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How to Get the Cell phone call detail for an individual  
 
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 view all charges including call detail, run the ‘ITS_Bill_02 Detail PDF’ 
report. 
 
To view an employees individual call detail, and to be able to print that 
individuals cellular call detail:  follow these steps. 
 

1. Login to Order it:  http://orderit.stanford.edu 
2. At the top right menu, click on ‘Reports’ 

 
 
3. The ‘Select Account and Report’ window will open. 
4. Select the cost center from the ‘Account’ pull-down menu where the cell 

service is billed. 

   
 
5. A list of the current and past billing months will display. 

 
 
6. Click on the billing month you want to review the call detail. 
7. A lower pane will pop up presenting you with the list of subscribers of 

services being billed for this particular cost center.  You may need to scroll 
to see  the list of subscribers. 
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8. Click on the individual you want to view their cell call detail. 
9. You will get another pop up that will provide you with all the data, call, 

and text detail for the individuals cell service. 

 
 
10.  To print the complete list of call detail, click on the ‘Print’ icon at the top 
left corner of the window. 

 
 
 


