To change your password, go to “Home” then “My Contact Information”, click the “Change Password” button
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To access Departmental Billing:

1. (after logging in) Choose Department Manager from the drop down menu in the upper right hand corner of the screen.
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1. Beneath the drop down menu a set of links will appear. Click the Billing link.

2. Click Search and then click the date of the bill you want to view.
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To see your bill, click “View Report” if no report appears, you may have to turn off your Pop-Up Blocker
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Summary Of Department Charges

Bill Charge Category Total Amount Total Records

Recurring Charges 0.00 E9
One Time Charges 44 50 10
Usage 13253 532
Bill Run Statistics

- Total Due Total Records
Total Bills 17733 44
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You may also use this screen to view individual bills, separate out Non-Usage or Usage Charges. You can even list the Phone Numbers assigned
to your department by clicking “Services”



