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Accessing Telephone Reports

1. Login to ZipLine by clicking the link on the U of A home page
(http://www.uakron.edu).

2. Click the Faculty/Staff tab.

3. Click the Departmental Services link located under the Telecommunications
Services heading.

Telecommunication Services

-/ Jlecommunications
{ F‘r‘ni‘rr CAMPUS CONNECTIVITY

Departmental Services

Review summary and detail o ices provided within

4. The Welcome page appears. Click the My Reports link located in the upper right
corner of the page.

P

Susan McKibben: Departmental Services Wuut

Welcome Susan McKibben!

Use the menus across the top to access the various functions available ta you,

Be sure to log off when you are finished to prevent someone else from accessing your sensitive information.
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5. +SNATFe (GKS aCAf (S NI aeThelistad dvdilable raphred v
will be displayed. In the example below there are two reports available:

All Speedtypes which returns data on all speedtypes for which you have
access.

Select Speedtypes which allows you to select from a list of speedtypes
for which you have access.

NOTE: You will have the ability to see and print whatever level of
speedtypes you have access to in PeopleSoft Financials.

Susan McKibben: Departmental Services

Reporting

Use filtering options to obtain desired report list. Select the report you would like to work with by clicking on the row it is in ar f;
the desired function. To run the repart, click on the "Run" tab. To wark with schedules of the report, click an the "

Filter by Publication Title contains:

Show Captured Reports: D
Delete Captured Report(z)

@ @ Akron Bill Reaport - Selact Spaadtypes This report allows to user to select from a list of speedtypes that

Outputs

Q My Department Portal Reports

he "Run Immet
ab. To view outputs, click an the £

Filter by Publication Title: | All

tured Reports: D

Description

This report will return data on all speedtypes the departme
has access to.

they have access to.

6. Notice there are two icons beside each report title.

o B -indicates reports already exist. Click the icon to view the existing
reports.

. H. click this icon to set paramaters and run the report.
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Running a Report

1. There are two methods to run a report:

e Click the £ icon beside the report name. Click anywhere in the
e Click in the row of the desired Report Title. row to run the report.
-- Report title =
@ Akron Bill Report - All Speedtypes

% 5 Akron Bill Report - Select Speedtypes

2. The Report Execution Parameters are displayed at the bottom of the screen.
From here you can specify the following parameters:

e Output Format: Defaults to 6Adobe PDE This can be changed to MS
Exceby clicking the drop down arrow and selecting the appropriate
format. However, Adobe PDF is the recommended format.

e Email notification: Defaults to dNot for this oneé. Email notification is
NOT being used and therefore, is not operational.

¢ Billing Date: Select the appropriate billing date from the drop down list.

Click the Run button.

Run Capture Qutputs AdObe PDF |S the
recommended format.

Q Report Execution Parameters

Enter the report parameters below. Click the "Run” button to execute the repor

Execution Parameters

Report I§gle:
Select the output format: | Adobe PDF +
B Email notification: | Mot for this one '

Billing Date: |SelectDate

Fields marked with * are required.

Run
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3. OPTIONAL - Depending upon the report selected, you may have additional
criteria to select, such as the account you wish to report on. If this is the case,
click the Search button to select the account.

Report Title:
Select the output format: | Adobe PDF +
b Email notification: | Ngt for this one w

Billing Date: | SelectDate

LY

Speedtype:

Click Se3 speedtype numbers

4. After selecting the Search button the Select Speedtype page displays.
e To view all speedtypes for which you have security access: Leave the
fields blank and click the Search button.
e To view specific speedtypes: Enter the speedtype, or part of the
speedtype number (i.e. 200) in the Speedtype field and click Search.

L3 Select Speedtype

Enter search criteria in either or both boxes and press the "Search” button.

Criteria are used in an "OR" relationship. Mo criteria permits you to view all entries.

Mo more than 200 entries will be returned for any search.

Use checkboxes to select wvalue(s) to return to the report parameter and press the "Apply" button.

Speedtype:
Speedtype Description:
|__|Speedtype ___________________|Speedtype Description |
[
[ check/uncheck All
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5. Click inside the box for those speedtypes you wish to report on. A checkmark
will appear. To uncheck a speedtype simply click the checkbox once again.

6. Click the Apply button.

Q Select Speedtype

Enter search criteria in either or both boxes and press the "Search” button.

Criteria are used in an "OR" relationship. No criteria permits you to view all entries.

No more than 200 entries will be returned for any search.

Use checkboxes to select value(s) to return to the report parameter and press the "Apply" button.

Speedtype:

Speedtype Description:

_ Speedtype Speedtype Description

*all Speedtypes® All Speedtypes
200261 Electronic Repair
200267 IP Distance Learning

200274 Distance Learn-Infrastructure

200704 Software Training Svcs

B EOANOOO

200706 Computer Based Assess. B Eval.

L Dasign Services

O 200709 Dir Learn Tech& Schirf/Learn Sv
O 200723 Distributed Learning

O 200724 Software License-UA

D 200725 Instr Tech Learn Supt/Post Sec
O 204002 Multimed Learn Tec/New Mead Ct
D 204911 IDC Distr-Learning Tech & Scho
D 204963 IDC Distr - Hirschbuhl

D 204967 IDC Distr - Varonis

D 204987 IDC Distr - Allen Stephen

O 204988 IDC Distr - Collins Christoph

O 309845 Placement Testing Fees

O 309902 Multimedia Services

I:‘ 532457 OE-R215K020121 Ex.Har Inactive
I:‘ 932463 OE-P116Z0403217 Ex.Har Inactive
I:‘ 532468 OE-P116Z050256 - Varonis

O 533968 OneClevaland - Varonis/Tabatch
I:‘ 534275 05U Res Fdn/ODE (AdLIT) Varoni
D 639347 OACHE-Start up program

[] check/Uncheck All
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7. The Report Execution Parameters page returns with the speedtypes listed. Click

the Run button to submit the report. Please note that you may need to scroll
down to view the Run button.

Execution Parameters

Report Title:
Select the output format: | Adobe PDF
B Email netificatien: | Not for this one i
Billing Dat=: | 01-Feb-2008 +

200704 S
200706
Speedtype:

o (o]

Click Search to add spesdtype numbers
d with * are required,

8. The Outputs page is displayed. On this page you will see any existing reports in
addition to the recently submitted report. The reports are listed from oldest to
most recent. Therefore, the most recent report will appear at the bottom of the
list.

e An Adobe PDF icon T next to the report indicates the report has
completed and a PDF version of the report exists.

o AnExcel icon ¥ next to the report indicates the report has completed
and an Excel file exists with the report data.

e Ananimated report icon indicates the report is still running. Click the
Refresh Listing link to update the page and check the status of the report.

g Saved Department Portal Report Outputs

To open a report, click on the Report Title below, or right-click on it and select "Sawe Target &s", to download and save it to your computer. Animated report icons i
update this page and moniter the report progress. To delete reports, select the checkbox next to the title and click the "Delete Selected Report(s)" link.

Delete Selected Report(z){ Refresh Listing
| [ReportTitle

D ﬁ Akron Bill Report - Select Speadtypes 03/18/08 02:22 PM
D ﬁ Akron Bill Report - Select Speeadtypes 03/18/08 02:28 PM
D @ Akron Bill Report - Select Speadtypes

03/18/08 02:29 PM

[ check/uncheck Al

S

9. Once the report has finished running (indicated by the® or # icon next to the

report name) click the report name to view the report. A sample PDF report is
provided on the following pages.
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10. All reports are saved indefinitely. Therefore, you will want to periodically delete
old reports by selecting the checkbox next to the report and clicking the Delete

Selected Report link.

L saved Department Portal Report Outputs
To open a report click on the Report Title below, or right-click on it and select "Sawve Target As", to download and save it to your computer, Animated report icons i

monitor the report progress, To delete reports, select the checkbox next to the title and click the "Delete Selected Report{s)" link.

03/18/08 02:22 PM

J Refresh Listing

Delete Selected Report(s,

03/18/08 02:28 PM

@ Akron Bill Report - Select Speedtypes
02/18/08 02:29 PM

@ Akron Bill Report - Select Speedtypes

@ Akron Bill Report - Select Speedtypes

D Checlky/Unchecl: All
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Sample Report

1
- :[flc - ’
of & CISIty
I
Billing Diate: 02/01/2008

Softy

Figure 1 Page 1 of Report

e Training Sves

Account Statement

Do not be concerned if the zip is
incorrect ¢ this is not used for anything.

Summary By Subscriber

MRC = Monthly
Recurring charges

OCC = One Time charge

\ /
MRC oCC Total

Subscriber Service Mumber Local Tall
Software Training 330-972-0001 423 52 S3.0o 0.00 B2.45
Jones, David 330-972-0002 1.40 278 35.00 0.00 30.18
Doe, John 330-972-0003 0.00 0.00 35.00 0.00 35.00
Williams, Joe 068 0.00 35.00 0.00 35.06
. ’ . 72- 4
Simmons, Suzie 238372_8885 o.os 0.00 23.00 0.00 33.08
Frank, Macy 0.00 0.38 28.00 0.00 2B.36
330-972-0006
Thomas, Nancy 330972:0007 0.00 0.00 35.00 0,00 35.00
Totals 6.67 8.37 254.00 0.00 269.04
Figure 2 Summary by Subscriber page
Summary By Account
Account Category Charge
8301 Tall 38.37
6201 Taoll Free 30.00
8303 Loca 36.87
6305 MRC 525400
$269.04

Figure 3 Summary by Account
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| Subscriber: A4TSE002 Departmental Use

Subscriber Total:

$61.44 |

| service: Vaice 3309720001

Service Total:

$33.00 |

Recurring (MRC], One Time (OCC), & Other Charges

Type Deserption Bl Motz aty Rate Charge
MRC EigitaIJ;inE- - 7406 T-4003 1 B33.00 33.00
T
Usage Detail Charges
DateTime Duralionihing) Fram Number Ta Number To Place Call Type Charge
01130008 14:37:00 T 3309720001 3309772123 AKROM, OH Loca $0.08
$0.08
Service: Voice 3309720001 Service Total: $28.00
Recurring (MRC], One Tima (OCC], & Other Charges
Typ= Descrption Bill Mote oty Rate Charge
MRC Anazlog Line 1 F28.00 $2B.00
$28.00
Usage Detail Charges
DateTime Duration{king) From Mumber  Ta Mumber To Place Call Type Charge
nE e R HRE T o o T
$0.36
Subscriber:  Diones Jones, Dave Subscriber Total: $35.00 |
[ service: Voice 3309720002 Service Total: $35.00 |
Recurring (MRC], One Time (OCC), & Other Charges
Type Destnption Bl Mot oty Rate Change
MRC 2420 Digital Line T-61738 1 53300 $33.00
MRC Vioioe Mail Wikessage Manager T-61738 1 200 2.00
T
Usage Detail Charges
DateTime Durationking) Fram Number Ta Number To Place Call Type Change
011108 10:18:00 10 3309720002 8001234567 Toll Free Toll Fres

Figure 4 Detail Page
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Viewing Reports

1. If necessary, click the Outputs tab to switch to the output listing. All of the
completed reports are listed.

NOTE: An animated report icon indicates the report is currently
running. Click the Refresh Listing link to monitor the progress of
the report.

Susan McKibben: Departmental

1‘ Outputs

B Saved Department Portal Report Outputs

Delete Selected F‘.epurt(s}| Refresh Listing

#* To open a report, click on the Report Title below, or right-click on it and select "Save Target As", to download and save it to your computer. Animated re
Listing", to update this page and monitor the report progress. To delete reports, select the checkbox next to the title and click the "Delete Selected Reg

| [Report Title
D @ Akron Bill Report - Select Speedtypes 03/18/08 02:22 PM
] .@ Akron Bill Report - All Speedtypes 03/18/08 02:28 PM
D E Akron Bill Report - All Speeditypes 02/18/08 02:28 PM
D E Akron Bill Report - Select Speedtypes 02/18/08 02:28 PM
D @ Akron Bill Report - Select Speedtypes 02/18/08 02:29 PM

[ check/uncheck &l

2. To view the report click on the report name you wish to view.

3. If thefileis in PDF format it will automatically open in the PDF viewer. If the
report is in Excel format there are a number of steps to follow to view the
report:

o Click the report name next to the %] icon.

e You will be prompted to Open or Save the file. If you wish to Save the file
to another location, click the Save button. To open the file, click the
Open button.

r x|

Do you want to open or save this file?

Ig j Mame: rpexport-902.xls
EHl

Type: Microsoft Office Excel 57-2003 Worksheet, 0.99MB
From: www.paetecasp.com

Open ] [ Save ] [ Cancel

AMlways ask before opening this type of file

I I While files from the Intemet can b%e{ul. some files can potentialy
d ham your computer. f you do not trust the source, do not open or
= save this file. What's the risk?
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If you select Open you may receive the warning message displayed

below. This is simply a warning ¢ click the Yes button to continue and the
file will open in Microsoft Excel.

5

x|

The file you are trying to open, 'pinncr.download. pshiml', is in a different format than spedfied 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?

Yes | Mo |

s

If you select Save you will prompted to specify the location and name of
the file ¢ be sure you save the file in a location you can easily find and to

provide a meaningful filename. Once saved, you will be prompted to open
the file if you wish.

4. Asan alternative to viewing the reports, the report can be saved to another
location by following the steps listed below:

e Right-click over the report name andselect{ S ¢ NBSG ! aXx

When prompted, select an appropriate folder and file name to save the
file. Click the Save button.

Click the Open button once the file has been downloaded to view the file.

NOTE: Saving the file to another location will not change the format of the file.
Therefore, if the file was initially created as an Adobe PDF file it will be saved

as a PDF file.
5. When finished, be sure to click the Logout button to log out of the system.
P~
my rep-orts! logout ’
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