Getting Started with Pinnacle Reports:

How to view your telecommunications chargeback report

Step One: Logging in through Campus Connection

a. Log into Campus Connection at https://campusconnect.depaul.edu,
b. Select For Employees,

c. Select Reports,

d. Select Telecommunications.
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e. You will be automatically directed to the Communications Management
system
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Step Two: Viewing your Reports

a. To get started, Click on “Reports”

b. Use the account drop-down list to select an account. ***Please note that you
can narrow the list of accounts by selecting the last item in the drop-down called
“All my accounts”. This will display only the accounts with telecom charges.

c. Select an account from the list of accounts or from the drop-down list.
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d. Click on the Billing Date to view the subscriber summary report
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e. Use the scroll bar at the right hand side of the lower window to view the
charges for each subscriber. In the lower half of the screen, scroll to the bottom to
view the account summary information.
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f. Click on a subscriber’s name to view the call detail report. The detailed report
will display as a pop up window. Use the scroll bar to view the detail list, and
scroll to the end of the page to view the summary information for that subscriber.
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g. When you are done, close the detail report window by clicking on the X in the
upper right hand side of the window.
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Step Three: Logging Out
It is important to log out of the Pinnacle system once you are ready to end your session.
To logout, click on logout.
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