
TELEPHONE BILLS
NOV 1, 2016



EMAIL FROM MIKE HAJDUK mhajduk@uncc.edu

▪ IF YOU ARE NOT GETTING THE PHONE BILLS YOU CAN EMAIL MIKE OR 
CALL AT 704-687-1751

▪ HE EMAILS THE TELPHONE BILL USUALLY AROUND THE 23RD OF THE 
MONTH



PRINT OFF THE PHONE BILL FOR YOUR                       
DEPARTMENT
CAN USE FIND BUTTON TO SEARCH 
WILL HAVE A SUMMARY FOR THE FUND



WILL ALSO HAVE CHARGES FOR INDIVIDUALS



PRINT YOUR ENTIRE DEPARTMENT CHARGES

▪ BE SURE TO FIND THE BEGINNING PAGE PERTAINING TO YOUR FUND 
AND THE ENDING PAGE

▪ PRINT FROM THE FIRST PAGE TO THE LAST OF YOUR FUND





SEPARATE PHONE BILLS BY INDIVIDUALS 

▪ GIVE THE PHONE BILLS TO THE INDIVIDUALS IN YOUR DEPARTMENT 

▪ I PUT A NOTE 



KEEP TRACK WHO YOU SEND TO AND WHEN 
THEY RETURN

▪ WHAT I DO –( JUST A SUGGESTION)

▪ I JUST KEEP A EXCEL SPREADSHEET  OF WHO I SEND IT OUT AND MARK 
IT WHEN IT IS RETURNED

▪ I ALSO KEEP A BINDER WITH TABS FOR EACH PERSON AND FILE THE 
SIGNED TELEPHONE BILL BEHIND THEIR NAMES

▪ YOU NEED TO DO -----

▪ IF SOMEONE DOES MAKE A PERSONAL PHONE CALL COLLECT THE 
MONEY AND MAKE THE DEPOSIT AT THE CASHIERS IN REESE
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