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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. 
 

                
 

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

                     

   
 

  

http://www.uakron.edu/
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5. ±ŜǊƛŦȅ ǘƘŜ άCƛƭǘŜǊ ōȅ tǳōƭƛŎŀǘƛƻƴ ǘƛǘƭŜέ ƛǎ ǎŜǘ ǘƻ All.   The list of available reports 
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. 

 
 
   
 
 

                

    
 

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

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

  - click this icon to set paramaters and run the report. 
 

 

  

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

1. There are two methods to run a report: 

 Click the  icon beside the report name. 

 Click in the row of the desired Report Title. 
 

 
 

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

 Output Format:  Defaults to άAdobe PDFέ.  This can be changed to MS 
Excel by clicking the drop down arrow and selecting the appropriate 
format.  However, Adobe PDF is the recommended format. 

 Email notification: Defaults to άNot for this oneέ.  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. 
 

 

            
 
  

Click anywhere in the 

row to run the report. 

Adobe PDF is the 
recommended format. 
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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. 
 

           
 

4. After selecting the Search button the Select Speedtype page displays.   

 To view all speedtypes for which you have security access:  Leave the 
fields blank and click the Search button. 

 To view specific speedtypes:  Enter the speedtype, or part of the 
speedtype number (i.e. 200) in the Speedtype field and click Search. 
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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. 
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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.  

        
 

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. 

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

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

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

 

 
 

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.    
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Sample Report 
 

 
 
Figure 1 Page 1 of Report 

 

 
 
Figure 2 Summary by Subscriber page 

 

 
Figure 3 Summary by Account 

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

Software Training 
Jones, David 
Doe, John 
Williams, Joe 
Simmons, Suzie 
Frank, Macy 
Thomas, Nancy 

330-972-0001 
330-972-0002 
330-972-0003 
330-972-0004 
330-972-0005 
330-972-0006 
330-972-0007 

MRC = Monthly 
Recurring charges 

OCC = One Time charge 
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Figure 4 Detail Page 

  

3309720001 

 

3309720001 

 

3309772123 

 

3309720001 
3309720001 

3308751234   
3304943333 

Djones                        Jones, Dave 

3309720002 

3309720002 

 

8001234567 

 

3309720001 
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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.   

 
 
 
 

 
              

 
 

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

3. If the file is 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:  
 

 Click the report name next to the  icon.   

 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. 

 

                          

NOTE:  An animated report icon indicates the report is currently 
running.  Click the Refresh Listing link to monitor the progress of 
the report. 
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 If you select Open you may receive the warning message displayed 
below.  This is simply a warning ς click the Yes button to continue and the 
file will open in Microsoft Excel. 
 

              
 

 If you select Save you will prompted to specify the location and name of 
the file ς 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. As an alternative to viewing the reports, the report can be saved to another 

location by following the steps listed below: 

 Right-click over the report name and select {ŀǾŜ ¢ŀǊƎŜǘ !ǎΧ   

 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. 
 
 
 
 
 

5. When finished, be sure to click the Logout button to log out of the system. 
 

                                                 
 

 

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.   


