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Access Monthly Telecom Reports Online 
 
1. Login to the Telesoft Call Accounting System 
 https://telesoft.csusb.edu/accountaccess/accesslogin.jsp 
 

 
 
2. Click on the Hierarchy tab at the top menu. When you do this a separate 
window will pop up. 
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2. Click “Open All” from the “Cost Center Tree” window 
 
 

 
You will now see the department/s for which you have access.  
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3. Click on the report icon  next to the department you would like to 
see the reports for . 

 
(This will update the window in the background and you can close the secondary 
“Cost Center Tree” window) 
 

 
 
4. Scroll down to bottom half of screen. Under Archived Reports, you will see links to 

each of your monthly reports. (Extension Detail, User Call Summary, etc). You will 
be able to view up to 12 months worth of reports for the current fiscal year only. 

 

2. Click here to 
close window 

1. Click report icon to 
open Report Portal for 
specific department 
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5. Simply click on the report you wish to view/print and it will open in 
Adobe Acrobat format. 

 

 
 
 
To see a different view of your Call Summary or Equipment Charges: 
 

• On the same “Report Portal” page, go to the User Call Summary link 
located directly above the “Archived Reports” section.  It looks like this…. 

 

 
 
• Use the drop down menu to change the layout to Calls (this is strictly 

phone calls) or Charges (this contains any recurring equipment or 
installation charge information, no call information). 

 
 

• Then adjust the Bill Period to the dates you wish to view. 
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• Once you have made your adjustments, click on the User Call Summary 
link. 

 
 

 
• A window will open showing a summary of calls or charges (depending on 

the layout you chose) for each of the Users in your department for the 
chosen period. 

 
 

• Once you pull either of these reports up, you can print the report straight 
from the page by clicking on the “Print Page” link at the very bottom of the 
page. This will print to your default printer. 
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So you want to dig deeper…? 
 
Once the summary report (either one) is on your screen, you will see that each 
user’s name is a link.   
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If you click on this link for any particular user, you will see the detail of the calls 
for the associated bill period.   
 

 
 
 
From here you can go even further by clicking on any of the links to see the 
individual call detail.  
 
If your department pays recurring equipment charges, you can also view the 
summary/breakdown for the equipment charges associated with the user on this 
page. 
 
 
 


