
DTS Billing Portal 
Training 

 Phone Billing Detail 
 Direct Purchases 
 Agency Summary Bill 
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 Go to https://dts.utah.gov/  
 Go to “Other” and choose “My Bill”  

https://dts.utah.gov/


 Phone Bill: View usage on your personal and employee’s phone bill. View your 
Agency’s phone bill usage for Units you have been given access to.  

 Direct Purchases: View your department purchases that have gone through the 
DTS procurement process. Use this information to look up invoices in Service Now. 

 Agency Bills: View DTS monthly DP and Telecom charges. Download reports or 
spreadsheets for your reconciliation and analysis. Drill down for detail. 

Send billing questions and 
changes to the new DTS 

Billing email address: 
dtsbilling@utah.gov  

3 

mailto:dtsbilling@utah.gov


Phone Billing Detail 

 Viewing your personal phone bill 
 Manager view staff’s phone bill 
 Administrator access 

 View Dept phone bill by Unit 
 Exporting phone bill into Excel 
 Giving view and grant access 

Click on “Phone Bill” 
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 Line Items 
 Regular Monthly Charges 

 Monthly Invoice Detail 
 Long Distance Charges 
 Reimburse Dept for personal calls 

  Past Monthly Billing 
 Previous Month 
 Current Month 
 Next Month 

Send email to dtsbilling@utah.gov with your 
name, phone number and email address if 

you see a message  
“No Phone Number for Employee” 
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 Manager option will show in menu 
on the left 
 View all employees based on HR. 

 Employee Summary 
 List of manager’s employees 
 Click on name to see the detail 

  Date Range: 
 Previous Month 
 Current Month 
 Next Month 
 Select Date Range 

Click on Manager to view 
list of employees 

If you do not see all your employees, send 
an email to DTS Billing with their name, 

phone number, and email address 
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 Department option will show in 
menu on the left 

 Department Summary 
 List of Units you have been given 

access to 

Click on Service Order 
to request any 

necessary changes to 
phone bill. 

(Name, Disconnects, 
ELCID, etc.) 

Long Distance detail 
per phone number 
will show in the top 

section. 

Regular Monthly services 
and OTC (Adj) will show in 

the bottom section. 
 Date Range 

 Select more than one month 
 Select previous month’s bill 

 Click on the Unit to view the 
detail 
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 Export Option 
 See phone detail in an Excel document to create a more manageable report 
 See your detail for all of your Departments or choose specific Units 
 See your detail for a specific Month or a Range of Months 

Click on Export 
Select your Department and Units you 

want to Export 
Use the Ctrl or Shift key to select 

multiple units 
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Excel Report Example 
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 Administrators 
 Give access to Units in your Dept 
 Can only give access to others in 

your Dept 
 Phone detail is private information 

Click on Administration to view and give 
access to users. 

 

See “Online Phone Bill – Giving Access” process for instructions on how to set up users  

 Access to Different Roles: 
 View: See detail for Units allowed 
 Grant: Give access to Units 

allowed 
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Direct Purchases 

 View items bought by DTS on 
behalf of the agencies 

 Billing is processed the beginning 
of each week  
 Bills for invoices paid the prior week 

 Billed on an IET document 
 View invoices in Service Now 

Click on “Direct Purchases” 
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 IET Document ID format 504B2870011 
 1st  Digit: Last number in Fiscal Year (FY15 = 5) 
 2nd & 3rd Digit: Fiscal Period (4th Period = 04) 

 Find details on Direct Purchases 
 Select the week prior to the IET date as the Date Range 
 Find the Document ID that matches the IET Description  

Choose your Department from the 
drop down menu. 

Export into an Excel Spreadsheet 
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Service Now 

 Go to Service Now  
 https://utah.service-now.com  
 Enter “Invoice” into the search 

box under your name 
 Click on the “Invoice” link under 

“Accounts Payable” 
 

Contact DTS Billing if Document ID is not in Service Now 
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 Accounts Payable 
 Go to: Select “Payment 

Document Number” 
 Enter “*” then the Document ID  
 Click the INV# to open the 

payment information 

https://utah.service-now.com/
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 View copy of invoice 
 Click on “View” next to Manage Attachments 

 View Request 
 Click on icon next to Request Number box 
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Agency Summary Bill 

 View Monthly DP & Telecom 
charges 

 Download reports & 
spreadsheets  

 Drilldown for detailed 
information about charges 

15 

Click on “Agency Bills” 
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 Service Category Level 
 Use the boxes on the left hand side to filter down to the Account level desired 

 Start from the top and click “Run Report” after each selection 

 Click on one of the Service Categories to drill down to the service level 
 You can also click on the graphs to drill down 

 

Click on HTML Icon 
to view as a PDF or 
export into  Excel  
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 Service Level 
 Use the boxes on the left hand side to filter down to the Account level desired 

 Start from the top and click “Run Report” after each selection 

 Click on one of the Services in the table to drill down to the detail level 
 You can also click on the graphs to drill down 

 

Click on HTML Icon 
to view as a PDF or 
export into  Excel  
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 Detail Level 
 See detail for the charges to help you determine where the charges come from 

such as employee name, or description of the service 
 Level is broken out by Month and Account codes – Line Item, Appropriation, 

Unit, & ELCID 
 Includes IET Document Number 

Click on HTML Icon 
to view as a PDF or 
export into  Excel  



19 

 Account Level Report 
 View your charges broken out by account level or FINET Doc ID. 

 Drilldown for details about the charges 
 See Qty and Rate 

 Choose an account level. Charges will be viewed based on your selection. 
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 Prompt Page 
 Follow the “Report Instructions” when making the selections for each box. 
 Click the “Finish” button at the bottom of the screen to view your report. 
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 Service Level 
 Click the “Back” button if you would like to go back to the previous screen to 

modify your report selection. 
 Drilldown to the detail level by clicking on the “Service” you would like to see 

detail for. 
 Export to PDF or Excel by selecting “HTML” in the upper right hand corner. 
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 Detail Level 
 See detail for the charges to help you determine where the charges come from 

such as employee name, or description of the service. 
 Level is broken out by Month and Account code. 
 Export to PDF or Excel by selecting “HTML” in the upper right hand corner. 



Billing Contacts 
 

DTSBilling@utah.gov   
 

Sara Brown 801-538-3460 
Glen Palepoi 801-538-3548 
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