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CONDUITS Online

Logging In and Out

How to Log Into CONDUITS Online
a. Navigate to https://conduits.it.northwestern.edu. The Login page appears.
Note: Northwestern University CONDUITS Online’
To find out who Inf - Tech I niine
is authorized to n Ormatlon ecnno Ogy Your technology management solution.
view billing
reports on
CONDUITS Welcome to CONDUITS Online! Authorized users may login with their NetID and password,
On“ne’ click For a complete list of individuals authorized to view billing reports, please consult CONDUITS Billing Contacts,
CONDUITS
Bllllng For a complete list of individuals authorized to reqguest services on behalf of their department, please consult CONDUITE Worle Grder Contacts.
Contacts.
To find out who Net1D: | YourhetID
|5§ aUthorlzed to Password: I......
view request :
services on Login |
behalf of their
department, click
CONDUITS Please note: At this tirme, COMDUITS Cnline anly supports Internet Explorer 5.5 or newer for Windows, Mac users need to use Virtual PC to run
k Ord Internet Explorer under Windows or arrange to use a Windows PC. We apologize for this inconvenience. Future upgrades will include support for the
Wor rder Mac and other Windows browsers,
Contacts.
b. Enter your NetID and NetID Password.
C. Click the Login button.
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CONDUITS Online

Logging In and Out

d.

The CONDUITS Online Welcome page appears.

Northwestern University

Information Technology

HUIT CONDUITS standard reports | custom reparts | he(;{flnguut

Welcome NUIT!

& variety of reports are available to you online:

Standard Reports include links that allow you to easily maove from summary information to maore

detailed data on individual subscribers, Please note that these reports are preformatted and cannot
be customized. For example, these reports contain columns titled "Subscriber ID" and "Tax", both of
which are irrelevant to the University cormmunity, but which cannot be removed.

Custom Reports are designed by MUIT to provide information relevant to Morthwestern, These
reports contain the same information you are used to receiving, but have an improved, easy-to-
read format,

How to Log Out of CONDUITS Online

Click the logout menu link at the top right corner. To protect your privacy and prevent unauthorized use of your

account, please log out and exit your Web browser when you are finished.
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CONDUITS Online

Custom Reports — E-mail Naotification

Note:

To receive a
report as an
attachment, it
must be less
than 500KB in
size.

Automatic Monthly E-mail Notification

a. At the close of each billing cycle, you will automatically receive via e-mail your monthly pre-run reports in .pdf
format.
b. If you do not want to receive your monthly billing reports via e-mail, select Off from the E-mail Notification pull-

down menu. This option must be set to On to automatically receive reports.

Receiving The Report As An Attachment

To receive any report as an attachment, select the appropriate response from the Attach Report to
E-mail pull-down menu. If you select No thanks to this option but have E-mail Notification turned on,
notifications will be sent without attachments.

E-Mail Notification When Running A Custom Report

It may take longer than usual for your report to run if it is especially complex or if the CONDUITS server is
unusually busy. For your convenience, you can be notified by e-mail (and receive the report as an attachment if
you wish) when the report has been completed. The E-mail Notification option must be set to On to receive
reports.

Be sure to click Save Changes when you have made changes to your E-mail Notification page.

E-mail Motification: I On vI

Your E-mail Address: |}{}{}{}{@nunhwestern.edu

Attach Report to E-mail: |Yes, if size is less than S00KE

Mo thanks.

Yes, if size is less than 250KE
Attachrnents will also be i ess than SO0KE
accessible to you from Report
Results.

oave Changes
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CONDUITS Online _
Custom Reports — Running Custom Reports

How to Run the Account Usage Report

The process for running custom reports is basically the same regardless of report type. For example, to run the Account
Usage Report:

a. Click the custom reports link located in the upper right corner of your screen and select the Available Reports
tab.
b. The Reports screen appears. Click Account Usage from the Report Title column.
Available E-Mail

Reports

E Available Reports
Select a report from the list below, The following tasks are available:
® Report Results - Wiew all existing reports and check on a report's status,

# Run Report - Fun a new report now,

® Schedule - Create and modify schedules to have reports run at future dates,

_|__[Reporttite _________________ Jpeseripton |
% Account Usage Morthwestarn Account Usage Report (with or without detail)
@ Account Usage Sumrnary by Service Morthwestern Account Usage Summary by Service Report
% Account Usage Surnrmary by Subscriber Morthwestern Account Usage Surmmary by Subscriber Report
@ Authcode and Calling Card Uzage Authcode and Calling Card Uzsage (with or without datail)
@ Departrnent Usage Morthwestern Departrnent Usage Report (with or without detail)
@ Peparmman: Usee = [y Subsmios Northwestarn Departrnent Usage by Subscriber Report (with ar

without detail)
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CONDUITS Online

Custom Reports — Running Custom Reports

Note:

When you see
the field Include
Subscriber
Detail, you can
check the box to
include detail in
your report.

Some reports
allow you to
include

subscriber detail.

Click the Run Report tab that appears in the bottom half of the screen.
Select the report parameters.
Click the Run button.

Q. Report Parameters

Select the appropriate report parameters below, Checl the "Save Report
Pararmeters" box at the right to save yvour settings as the default parameters for
this report, Select "Run” to generate the report,

Report Parameters

Report Title: |s'3-u:|::|:|unt Usage

Select Farmat: IMS Excel -

B E-rnail Motification: INDt for this one i

Selact Account Murmber: I.ﬂ'\ll Wy Accounts j
Select Billing Drate: |23-SEF"-2DD5 j

Include Subscriber Detail: [

I_ Save Report Parameters

Select Refresh Listing from the Report Results section to monitor the progress of the report creation. An
animated icon under the Report Title column indicates that the report is still in the process of being generated.

Delete Zelected Report(s) |Refresh Lizting

animated icon | fz @ Account Uzage without Detail - All

Accounks - 23-5EP-03

Report Results| Run Report

Schedule

Adobe PDF

Adabe POF
b5 W ard

HTML

Custom reports can be
generated in a number of

formats.

Note: The E-mail Notification
option must be set to On on
the E-mail notification page in
order for the E-mail Notification
field to appear as an option in
the Report Parameters.

12/20/05 04:57 PM

[ [Report Title pate ~
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CONDUITS Online o
Custom Reports — Viewing Report Results

How to View Report Results

a. Click the custom reports link in the upper right corner. Select the type of report you want to view from the
Report Title column. The Reports screen appears and opens to Report Results. You will see a list of reports
that have already been run.

b. Click a report title to view the report in a new browser window.

Report Results Fun Report Schedule

E. Report Results

Select a report title to open that report in a new window,

To download a report to yvour computer, right-click on the report title to select it, then select "Save
Target As" in the pop-up menu.

To rermove one oF more reports, check the box next to the report title(s), and select "Delete
Selected Report{s).”

Mote that an animated icon under the Report Title column indicates that the report is still in the
process of being created. Select "Refresh Listing” to monitor the progress of the report creation.

Delete Selected Reportis) |Hefresh Li=ting

|__[Report Title Date - | size(kB)

| @ Account Usage with Detail -

10702705 01:52 PM 2657
ao10-300-7230 23-5EP-05

| E Account Usage without Detail - 10/02/05 01:52 PM 20,9
a010-300-72930 23-SEP-05

| E Account Usage with Detail - 10/02/05 01132 PM 164,58

a010-500-7930 23-5EP-05
Total report disk space; 511.5KB
™ Check/Uncheck all
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CONDUITS Online

Custom Reports — Printing Reports

Note:

Whenever you
see the orint
icon, =

you can click it to
print out the
active window.

How to Print Custom Reports

a. Right-click the report title and choose Print Target from the menu.

Report Results [ Run Repart Schedule

E Report Results

Select a report title to open that repaort ir

Open
To download a report to your computer, Open in Mew Window
Target 4s" in the pop-up menu. Sawve Target As..,
To remove one of more reports, check tlmI
Report(s], A
Mote that an animated icon under the e “2HY

process of being created. Select "Refrest  Copy Shortcuk

Paste
Delete Selected Report(=] | Refresh Listing Add ko Favarites, .
- Report Tile
I— a Departrnent Usage with Detal Pr'f'lieritiiesibi _
DEF92000 23-SEP-05
b. You can also print most reports when they are open by choosing Print from the File menu.
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CONDUITS Online _ _
Custom Reports — Saving and Deleting Reports

How to Save Custom Reports to Your Computer or Local Server

Report Results [ Run Report Schedule
Note:
It is
recommended 8 Report Results

that you save

your reports onto Select a report title to open that report in a new window,

your computer or To download a report to your computer, right-click on the report title to select it, then select "Save

local server. Target As" in the pop-up menu.

Note-: To rermove one or more reports, check the box next to the report titleds), and select "Delete Selected
: Report(s)."

In order to take el _

advantage of the Mote that an animated icon under the Repe  ©peninMewWindow  that the report is still in the

full functionality process of being created, Select "Refresh lmwress of the report creation,
Prink Targek

of areportrun in

a particular Delete Selected Report(=) | Rifresh Listing Cut

format, such as Report Title _ E ., | Size(kB)l |
Excel, first save sI:J:E:icl;inrt-unina1gne-:;;j:azrg :;-SEP- el S1.9

the report, and Faste

then open itin
Excel. £dd to Favarites. ..
[T check/Uncheck all

Total report disk space: 91.9KB

Properties
Note:
You can only a. Right-click the report title and choose Save Target As... from the menu.
save changes to b. Choose a location on your computer or local server to save the file.

reports that you
save to your
local computer
or network. How to Delete Custom Reports from CONDUITS Online

To delete reports, click the box next to the report and click Delete Selected Report(s).

You can also save most reports when they are open by choosing Save from the File menu. Your file will be
saved in whatever format it was run as a report.
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CONDUITS Online
Standard Reports — Account Charges

How to Run the Account Charges Report
The process for running standard Account Charges and Departmental Charges reports is basically the same.

Note: a. Click the standard reports link in the upper right corner. By default, Standard Reports opens to the Account
All Standard Charges page.

Reports are run b. If you want to include individual detail, check the Include Individual Detail box before proceeding.

in HTML format. c. Select an account from the Account drop down menu.

Acct Charges Dept Charges

E Account Charges

This report displays billing charges by CUFS account, Select an account from the pull-down
menu, then click on a billing date to view the report for that billing period. Check the "Include
Individual Detail" box at the right to include detailed subscriber information in this report, Leave
this box unchecked for a sumrmary of the charges, Reports are generated autormatically,

Account: | Select an Account. .. [T 1nclude Tndividual Detail

Sl Total MRC Toll
Date

Pleazse Select an Account

d. The available Account Usage Reports will be listed by billing date.
Account: IIIEI’ID-EDD-?BHD—;&Et:uunt_Numherj I Include Individual Cetail

oo10-500-7930-
Account Humber $263.83 $z227.54 $27.34 $8.95 $0.00 $0.00
e. To generate the report, click the billing date for the billing period you would like to view.
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CONDUITS Online

Standard Reports — Account Charges

The HTML report will show Subscriber Summary and Account Summary reports.
. Subscriber Summary

Note: Subscriber Summary For Acct: 0010-300-2701

Clicking a

subscriber wil L ubecnber | subseribermo | Totall el _ocel_Tolll_Locll Tax

ShOW the same LastHame000, Subscriber000 S383000 0.ao 0.a0 0.ao 0.aa 0.00 o0.00

information that LaztMame005, Subscriber00S 7157005 7.04 7.04  0.00 0.00 000 0,00

is included in the

report if you had f. Click a subscriber to see detailed charges for that subscriber.

selected Include

Individual . Account Summary

Detail. Account Summary For Acct: 0010-500-7930
| Charge Category _[subCode | Duration|  Count|  Charge
Local 53350 5039:07 1691 0.ao
Tall &3950 S914:47 131 8,95
MRC 5910 1z 0.ao
MRC 53915 53 0.ao
MRC 5955 &0 227,54
(el ed 5915 59 27,34
Taotal (&) 593354 263,83
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CONDUITS Online
Standard Reports — Call Usage

How to Run the Call Usage Report

Select Call Types

Tall
Note: “all Types:fLocal I select Al select multiple call types

Use <ctrl= or <shift= left click to

All Standard International

Reports are run _ _
in HTML format. Start Date: IB.QS.QI:II:IE # j End Date: |92272005 # j

Click the standard reports link, then click the Call Usage tab in the top left corner.

b. Select the type of call/s you want to view: Toll, Local and/or International. To select any two types of calls,
hold down the ctrl or shift key and select the call types. To select all three types, click the Select All box.

C. Select a Start Date and End Date. You can either type in the dates or select them by clicking on the calendar
icon next to the date field.

d. To run the report, click the Run Summary link. A list of reports for all departments that you have authorization to

view will be generated.

Department Total Hours| It

CEPTO434366 1.11 1.11
CEPT1S45487F 00 00
CEPTZ313116 1.99 1.99
Total 3.10 3.10
e. Click a Department to display a detailed departmental report.
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