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How to Run the ITS Monthly Billing Report (PDF) 
ITS_Bill_02 Detail PDF 

 
To view billing reports and services from the Order IT web site, one must be a 
Department Contact and have been given authority by IT Services to view the monthly 
billing statements online.  If you are not a Department Contact, you must ask your 
Department Contact to pull these reports for you.   
 
There are many reports you can run, but we are going to focus on the report that will 
display the billing detail for the latest billing month.  The report title is ‘ITS_Bill_02 
Detail PDF’ report.  

 
 
To view the monthly billing charges for a specific cost center: 

1. You must know what cost center you want the charge detail for 
2. You must have requested authority from the ITS Service Desk to access the cost 

center. 
3. Open a Web browser and enter http://orderit.stanford.edu 
4. Click ‘Client Reports’ at the menu at the top right of the window 
5. Click on report  ‘ITS _Bill_02’ Detail PDF’  report 
6. A lower pane will appear with tabs, the RUN tab should be bold 

 
 
7. At the ‘RUN’ tab, click the search button 
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8. A search pop-up window will open 

 
 
9. In the ‘Account Number’ field, enter the cost center account number (i.e., 

HH87120 or C087221)  Leave the Description field blank. 
10. Click the search button.  If no result, you do not have authority to view the cost 

center specified.  Please submit a HelpSU requesting view access to the cost 
center. 

11. If you get a result of more than one, click in the checkbox to the left of the cost 
center you want to pull the report for. 

12. Click the Apply button.   
13. Once you click the ‘Apply’ button you will be returned to the window. 

 
 
14. To email the report to yourself, select your email address from the pull-down    
menu.  This is optional and not required. 
14. Click the ‘RUN’ button at the bottom of window. 
15. Your report will either open up automatically or you will need to click on the 

report to open it from the output tab. 
16. This is what your report will look like.  The information provided is:   

a. Subscriber (department or individual) 
b. Type of Charge:  MRC (monthly recurring charge) or OCC (Other charges 

and credits) 



 

 Page 3 of 3 

c. Billing code (internal to IT Services) 
d. Description of Service provided 
e. Service Location (Jack number).  Only provided on services that require a 

location to deliver the service. 
f. Service Number 
g. Quantity 
h. Rate 
i. Total Charge 

 

 
 
 
 


