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STEP 1:  Click the "Dashboard" button as shown below. 

 
 

STEP 2:  Scroll down to the "Account Utilities" section and 

click "Statements/CDR". 
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STEP 3:  Click in the "Statement" drop-down menu and select 

the statement date that you want to view. 

 
 

STEP 4:  Click on "PROCEED" to retrieve your statement. 
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STEP 5:  You will see the message "Report Processed 

Successfully!" when your statement has been 

generated. 

NOTE: If you receive an error message then there is no invoice to generate 

for the time period that you selected. 

 
 

STEP 6: Click "Click here to see statements" to open or save 

your statement. 
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STEP 7: Your statement will display as shown below. 

 
 

STEP 8 (Optional):  To download a Monthly Call Detail Record 

for your account Click "Dashboard" as 

shown below. 
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STEP 9: Click the "Statements/CDR" button as shown below. 

 
 

STEP 10:  Click in the "Statement" drop-down box below the 

Call Detail Records header. 

 
 



 

www.claritytel.com 

7 

STEP 11: Select the desired billing period from the list. 

 
 

Step 12: Click "Proceed" to generate your monthly CDR. 
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Step 13:  If there is data for the billing period selected you will 

receive the message "Report Processed 

Successfully!" 

 
 

Step 14:  Click the link "Click here to see the report". 
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Step 15: You will have the option to Open or Save your CDR 

as a CSV file. 

 
 

Step 16: Your file will open in a spreadsheet as shown below. 

 
For additional assistance please call Clarity Support at 866-399-8647 or email 

support@claritytel.com. 

 


