Pinnacle Departmental Web Portal User’s Guide 

Open your browser 

Windows Platform/MAC/Linux

Internet Explorer 7+

Fire Fox 3.5+

Pinnacle’s Departmental Web Portal can be accessed by going to https://www.mypinnaclelogin.com/bu.  This directs you to a Pinnacle Login Page. Select  the option for Department Login. 

You will be presented with BU’s Weblogin screen.  You must enter your BU Kerberos Id and Password, and your RSA Secure ID number.  Once authenticated you will be presented with the HOME PAGE.    The top line of the screen will have your BUID in the upper left section of the page. To your right you will see a drop down box.  

If you have access to Account Billing as well as Departmental Billing, this drop down box will most likely read ‘Account Manager’.  This indicates that you have the role of an Account Manager and can look up account level bill information.  

ACCOUNT MANAGER ROLE

The bill reports you will run in the Account Manager role will give you charges for all services that are billing to the specific account number for which you are running the report.  The Account Bill is based on charges by SUBSCRIBER who have SERVICES that are billed to the particular account.  For example, you might have a PBN (long distance personal billing number) that is billing to a particular SOURCE account.  The charges for this service will show on the Account Bill for the Source Account.  This report most closely reflects the charges you will see on the Budget Status report and is the report you should use when doing reconciliation to the Budget Status Report.  
On the top upper right of the portal page, you will see the functions available to you, as an Account Manager you will see:   

Accounts

Reports

Home

Logout

The main function you will use initially is running account level bills.  To do this, click on the tab ‘Accounts’.   You will see the  ‘Account Billing’ page.  

You can search for a specific account, or a specific billing date.  

To search for a specific account, enter in the account number in the format 0-XXX-XXX-XXXXX (ex, 0-066-040 or 0-066-040-11223 (if you have a source account)).

Click the Search  button. 

You will be presented with a list of all the billing dates for which this particular account has a bill generated.  The bills will be presented in chronological order, with the most recent bill date listed first. 

To Search by BILL DATE, in the Billing Date area, you will see 2 fields where you can select dates.  If you want to see charges for 1 bill cycle, you would select the same date in each field. (Ex. if you want to view the bill for the Nov 21, 2010 bill cycle, select 21-NOV-2010 in BOTH date fields).  All of BU’s bill dates are the 21st day of the month, so you must always select dates that are in the format 21-MMM-YYYY. 

Once you have entered your selection criteria (either account number or billing date),  click on SEARCH.  Once the Search results are presented back to you, to view a particular bill, highlight the blue billing date in the left hand column next to the account you wish to view. 

This brings you to the Account Summary Page – which gives a summary of the following charge categories:

· Local Charges (includes  usage charges for local 617 or 781 calls)   

· One Time Charges (includes charges related to Work Orders plus charges for Cellular services and charges for Non-Centrex services (i.e. data lines, TollFree lines, etc). 

· Recurring Charges (includes charges for lines and equipment ) 

· Toll Charges  (includes usage charges for long distance calls and also includes cell overage charges for minutes used above your plan allowance)       
To run the actual bill report, click on the tab ‘View Report’

You will have a window pop up with the message ‘Waiting for Report’ indicating that the system is processing this request for you. 

When the report is finished, it will be presented in this pop up window. 

To read the bill report :

In the upper left hand corner of the report, you will see the Account Number. In the upper right hand corner of the report you will see the BILL DATE. 

The first section of the report, Subscriber Department Overview, will give you a summary of charges for each subscriber billing to the account.  Please note a subscriber could be a person, or it could be a service, such as a fax line or modem line, or alarm. If it is an individual, then the charges associated to this subscriber are from a service (cellular , calling card or PBN code) which is specifically assigned to this individual. You will be able to see the detail charges for each of these services further down in the report.  

For each subscriber, the report lists the charges for this bill period, broken down by 

· Total Charges for the bill period

· Monthly Recurring Charges (MRC)

· One Time Charges (OCC)

· Toll Charges (inter and intrastate long distance charges)

· Local Charges   

Service Summaries section: 
At the end of the Subscriber Overview, you will be presented ‘Service Summaries’. This is a new section in V6.  This allows you to see how much of your total bill is attributed to voice lines, to PBN related calls, to Cell Phones, CableTV, Toll Free lines..etc.  

In each Service Summary, you will see first a listing of the subscribers who have a service billing to this service type and then Amounts billed by Category.  For example, in the Service Summary for Cellular, you will first see a listing of all the subscribers who have Cellular services, along with the charges associated to each subscriber.  Following this you will see the total charges for the category ‘Cellular’.  

At the end of each of the service summaries you will get a ‘Category Expense’ (ex – Cellular –By Category).  This summary which will give you details for the following:

Category

One Time Charges (911)

Recurring (911)

Local (912)

Toll (912) 

** NOTE – not every service type will have ALL of the categories of expense listed above. Category =Voice should have all these categories, but others will either have One Time Charges and Toll,(ex. Cellular)  or just Toll (ex  PBN service numbers); or just One Time Charges.  

Account Summaries section:  


After all of the Service Summaries you will see the ‘Account Summaries’ section, which provides you  a 1 line summary of charges for each subscriber followed by the  detail charges associated to every service assigned to every subscriber which is billing to your account.  For example, on a telephone number such as 617-353-7875 you will see that the service is in the ‘Voice’ category. The location for the service will be listed as well. You might see:

Service: Voice 6173530095 619 (771 Commonwealth Ave) / 1 / 143 / UL35 

(This means voice line 6173530095 is located at 771 Commonwealth Ave, Floor 1, Room 143, Jack UpperLeft 335) 

You will then see all the ‘recurring charges’ by charge type and description, followed by the usage detail on any calls charged to this service.  For usage details you will see:

· subscriber name, 

· date and time of each call

· phone number from which the call is made

· Phone number to which the call is made, 

· location of the called to number

· call duration 

· charge for this call

At the end of each subscriber’s total charges you will see the ‘Category Expense Recap’ which is a summary of the different expense categories, the total  0912 charges (for local and toll usage charges) and the 0911 charges (for fixed charges – equipment and work order related charges) for this subscriber. So, if a subscriber has a PBN code and a Cellular Phone, the category expense recap will have the 0912 sum for charges related to long distance calls made using the PBN code and Cellular billable calls, and the 0911 sum for all the monthly charges associated to a cellular service.   
***NOTE:Pinnacle identifies those calls that are made using an PBN code through the use of a Separate Service type “PBN”. You can view the charges associated with calls made with your PBN code listed as a Subscriber ID (a 7 digit system generated number), followed by a subscriber’s name and then a SERVICE: PBN and a system generated reference number for the PBN (REF-XXXX).  These REF-XXXX numbers are not the actual 5 digit BU provided PBN CODE, they are system generated labels that are displayed to protect the security of the actual   PBN CODE number itself.  The types of calls that are under this classification include Directory Assistance, Toll Calls and Overseas Calls. In the past, you would see your intrastate long distance calls tracked in terms of Message Units and Toll Charges.  Pinnacle does not distinguish between intrastate and interstate toll calls, so they are all summarized as “Toll Calls”. 

NEW TO VERSION 6 – MULTI-ACCOUNT BILL REPORT  

If you are responsible for reviewing the billing for  multiple accounts each month, you can now run 1 report for multiple accounts.  

· Accounts>Acount Billing window, in the Billing Date fields select the billing date ( use the calendar icon, remember our BU bills always have a bill cycle of the 21st of the month, so to run the bill for the November 2010 bill cycle, from the calendar icon- in the first bill date field, click on 21-Nov-2010 and from the calendar icon in the 2nd bill date field, select 21-NOV-2010.)     

· Click SEARCH – (you will be presented with a listing of all the ACCOUNTS to which you have access which have a bill for this particular bill cycle). 

· Put a CHECK MARK in the small box to the LEFT of each account you want to include in the Multi-Account Bill report 

· Click ‘Create Multiple-Account Report’ (at the top of the window)
· You will get a POP UP Window ‘Create Report for Multiple Accounts’ and you will be able to enter a NAME for the account  (you might want to put in something like ‘ DD-MMM- YYYY Multi Acct Rept’ or ‘0-066-XXX Multi Account Report’ – something that will help you  remember what is in the bill report). Keep the Check Mark in the box ‘Show Subscriber Detail’ and then click OK to have the report generated. 

· You will see the screen go ‘grey’ for a moment, and then it will appear back in its regular form.  Unlike the single account report which will pop the Account Bill Report up in a separate window, the Multiple Account Report is found in another location.  

To view the Multiple Account Report,  in the UPPER RIGHT corner of your account billing window, click on the Tab REPORTS>OUTPUTS tab.

On the OUTPUTS window click on SEARCH, and you will be presented with a list of all the MULTI-ACCOUNT reports you have run.  Click on the  BLUE ‘Output Name’ field of the report you want to view.  (if the page icon next to the Output Name field is still ‘refreshing’ this means that the report is not yet ready.  You can click on the ‘All Reports’ tab  at the top of your page, and then click back on the OUTPUTS tab, to refresh the screen and see if your report is finished running.) 

To Read the Multi-Account Report :

The format of the Multi-Account Report is the same as the format for the single account report. You will see all the sections (Subscriber Department Overview, Service Summaries and Department Summaries) for each of the accounts you selected.  (see information above on each of these sections).   


Department Manager Role:

The bill reports you will run in the Department Manager  role will give you charges for all subscribers that are ‘reporting’ to the Department  for which you are running the report. So, a subscriber who is set up as ‘reporting’ to department 066-040 will have all their charges for all services ASSIGNED to them appearing on the Departmental Bill for 066-040 EVEN IF THEY HAVE A SERVICE THAT IS BILLED TO ANOTHER ACCOUNT (ex 066-300-11233).  So, if you have a subscriber reporting to your department who perhaps has a PBN Code or a Cellular Service which is billing to a source account (for grants), you will see the subscriber and these services on your Departmental Bill report, and you will see the Departmental Bill DO NOT ALWAYS MATCH the amounts on the Budget Status Report.   

On the top upper right of the portal page, click on the dropdown box and select the Department Manager role. You will see the functions available to you. As a Department  Manager you will see:   

Billing 

Reports

Home

Logout

The main function you will use initially is running Department  bills.  To do this, click on the tab ‘Billing’.   You will see the ‘Department Billing’ page.  

You can search for a specific department, or a specific billing date.  

To search for a specific department, enter in the department number in the format (XXX-XXX (ex. 066-040 ) (you MUST ENTER the leading ‘0’ in the UNIT number or Pinnacle will not recognize what you have entered and you will probably get an error message ‘No Data Found’)  

Click the Search button. 

You will be presented with a list of all the billing dates for which this particular account has a bill generated.  The bills will be presented in chronological order, with the most recent bill date listed first. 

To Search by BILL DATE, in the Billing Date area, you will see 2 fields where you can select dates.  If you want to see charges for 1 bill cycle, you would select the same date in each field. (Ex. if you want to view the bill for the Nov 21, 2010 bill cycle, select 21-NOV-2010 in BOTH date fields).  All of BU’s bill dates are the 21st day of the month, so you must always select dates that are in the format 21-MMM-YYYY. 

Once you have entered your selection criteria (either account number or billing date – or both if you want to select a bill for a specific department for a specific month),  click on SEARCH.  Once the Search results are presented back to you, to view a particular bill, highlight the blue billing date in the left hand column next to the department you wish to view. 

This brings you to the Departmental Bill Summary Page – which gives a summary of the following charge categories:

· Recurring Charges (includes charges for lines and equipment ) 

· Local Charges (includes  usage charges for local 617 or 781 calls)   

· Toll Charges  (includes usage charges for long distance calls and also includes cell overage charges for minutes used above your plan allowance)
· One Time Charges (includes charges related to Work Orders plus charges for Cellular services and charges for Non-Centrex services (i.e. data lines, TollFree lines, etc).        
To run the actual bill report, click on the tab ‘View Report’

You will have a window pop up with the message ‘Waiting for Report’ indicating that the system is processing this request for you. 

When the report is finished, it will be presented in this pop up window. 

To READ THE DEPARTMENT BILL 
In the upper right hand corner of the bill report you will see ‘Departmental Bill’

Below this is a BLUE Informational Header which gives you the Department Number of the bill which you are running (on the left) and on the right you will see the bill cycle date (ex 21-Nov-2010).   

The first section of the report, Subscriber Account  Overview, will give you a summary of charges for each subscriber that is set up as ‘reporting’ into your department.  Please note that you may have individuals who, from a personnel perspective, ‘report’ into your department, but they may have services associated to charges against an account which is not affiliated with your department.  For each subscriber, you will see the ACCOUNT to which the subscribers charges are billing, so in the Department Bill in addition to seeing the subscriber listed (name & ID) you will see the account number which is getting charged for the services associated to this subscriber. Please note a subscriber could be a person, or it could be a service, such as a fax line or modem line, or alarm. If it is an individual, then the charges associated to this subscriber are from a service (cellular , calling card or ARS code) which is specifically assigned to this individual. You will be able to see the detail charges for each of these services further down in the report.  

For each subscriber, the report lists the charges for this bill period, broken down by 

· Total Charges for the bill period

· Monthly Recurring Charges (MRC)

· One Time Charges (OCC)

· Usage  (inter and intrastate long distance charges and local charges )  

Services Summaries Section: 
At the end of the Subscriber Overview, you will be presented ‘Service Summaries’. This is a new section in V6.  This allows you to see how much of your total bill is attributed to voice lines, to PBN related calls, to Cell Phones, CableTV, Toll Free lines..etc.  

 In each Service Summary, you will see first a listing of the subscribers who have a service billing to this service type and then Amounts billed by Category.  For example, in the Service Summary for Cellular, you will first see a listing of all the subscribers who have Cellular services, along with the charges associated to each subscriber.  Following this you will see the total charges for the category ‘Cellular’.  

At the end of each of  the service summaries you will get a ‘Category Expense’ (ex – Cellular –By Category).  This summary which will give you details for the following:

Category

One Time Charges (911)

Recurring (911)

Local (912)

Toll (912) 
** NOTE – not every service type will have ALL of the categories of expense listed above. Category =Voice should have all these categories, but others will either have One Time Charges and Toll,(ex. Cellular)  or just Toll (ex  PBN service numbers); or just One Time Charges.

Account Summaries Section: 


After all of the Service Summaries you will see the ‘Account Summaries ‘section, which provides you the detail charges associated to every service assigned to every subscriber which is billing to each account listed.  As indicated above, you may have subscribers with services that are billing to an account that is not your main departmental account (for example you may have subscribers with PBN codes or Cell Phones that are charging to a grant account).  In this section, you will see these charges and their associated subscribers and services listed separately by Account being charged. For example you may be running the report for department 066-001, first you will see the charges that are being billed to your base departmental account 0-066-001, then you might see an account summary listed for account 0-066-001-12345 which would then list the subscribers and services which are billing to this account. 

Below the Account Summaries  you will see the Detail Charges associated with each service assigned to each subscriber.   

For example, on a telephone number such as 617-353-7875 you will see that the service is in the ‘Voice’ category. The location for the service will be listed as well.  This information is new in V6.  The service location gives you the building,floor, room, and jack in which the service is installed.  You might see:

Service: Voice 6173530095 619 (771 Commonwealth Ave) / 1 / 143 / UL35 

(Voice line 6173530095 is installed at 771 Commonwealth Avenue, Floor 1, room 143 in jack Upper Left 35) 

You will then see all the ‘Recurring Charges’ by charge type and description, followed by the usage detail on any calls charged to this service.  For usage details you will see:

· subscriber name, 

· date and time of each call

· phone number from which the call is made

· Phone number to which the call is made, 

· location of the called to number

· call duration 

· charge for this call

At the end of each subscriber’s total charges you will see the ‘Category Expense Recap’ which is a summary of the different expense categories, the total  0912 charges (for local and toll usage charges) and the 0911 charges (for fixed charges – equipment and work order related charges) for this subscriber. So, if a subscriber has a PBN code and a Cellular Phone, the category expense recap will have the 0912 sum for charges related to long distance calls made using the PBN code and Cellular billable calls, and the 0911 sum for all the monthly charges associated to a cellular service.   

NEW TO VERSION 6 – MULTI-DEPARTMENT BILL REPORT  

If you are responsible for reviewing the billing for multiple departments each month, you can now run 1 report for multiple departments.  

· Billing >Department Billing window, in the Billing Date fields select the billing date ( use the calendar icon, remember our BU bills always have a bill cycle of the 21st of the month, so to run the bill for the November 2010 bill cycle, from the calendar icon- in the first bill date field, click on 21-Nov-2010 and from the calendar icon in the 2nd bill date field, select 21-NOV-2010.)     

· Click SEARCH – (you will be presented with a listing of all the DEPARTMENTS to which you have access which have a bill for this particular bill cycle). 

· Put a CHECK MARK in the small box to the LEFT of each DEPARTMENT you want to include in the Multi-Department Bill report 

· Click ‘Create Multiple-Department Bill Report’ (at the top of the window)

· You will get a POP UP Window ‘Create a single report containing multiple departmental bill reports’  and you will be able to enter a NAME for the account  (you might want to put in something like ‘ DD-MMM- YYYY Multi Dept Rept’ or ‘0-066-XXX Multi Dept Report’ – something that will help you  remember what is in the bill report). Keep the Check Mark in the box ‘Show Subscriber Detail’ and then click OK to have the report generated. 

· You will see the screen go ‘grey’ for a moment, and then it will appear back in its regular form.  Unlike the single department report which will pop the Department  Bill Report up in a separate window, the Multiple Department BIll Report is found in another location.  

To view the Multiple Department Bill  Report,  in the UPPER RIGHT corner of your account billing window, click on the Tab REPORTS>OUTPUTS tab.

On the OUTPUTS window click on SEARCH, and you will be presented with a list of all the MULTI-Department reports you have run.  Click on the  BLUE ‘Output Name’ field of the report you want to view.  (if the page icon next to the Output Name field is still ‘refreshing’ this means that the report is not yet ready.  You can click on the ‘All Reports’ tab  at the top of your page, and then click back on the OUTPUTS tab, to refresh the screen and see if your report is finished running.) 

To Read the Multi-Department Bill Report :

The format of the Multi-Department Report is the same as the format for the single account report. You will see all the sections (Subscriber Accoun Overview, Service Summaries and Account Summaries) for each of the accounts you selected.  (see information above on each of these sections).   


TO RUN THE CUSTOMER BILL 
On the top upper right of the portal page, in the drop down ‘role’ box, select ‘CUSTOMER’.  

You will see three tabs:  

My Account

Home 

Logout

To view your individual bills, click on the MY ACCOUNT tab. 

You will see three additional tabs:

Overview

Current Status

Statements

The two tabs that are of interest to you are OVERVIEW and STATEMENTS

Overview – presents you with your name and your BU ID

It then provides you with a summary of the information from your LAST BILL – including Last Statement Date and Last Statement Amount  
On the BLUE menu bar, you will see 2 options that might be of interest to you. ‘Unbilled Non-Usage’ and ‘Unbilled Usage’.  These 2 tabs will show you charges that have been incurred since the last bill cycle was run, and which will be included in your NEXT bill.

Statements – 
This section lists the dates of all the bills that have been run for which you have charges.  

To view the detail charges of a particular statement date, click on the BLUE ‘Billing Date’ field.

You will be presented with a ‘Statement Summary’ page.  This lists your charges by category and the amount of each category.  For example you might see category ‘Toll’ or ‘Cellular’ and then you will see the total amount billed for this category under the column ‘Total Amount’. 

To see the details for the bill, click on the button  ‘View Bill’ (upper section of the bill  )  

You will be presented a pop up window indicating the bill is being generated, and then the bill will be presented to you. 

To read the bill statement: 

In the upper  right hand corner you will see ‘Subscriber Bill’, Right below this you will see the date and time this report was run.  

On the left hand margin of the report you will see ‘Bill To Department’ and the department number to which you are assigned.  

You will then see a summary of all your charges for this bill period (by service category).

If you scroll down further in the report you will see the detail charges that make up your summary charges. 

For example, if you have a PBN, you might see:

Service: REF-1234 PBN (* we don’t show the actual 5 digit PBN for security reasons, so you will see this system generated number instead).  

Listed below this will be all the calls you have made using your PBN code, including the date, time of the call, the number called and the amount billed. 

If you have an additional service assigned to you (ex a cell phone) you would see

Service: 617-912-6543 Cellular

Listed below this will be all the USAGE call detail of calls made with your cellular phone as well as all the Fixed monthly charges (ex monthly plan charge, government surcharges, equipment charges, data usage overages, etc).    

