InterCall Online User Guide

Administrator Reports and Invoices

Numerous types of audio and web activity reports are available from InterCall Online to
help you keep track and analyze your conferencing usage. As an administrator, you have
. access to run reports for all owners within an account under your company or the entire
“ Interca" organization.

_ _ After logging into your InterCall Online account, select Reports from the left-hand
For more information: navigation bar.
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Please note: If you are an administrator with an InterCall account, you will have access to
web conferencing reports relating to your services. If you do not have an InterCall
account, the web conferencing services reports, i.e., Microsoft® Office Live Meeting,
offered by InterCall, Cisco WebEx™ Meeting Center, provided by InterCall, InterCall
Unified Meeting, etc. will not be available to you.

Greatest Attributes Report

To help you manage your conference users and conferencing budget, you can access
information for the top 50 owners or conferences with the highest number of dial-out calls,
port overbooking charges, non-cancellation charges and other valuable metrics.

Greatest Attnbutes Report

@ Please choose the Reporting Fields you would like to output

CUSTOMIZE YOUR REPORT

Dates (MW/DDAYYYY) |04/01/2008  |[3| FROM 04/30/2008 |8 1O

REPORT ITEMS
Pick A Report

© Greatest Number of Conferences
( Most Non-Cancellation Charges
© Greatest Number of Domestic Conference Dial Out's
© Greatest Number of International Conference Dial Out's
© Greatest Number of International Toll-Free Dial In's

© O Greatest Conference Cost

_ (O Greatest Port Overbooking
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1 Enter From and To dates via the calendar icons to narrow down the scope of
your report.
2 Choose a report:
- Greatest Number of Conferences
- Most Non-Cancellation Charges
- Greatest Number of Domestic Conference Dial-Out's
- Greatest Number of International Conference Dial-Out's
- Greatest Number of International Toll-Free Dial-In's
- Greatest Conference Cost
- Greatest Port Overbooking
3 Click Submit to run and obtain your report. Your report will only be available to
view on screen.

Audio Activity Reports

Summarize your audio conferencing activity for the last four months of billed data and the
current month's unbilled data. You can customize your report by selecting the date or
range of dates for which you want to analyze. Further customize your report by selecting
from the many categories of information available, i.e., total audio minutes and
conference charges. You can select to view your report onscreen in HTML or download to
your desktop as an Excel spreadsheet.

Audio Activity Reports

[ {dynamic date of 48 hrs in arrears)
"indicates required fields

JCUSTOMIZE YOUR AUDIO ACTIVITY REPORT
= Start Date: | 05/01/2008 Iz * End Date: | p5/26/2008 ()] OutputAs | Select One |+

7REPDRT ITEMS FILTER(S)

Select All Deselect All

E Conference ID Conference ID

Ll Billing Status Billing Status |7~'

Ll Invoice Number Invoice Number

O Status Status ¥

Company Number * Company Mumber 14800

Owner Number * Owner Number 1552282

Account Number * Account Number 51036

Ll Conference Date Conference Date (]

Ll Leader Name Leader Name

i8] Conference Type Conference Type

= PAC Code PAC Code

Ll Legs Legs
1 Enter a Start Date and End Date for the report you want to obtain.
2 Select your type of output: Excel spreadsheet or HTML document.

3 Check the appropriate boxes to choose the conference detail you want to include
and analyze.
4 Click View Report to run and obtain your report.

Web Activity Reports

Review your web conferencing activity for the last four months of billed data and the
current month’s unbilled data. You can customize your report by selecting the date or
range of dates for which you want to analyze. Further modify your report by selecting from
the many categories of information available, i.e., total audio minutes and conference
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charges. You can choose to view your report onscreen in HTML or download to your
desktop as an Excel spreadsheet.

L (dynamic date of 48 hrs in arrears)
*indicates required fields

CUSTOMIZE YOUR WEB ACTIVITY REPORT

* Start Date: |05/01/2008 | * End Date: |05/26/2008 = OutputAs  |Select One ¥

REPORT ITEMS FILTER(S)
Select All Deselect All

O status Status
Company Number * Company Number 14800

Account Number * Account Number 51036

O Invoice Number Invoice Number

Owner Number * Owner Number 1552282

O Date Date &=
O Total Minutes Total Minutes

View Report ==

1 Enter a Start Date and End Date for the report you want to obtain.
Select your type of output: Excel spreadsheet or HTML document.

3 Check the appropriate boxes to choose the conference detail you want to include
and analyze.

4 Click View Report to run and obtain your report.

N

Stewardship Report

Receive a comprehensive report that provides information on all products, including
usage in minutes, costs, conferences and participants for the current calendar year. The
report can be run at the company, account or owner levels.

@ Click on View Report to generate Stewardship Report
CUSTOMIZE YOUR STEWARDSHIP REPORT
Output As [ Select One ||

REPORT ITEMS

At what level would you like to run this report as?

@ Company Number 6
O Account Number
O Owner Number
View Report >>
1 Select your type of output: Excel spreadsheet or HTML document.

2 Choose the level you would like your Stewardship Report to run (company,
account or owner) and input the appropriate number.
3 Click View Report to run and obtain your report.

Minute Report

Receive information on all products that includes usage of minutes for a specified month.
This report can be run at the company, account or owner levels.
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I Minute Repo

2 View Rioport to genurate Minute Repart

CUSTOMIZE YOUR MINUTE REPORT

i | Sedect One &

An | Select One &

REPORT ITEMS
Al what level would you Bike o nun ths report os?

& Company Nummber &
b Account Musmbor
) Ownes Numbar

1 Select the month (only the last four months of billed data is available) for your
Minute Report.

2 Select your type of output: Excel spreadsheet or HTML document.

3 Choose the level you would like the Minute Report to run (company, account or
owner) and input the appropriate number.

4 Click View Report to run and obtain your report.

Online Reports

If your company subscribes to Online Reports, you can access them through InterCall
Online. Online Reports provides access to even more information about your company or

billing account’s activity. Contact your sales representative if you're interested in
becoming a subscriber. You will require a separate username and password to access

Online Reports.
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When using InterCall Online, you can view previous company and billing account
invoices. Invoices are presented as a PDF for viewing.
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INVOICE SEARCH
Campariy Number
289506

4 4 |pagall Jofi| b ki

Criteria Test company 001

Campariy Name
TEST COMPANY 001

Drill down to lower levels
if needed. Invoices can
only be accessed from
the Account level,

,

Date Crested
D06M07/2008

Displaying Results 1 -1 of 1
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Select the appropriate filter from the Filter By drop-down list (company name,
company number, account name or account number) and enter the details in the
Criteria field.

Note: You can search a partial company or account name by including an
asterisk (*) at the end of your entry.

Filter By: | Compary Mame b Criteria; | ABC* ”

Click Filter Search.

Select the appropriate account and click on Access Invoices. Invoices can only
be accessed at the account level. If you have searched by company name or
number, you may access the accounts under the company by selecting Drill
Down at the bottom of the screen.



