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When to Use

This report should be used as supporting documentation for telecommunication charges in FIS, for
analysis of long distance charges, and charge back to research grants.

This report is one of the Reconcilliation Reports that must be run and reviewed by the Business Officer
each month, as stated in the Accountability Report. For more information about Financial Accountability,
please click here.

Report Functionality

* Provides details for all the departmental phone charges, including long distance, voice mail,
telephone network and line charges.
* Download in Excel function.

Detailed Procedures

Access the transaction using:

Accounting >> Funds Management >> Information System >>
Funds Management(U of T Reports) >> Month-End Reports >>
elecom Billing: Extension Detail Statement

Selection screen:


http://www.utoronto.ca/
http://finance.utoronto.ca/forms/accountability/
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Extension Call Detail Report

o8

Required/Description of Field Content
(R) 7

Optional
(O)

Billing R Enter the four digits for the calendar year and two digits

yrmth. for the month that you wish to report on. (e.g.200303 =
March 2003)

Billing (0] Enter the billing number or range of numbers for your

No. department in this field. This field can be left blank if you

complete the Customer Number field.

|Local No. (0] In addition to either the Billing No., or the Customer No.,
you can enter the actual university phone number(s) that
you wish to report on. The number is entered with no
area code, and no dashes. (e.g. 9781700)

Customer 0] Enter the customer number or range of numbers for your
# department in this field. This field can be left blank if you
complete the Billing Number field.

Click on @to execute the report.
Downloading Files

The first 5 buttons located at the top of this report will allow you to download certain sections of this
report to a Microsoft Excel spreadsheet. Once the file has been transferred and saved, you will be able



Telecom Billing

to open the file in excel and work with it as you would any other spreadsheet. If you click on any of
these buttons, a 'Transfer to Local File' pop-up box will appear. The default setting will transfer an excel
version of this report to your 'c' drive when you click on transfer. You can change the default settings
to determine the drive location and the file name. Please note that the file name is the same each
month. If you are retaining each months file, make sure that you rename the current file, or it will
overwrite any existing file.

Output Report - Header Button Options

|l P00 00 AR BNoD OO OB =)
Extension Calf Detaif Report

Download Long Dist  Download WMS | Download PSTN . Downdoad Cendre Download Station CM . Print no page break | Prnt 1 tel®ipage

Field Description of Field Content

Name

Download|Clicking on this button will allow you to download just the long
Long distance charges to a spreadsheet. For information on rates, please
Dist. click here@®+ .

Download|Clicking on this button will allow you to download just the voice
IVMS mail box charges to a spreadsheet. For more information on voice
mail, please click here@®+ .

Download|Clicking on this button will allow you to download just the charges
PSTN for access to a public switched telephone network to a
spreadsheet. This function provides the ability to dial 9 to get an
outside line.

Download|Clicking on this button will allow you to download just the
Centrex [CENTREX Line Rebate to a spreadsheet. The entries on this report
represent the per-line rebate processed by Bell Canada that
reduces the regular monthly service bill that you receive directly
from Bell.

Download|Clicking on this button will allow you to download just the
Station [telephone line service charges to a spreadsheet. These charges
CM relate to Moves, Adds or Changes that are 'software only' and
processed by Telecommunications Analysts. For more information,
please click here@®+ .

Print no |[Clicking on this option will take to you to the 'Print' screen, and
page will allow you to print the report with less pages, as there is no
break page break.

Print 1  |Clicking on this option will take to you to the 'Print' screen, and
tel#/page|will allow you to print each telephone number on a different page.
This function make disbursement of the report within the
department easier. Each person would be able to receive only the
report for their phone number. They can then review the charges,
and indicate if they are business or personel, and reimburse the
department accordingly.

Output Report - Long Distance by Telephone Number Section

The next section provides detailed information about the actual report.


http://www.telecomservices.utoronto.ca/English/Billing-and-Rates.html
http://www.telecomservices.utoronto.ca/English/Billing-and-Rates.html
http://www.telecomservices.utoronto.ca/English/Voice-Mail.html
http://www.telecomservices.utoronto.ca/English/Voice-Mail.html
http://www.telecomservices.utoronto.ca/English/Moves-Adds-and-Changes.html
http://www.telecomservices.utoronto.ca/English/Moves-Adds-and-Changes.html
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@ | - BdH CEe DHE hDhoo BE 06
Extension Call Detail Report
Diawnlosd Long Dist | Downbosd VMS | Download PSTH | Downlosd Centrex | Download Station CM | Prind no page break | Print 1 tel#ipsgs

University of Toronto - Telecossunications Pagi 1 l
Long Distance By Telephone Mumber bate 21.64 20803 |
. APRIL 2008 Lger JEFFREYLC
Custonar Instance. ONA
Dept © | Bil11np MWuaber ; 131433  Local 416 D63
Date Time Fhiong & City PraviGtate Country Puration Gost Type of LD
05 084 2000 12:27:32 13 7414024 OTTAMAHULL  ON CAHADA .54 0.08 Regular
0604 2088 12.00 38 613 7414024 OTTANAHULL  ON CANADR 1.54 018 Ragular
05 64 2008 120012 514 2530504 HORTREAL Fo CANRDA 554 0.57 Reguiar
o7 .04 2080 14:16:58 9e5 6591889 FREELTON i} CAHADA 118 o1z Ragidlar
a7 04 2000 12:07:85 965 STEITAA O5HAMA il CANADR .38 .86 Ragular
12 .04 Zaga 1630 4B 463 2684240 CALGARY AR CARADA 0. &2 a.ar Ragular
13.04 2000 13:16:89 260 ATR4ZIT VICTORIR BC CAHADR 3.38 034 Raguiar
14842008 14:52 02 B13 2333204 OTTANAHULL  ON CANADA .38 [iH:].] Regular
19.84 2088 16;29:50 561 8335539 WPALHBEACH FL LSA 112 4.15 Ragul &
2084 . 2000 B9 44°37 500 9642684 THORP L1} (11 8 1.8 B.12 Ragular
2084 2088 A& :56-85 514 GI42762 LACHINE PO CANADR .54 .88 Beagular
20, 84 24908 iG: 1418 Q0% A731494 HT ALBERT ON CANADA 042 B.ar7 Regular
24 .04 2000 11 44 10 212 Togadnz NEW TORK NY 111§ 2.48 .32 Ragular
2604 2008 15:37:11 Q05 4309803 WHITEY ON CANADA 2.38 0.24 Regular
28084 2008 18:23:20 941 GA9EERT MAFLES FL usa 5.54 068 Ragular
Total Long Distance Calls = 15 30,24 314
Long Distance
Total Caills 15
Average Cost B.21
Avarags Duration 2.82
Total Cost 314

|
|
| [ |Fuwim-:mu1 @_-@m L]

Description of Field Content

Customer [The customer number is shown on each page of the report, on the
left hand side, just beneath the header. If you didn't enter a
customer number, this is one of the numbers associated with the
billing number that you entered.

Dept The name of the department associate with the customer number
used is shown on each page of the report, on the left hand side,
beneath the customer number.

Billing The billing number that you entered is shown on each page of the
Number |report, centered on the page, just beneath the header. If you
didn't enter a billing number, this is the number associated with
the customer number that you entered.

Local The actual telephone number the report is for is shown on the
right hand side, beneath the header.

Date The date of the telephone call is shown here.

Time The actual time the call was placed is shown here.

Phone # [The long distance number that was called is shown, complete with
the area code.

City The name of the city that the call was placed to is shown here.
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Prov/State[The province or state that the call was placed to is shown here.

Country [The country that the call was placed to is shown here.

Duration [The actual duration of the call is shown here. The time is recorded
in minutes and seconds.

Cost The actual amount charged in FIS. It includes taxes net of the
GST rebate.

Type of [This column shows if the charges were direct dialed long distance,
LD (Regular) or charges relating to a calling card (Calling Card).

The charges for each local phone number are summarized at the bottom of each page. The report
shows the Total Calls, Average Cost, Average Duration and the Total Cost.

Output Report - Long Distance Departmental Summary Report

200 e@e CHE DNAD O 06

Extension Call Detail Report

Download Long Dist. | Dewndoad WMMS Download PETH | Download Centren | Downioad Stadon CW | Prin o page break - Print 1 telfipage

University of Toronto - Telecomaunications Page Ta
Long Distance Departsental Sussary Report bate 21,64, 2803
APRIL 2000 Hzer JEFFREYC

Customgr Instance: ONA
Dept Ei11ing Huaber | 113

416 9782116 1 812 o o.on

416 Gragi 1 .07 i} 060

416 grasx2 1 8.5 o .00

416 ATaE124 4 2.52 B 000

418 Gragiar B 3.38 i} a._60

416 97EE1 30 1 0.73 i} 0. 0n

418 g7t 5 3.05 o a.eo

416 GTEE142 ] 1.92 o 060

416 9rast46 (] 2.8 o .88

416 9147 1 .06 ] 000

416 ATa8155 4 3.72 a 081

416 9F2E416 5 1.28 a .00

416 GTRET4E 9 462 B [

416 ATEBREL 13 4.68 ] o060

Total A5G 218.53 o {231 ]
Long Dtstance

Total Calls 480

Average Cost .43

Total Minutes 1,566 42 No, of Ad)= i}

A, Durations 3.1z Ldjustaents Total 6.0a

Total Cost 21853 Met 210853

| D FONA () (0o ay, Aot 20, 20

This report is found at the end of all the Long Distance by Telephone Number Reports. It provides a
summary of all the local numbers, the number of calls, the total cost of the calls, as well as any
adjustments, and the amount of the adjustments. The last part of the report also shows the fund
center, fund, cost center and/or internal order that were charged, and the amount charged.

Output Report Voice Messaging (IVMS) Departmental Summary Report

This report provides details for the voice mailbox charges.



Telecom Billing

@] - iiH 0@ OHR DnoaD BE @8
Extension Call Detail Report
Diowndoad Long Dist | Download WMS | Downdoad PSTN Download Cantres | Download Station CM Printna page braak | Print 1 lel®ipage

Univ¥ersity of Toronto - Telecoamunications Page 76 |
Voice Messaging (IVAS) Departesntal Sumsary Report Bate 2 .84 7803 |
APRIL 2088 sar JFEFFREYC
Customer ;50 Instance: OHA
Dept E1111np Husber - 113
(974 Class of Service
Extenzion Mailbox Type Service Hallbox Mame Charga Chargs Tatal
B4G63 G946 94563 949 63  BOOK BALEG/ROOR 6 68 0.00 B.68
Q463 946 9453 99 B3  ART CTR MAIN MERU 668 o.68 [ 1]

b L abea oty oty o | gl | iNg

Field Description of Field Content

Name

Extension|This column shows the last four digits of the telephone number.

Mailbox [In this column we have the mailbox number, which may or may
not be the same as the extension number.

Type This column shows the type used.

Class of [This column shows the class of service for the mailbox.
Service

Mailbox [In this column we have the name of the mailbox. If it is an
Name employee's mailbox, the name is usually the owner's name.

Charge [The amount charged for the voice mailbox is shown here.

Service |Any additional service charges relating to the voicemail box would
Charge |be shown here.

Total The charges and service charges are added up and displayed here.

The charges for the billing humber are summarized at the bottom of each page. The report shows the
number of boxes, as well as the fund center, fund, cost center and/or internal order that were charged,
and the amount charged.

Output Report - Public Switched Telephone Network Charges Dept Summary Report
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The report provides details for the PSTN (access to outside lines) charges.

m 10 H C@e SHB DO B Q8

Extension Calf Detail Report
Downlosd Long Dist . Download WMS | Downioad PSTN. Download Cenfrex | Downioad Slation W Prind no page break Print 1 telfipage

University of Toronto - Telacossunications Fage T8
Public Switched Telephone Wetwork Charges Dept. Sussary Report  Date 21,04, 2883
APRIL 2068 User JEFFREYL
Customer = 50 Instance: ONA
Pept E1111ng Humber 113
Local Charge Local Charge Local Charge Local Chargs Local Charge
Q46 .55 are 055 are 655
946 0.55 arg 055 org .55
A4h 0.55 are .55 a7e B.55
946 .55 are {1 1.1 arg 8.55
Q46 .58 are B.55 arE d &5
a4 6.55 are a.55 are A 55
945 0,55 8re 0,556 arg .55
Q46 0.5% are 065 Bre 055
46 .55 are 0.55 arg i 55
946 B.55 arg 0.65 are 0.55
art .55 are 055 are 055
a7 0.55 are B.65 org .55
ari .55 are .55 ¥ B.55
are .58 arg .55 arg a.55
arg 0,55 arg 0.55 arg 0. 55
are .55 are .55 arg 8. 55
are 0.55 are 0.55 arg 0.55
9re .55 arg .65 9rE 055
are .55 are 0.55 are i 55
gfe §.56 ar| .65 org 8.55
ATE .55 are B.55 LHj 055
qre .55 are 0.55 are i85
are 0.55 are 055 o7e B.65
are 055 are .55 arg 055
a7e 0.55 are .65 arg .55
aTe .55 are .55 arg i 55
are 0,55 are a.55 arg 055
are 8,56 are 0.65 arg 8.55

e O TonAG) 10y 0 db02 ing

Description of Field Content

Local The telephone numbers are listed individually here.

Charge [The amount charged for each line to access to public switched
telephone network is displayed here.

The charges for the billing number are summarized at the bottom of each page. The report shows the
number of locals, as well as the fund center, fund, cost center and/or internal order that were charged,
and the amount charged.

Output Report - Centrex Telephone Service Charges (Station CM)

The report provides details for the centrex telephone service charges. These charges are for telephone
line service changes (moves, adds and changes)
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1l Cee SHE DDaD DR @8

Extension Call Detail Report
Download Long Dist  Download WMS . Download PETHN. Download Cenfrax | Download Station CW | Prind no page break:  Prnd 1 tel#ipage

University of Toronto - Telecossunicatians Page ae
Centrex Telephone Service Charges (Station CH) Date 2 042883
APRIL 2008 User JEFFREYT
Customer | 50 Instance. ONR
Dept E1111ng Humber 113
Gervice Drder Talephane Nuabér Eontact Completion Date UofT Serv. Gharge
Total Centréx Telephone Services Charges b.og
Fund Contre 101114 Fund Cost Centre 10914 Order

& O aalt Captuns Pravewr IS

Field Name Description of Field Content

Service Order [The service order number for the change request would be
shown here.

Telephone The telephone number that was on the service request.

Number

Contact The name of the contact person for the service request.

Completion The date that the change was completed on.

Date

UofT Serv. Any additional service charges will be shown here.

Charge

The charges for the billing nhumber are summarized at the bottom of each page. The report shows the
total amount of the service charges, as well as the fund center, fund, cost center and internal order.

Output Report - Centrex Line Rebate Department Summary Report

The report provides details for the voice mailbox charges.

Description of Field Content

he telephone number that the rebate applies to.

elephone

Description|A text description of the rebate, including the month and year will
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appear here.

Amount The amount of the rebate is shown here with a negative sign to
indicate that it is a refund.

The rebates and charges for the billing number are summarized at the bottom of each page. The report

shows the number of centrex rebates, as well as the fund center, fund, cost center and/or internal
order that were charged, and the amount charged.

The very last line of the Centrex Line Rebate summary report shows the total amount billed for services
provided by telecommunications, the mont h that you are reporting on and the billing number. The
amount shown here should reconciled to your FIS reports.

End of procedure.
Resource Information

Guide to Financial Management

Fund Accounting and FIS

http://www.finance.utoronto.ca/fast/qrg/rptmd/me/telecom.htm[7/22/2015 1:58:51 PM]


http://www.finance.utoronto.ca/
http://www.utoronto.ca/
http://portal.utoronto.ca/
http://www.rosi.utoronto.ca/
http://www.utoronto.ca/contacts.htm
http://www.utoronto.ca/campuses/maps.htm
http://www.utoronto.ca/a-z.htm
http://www.finance.utoronto.ca/sitemap.htm
http://www.finance.utoronto.ca/Login.htm
http://finance.utoronto.ca/policies/gtfm/financial-management/fund-accounting-at-u-of-t/
mailto:webmaster.financialservices@utoronto.ca
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