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DETAILED BILLING REPORT GUIDE

Link to PowerBI Report for Internal Customers:
https://app.powerbi.com/links/1Gyq7 iel2?ctid=a36450eb-db06-42a7-8d1b-026719f701e3&pbi source=linkShare

1. Navigate to the homepage of the Detailed Billing Report

Summary By
AUX OEPT  FUND PROJECT DEPTDESCRIPTION TOTAL
AUX1000001_001000 110 President's Office 98335
Total 98335
Summary by PO & PO Line
PONUMBER PO UNE PO DESCRIPTION TOTAL
00020003162 175-FILE STORAGE/VIRTUAL COMPUTING 4
000200016 3 ITS-PHONE SERVICES
100020003164 1T5-CELLPHONE SERVICES ey
00020003165 ITS-MANAGED PORT FEES. 55800
Total 98335
21010171831
PO Detail
DESCRIPTION ary UNIT PRICE TOTAL BLDG ROOM
us EMERGENCY PHONE FEE 300 300 wes_oane |
oS PUBLIC SAFETY-CAMPUS ACCESS/SECURITY 1356 156 WES O211E
s VOICE OVER IP BUNDLED SERVICES 1525 1525 WES_0211E
300 300 wes_ o211
PUBLIC SAFETY-CAMPUS ACCESS/SECURITY WEs_ 0211
¥ I
EMERGENCY PHONE FEE WES _0408€
WES_odoee
'VOICE OVER P BUNDLED SERVICES I 1525 WES_0408E
EAEBGENC DOME £S5 aasn—
983.3
—
‘Summary By Department
AUX DEPT  FUND PROJECT DEPT DESCRIPTION TOTAL
AUX1000001 001000 110 President's Office 983.35
Total 983.35
Summary by PO & PO Line
PO NUMBER PO LINE PO DESCRIPTION TOTAL
0002000316 2 ITS-FILE STORAGE/VIRTUAL COMPUTING 470
3 ITS-PHONE SERVICES 37665
00020003164 ITS-CELLPHONE SERVICES 4400
00020003165 ITS-MANAGED PORT FEES 55800
Total 98335

2101011631~

DESCRIPTION ary UNTPRCE  TOTAL 806 Room |

s EMERGENCY PHONE FEE 1.00 300 300 wes_o21e ¥
s PUBLIC_ ACC 1 .56 WES _0211€
vs VOICE OVER IP BUNDLED SERVICES 1. 15. 1525 WES_0211€
EMERGENCY PHONE FEE 1 3.0 WES 0211
PUBLIC SAFETY-CAMPUS ACCESS/SECURITY 1. .56 .56 WES 0211
VOICE OVER IP BUNDLED SERVICES 1 1525 1525 WEs o211
EMERGENCY PHONE FEE 1. .00 .00 WES_0408E
PUBLIC SAFETY-CAMPUS 1.00 1. 1.56 WES 0408€
100 15. 1525 WES _0408€

VOICE OVER IP BUNDLED SERVICES
==

983.3
e



https://app.powerbi.com/links/1Gyq7_iel2?ctid=a36450eb-db06-42a7-8d1b-026719f701e3&pbi_source=linkShare
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3. View charges

Total summary billed
for the month B

Summary By
Aux DEPT F'I.IND PROJECT DEPT DESCRIPTION TOTAL
AUX1000001_001000 110 President’s Office 983.35
Total 98335
Summary by PO & PO Line )
PONUMBER PO UNE PO DESCRIPTION ToTAL Su mary by PO and
00020003162 ITS-FILE STORAGE/VIRTUAL COMPUTING 470
00020003164 1TS-CELLPHONE SERVICES T P ine
00020003165 ITS-MANAGED PORT FEES ssso0 @
Total 98335
21010171821
PO Detail
DESCRIPTION ary UNTPRCE  TOTAL 810G Roow |
s EMERGENCY PHONE FEE 00 300 .00 wes_ 0211 0
.00 156 136 WEs O211E_
s’ VOICE OVER IP BUNDLED SERVICES .00 1525 1525 WES_0211€
EMERGENCY PHONE FEE < .00 3.00 .00 WES 0211
PUBLIC SAFETY-CAMPUS ACCESS/SECURITY .00 1.56 56_WES_0211
» .00 1525 1525 WES 0211
EMERGENCY PHONE FEE .00 300 3.00 WES_0408E
PUBLIC SAFETY-CAMPUS .00 156 156 WES _0408E
VOICE OVER 1P BUNDLED SERVICES .00 1525 1525 WES 0408¢
P —r zzc = ™y
98335
S

— Detailed charges by
PO and PO line

4. Export any section to Excel by selecting the three dots in the corner and clicking Export data
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