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Note: 
To find out who 
is authorized to 
view billing 
reports on 
CONDUITS 
Online, click 
CONDUITS 
Billing 
Contacts. 
 
To find out who 
is authorized to 
view request 
services on 
behalf of their 
department, click 
CONDUITS 
Work Order 
Contacts. 

How to Log Into CONDUITS Online 
 

a. Navigate to https://conduits.it.northwestern.edu. The Login page appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Enter your NetID and NetID Password. 

c. Click the Login button. 
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 d. The CONDUITS Online Welcome page appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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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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. 
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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. 
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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. 
 

c. Click the Run Report tab that appears in the bottom half of the screen. 

d. Select the report parameters. 

e. Click the Run button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

f. 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.  

      
 

 

animated icon 

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. 
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 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. 
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Note: 
Whenever you 
see the print 
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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. You can also print most reports when they are open by choosing Print from the File menu. 
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Note: 
It is 
recommended 
that you save 
your reports onto 
your computer or 
local server. 
 
Note: 
In order to take 
advantage of the 
full functionality 
of a report run in 
a particular 
format, such as 
Excel, first save 
the report, and 
then open it in 
Excel.  
 
Note: 
You can only 
save changes to 
reports that you 
save to your 
local computer 
or network. 

How to Save Custom Reports to Your Computer or Local Server 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
a. Right-click the report title and choose Save Target As… from the menu. 
b. Choose a location on your computer or local server to save the file. 
c. 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. 
How to Delete Custom Reports from CONDUITS Online 

To delete reports, click the box next to the report and click Delete Selected Report(s). 
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Note: 
All Standard 
Reports are run 
in HTML format. 
 

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

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

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

c. Select an account from the Account drop down menu. 

 

 

 

 

 

 

 

 

 

 

d. The available Account Usage Reports will be listed by billing date. 

 

 

 

 

 

e. To generate the report, click the billing date for the billing period you would like to view.  
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Note: 

Clicking a 
subscriber will 
show the same 
information that 
is included in the 
report if you had 
selected Include 
Individual 
Detail. 

 

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

• Subscriber Summary 
 
 
 
 

f. Click a subscriber to see detailed charges for that subscriber. 

• Account Summary 
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Note: 
All Standard 
Reports are run 
in HTML format. 
 

How to Run the Call Usage Report 
 

 

 

 

 

a. 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. 

 

 

 

 

 

e. Click a Department to display a detailed departmental report. 

 
 


