How to Run ITS Monthly Billing Historical Reports
ITS_Bill 08 Detail PDF — Historical

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.

To run historical billing reports back two years, use the ‘ITS_Bill_08 Detail PDF —
Historical’ report.

Displays billing detail of non-usage data by org in Excel
format for latest billing month

Displays billing detail of usage data by org in Excel format
for latest billing month

=] ITS_Bill_0S Detail By Org (Non-Usage) Excel

ITS_Bill_06 Detail By Org (Usage) Excel

@ ITS_Bill_07 Summary PDF - Historical Displays billing summary for a month in last 24 months
- TS_Bill_08 Detail PDF - Historical Displays billing detail for a month in last 24 months
= [ ITS_Bill_09 Detail (Non-Usage) Excel - Displays billing detail of non-usage data in Excel format

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

1.
2.

Nk W

Y ou must know what cost center you want the charge detail for

You must have requested authority from the ITS Service Desk to access the cost
center.

Open a Web browser and enter http://orderit.stanford.edu

Click ‘Client Reports’ at the menu at the top right of the window

Click on report ‘ITS _Bill 08’ Detail PDF - Historical’ report

A lower pane will appear with tabs, the ‘Run’ tab should be bold. If not, click on
the ‘Run’ tab
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= ITS_Bill_01 Surnrnary PDF
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7. The ‘Report Execution Parameters’ (lower pane), select the Billing Date month

from the pull-down menu selection for the report you wish to view. Click the
‘Run’ button
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Q Report Execution Parameters

Enter the report parameters below. Click the "Run” button to execute the report,

Report Tltle:‘

Select the output format: | Adobe PDF v

B4 Ernail notification: | Nt for this one "‘

eilling Date (DD-MON-YYYY): | 24-SEP-2008 v =

Account Nurnber:

Fields marked with * are required.

8. The Select Account Number window will pop up.
aReporling Parameter: Search Popup - Microsoft Internet Explorer

Q Select Account Number

For University Departments, in the Account field, enter either:

e the full PTAD (Project-Task-Award-Org)
® just the Project number
® the % sign and an Award or Org number

For Stanford Hospital cost Centers, in the Account field, add the prefix “"HH" to the cost center. For LPCH, in
the Account field, add the prefix "C0" to the cost center. NOTE: No more than 75 entries will be returmed for
any search Use checkboxes to select the account or cost center and press the "Apply" button.

Step 9 Step 10
Account Number: ’ HH34814
Description: [ ] [ Search [ Apply ]
HHB84814---ZCAA TELECOMMUNICATIONS

Step 12

(Aerly ) S

9. In the ‘Account Number’ field, enter the cost center account number (i.e.,
HHS87120 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 ‘Report Execution
Parameters’ window.
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3 Report Execution Parameters

Enter the report parameters below. Click the "Run” button to sxecute the report,

Execution Parameters.

Report Titleil ‘

Select the output format: | Adobe PDF v

B4 Email notification: [Not for this one Q——
Billing Date (DD-MON-YYYY): | 24-SEP-2008 v =

Account Number:
Search

14. To email the report to yourself, select your email address from the pull-down
menu. This is optional and not required.
15. Click the ‘RUN’ button at the bottom of window.
16. Your report will either open up automatically or you will need to click on the
report to open it from the output tab.
17. 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)
c. Billing code (internal to IT Services)
Description of Service provided
Service Location (Jack number). Only provided on services that require a
location to deliver the service.
Service Number
Quantity
Rate
Total Charge

Fields marked with * are required.

(R )

o

=B o

Bliling Statement Detall

INFORMATION TECHNOLOGY SERVICES

Account Number:  HHB4B14-—-ZCAA

Bllling Date. September 24, 2008 ‘——

[ Expense code: _ss0a2 ITS Hospltal Charges |
On0 Time (0CC) & Othar Chargee
Subscder Name Type Eling Coce Descripticn Jack Senvice Nor oy Rate Crarge
EEEry BCC_ 3 INTERGR B e T on %
Stanford Hosphtal an OCC CARRIER CD SEPCE Rebll of Vendor Charges - BNT 1 $23815 23815
Suanford Hosphisl a0 OCC ENTINTERGR SEPCE integration Fee - BNT 1 $1000 $1000
Stantord Hosphsl an OCC CARRIER CD SEPCE Rebll of Vendor Charges - BNT 1 43128 $431.85
TELSCOMVUNICATONS  OCC  GELLINTERGR S=PCe et - SU negratin & Festoss 1 S1ac0 s100
TELECOMVUNICATONS  OCC WINGO-GSM ssroz Natumeuna 1 s1250 s10s
TELECOMMUNICATONS  OCC WINCOGSM ssroz Natumeuna 1 swmess s10438
TELECOMMUNICATIONS OCC WINCD-OTHER SEPCE Wireiess Otner Charpes & Fees 1 $sce $508
TELECOMMUNICATIONS OCC WINCD-OTHER SEPCE Wireless Otner Charpes & Fees 1 3242 5043
Stanford Hosphisl a0 OCC ENTINTERGR SEPCE integration Fee - BNT 1 $1000 $1000
Stantord Hosphal an OCC CARRIER CD SEPCE Retll of Vendor Charges - BNT 1 su3m s2370
Startoes ezl 3 OCC =NTINTERGR S=pce egraion See - BNT 1 s1ac s100
Startord =oschal an OCC CARRIER CD SEPCE Retll of Vendor Charges - BNT 1 237 2370
Ep——_ OCC sNTINTERGR S2pos imegraton Fee -BNT 1 s1ac0 s100
Stanford Hosphtal an OCC CARRIER CD SEPCE Rebil of Vendor Charges - BNT 1 2241 s2241
Startaes ezl 3 OCC SNTINTERGR 52Pce imegraton F2e - BNT 1 st s10:
Stanford Hospisl a0 OCC CARRIER CD SEPCE Rebll of Vendor Charges - BNT 1 2241 2241
E—— OCC sNTINTERGR S2Pcs imegraton Fee -BNT 1 s1a00 s100
Stanford Hosphtal an OCC CARRIER CD SEPCE Rebll of Vendor Charges - BNT 1 526143 26143
Stanford Hosphtal an OCC =NTINTERGR SEPCE Integration Fee - BNT 1 $1000 $1000
g OCC CARRERCD S2PCs et af endr Grarges -BNT 1 s241 s241
TELECOMVUNICATONS  OCC  CELLINTERGR SSPCz e - SU negratin & Fesass = 1 s1ac s1ea
TELSCOMMUNICATONS  OCC WINCO-GSM e 120 1 s s329
TELECOMMUNICATIONS  OCC  WINCO-GSM SEPCE  NtnrumThw 12C€ 1 scoe =00
TELECOMMUNICATONS  OCC WINCO-OTHER S50z ez O Chge: & Fees e 1 ey 0oz
TELECOMMUNICATIONS  OCC WINCD-OTHER SEPCE Wireless Otner Charpes & Fees 206 1 s278 278
EFIC Project OCC PARTSCELL \ghone 15gt- CHT Schmiesing 1554 1 32474 53474
Eic Froet ocC WincoGaM ssroz N 504 1 ses6r se567
EFIC Project OCC WINCO-OTHER SEPCE Wireless Otner Charpes & Fees 534 1 $20501 $30501
IT ACMINISTRATION OCC PARTS CELL ‘phone 8GE- Tom Wilson 1 $21843 $216.43
TACMNSTRATON  OCC WINCOGM seRoz Natumewra 1 00 s3500
ITACHNSTRATON  OCC WINCO-OTHER S5PCs Wiz O Chge: & Fees 1 5381 sa81
Byerty, Carctyn OCC CELLNTERGR SEPCE Cellulyr - SU Integration & Features 1 $1000 $1000
Syeny, Caretim 0CC WiNcaGeN szPce T 1 s s180
Sye. Carctn 0CC WiNcOGaM ssroz Natumeuna 1 1747 s
Byerty, Carctyn OCC WINCO-OTHER SEPCE Wireless Otner Charges & Fees 1 $306.57 $3059

Account: FHEA314—ZCAA

Biling Date:  Seprember 24, 2008 ,,?mm*—
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