Center for Information Technology Services  (C.I.T.S.)
MySoft.net Telephone Billing System
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To access VOICECOM you will have to use Microsoft Internet Explorer browser 6.0 or greater.
Note: if you do not have the latest version of Internet Explorer you can download at:  http://www.microsoft.com/windows/ie/downloads/critical/ie6sp1/default.mspx
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University of Maryland, Baltimore
C.ILT.s
Office of Telecommunications

Vaice Mail Account Number:
601 W, Lombard St

Suite 230 HSIHSL Billing Period: 1010
Baltimore, D 21201

Atin: Joseph 6. Blanchard Imvoice Date: 1013
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Voice Mal Account Number:  023904073220.0053
601 W, Lombard St.

Sute 230 HSHSL Billing Period: 1001104 - 10/31/04
Baltmore, MD 21201

At Joseph G. Blanchard Invoice Date: 1031104

Signatures

Account Summary

Line Services Current Charges YTD Charges

Line Costs 50400 59400
Line Features 000 000
Macsar st Grnge_ 000 000
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To log in to VOICECOM, type the web address:  http://voicecom.umaryland.edu 
The following Telecom Logon screen will appear:

You can bookmark this page for easy access the next time.

Enter your User ID and Password.
Your User ID is your e-mail address up to the @ sign.  For example:  if your e-mail address is jsmith@umaryland.edu your VOICECOM userid is jsmith
Note: If you change your e-mail address, please notify CITS Telecom at 410-706-4333.

Your default logon password is pass1word. 
If you forget your password, simply click the Forgot your password? selection on the menu pane of the log in page.  Your password will be e-mailed to you.

After you successfully logon on to VOICECOM, the following Menu screen will appear:
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Vaice Mail Account Number:
601 W, Lombard St

Suite 230 HSIHSL Billing Period: 1010
Baltimore, D 21201

Atin: Joseph 6. Blanchard Imvoice Date: 1013

Account Summary

Line Services ary Current Charges
Line Costs ES 59400
Line Features o 000
Macstar Feature Change 0 000
Data Circuts 0 000
Bridged Lines 0 000

Line Usage
Caling Cards 0 000
Local Calls 131 10.48
Directory Assistance 1 040
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University of Maryland Telecommunications

VOICECOM

On this page you can:

« Select - to view your monthly Telephone
Invoices

« Select - to change your current password*

« Select - to exit the system

*Note: Make your password something easy for you to remember For better
password security your password should be at least six characters lang and
contain at least ane number.

Plaase report any problems you may have by calling the CITS Telecommunications Department 410-
706-4333
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Currently, there are only three menu choices on the left menu pane.*
· View Reports (you can also save reports in various formats)
· Change Password

· Log Out  

*Note: As we expand the VOICECOM capabilities additional functionality will be added to the Menu.
One of the first things you should do is change your password.

Changing Your Password

Your VOICECOM password defaults to pass1word
We highly recommend you change your password once you have successfully logged into VOICECOM. 
· You should select a password that is meaningful to you
· Your password should be at least 6 characters in length, contains at least 1 number and no special characters.
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Account Number:  021441033220-0008

Billing Period:  10/01/04 - 1031104

© Internet Invoice Date: 10131104

Account Summary
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Line Costs 1 18.00 18.00 g
Line Features 0 000 000
Macstar Feature Change 0 000 000
Data Circuts 0 000 0200
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Instructions:  
· Click Change Password in the Menu Pane (see page 2)
· Your User Id will be placed in the User ID block

· Type your new user password in the New Password block

· Press the [TAB] key or click in the Confirm Password block and retype your new user password 
· Click the Change button
Your VOICECOM password has now been changed.
Viewing Reports
· Click the View Reports selection on the menu pane of the main menu screen (see page 2).
· All current and previously published billing invoices will be displayed.

· Click on the link for the invoice you wish to view.
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Your monthly invoice(s) will be available to you for a period of one year.  The most recent monthly invoice(s) will be displayed first.

You can view your invoice(s) directly from VOICECOM, print your invoice(s) to a local printer, email your invoice(s) to someone else, or copy your invoice(s) and save them to another media.
The default display of the invoice fits nicely on your screen if you have your monitor resolution set to 1024 x 768 or higher.  The higher the resolution, the smaller the font, which allows the invoice to fit on the screen without having to use the horizontal and vertical scroll bars to view it.
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If you do not want to change the resolution on your monitor, you can import the invoice(s) into Adobe Reader.  Adobe Reader reformats the invoice into a PDF file format, which fits nicely on your monitor screen.  It is also easier to scroll through without having to use Pg Up & Pg Dn keys.
If you do not have Adobe’s Acrobat Reader on your PC you can download from: 
http://www.adobe.com/products/acrobat/readstep2.html  It’s FREE!
Exporting Invoices
You can Save your invoices in Adobe, Word and Excel.  However, the Adobe format seems to be most compatible with printing and storing.  
Instructions:

· Scroll to the bottom of the browser window


· Click on the Export Report… button

· The first choice is PDF-ADOBE in the Select Export Format box
· Press the Export… button

· You may receive a File Download warning message, which you can ignore

· Click on the Open button when prompted
· Your bill is now displayed in Adobe format which will fit nicely on your screen

· You can review the bill, by scrolling through it, print it, email to a colleague or Save it 

Should you have any questions about your bill(s), please contact the CITS Telecommunications Department at 410-706-4333 or email phonebill@umaryland.edu
.
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