
 

Viewing and Printing Pinnacle Reports 
 

Viewing Summary Reports and Detail Reports in PDF and Excel Formats 
 

• Section One:  Subscriber Summary – PDF 

• Section Two:  Subscriber Detail – PDF 

• Section Three:  Subscriber Summary – Excel 

• Section Four:  Subscriber Detail – Excel 

 
Section One:   Subscriber Summary – PDF 

 

Using the PDF option is a good way to view and print a hard copy of your telecom report.  

Once you are logged into Pinnacle, and have clicked on Reports, follow these steps to 

view and print a subscriber summary report. 

 

 a.  Select the Account you would like to view using the drop down list. 

 b.  Select PDF as the Output Method. 

c.  Click on the Billing Date to view the report.   You may be prompted to save 

the file.    If so, select Save, and then choose a file name and location to save the 

file.  Then, click Open. 

 

 
 

 

d.  An Adobe report will appear. 

e.  Click on Print to print the report. 

f.   When you are done, close the Adobe report. 



Section Two:   Subscriber Detail – PDF 

 

This section describes how to view and print a report to see all of the telephone charges 

from one subscriber.   

 

a.  Select the Account you would like to view using the drop down list. 

b.  Select HTML as the Output Method. 

c.  Click on the Billing Date to view the report.    

 

 
 



d.  Select PDF as the Output Method in the lower window 

e.  Use the scroll bar on the right-hand side of the lower half to select a subscriber 

from the list.   Click on the Subscriber’s name to view the report.  You may be 

prompted to save the file.    If so, select Save, and then choose a file name and 

location to save the file.  Then, click Open. 

 

  

 
 

 

f.  An Adobe report will appear. 

g.  Click on Print to print the report. 

h.  When you are done, close the Adobe report. 



Section Three:  Subscriber Summary – Excel 

 

This section describes how to view and print reports using Microsoft Excel.  This is the 

best method to use if you want to analyze your call detail records because you will be 

able to sort the data and calculate subtotals, etc.   This may not be the best option for 

printing because some cells will contain strings of numbers which do not fit in the cell.  

Therefore, your printed report might have some fields with errors. 

 

a.  Select the Account you would like to view using the drop down list. 

b.  Select Excel as the Output Method. 

c.  Click on the Billing Date to view the report.   You may be prompted to save 

the file.    If so, select Save, and then choose a file name and location to save the 

file.  Then, click Open. 

 

 

 

 
 

 

d.  An Excel report will appear. 

e.  Click on Print to print the report. 

f.   When you are done, close the Excel window. 



Section Four:  Subscriber Detail – Excel 

 

a.  Select the Department you would like to view using the drop down list. 

b.  Select HTML as the Output Method. 

c.  Click on the Billing Date to view the report.    

 

 
 

 



d.  Select Excel as the Output Method in the lower window 

e.  Use the scroll bar on the right-hand side of the lower half to select a subscriber 

from the list.   Click on the Subscriber’s name to view the report.  You may be 

prompted to save the file.    If so, select Save, and then choose a file name and 

location to save the file.  Then, click Open. 

 

 
 

 

f.  An Adobe report will appear. 

g.  Click on Print to print the report. 

h.  When you are done, close the Adobe report. 

 

 

 

 


