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Instructions for Department Contacts  

to Access Telephone Billing Information 
 

Department contacts can access Department Usage, Call Usage and Analysis Reporting by 

selecting the tab associated with the report type and specifying the report options while logged 

into BGSUôs Pinnacle system.  Details to generate the various reports are provided below. 

 

A. DEPARTMENTAL USAGE ï report shows all invoiced charges by department 

1. Access Pinnacle at: 
https://pinnacle.bgsu.edu  
 

2. Click on ά5ŜǇŀǊǘƳŜƴǘ tƻǊǘŀƭέ. 
 

 
 
 

3.  Login on Department Portal with your BGSU username and password. 
 

 
 

https://pinnacle.bgsu.edu/
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4.  Click άǊŜǇƻǊǘǎέ. 
 

 

 
5.  Select a Department and the Output Method: 

 

 
 
{ŀƳǇƭŜ ǿƛǘƘ Ψ9ȄŜŎǳǘƛǾŜ ±ƛŎŜ tǊŜǎƛŘŜƴǘΩ ŀǎ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ ŀƴŘ Ψ9ȄŎŜƭΩ ŀǎ ǘƘŜ hǳǘǇǳǘ aŜǘƘƻŘΦ   

 
 

6.  When a specific billing date is selected, the file download dialog box appears.   {ŜƭŜŎǘ άhǇŜƴέΦ 
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7.  {ŜƭŜŎǘ ά¸Ŝǎέ to open the file. 

 

 
8. End Product: (changed names for example purposes) 

 
9.  Gentle reminder to logout when completely finished. 
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B. ANALYSIS  - Report of analyzed invoiced charges over several invoice periods 

1. If you are not logged into the Pinnacle system, follow the instructions on p. 1 of this document 
to login. 
 

2. Click άreportsέ on the horizontal navigation bar near the top right corner of the window. 
 

3. /ƭƛŎƪ ƻƴ ǘŀō ǘƛǘƭŜŘ ά!ƴŀƭȅǎƛǎέ 

 
 

4. Select ñcriteriaò from options provided:   

a.  Department: select from pull down menu options 

b. Output Method: select from pull down menu options: Excel, HTML, or PDF 

c. Select date [month, day, year] with calendar use options: 

 
 

DATES: 

From____________________ & To:______________________  

 

d. Select call usage types.  Note that there is option to select all usage call types.  

See illustration on next page. 
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 Select all usage call types. 

5. Click on ñRun Analysis:ò 
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6.  Select & check below the pertinent criteria in terms of individual for running the 

analysis. 

 
 

7.  Click on ñRunò 

 

8. Next screen if selecting  ALL :   Check designated box (option toggles  for check/uncheck 

all) ----select the row desired for analysis: 

 
 

9.  Click on ñRunò. 
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10. When, prompted with the following screen, click on the Execute Report tab.  

 

11. A file download dialog box will be displayed:  Select ñOpenò.  

 

12. When you see the warning message, click ñYesò to open the Excel file. 

 
 

End result:   A REPORT IS CREATED BASED UPON SELECTED CRITERIA . 
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C. CALL USAGE  ï Report provides details on call usage by connection date. 

1. If you are not logged into the Pinnacle system, follow the instructions on p. 1 of this document 
to login. 
 

2. Click άreportsέ on the horizontal navigation bar near the top right corner of the window. 
 

3. Select Call Usage tab: 

 
 

4. Specify criteria for generating summary:  a) Call Types    b)Start Dates    c)Select All  

d)End Dates     

 
 

 




