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Next Steps 
 

Once you have installed LJ, these are the next things that you will need to do. 

 

1. Import the tariff you have purchased (if applicable) 

2. Update the Default Cost Style (if you’ve imported a tariff). 

3. Tell LJ about your routing codes by adding Access Codes. 

4. Name your extensions and put them into groups/deparments by Importing extensions 

5 Recache the system 

6 Add Email Addresses so reports can be quickly sent. 

7 Recost data 
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LOGIN TO LJ 

If you are on the main pc where LJ has been installed enter http://localhost (or http://127.0.0.1), 
if you are on another pc enter http:// followed by the ip address (or name) of the pc where LJ has 
been installed. 

 

Enter you login name (admin) and password (created during installation & setup) then click [Go]. 

You can then select whichever menu you want. 
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IMPORTING A TARIFF (BT STANDARD) – IF PURCHASED 

You will need to copy the tariff file to an appropriate location on the LJ server pc.  

Then, in LJ: 

1 go to the Management 
menu and select Tariff 

 

2 click [Browse] 

3 select the tariff file you 

copied 

4 click [Go]. 

You’ll then get the following message: 

 

Click the [Log File] to check the status of the import. If necessary, you can click the [Refresh] button 
until the import is complete. 

 

When the import is complete your tariff will be shown in the list. 
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UPDATE THE DEFAULT COST STYLE 

If you have not purchased a tariff you can skip this stage. 

Once the import has finished you can update the Default cost style with the BT Standard tariff, which 
you have just installed, and the local area code for where you are. (LJ will then know what area codes 
are considered Local.) For example, if you’re in London you’d select 020, but if you’re in Leeds you’d 

select 0113. 

To do this, go to the Management menu and select Cost style, and then click on Default. 

 

Then click the drop down for Tariff and select the BT tariff – the month and year show how up-to-date 
the tariff is. 

Then select your local area code from the drop down list of Local Areas. 

Finally you can, if you wish, change the description for the Cost Style – we have used BT Standard 
instead of Default. 

 

The click [Update], you will be taken back to the list of cost styles where you will see your changes. 
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ADDING AN ACCESS CODE 

If, for example, you dial 9 for an outside line, and then the number you want e.g. 01234 567890, LJ 
will see the dialled number as 901234567890 and would cost it as a Local call (any number that start 
2-9 is considered Local by the BT Standard tariff). 

So that LJ costs the call correctly any Access Code needs to be removed from the beginning of the 

outgoing dialled number, it needs to be “told” about the access code. 

If you are not sure what your Access codes are you can run the Tariff Check report – this shows the full 
dialled number and whether or not an access code is already being striped off.  

Go to Reports, select Create, then click Tariff Check 

 

All you will need to do here is to select a 
Period for the report to look at:  

If you have only just installed your 
system, or it has only just started 
receiving data you will probably select 

Today or Yesterday and Today. 

A full explanation of the different Period 
options is in the main manual 

Then click [Run] 

 

 

Please note that all the O/G Dialled Nos and I/C Calling Line IDs have been scrambled. You will see 
that the first few calls in the report should be 087060xxxxx and that the 7139 at the beginning is 
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actually the Access Code. Further down 712 is also an Access Code in front of a Private Wire number 
that is 730xxxxx. 

Once you have located what you think your Access Code are you will need to add them to LJ. 

Go to the PBX menu and select access codes, then click add access code. 

 

Enter the Access Code number that needs to be removed from the dialled number, select the Cost 
Style that you want and give it a Description, then click [Add]. 

LJ will then confirm that the access code has been added. 

 

You can then add any additional Access Codes as necessary. You will notice a “restriction” in the 
Starting with box – the means that the number left, after the access code has been striped off must 

start with a 7 and be followed by at least 6 other digits. 

 

For more detailed information about Access Codes and restrictions please see the relevant section in 
the main manual. 
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IMPORTING EXTENSIONS / COMPANY STRUCTURE 

The quickest and easiest way to put names against extensions, and extensions into groups, is to 
import the information.  

Any group that you create is automatically included in the Company Extns group of groups.  

It is important that you do create a company structure (even if you put all extensions in the same 

group) as there are several reports that have to run on a group and these look at the Company Extns 
group (which you cannot rename). 

Before you import the information, to ensure what you import is in the correct format, it is simplest to 
export the extensions that LJ has learned. If it hasn’t learned all of your extensions, and you know 
your range, you can all them to the import list. 

Go to PBX then select extensions you will see a list of all the extensions that have been auto learned 

by LJ. 

 

Click view structure. This will show you all the extensions and whether or not that are in the 
structure; at this stage none of them will be in the structure. 

Then select export structure. We recommend that you select Save File, but you must save it as a 
.CSV file. 
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If you prefer to use a spreadsheet to 
amend the export_extn.txt it is best to go 
to your spreadsheet and select Open 

 

 

Change the Look in: to where you 
saved export_line.txt;  

Change the Files of type: to either 
All files (*.*) or 
Text Files (*.prn, *.txt, *.csv); 

Select export_extn.txt then click 
[Open]. 

 

This is open the Text Import Wizard 

which will allow you to control how 
the digits are dealt with. 
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Once the file to opened has been selected and 
[Open] clicked Excel starts the Text import 

Wizard. 

Ensure that Delimited is selected  

then click [Next>] 

 

 

Deselect Tab 

Select Comma 

then click [Next>] 

Here you can select the format for a column. 

If an entry in the Digit column start with a 0 
(zero) select Text for the Column data format. 

This will stop your spreadsheet dropping the 
leading zero. 

then click [Finish]. 

 

 

Only make changes to columns C & D (Description 
& Group) 

Do not change any of the data already in columns 
A or B. 



 

© Focom Limited 2006-2011 Next Steps Page 10 

Amended file ready to be saved. 

 

 

If you may find that not all your extensions have 
been learned by LJ because they haven’t been 
used yet you can add extensions to the csv file 
that you are going to import.  

For example extension 3006 does not appear in 
the list above: Insert a row in the spreadsheet, 
put EXTN in column A and the Extension Number 
in column B, then added the name and 
department in columns C & D. 

When you have finished you must 
save the file as a .CSV  

Change the Save as type to  
CSV (Comma delimited)(*.csv) 

Then click [Save] 

 

 

You can then import file you have made by using import structure under Company Extensions 

 

 

 

Click [Browse…], select export_extn.csv that 
you have just saved then click [Open] 
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This appears once you have click [Go]. 

To see if the import has finished, or if there are 
any errors, click import log.  

As you can see my import was very small – only 
taking 2 seconds – but there is an error. 

 

 

This is an example of an Import Log with no errors. 
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RECACHE THE SYSTEM 

When LJ runs reports, and costs calls, it uses the information it has in its memory. So, if you change 
any of this information, the changes you make are done in the database and LJ needs to be “told” 
about these changes. You do this by using the Recache facility. During a Recache LJ clears its memory 
and collects fresh information from the database.  

One automatically happens every night during the housekeeping routine, so if you want the changes to 
take effect the next day you can skip running a Recache. However, if you do want to make changes 
effective straightaway, you need to run a Recache manually.  

In LJ there are so many places that you can select recache, it doesn’t matter which one you select. 

 
 

 

Select Recache and the screen below appears. 

 

 

 

Once you have clicked [Go] the screen changes 
to the one above 

The Recache should only take a few moments – 
the above screen will not change until you select 
another menu option 
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ADDING AN EMAIL ADDRESS 

In order to be able to email your reports quickly you will need to add the email addresses into LJ. 

Once you have logged in go to the Management menu and select email addresses, then click add 
email address 

ADD EMAIL ADDRESS 

 

Enter the email address and give it a description (usually the name of the person whose email address 
you are adding), then click [Add]. Confirmation text will appear: 

 

To see the full list of email address that have been added you can click [Show List]. 

 


