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Information Technology Services

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 optionsggate |
into BGSUOGs Pinnacle system. Details to gene

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

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

2. Clickomdt 5 SLI NIYSyYyd t 2NIiF¢€é

C2PAETEC PINNACLE Communications Management Suite

A COMMUNICATIONS

3. Login on Department Portatith your BGSU usernanamd password.

Login
*** | ogin message®** Please enter the username and password you have been supplied with.
Thank-you for using your on-line service!
Username I
3ass.‘.‘cr:|
Login |
Technology Support Center Bowling Green, Ohio 43403 fax 419-372-9499

110 Hayes Hall 419-372-0999 www.bgsu.edul/its.tsc


https://pinnacle.bgsu.edu/
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4. Clickd NB L2 NI a ¢

PINNACLE Commurications Management Suite

» DEFARTWENT FORTAL

reportz maintenance home help logout

Welcome Linda Gray!

Use the menus across the top to access the various functiens awvailable to you.

Be sure to log off when you are finished to prevent someone else from accessing your sensitive information.

5. Select a Department and the Output Method:

[ E:AETEC PINNACLE Communications Management Suite

COMMUNICATIONS
P DEFARTWMENT FORTAL

reports maintenance home help logout

Dept Usage

Call Usag:: Analysis Directory

a Select Department

*** Department usage report jage **¥
customize your message
An example

This report show all invoiced chagges by Department

Output de Individ
Department | Select a Department... | Mathod |HTML =l r I"C'”~-I"~'E'-”a_:
- Jetai

Please Select 3 Department

{FYLXS 6AGK WOESOdZiApS +A0S t NBaARSYy(dQ Fa (KS
.3
<2 PAETEC

COMMUNICATIONS

PINNACLE Communications Management Suite

F DEFARTHENT FORTHL

reportz maintenance home help logout

Dept Usage Call Usage Analysis Directory

9 Select Department

*** Department usage report page ***
customize your message
An example

This report show all invoiced charges by Department

s n n Cutput de Individ
Department: | 001100-Executive Vice President x| Excel | T tneluce I""E"”"_:
ethod Jetai
Department Billing Date
001100-Executive Vice Prasident 01-Feb-2009 $69.85 $65.75 $0.00 $4.10 $0.00 $0.00
001100-Executive Vice Prasident 01-f5n-2009 $68.37 $65.75 $0.00 $2.62 $0.00 $0.00

6. Whena specift billingdate is selectedthe file downloadlialog box appears{ St SOG G h LISy ¢ d
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ES

Do you want to open or save this file?

@ j Mame: deptusgrpt_main. xls
HL

Type: Microsoft Office Excel 97-2003 Worksheet, 3.90 KB

From: pinnade.bgsu.edu

¥ Aways ask before opening this type of file

While files from the Intemet can be useful, some files can potentialhy
ham your computer. f you do not trust the source, do not open or
gave this file. What 's the righ?

7. { St S Gio ogen tBeiile.
Il Microsoft Office Excel |

' The file you are trying to open, 'deptusagerpt_main. pshiml', is in a different format than specified by the file extension. verify that the file is not
. corrupted and is from a trusted source before opening the file. Do you want to open the file now?

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

Department: 001100 - Executive Vice President

Subscriber Summary For Acct: 001100

Subscriber Subscriber 1D Total MRC occ Toll Local Tax
Jones, Janet 1086687 15.96 18.5 0 146 0 0
Fax, KHMC 215 4557506 11.5 115 0 0 0 ']
Organization 7431483 17.25 17.25 ) o ) )
Smith, Nicole 9736918 2114 18.5 ) 2.64 ) )
Total (4) 69.85 65.75 ") 4.1 ") o

Account Summary For Acct: 001100

Charge Category SubCode Duration Count Charge
Toll 55410 41:00:00 7 4.1
MRC 55400 4 65.75
Total (2) 41:00:00 69.85

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 ®ym, follow the instructions on p. 1 of this document
to login.

2. Clickéreportst on the horizontal navigation bar near the top right corner of ehiedow.

3./ fA0] 2y (o GAGESR &!yFfearas

92- PAETEC PINNACLE Communications Management Suite

COMMUNICATIONS

¥ JEFARTHENT FORTAL

reports maintenance home help

Dept Usage Call Uzage iz Directory

[ Analysis Reporting

**% Analysis report page ¥¥*
customize your message
An example

This report will analyze inveoiced charges owver sewveral inveice periods

Run Analysiz

Report selection criteria

Department: |Se|ect a Department... j #+  Output Method IHTIVIL 'l

4. Sel ect Acriteriao from options provided:

a. Departmentselect frompull down menu options

o

Output Method: select from pull down menu op{onfxcel, HTML, or PDF

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

July 2008
Tu We Th Fr
20| 30 2| 3| 4| 5
6| 7| 8| 9| 10| 11) 12
(| | 22] 14| 15| 16| 17| 18| 19
20| 21| 22| 23| 24| 25| 26
27| 28| 29| 30| 31| 1| 2
DATES:
From & To:

d. Select call usage types. Note that there is option to stlestage call types.
See illustration on next page.
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PINNACLE Communications Management Suite

P DEFARTHENT FORTAL

reports maintenance home help Io

Dept Usage Directory

Q Analysis Reporting

**% Analysis report page $5 %

customize your message

An example

This report will analyze inveiced charges over several invoice perieds

Run Analysis

Report selection criteria

Department |001100-Executive Vice President j * Output Method IExcel 'l
Billing Date Range:
From: [1-Jun-2007 T« To: [12-Feb-2009 il
Charge Types: * Usage Call Types:
W Usage 900 Access ﬂ |
| Recurring 911 Access

. [ select Al
Calling Card
¥ one-Time Charges
hd

Select all usage call types

o
@)
o
=~
o
S
>

Run Analysis: o

PINNACLE Communications Management Suite

P DEFARTHENT FORTAL

reports maintenance home help I

Dept Usage Call Usige Analysis Directory

a Analysis Replorting

*** Analysis repyfrt page ***
customize your
An example

This report vjifl analyze invoiced charges over several invoice periods
l
< Run Analysis

Report selection criteria

Department |001100-Executive Vice President j * Output Method IExcel 'l
Billing Date Range:
From: [1-Jun-2007 T« To: [12-Feb-2009 il
Charge Types: * Usage Call Types:
¥ Usage 900 Access i’ |

¥ one-Time Charges

A
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6. Select & check below the pertinent criteria in terms of individual for running the
analysis

03 Analysis Summary

*** Analysis summary report page ¥¥%
customize your message
e —

This report will analyze inveiced charges over several invoice periods
| [Department |Subscriber |

001100-Executive Vice President Foster, Kerry

001100-Executive Vice President Fax, KHMC 215

Dept. Summary, Executive Vice

001100-Executive Vice President United Way, EPEN 117

-
r
I_ 001100-Executive Vice President
r
r

001100-Executive Vice President Dobb, Lindz

=ck/Unchack All

on ARuUNO

8. Next screerif selectingALL : Check designated box (option tégg forcheck/uncheck
all) ----select the row desired for analysis:
/

£ Analysis Summary

**% Analysis summary repert page **¥

customize your message
An example

This report will analyze invoiced charges over sey#fal invoice perieds

- Department

001100-Executive Vice pfesident Foster, Kerry

001100-Executivefice President Fax, KHMC 215

Dept. Summary, Executive Vice

00110)Executive Vice President United Way, EPPN 117

r
-
I_ 001100-Exepdtive Vice President
-
r

008% 00-Executive Vice President Dabb, Linda

9. CIl i ck/ on ARuUunNoO

£ Analysis Summary

*** pnalysis summary repyfrt page **¥

customize your message
An example

This report will analyzefinvoiced charges over several invoice perieds

- Deparkmeat

I_ 00110f-Executive Vice President Foster, Kerry

I_ 001 }00-Executive Vice President Fax, KHMC 215

I_ 004 100-Executive Vice President Dept. Summary, Executive Vice
o 7/01100-Executive Vice President United Way, EPPN 117

| 001100-Executive Vice President Daobb, Linda

7 Zheck/uncheck all
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10.When, prompted with the following screefick on the Execute Report tab.
e

9 Analysis Selection Criteria

*** mnalysis report criteria page ¥¥%
customize your message
An example

This report will analyze invoiced charges aver several invoice period

Report selection criteria

clude One-Time Charges: Yes
Call Types: @
Subscriber ID=: 1086687, 0736018

< Execute Report )
e

11.A file downl oad dialog gemx wi | | be display
F

Do you want to open or save this file?

@ Mame: analysis.xls
[HL

Type: Microsoft Office Excel 87-2003 Worksheet, 25.2 KB
From: pinnade.bgsu.edu

Con D s |

W Aways ask before opening this type of file

ham your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialhy
save this file. What's the righ?

12.When you see thwarning message, clié¥esoto openthe Excel file.

Il Microsoft Office Excel |
L] The file you are trying to open, 'analysis.report.pshtml, is in a different format than specdified by the file extension. Verify that the file is not corrupted
. and is from a trusted source before opening the file. Do you want to open the file now?

End result: A REPORT IS CREATED BASED UPON SELECTED CRITERIA .



Instructions for Department Contacts to AccesS elephone Billing Information

C. CALL USAGE i Report provides details on call usage by connection date

1.

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

Clickdreportst on the horizontal navigation bar near the top right corner of tiedow.

SelectCall Usagdaah

C2 PAETEC PINNACLE Communications Management Suite

_A COMMUNICATIC NS
b DEPARTHENT PORTAL

reports maintenance home help o

Dept Usage Call Usage Analysis Directory

a Call Usage Report

*** Call usage report page ¥**
customize your message

An example
This report will provide details on call usage by connection date

Tall =
call Type=:|Local [ Select AN :spee:ctrb or <shift> left click to select multiple call
International LI

Stare Dat=: [01-20-2009 =) End Date: [02-20-2009 =)

Run Summary

Select Call Types

Fields marked with * are requirad.

Specify criteria for genetiag summary: a) Call Types b)Start Dates c)Select All
d)End Dates

PINNACLE Communications Managerient Suite

b DEPARTHENT PORTAL

reports maintenance home help o

Dept Usage Call Usage Analysis Tirectory

a Call Usage Report

*** Call usage report page ¥**
customize your message

An example
This report will provide details on call usage by connection df

Run Summary

Select Call Types

Use <cME or <shift= left click to select multiple call

Call Types:|Local [ select Al types.

International hd|
01-20-2009

[ £nd Date: 02202009 R <[

Start Date

Fields marked with * are requirad.







