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Accessing Your Networking and Telecommunications Invoice

@ Supported Browsers: Google Chrome, Mozilla Firefox, and Internet Explorer.
Not Supported: Microsoft Edge, Safari.

1. Access the login page by going to http://TelecomInvoices.missouristate.edu or by clicking here.

2. Enter your BearPass Login and Password in the appropriate spaces and click [Log in].

Y] Bear Pass Login - Missou X

& C 1 | & Secure | https://cas.missouristate.edu,/cas/login?servic

= Missouri State.

abc123

Need help?

Policies and terms

Get an account

If you have trouble logging in contact Networking and Telecommunications.
Phone: 417-836-5100
Email: Telecommunications@MissouriState.edu.



http://telecominvoices.missouristate.edu/
https://cas.missouristate.edu/cas/login?service=https://marconi.missouristate.edu:4443/pls/pinnacle/cas1
mailto:Telecommunications@MissouriState.edu

View Fund-Organization-Program (FOP) Accounts

1. Ifthe budget number you want to view is a FOP, click the blue circle in the top-right corner and select
[Account Manager - FOP View Reports] from the pop-out menu.
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2. Rollover the left menu icons, then select [Account Billing Reports] to expand the sub-menu.
Then click on [Account Billing].
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Account Manager - FOP View Reports Home Home Account Manager - FOP View Reports Home Home

Reports Account Billing
Dashboards




3. Inthe [Account Billing] section, click the blue [Search] button to view all invoices that are available.

You can enter or select a specific Billing Date and /or Account Number to narrow your search. Use the
% sign as a wildcard to expand your search.
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Account B||||ng Saved Search v Clear Manage Save
Quick Search =
Billing Date (=] Tl - o)
Account Number (= Account Name (=)

To clear search criteria click the Clear option located to the right of the Saved Search box.
You can save frequently used searches for future use.

View Bill Details
1. To view areport, click on the Billing Date hyperlink.

Typically the bill date will be the last day of the month, however, there are instances where this does not
apply. For example, 27-0CT-2017 displays charges for October 2017, and an invoice 01-OCT-2017
displays charges for September 2017.

=R CRCEREINOY scorcn | crotc mitpic Account Beport

Account B||||ng Saved Search | All ¥ Clear Manage Save
Billing Date [=] T - csT(E)
Account Number = Account Name (=

1-48 Rows Per Page 50
Billing Date~  Account Number Account Name Amount
27-0CT-2017 41445
27-0CT-2017 719.34
27-0CT-2017 768.89

Bill Date Hyperlink




View Account Summary

The Account Summary section displays grand totals of all charges incurred for the month.

1. After navigating to the Billing Date Hyperlink, you are taken to the summary subtab.

Sf CALERO rinnacte

Account Manager - FOP View Reports Account Billing Reports Account Billing
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Account Summary

Billing Date 18-5EP-17 Account Number Account Name
Summary of Account Charges
Category « Total Amount  Total Records
Recurring Charges 41545 83
Usage 5023 436

Totals

Total Amount=  Total Records

465.68 519

2. To view a detailed invoice of all charges incurred, click the blue [View Report] button.
® © ENe

Account Summary

Billing Date 18-SEP-17 Account Number Account Name
Summary of Account Charges
Category « Total Amount  Total Records
Recurring Charges 41545 83
Usage 5023 436

Totals

Total Amount=  Total Records

465.68 519

3. You can choose to view only, save, or print the report using the available icons.

520Report%20Name%20Here.pdf ) d

[ Your Report Name Here. X




View Non-Usage Charges

The Non-Usage Charges section of a bill displays the details for billed services and equipment.

1. To view the Non-Usage Charges, rollover [Account Billing], then click [Non-Usage Charges] from
the pop-out menu.
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Summary

Dashboards
Usage Charges

Reports

Rows Per Pag

Charge Code Description

2. Click the blue [Search] button or enter specific search criteria in the fields provided.
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Account Manager - FOP View Reports Account Billing Reports Account Billing Non-Usage Charges
CEEEE o]
NQn-Usage Charges Saved Search | All ¥ Clear Manage Save
Billing Date 27-0CT-2017 Account Number Account Name
Quick Search =
Charge Category = |zll) m Service Number [
d
Subscriber ID (=) First Name [ Last Narne (=)
VA 1- 50 = Rowis Per Page| 501
L
Charge Category - Charge Code Description Amount Quantity Total Service Number Location
One Time Charges 9116 5116 Aastra CallerlD Analog Phone 4200 1 4200 CHEK
Cne Time Charges  EQUIP_CHARGE 2410 Digital Phone 2750 1 250 CHEK
One Time Charges EQUIP_CHARGE 2420 Digital Phone 120.00 1 3.00 BLSH
One Time Charges EQUIP_CHARGE 5116 Aastra CallerlD Analog Phone 15.00 1 1.00



View Usage Charges
The Usage Charges section of a bill displays a detailed list of long distance charges.

1. To view the Usage Charges, rollover [Account Billing], then click [Usage Charges] from the menu.
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Account Manager - FOP View Reports Account Billing Reports
B & 5
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Summary

Dashboards Non-Usage Charges

2. Click the blue [Search] button or enter specific search criteria in the fields provided.

OOE B & =

Usage Cha rges Saved Search |All ¥ Clear Manage Save
Billing Date 27-0CT-2017 Account Number Account Name NETWORKING AND TELECOM
Quick Search =
Usage Subtype =] {al) [N service Number [ |
Subscriber ID (= First Name [ Last Name (=
NO DATA FOUND.

DO NOT use the browser’s back arrow to navigate to previous screens, this will cause youm
screen to lock up. Use the breadcrumb to navigate to a previous screen in the application, or
click on the tab that you want to access.

In the example below, breadcrumb back to Account Billing by clicking the word Account Billing
in the string Account Billing > NETWORKING AND TELECOM > Usage Charges or simply click
the Account Billing section of the left-side menu.

Account Manager - FOP View Reports Account Billing Reports Account Billing NETWORKING AND TELECOM Usage Charges
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Create Interactive Reports
The Interactive Reports feature allows you to create customized reports that you can save to a .CSV file for use
in other desktop software.

1. Click the Interactive Reports icon (see below) to open the reports wizard which will help you select
how to format and choose information for your customized report.

Account Manager - FOP View Reports Account Billing Reports Account Billing NETWORKING AND TELECOM Usage Charg

=

Create Consolidated Multiple FOP Invoices

This function is used to generate a consolidated report of multiple accounts invoices.

1. In the Account Billing section, click the small checkbox to the left of the Billing Date for each invoice
that you want to appear in a single report.
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Account Manager - FOP View Reports Account Billing Reports Account Billing
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] ) CJ*) (& @ Create Multiple Account Report
Account B||||ng Saved Search | All ¥ Clear Manage Save
Quick Search =
Billing Date (=) @ - o @
Account Number (=] Account Name (=]
1-48 Rows Per Page 50)
p—
Billing Date~  Account Number Account Name Amgunt
| Q 27-0C7-2017 41445
ﬁ v | 2zz-0cT-2017 71924
27-0CT-2017 768.89
« B 27-0CT-2017 270.81
27-0CT-2017 21834
—

2. Click the blue [Create Multiple Account Report] button on the icon bar to generate the report.
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3. A window will appear labeled Create Billprint_report. Enter whatever you want your report to be
named in the Report Output Name field as shown below. Click [OK] to save the report.

Create Billprint_report [?

Create report for multiple account bills

Only records that share the same
billing date can be consolidated.

Report Qutput Name [Enter your report name here
Show Subscriber Detail ¥

(o [ concel

4. To view the consolidated report, click the [Reports] menu and then click the [Outputs] option.

Account Billing Re... & @ @

Saved Search | T | Clear Mansge Save

Report Name (=) | | Show Hidden Only 5

1@ - @ RunBy [ | | show Shared outputs G

'®) All Reports '/ Completed '/Running '/ Failed
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Outputs Saved Search | v | Clear Msnsse ssue
Output Name [ | | Report Name [ | | Show Hidden only =
Run Date (=] | lesr@® - | '@ RunBy = | | Show Shared Outputs (=

Run Status (=] ® 4| Reports '/ Completed '-/Running '-'Failed

6. Click the hyperlinked name of the report to view it.

Outputs Saved Search | v | Clear Msnaze Ssve
Quick Search =
Output Name & | | Report Name [ | | Show Hidden Only G
Run Date (= | | - | =T @ RunBy & | | Show Shared Outputs G

Run Status =) ® 4 Reports '~/ Completed "~/Running '-'Failed

1-1 Rows Per F‘age
(= Output Name Report Name Run By  Run Date~ File Format Size(KB) LastAccessed LastAccessed By Retain Ung

|0 IEnterIour report name herel Account Bill - Multiple 05-FEB-2018 04:03PM PDF 0.0

1-1

2




View Vendor or Resale ‘M’ Accounts

1. Ifthe budget number you want to view is a nine character ‘M’ number, click the blue circle in the top-
right corner and select [Department Manager - Users] from the pop-out menu.

R CALERO rinnacie X
Department Manager - Users Home Home

Account Manager - FOP View Reports

I Department Manager - Users I

2. Click [Billing] in the left-side pop-out menu, then click [Department Billing].
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Department Manager - Users Home Home

Recurring Charges
One Time Charges

Dashboards

Reports

)

3. Click the blue [Search] button to view all invoices that are available.

You can enter or select a specific Billing Date and/or Account Number to narrow your search. Use the
% sign as a wildcard to expand your search.

Department Manager - Users Billing Department Billing

B & @ ( To clear the search criteri ,\
click the Clear option
Department Billing SavedSearch | ¥|  Cear Manace Save located to the right of the
@ Saved Search box. You can
Billing Date (=] =T@ - =T@) save frequently used
Department Number (& Department Name searches for future use.
Division =) [all) m \ )



View Departmental Bill Details
1. Toview areport, click on the Billing Date hyperlink.

Typically the bill date will be the last day of the month, however, there are instances where this does not
apply. For example, 27-0CT-2017 displays charges for October 2017, and an invoice 01-OCT-2017
displays charges for September 2017.

Depar‘tment B||||ng Saved Search |All ¥ Clear Manage Save

Quick Search =

Billing Date (=) TR - csT(E)

Department Number (=) Department Name (=)
Division (=) [(all] EA
1-6 Rows Per Page 50

Billing Date~ Department Number Department Name Division Code  Division Name Current Charges Due  Total Amount Due

30-5EP-2017 I M 601.58 601.58

Q1-5EP-2017 M 860077 800.77

0-AUG-2017 M 601.00 601.00

Bill Date Hyperlink
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Department Manager - Users Home Home

The Departmental Billing Summary section displays grand totals of
all charges incurred for the month.

Recurring Charges The Recurring Charges section displays a detailed list of all recurring
One Time Charges charges incurred for the month.

Dashboards

The One Time Charges section displays a detailed list of all one time
Reports charges incurred for the month.

i

/ DO NOT use the browser’s back arrow to navigate to previous screens, this will cause youm
screen to lock up. Use the breadcrumb to navigate to a previous screen in the application, or
click on the tab that you want to access.

in the string Account Billing > NETWORKING AND TELECOM > Usage Charges or simply click
the Account Billing section of the left-side menu.

Account Manager - FOP View Reports Account Billing Reports Account Billing NETWORKING AND TELECOM Usage Charges

@ In the example below, breadcrumb back to Account Billing by clicking the word Account Billing
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