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 If you need help . . . 
 

To provide input or suggestions for this guide and the University IT Online Services  
web interface:  

 
University IT 

x52000 
UnivITHelp@rochester.edu 
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Online Networking & Communications Statements 
 
The University IT Online Services web interface provides access to six months of department Networking & 
Communications statements for authorized staff.  This information is used to help understand and monitor 
charges and provides backup detail for charges on for your ledgers. 
 
Departmental Networking & Communication charges are maintained through the University IT 
Telemanagement system.  The telemanagement system processes all one-time and recurring charges on a 
monthly basis and generates online statements after the first day of each month.  
 
What do I need to access my Online Networking & Communications statement? 
Any computer running Internet Explorer v4.0 or Netscape Navigator v4.0 (or newer versions).   
 
How do I request changes to the Online Networking & Communications statement? 
Fill out an Information Technology Service Request (ITSR) and submit it to University IT, send an email 
request to UnivITHelp@Rochester.edu or call 275-2000.  

 

Getting Started: 
 
Start your web browser and go to http://www.rochester.edu/it/.   
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University IT Home Page

 

Select [Faculty/Staff]  
This will take you to the 
University IT 
Faculty/Staff Resources 
Page 
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University IT Faculty/Staff Resources Page 
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Online Services Sign-In Page

Select [IT Online 
Services]  This will take 
you to the Online Services 
Sign-In page.   

Select [Favorites] on your web 
browser toolbar and [Add to 
Favorites].  Name the “Favorite.”  
This will give you a shortcut for 
easier access each time you’d 
like to view your statements 
online. 

Enter your NetID and 
password in the appropriate 
boxes. Please note that the login 
requires you to enter the 
displayed word in the box.  This 
extra layer of protection provides 
additional security for this 
website.  Once all three areas are 
filled in correctly, click [Login].  
Remember: the password field 
is case sensitive.  This will 
bring you to the Online 
Services page. 
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 Online Services Page  

(with Monthly Statements Option)
 
 
 

 

[Monthly Statements] 
This will take you to the link 
for University IT/NC 
Statements. 

 
 
 
 

Online Services Page  
(with University IT/NC Statements Option) 

 
 
 

 
 

[University IT/NC 
Statements] This will take 
you to the Telecommunications 
Statements page for the 
ledgers you have requested 
access to and have been 
granted permission to view 
online. 
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Your ledgers can be accessed for a 
three month period on the first 
screen (shown) or a six month 
period through a historical 
statements link. 

Telecommunications Statements Page

Your ledgers can be viewed 
onscreen, generated as an Adobe 
PDF document or viewed as a 
Microsoft Excel document.  The 
PDF and Excel documents may be 
downloaded and saved to your 
computer. 

These are your available ledgers; 
those which you have applied for 
and have been granted access to 
review via the Ledger Access 
Authorization Form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Statement Information - 
Individual charges listed for 
Extensions, Authorization 
Codes, Metered Business 
Lines, Fax Lines etc. are 
shown here. (Redactions 
are in place for sample 
picture only) 

Document Save Option - 
Here you may click to save 
the document in Excel or 
PDF form to your computer. 

Individual Statement 
Page - You will see 
department information and 
the date of viewing. 

Individual Statement Page  
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Microsoft Excel File Example 

Save Options - Click [Open] to open 
the file in your web browser. Click 
[Save] to save this file to your desktop 
or another folder of your choosing. 

Service/Item with Charges - This is 
the numeric description of your ledger 
item.  Each item will have charges/detail 
associated with it (listed below the item).   
 
How to Identify the Service/Item  
Extension: Five-digit number (ex: 52000) 
Authorization Code: Six-digit fictitious 
number beginning with “6” (ex: 677777) 
Calling Card: Six-digit fictitious number 
beginning with “7” (ex: 788888) 
Cellular Telephone, Metered Business 
Line, Fax Line or Pager: Each of these 
numbers will be the associated ten-digit 
number with description. 

PDF File - This is an 
example of the PDF file when 
opened in your web browser. 
You may choose to save a 
copy to your computer.  
(Redactions are in place for 
sample picture only) 

Adobe PDF File Example 

 

Excel File - This is an 
example of the Excel file 
when opened in your web 
browser. (Redactions are 
in place for sample 
picture only) 
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What to Look For: 
 
Verify correct ledger access - Make sure that all ledgers that you request to see are provided.  If 
ledgers are missing or if you would like to request access to more ledgers, contact University IT at 275-2000 
or via email at UnivITHelp@rochester.edu. 
 
Verify charge types and components of your ledgers - Make sure that the individual elements 
which make up your Online Networking & Communications statement are correct and associated with the 
proper ledger.  If you see that another ledger should be charged for this listing or service, contact University 
IT. 
 

Advantages of Online Statements: 
 
View statements as they are posted - Statements will be available online after the 1st business day of 
each month.  Departments will not have to wait for University IT to process and mail statements.  This offers 
departments extra time to review and monitor statements. 
 
Monitor charges to your ledgers at any time - The Online Networking & Communications statements 
can be accessed at any time to provide you and your department a snapshot of the latest statement without 
the hassle or excess of an intermittent printed report.  Using this tool, you can review any aspect of your 
statement and keep the information current in your own databases, spreadsheets and budgetary forecasts. 
 
Store statements electronically - You may build an electronic file of your statements to view at a later 
time or to share with multiple department representatives via email or computer-saved media (CD-Rom or 
DVD). 
 
Conserve Resources - Utilize the University IT Online Services web interface to avoid unnecessary 
printing, mailing and labor resource allocation. 
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