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THIS IS NOT A LINK YOU CAN CLICK ON.  YOU MUST GO TO 
THIS WEB PAGE TO FOLLOW THESE DIRECTIONS 

 
https://telweb.radford.edu/accountaccess/ 

 

 
 

1) This is the first screen that you will see once logged in.   
A) LOGOUT = LOGS OUT OF THE SYSTEM 
B) LOOKUP =ONLINE DIRECTORY LOOKUP FOR TELEPHONE CUSTOMERS ONLY 
C) HIERARCHY = SEE INFORMATION BELOW 
D) MY INFO = YOUR PERSONAL INFORMATION ONLY, ACCESS ISN’T ALLOWED TO 

OTHER ACCOUNTS.  THIS IS WHERE YOU NEED TO CHANGE YOUR PASSWORD 
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2) Click on the Hierarchy tab at the top of the screen. 
3) The cost center tree will be displayed. 
4) Click on OPEN ALL 

 

5) Click on the  to display user/s. 

 
 
6) Click on the person/s last name that you wish to view. 
7) This is what you will see. 
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8) You can also click on the  which will display this screen. 

 

 

REAL TIME WEB REPORTS 
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   The screen will show the totals for the last four billing periods. (Ex.1)       If 
you can click on any of the dollar signs on the four billing periods at the top of that screen, and this is what 
will be shown. (Ex.2) 

 

   

 

 

 If you click on the invoice item summary this will compare the last five billing 
periods.  (Ex.3) 
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   If you change the date at this 
screen it will display billing periods by date that will go back six months. (Ex.4)   

 

9) We are still reviewing the following options which are located below, instruction will be sent as 
soon as it is available.  

  



 6

 

 



 7

 

 

 
 
 
 
 
 
 
 


