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Viewing Reports by Selecting Different Call Types 
 
 
• Section One:  Select a Particular Call Type 
• Section Two:  Select Call Types 

 
The Call Usage reports will be helpful for departmental budget managers who need to 
view specific call information, including in-coming calls.  If you need to run a report to 
see your In-coming call data, follow the steps below for the call-type “Incoming”. 
 
 
Section One:   Select a Particular Call Type 
 
To view one particular type of call, select the Toll, Local, International, or In-coming 
from the in Call Types list.  Or, use the Select All checkbox to select all call types. 
 

 
 



Use the Calendar icons next to the Start Date and End Date fields to adjust the date range 
for your report.  Then, click on “Run Summary” 
 

 
 
You will see the call usage report for that date range for all of the accounts you have 
access to.   Select an account to view the call usage report. 
 

 
 



In the lower window, select the subscriber’s name. 
 

 
 
 
A new window will appear which will contain the call detailed report based on the call 
type that you have selected.  To print the report, click on the printer icon (The green 
arrow). 
 

 
 
 


