All reports 

have a similar preview screen. 

Click Run Report to view the report online. 

You can also download directly from the 

online view. Very large reports cannot be 

viewed successfully on line. If your report 

includes more than 6000 records, a pop-up 

message will advise you to either filter the 

report or select download. 

Use the View By dropdown to select Account Level, Customer 

Level, CRC Level, or Leader Level. (Selection varies by report.) 

Click 

Schedule to 

flag the 

report to run 

automatically 

when a new 

invoice drops. 

Click Download 

to view and 

export in file 

format. Reports 

with extensive 

data are best 

downloaded. 

Use Runtime Option to select a single 

date or across months and accounts. 

Report columns are shown in the shaded area to show the fields 

that are included in the report . Use this to confirm that the report 

contains the desired information. 

Click Filter  

to limit report 

content to 

defined 

parameters.  

(See next 

page.) 

F0000000 
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Conferencing Reporting:  

Filtering a Report 

Clicking Filter on the Report 

Preview Screen opens a pop-up 

showing the fields in the report. 

Enter field values to define 

specific filters. Only reports 

having a large number of fields 

include filtering. This example is 

the Audio Conferencing 

Summary report.  

Enter a Confirmation Number or Conference 

Date to filter on specific conferences.  

Enter an amount or range of amounts to filter on  

conferences having the greatest overall cost, feature 

costs, highest taxes and surcharges, etc.  

Enter a leader name or leader ID to filter 

 on a specific leader’s conferences. 

Enter a Customer Reference Code (CRC) to limit 

the report to conferences having that CRC. 

Click Filter to open a 

pop-up screen. 
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Conferencing Reporting:   

Online Report View 

Clicking Run Report from the Report Preview screen opens an online view of the report. The Feature Summary – Account 

Level example below is just one of over 30 available reports. This report is in table format; other reports include charts 

and graphs as appropriate.  A report containing a large amount of data cannot be viewed online. If you select Run and 

your report will not display well, a pop up will open advising you to either filter the report or download it. 
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Paying Your Invoice: 

Payments Home Screen 

Clicking Payments from the Invoices home screen opens the Payments screen where you can initially set up a “wallet” and 

after set up, schedule and manage your payments. The Invoice Summary screen of your online invoice includes Pay Online 

and Pay by Mail links for direct access to payments when viewing an invoice. NOTE: Online payment via the Verizon 

Enterprise Center is available only with U.S. invoices, and certain U.S. accounts have other means of automated payment. 

Click Manage Payment Accounts to create a new 

wallet or update bank or credit card information in 

an existing wallet. 

Click Make One Time Payment 

to make a single electronic 

payment. 

Click Setup 

Recurring 

Payments to 

schedule 

automatic 

electronic 

payment of 

one or more 

invoices. 

Click View Payment Status to monitor the status 

(pending, applied, etc.) of your online payments. 
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Paying Your Invoice: 

Creating a Payment Account (“Wallet”) 

To click and pay your accounts in Verizon Enterprise Center, as a one-time process, you must first use the Payment 

Accounts screen to create at least one Payment Account or “wallet” to store your credit card or bank information.  If you 

want to pay with more than one bank account or credit card, you can create as many wallets as needed. 

Click Edit | Delete to 

update bank or 

credit card 

information, or to 

delete a wallet. 

Click Add Bank Account  

to enter bank information 

to enable you to pay your 

invoices via electronic 

funds transfer. 

Click Add Credit/Debit Card to set up a wallet for 

credit card payment. Note that one-time payments via 

credit card may not be available; use a bank account 

wallet or set up recurring card payments instead. 
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Paying Your Invoice: 

Making a One-Time Payment 

After creating at least one Payment Account (“wallet”), click Make One-Time Payment from the Payments home screen to 

open a screen where you select a wallet to fund your payment and an invoice to pay. Selecting an account opens a screen 

where you indicate a payment amount.  NOTE: One-time payments via Verizon Enterprise Center are generally not 

available using a credit card wallet; use a bank account wallet or set up recurring card payments instead.  

If you created multiple Payment Accounts, use this dropdown of 

nicknames you created to select the Payment Account to be used. 

Click the 

Account 

Number 

you would 

like to pay. 
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Paying Your Invoice: 

Setting Up Recurring Payments 

After creating a Payment Account (see page 22), click Set Up Recurring Payments to open a screen where you select 

accounts to be paid and indicate a day of the month when automatic payments are to be made.  

After selecting accounts and indicating a 

payment date, click Make Payment. 

If you created multiple Payment Accounts, use this dropdown of 

nicknames you created to select the Payment Account to be used. 

The list of accounts you are authorized to view is displayed 

to enable you to choose accounts to be paid automatically. 

You must 

indicate a 

day of the 

month that 

payment is 

to be made. 

Choose a 

date later 

than the 

invoice date. 

Check the  

box by each 

Account 

Number to 

select 

accounts for 

recurring 

payment. 
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Paying Your Invoice: 

Pay by Mail Option 

Click Pay by Mail in the left-hand navigation links of the Invoice Summary screen of your interactive online invoice to open 

secondary screens where you indicate an amount to pay and print a Remittance Form to enclose with your check.  NOTE: 

Pay by Mail is not available in all countries. 

Click Pay 

by Mail to 

print a 

Remittance 

Form to 

enclose 

with your 

check 
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Paying Your Invoice: 

Pay by Mail Remittance Form Screens 

Clicking Pay by Mail opens secondary screens 

where you indicate the amount to be paid and 

print a Remittance Form to enclose with your 

check. 

NOTE:  These screen examples are applicable to 

U.S. invoices. Pay by Mail is not available in all 

countries, and where available the secondary 

screens differ by country. 

Amount Paid defaults to the 

Amount Due, but you can enter 

another amount. 

Click Print to 

generate a 

Remittance Form 

to enclose with 

your check. Click Next to move to 

the Remittance Form 

print screen. 

Enter your check 

number (optional). 

Your account number, invoice 

number, and check number are 

automatically populated. 

Click Print to obtain a 

Remittance Form to 

enclose with your check. 
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• This Quick Start Guide provides the basic commands conferencing customer use 

to manage billing functions in the Verizon Enterprise Center: 

– Selecting an account to view. 

– Navigating your interactive online invoice. 

– Viewing, printing, and downloading a PDF image of your paper invoice. 

– Downloading and exporting detail files. 

– Selecting, defining and running conferencing reports. 

– Paying your invoice online (U.S. invoices only). 

• Verizon Enterprise Center has more advanced applications that are not be 

covered in this brief Guide. 

• Experiment on your own to grow your skill and knowledge; you cannot accidently 

delete any information. 

• For additional information, including a Conferencing Reporting Cross Reference 

Guide and FAQs, go to https://e-meetings.verizonbusiness.com/yourbill/. 

 

Applying the Information in this Guide 
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