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There are two components to the
telecommunication report :

* Equipment [Slide 5]

* Long Distance Usage
[Slide 11]
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Telecommunications Equipment
[by cost center [Speed type].

* Using departmental extensions, compare
equipment listed on the report to
equipment listed in the department
FileMaker Pro database.




Telecommunications Report

Reconciliation
UH Telecommunications Report

University of Hous
Computing and Tel MLITLL
Uzage Repork
summary of Organization
- 1170

Ingtalled
Bguipment

BRIDG
SHD FHM

ROLMEHOME 130
UH Unified M

0.00

ROLMEHONE 1240
L) d Mes

.
: v
15000 l/




'] : :
”“” Telecommunication Report
Reconciliation

2=

Equipment Report for
Extension | 32728
I

Total Cost

Building Name Room # Jack # Room Descriptio

Cost Comments FileMaker Pro database

B Find individual equipment

reports by Selecting “Find”

from the toolbar menu, then
entering the extension number. —




'] : :
”“” Telecommunications Report
Reconciliation

leMaker Pro - [Telecomm Database (CHEM_ADMINY]

Equipment Report for

Extension | 32728

Anderson Charles _ New Record
Last Name First Name

Employee ID

35000 Department Dept

Speed Type Owned By Funded By 2 6

Fleming 302 Office Total Cost

Building Name Room # Jack # Room Description

Bridged RP 120 RP 120 RP 240 RP 240 Unique Head Pager Analog Analog Basic Voice
+ Misc. Call ID Ext Set Line Port Multi Mail

1
5

1
21

Cost Comments

'L

UM
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Once each extension assigned to a cost
center [speed type] has been verified,
print report for cost center.
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FileMaker Pro Equipment Report

EQUIPMENT REPORT

Last Mame First Mame Extention Owned By Funded By Building Room # Jack # Room  Bridged RP 120
Description

_ladvincula
Iadvincula

ialbright

[mlbright

derson  (Charles 32728 - Department

' :Bea_'n ! 1 2 Depart

|Bear Bear

Bernal 2718 Bernal

|Bernal Tvar 2 Bernal

[Bernal _ va 16 Bernal

|Bernal - )

Bittner i 5 - Bittner

Bittner ' 35101 - Bittner

Bott : Department ,  Dept ning,
Cai Chengzhi : ) Cai  ,  Dept ing
Cai Chengzhi Cai . Dept  Fleming
Carrasquillo Edwin 33230 . Carrasquillo

Chemistry Department 32709  Department @ De IFleming
Wilkins Randy 32750 . Department ept  iFleming
Chemistry Department 31692  Department | Dept  ‘Fleming
Chemistry Department 32701  Department Fleming

_ Chemistry Department 32773 | Department ' = Dept = 7

Chemistry Department 32774  Department | 7’

Chow Dar-Chone 31798 Chow . Dep [Fleming B . Dffice
Chow Dar-Chone 32748 Chow ] iFleming Lab

Chu Huan-Yi 30791 7 Department ] _Fleming Dffice
Cotright LaSaundra 32712  Department . t Fleming Office
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Telecommunication Report Long
Distance Usage

[by individual usage report]

* From the Chemistry Phone Log Menu,
select the desired month for data entry,
l.e., November, and data enter the total
long distance cost for that month.
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UH Telecommunications Usage Report
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BYrileMaker Pro - [Telecomm Database (CHEM_ADMIN)]
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November FY 06

Long Distance Usage Spreadsheet

Department of Chemistry
University of Houston
Code Last Name First Name Amount Returned

anderson

FileMaker Pro database

1. Find the record you need.

2. Enter the total long distance cost for the given month.

Long Distance Usage Spres

Department of Chemistry m
University of Houston
Speed Type Last Name First Name Amount Returned
17835 Anderson Charles $0.36 1/5/2006
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After you have entered each long
distance usage report, print the long

distance summary report for each cost
center.
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NG DISTANCE REPORT

| Speed Type

.
-4 35000|
Fequest

FileMaker Pro database

Find records by speed type..
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November FY 06

Long Distance Usage Spreadsheet

Department of Chemistry
University of Houston

Speed Type Last Name First Name Amount Returned
35000 Bott Simon $3.88 1/4/2006

Cotright Lasaundra

LaRuth 1/02/2006

Fletcher i 1/02/2006

DBA Signature
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LONG DISTANCE REPORT
“Employee 1D LastName | _FirstName _Sep Ame (Oct Amt INov Ame_Dec Amt Jan Amt |

Bott Simon $3.92 $3.88
Cotright Lasaundra $0.24 $0.54 $0.00
Davis LaRuth $0.18 $0.60 $0.42
Fletcher Kim $1.38 $0.54 $0.42

Hofmeister Hans $2.96 $0.46 $2.40
Lubchenko Vassiliy $1.56 $0.42 $1.74
Prince Gwen $0.90 $0.36 $0.24
Schultz David $0.00 $0.96 $0.00
Zaitsev Viadimir $0.42 $0.00 $0.00
Schultz Olivia $8.52 $8.40 $5.52
$21.50 $16.20 $14.62

FileMaker Pro database

Select the Long Distance Report layout to print this view.
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Now compare the total per FileMaker
Pro and total per Telecommunications
Report for each speed type. The totals
should equal.
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Telecommunications Long
Distance Usage

1 To add new employees

* From the main menu,
click {Data Entry}.

*  Enter new record.
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Last Name

Advincula

First Name Rigoberto New Record
Employee 1D L]

LongDistanceCode

Speed Type

v

UM
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For each cost center [speed type], attach the
appropriate report from the Telecomm
database, i.e. equipment or long distance or
both, then forward to the cost center reconciler
with instructions to verify that the total shown on
the Telecomm report matches the total that

expends on the PS report.
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