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1.1 What is My O, Business?

My O,Business is our free online service that letfs you view and

manage all your mobile, fixed and broadiband accounts, review You conread anintroduction to My @ Business, watch case
and print bills, request changes to your account, swap sims study videos, check out the FAQs and see on interactive
and more. demo at

Sign in to My O, Business to access Bill Analyser ond My

Account.

Bill Analyser My Account

* For mobile, fixed and broadiband bills e To manage mobile accounts

* Have your summary bills sent to your inbox free of charge. You * Do sim swaps, usemame and cost centre changes

aon schedule bills to e emailed to up to 50 addresses. Hardcopy

s == tions, tariff : fers of
bills will incur afee equest new connections, tariff changes, fransfers o

ownership. Place hardware and accessory orders and more

* Give accesto others in your business, so they con manage all
updates and changes in My Account for you

* Keep on top of your spending — use reports or watchpoints to
see who your ’rop spenders are, how your bill is broken down, or



http://o2.co.uk/myo2business

1.2 Features available in My O, Business

As aMedium and Enterprise .
BUSIness customer, your%moum In Bill Analyser you can In My Account you can

administrators conraise requests

in My Account. This makes it easy View, downlood qnd Qmoi} bills (brief You can frack ’rhg progress and é monﬂ:s’ hi;’rory of ’rh?se account
to frack requests made on your summary, in detail or itemised) change requests, in My Account under “Service Cases
account — much easier than keeping Schedule bills to be sent to your inbox Perform sim swap

track of phone calls, emails or

webchats. Everything is in one place. View unbilled usage and remaining Manage users by changing user names and cost centres
dlowance information

Note: Sim swap, username and

cost centre changes appear further View and schedule bills on your device | Change users of the account
up the home poge and are
automated journeys. Run, schedule and download unbilled Manage your digital subscriptions

usage reports

Multiple account change requests ) ) i
con be made, selecting from the Analyse spending by running, scheduling IlI=Ye[VI=¥] B3/ o1=] Request sub type
drop down menus which con be and downloading reports on billed usage

found mid-way down the My

Account home page. Make sure Tag calls os either business or personal Manage Bolt Ons | Add or remove aBolt On
all relevant information is added . : : — )
to the request, in the free text View history of bills, payments General enquiries | Check sim status
boxes provided. and credits Delivery enquiry
Device query

View, add and remove bars from

Instructions will lbe picked up by our S .
individual connections on your account*

Business Support Team and actioned
within your contractual SLAs.

You oon track the progress ond 6 Upload and manage an address book PAC and PUK Get a PAC code to port anumber

months’ history of these account .
change requests, in My Account. codes Get aPUK code to unlock a device

General billing
Request a copy invoice

Set up and view billed watchpoints Place an order 24 hour replacements requested after 12pm
24 hour replacements requested before 12pm
Add anew connection or activate anew
connection

Add an @ Boostbox

Place an order after 12pom

View, Edit and Add Spend Caps Ploce an order before 12pm

Check device stock levels before placing

your order

As an administrator, send text messages
to mobile users on the account




1.3 Registration and signing in

Who can use My O, Business?

Any business customer con have full access to both Bill Analyser and
My Account.

If you are a Medium Business customer, you will be automatically
registered 2 days after joining O,, provided the first name,
surname, mobile phone number and email address is comrectly
entered at the point of sale in our billing system.

Enterprise customers are set up via the implementation process.

If you are aMy O, Business administrator, you can sign users up to Bill
Analyser only, My Account only, or to both; as either administrator or
end user, depending on what account information you need them to
have acces to. Or you conrequest access for colleagues by contacting
your usual O, Business contact.

An administrator can: view and analyse the spend across the whole
billing account, create, view and monage account change service requests.

An end user can: view ftheir portion of the bill and analyse their own
spend, including tfagging usage as business or personal. View account
information for your own phone number.

Completing registration

You will receive an email to complete registration. When you click
on the link in the email, asingle use PIN number will be sent to your
nominated mobile phone number. Enter the PIN where prompted
on the website, complete your details by selecting a password and
choose a secret question and answer.

How you sign in
1. Go to www.02.co.uk/business/myo2business and click Sign in.

2. Type your username and password and click Sign in.

3. Select Bill Analyser or My Account. If either one is missing,
speck to your usual O, Business Contact for help

Notes:
If the email hasn't armived within afew hours, check your spam folder.

If the email has arrived but 96 hours /4 days has passed and the link has expired, request a new validation email via

02.co.uk/myo2business

My O2 Business

Manage your account 24/7, view your bill or
retrieve a foractten username or password.

Viewt X+

hitps//aceounts.ad.co.uk/sthisendTo=htps % 3A% 2 Se2fsccounts.od.coukiodfbusiness 3 fpage. themek3DbusinessifaturUrl=htps K3 A% 273

My O2 Business

All your eccount and bill details i one place

Sign in to My O2 Business
Useename (ususlly your email addressh

%
Basaiused

L]

) Remember my usernams

L]

Why 02 o My Q2 Business

Sign in to My 02 Business

Get instant, online occess to your scoount and your bills With your Bl acalyses. you con revi
print your bills, and with My Account, you can request changes 10 your account, Swap sim
mare, Whether you netd 10 Manage YOUur own JCOUNT, OF EVENYONE in your organisation, M
Business Gives you the INfOrmation you need, when you need it.

If you have a persenal My 02 account a5 well a3 Business, then you can just wie those same IS
cetails to sign ininto your My O2 Business accaunt from this page,

Not signed up to My O2 Business yet?

Gt in touth with your usual 02 Bulness COMACt 16 use this free sénace. and stan taking con
your account and your bills today.

New to 027

I you have recently joined O2 with 2 business tariff then we've probably already signed you
©2 Busingss, LOoK 941 10 2n £mail that you'll need 10 complete YOur registration. OF speak 1
sl O2 business contact for help.

I the link in your Welceme email has expired, you can o5t another emal. If you haven't
wilal #mail in 24 hours. <hedk out o Hels & Supoon.


http://www.o2.co.uk/business/myo2business
http://o2.co.uk/myo2business

1.4 Welcome page

Bill Analyser

View your bills, analyse your spend and run reports.

02 Solutions My O2 Business //:\ Search

If the link to Bill Analyser isn’t showing, contact

your usual O, Business contact. We|come tO My OZ BUSineSS

All your account and bill details in one place

My Account

Quick link fo My Account to see and request My products and services

ellie.smith@telefonica.com
changes to your account.

If this link to My Accountisn’t showing, confact Bill Analyser - View your bills, analyse your spend and run reports

your usual O, Business contact. .
My Account - Make changes to your account, swap sims and more )
As part of an upgrade, My O2 Business has

been redesigned so you will notice the look

® Gathwip and feel has changed.
© Vview Demo You can go to What's New In My O2 Business to
How to do it learn more about the changes or use the

interactive demo
Click on your email address to update your contact
details or change your password, secret question
and answer. View helpful information by selecting
‘Get Help' or 'View Demo’'?2


mailto:ellie.smith@telefonica.com

Bill Analyser

2.1 Navigation

Summary

O2 Reports

To help you navigate Bill Analyser, here is an

overview of the menu bar and its related tabs. - e
a8 ° : ‘
s Y u L - i
icimwmiion s Wla . i
wocwes - - : 1
a o
a ° ‘
o o
a o
a o

Account
LVERFOOL FOOTRALL QLU Feom DLONI00 1o 80021

Date Range

Customisation Options
ACCOUNT P!

ADMBISTRATION 2 Fermat
WVOKING ~ . >
Run Reports

Sheduded Reports

L] Moty me by email when download 1 complete

Waatehpont

b m m b =

Regceting Structuren

Note:

Access will depend on the user's role.

Favourite numbers only appears to those on the
relevant tariff.




2.2 Account selection

Summary

If you have multiple accounts, you will see them
listed on the account selection screen.

Select the account you want to analyse.

How to do it
1. Goto Account Selection
O,

2. Click the account you want o analyse

No selected account

Accounts

Accounts by ID

» 9
en
Q

Bill Analyser




Bill Analyser

2.3 Account management

Summary
Key benefits pree—— = B v
& D O @ bepesburinessonking ad co.kiarcsrn Mml/s escunt BOLO0LIES011 At iamp= CRAA # B{ArEEBO R[OAD

Quickly see asummary of your costs incurred since your

last invoice. You con see how much you've spent, recent (:)2 B b

charges, tariff information, not billed yet information. You o

can also view only active connections, or by any Reporting - -

Structures you've created. . o oo

How to do it | q - T oo

1. After logging in and selecting Bill Analyser, you'll see the 5 S o ol
Account Management page © -

2. To view your overall Group account summary, click your 9 DATSAY B e
Group name at the top of the hierarchy pane = £1>36'?3_ s _ =

3. A summary of your Group account details will be s . e
displayed -

4. To view the summary of your Business accounts, click the e B ( 3‘%
drop down arrow on your Group name to expand your s o
Group account B ey n30hsinin

5. Click the Business account you want to view iew Ateuances ©

6. A summary of your Account details will be displayed

7. To view the summary of any of your individual telephone
numbers, click the desired account in the hierarchy pane
to expand your account(s)

8. All of your individual telephone numbers will be
displayed. Click an individual telephone number to view
its specific details

9. A summary of the individual telephone number details
will be displayed



2.4 Account management
SMS Messenger

AVAILABLE TO ACCOUNT ADMINISTRATORS

Key benefits

SMS Messenger enables you to send free text messages

to all of the mobiles on your account, or some at atime -
either that you select manually or by using your pre-defined
Reporting Structures. The time it takes to deliver your
message to intended recipients con vary depending on the
number of recipients and network performance.

How to do it

1. Afterlogging in and selecting Bill Analyser, you'll see the
Account management poge. Click Administration

Click SMS Messenger

3. Choose SMS recipients. Either using the account hierarchy
drop down lists, or the search function. (For this example
we will use Search Accounts). Click Search Accounts

Enter the search details for the associated account
Click the Search icon
Tick the checkibox next to the desired recipient's details

Enter your message content

® N o o A

To send the message, click Send

Bill Analyser

User Adimiinistration

M5 Messenger

Activity Log

SMS Messenger

FRUDEsep~BDSOOLIETEIBUD

/W 8 fms P BOROOC L TERBY

SMS Messenger enapies you t0 send DeXT MESSIPES [0 3l Or Sefeced NUEMBers in YOUr organ'saion.

Cheose reciphents

Arcnunts by 10

o0

g F @ &F F F & Ff F F P

sarchicoms )

Wiew Reporting Structures

£

* @A SBO KO A0

Type your messdge

Remaining chanacters: 160

SMG Magsanger 1g 3 chargeable sanvice Rt i cusmantly svaisble
froe wnldl further aotice, Telelfdnica UK Linkted deserves the iight 1o
introduce charges for or withdraw this service.

10



2.5 Account management

Tariffs and recent charges

Key benefits

View tariff details, alowances and usage, services
and discounts and recent charges for each number
on the account.

How to do it

1. To view your dlowances, select the ‘View Allowances'’
link on the ‘Allowances’ tile on the landing page,
or select ‘Account’ and then ‘Allowances’ in the left
hand menu

2. To view recent charges select the subscription you wish
to view and then ‘View recent charges' from the landing

page tile

P, T

DRI

T
Norrea

T =
casa

LT AT . JAbe

£16,084.04 . ..

z

ACOUNT

Abomences

ADLATPRAION
A

e

Allowances

o

- o I
(@)

o $hame £ J0UNCE 1 ERGUT Dot OB Fsmbe”

red
Rmeky

Yot shaves data sleerce s

et
vty

shoan per mstrie rmle

28 e

Bill Analyser

Allowancas

Servicm

Favourte Nummbaers

Allowances

For dictay purposes, Bcwancs veluns i (ounded 10 twe dectnal places,

avadable diowance the Fer —
307768 (3,07\7\“
Uses X J
Peman g
Haw et v
ot an - P
500 Minutes ( S0 )
[ -] Uit P
Remaiveg

Recent Charges
ot atea i

Numier

omsey

+ wsaance

Total since last imvoice

82

Ponssn rate: Usl calls wmally sppaar bars within 34 by, & may ke ‘ongar e intarmtianal ave daia ol
vy Py W e VAT WG U D BCCSAT Yt NGNS RnR T Yok €N R NS o Rave LSed GNLA wAK] SOmmad. These Chanpes. way be
witiect 1 shange when ew nest bl s produced

Cassen s an wuspng seaga raced
o Cull Type @ Charge. o Dute  Vime o #hoos b Totsiunits ¥ Addess 3 Gost + wowncs
oz pe Guscas  emuame  ewes padsamiae  L5ON moo e
Seven
020w orus can 1oAIme 1soRe maAReTIA 00108 LX) a2
Secce.

o
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2.6 Account management

Manage bars (Bar phone humbers on your account)

If you're an administrator of albusiness account, you con
apply different types of bars to phone numbers on your
account, like bars on premium numlbers or infernational
calls. This gives you more confrol over how the phone is
used and your spending.

1. Login and go to Bill Analyser

2. Select the mobile phone number

3. Select bars from the left hand navigation

4. Using the toggle button, switch the required bar
on or off

5. The page will refresh to show your choices

6.  Change or confirm your selection

ACCOUNT

ADAEMISTRATION

User Adminestraton
XS Mg

Actaty Log

RVOIING

Vi e

Keribl Wik

REPORTING

RACHIAS UIMITER > BAMPT

0 BURDERS 3 Ukes it sl > Waeitae Uiy

User administration

Entey e cetads for the new Sl Anaiyver user

-0#-0-0»00000;
4
]

Step 1
it User.

Selext & Beponting Level ind & relé b inskn 10 this user

Selected Reporting Levels

Accounss by ©

Bill Analyser

12



Bill Analyser

2.6 Account management

Manage bars (Bar phone humbers on your account)
Continued from poge 12

Bar Name Description

IMEI Prevents all functions on aspecified device.

Stolen* Prevents all functions on aspecified device, once identified as stolen. It is recommmended to also apply to the IMEI Bar.

Full* Complete barring of all phone functions on aspecified.

GPRS Bars all data usage on aspecified mobile phone number.

Outgoing call bar* Restricts all outgoing calls on a specified mobile phone number.

Premium, Interational A multipurpose Bar that prevents a specified mobile phone number from making international calls from the UK to numbers overseas; roaming calls
and Roaming Bar made whilst overseas; roaming calls made whilst overseas; and calls to Premium Rate (09) numbers.

International Bar Prevents a specified phone number from making calls to other countries whilst in the UK.

Roaming Bar The specified mobile phone number con only make and recieve calls in the UK. No voice or datfa services allowed whilst roaming outside the UK.
Premium Bar Prevents calls fo Premium Rate (09) numbers on a specified mobile phone number.

Adult and chat bar Restricts adult and chat Premium SMS services on a specified mobile phone number.

Premium and Restricts international calls and calls to Premium (09) numbers from a specified mobile phone number.

International Bar

Default Limited Room Bar | The specified mobile phone number can only make infernational calls from abroad back to the UK, or to numbers within the country they are visiting.
Customer Request Identical to Default Limited Roam Bar, but is only applied if the account holder has specifically requested this level of barring.

Limited Roam Bar

Incoming Roaming Mobile phone number cannot receive any incoming calls when they are away from the UK. They may make calls but cannot receive them.

Call Bar

Spend Caps You cannot remove a Spend cap - please call us to remove a spend cap. All changes to spend caps will take up to 24 hours..

*Plecse note that the status of the outgoing, stolen and full bars will be visible, but to switch them on or off, you will need to speck to a customer services
representative. 13



2.7 Account management
Spend Caps - View

Key Benefits: You can now view, add and edit spend
caps. This gives you more control on your spending.

My O2 Business

ccount and b detas in

1. Log in and go fo Bill analyser
2. Search for mobile phone number O . . ... R —
3. Select account and then select Spend Cap : wosa. e

4. You can now view the spend cap

apmansTRAnON
My 02 Business yet?

ol 02 Buinee comtac = i i rme i,

£140.00

Your seailsble alwance this period
(1028
S

0. Q. mEsessz2 b anagaspr s
2 Account Look Up 2
Spend Caps
PRRTRIP R —
P ———

©  ddiional informaion

ol e [
ot smro s T = =
B s fRm—

apmansTRAnON

14



2.7 Account management
Spend Caops-Add

Log in and go fo Bill Analyser

Search for mobile phone number
Select account and then select spend
cap

Select add spend cap

Lists available spend cap

Change the value of the spend cap fo
your desired amount

Select the spend cap button and select
confirm

You'llnow see your update as successful
and will return to the main spend cap
page

You can click on additional information
for details on the spend cap

Paroral | Riom

O,

My O2 Business

Sign in to My 02 Business

Usermeme (usuey oue e sdres)

Sign in to My 02 Business
P e

Mot signed up to My 02 Business yet?

ot i toueh i

o with
Yo o and youe bt sody.

MNew t0 027

accouT

ADMMSTRATION

ocHe

REFOATIG

Py
Add Spend Caps

kgt o b OTBSISAY

YT S—

b Aiowanle e

G
- P °
H
H
H
H
H
E——
o
H

C)z T re—r———
Spend Caps

Select the Ak Spend Cop bution (0.l e spend cap for CREIMADE.

Oz e

Spend Caps

=
Spend Caps
St o e TSR

[ eT—

Con st 0 3. a0
a1 24 e s

= Spunt CpDesrgton 3 Etetie Duse = cap pr——— = e, acisns

P s s Py
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2.7 Account management

Spend Caops - Edit

Search for the mobile phone number
Select account and then select spend
cap

Go to the actions

Select edit

Select value (increase or decrease) and
select confirm

You'll now see a message to confirm your
edit has been successful and then return
to the main spend cap page

Please note:

fe) e o)
2 2
Spend Caps
Soenccop o subcriber STASASUARZE
e Grasasassaz
ACCOUNT ©  Agdnionsl momation ACCOUNT
Recart Chargss — Rachrn
Aonances * SmaciposTEnon % Eene Date cap amoune Remaining ncvons P
Oueale SpaniiCops oo o500 Fery Detain
- -
spenacopn P
sommsTanon ADMINSTRATION
vocns oEHG
wromIG FRORTING
s & 5ot o1 HEL & SUOAT
e
o, 0,
Esamisy ey
e accouT
Rocant Chargss Racert e
Jrm— r—
[, o
e fn
Soar Cosa Sowed Caps
soMmsTRATON SOMNSTRATON
weians voicHG
sepomING ssouTnG
sursonr a1kLr & surRCaT
e

* You cannot remove a spend cap. Please call

O2 Business customer service to remove a
spend cap. All changes to spend caps will

take up to 24 hours to complete

msasadea: 3 Wanage spend

Spend Caps

R —

Spand Cap st
% Spand Cap Deserigtion. 2 Effecive D & Cap Amourn
SeandCan e oo
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Bill Analyser

2.8 Account management

Details about your connections

How to do it
O > 9 Subscription Detadky

. r . . 3
‘To view T’onff |r‘1form_o'hon, select the connec‘ngn, Then AT Best for Bsiness 1000 Status: Bar Failed / Stolen Bar
Account’ and ‘Details’ from the left hand navigation

Connected date: Ienvosce trequency Contract duration:
. . . . < 0452020 Monthiy 12 Months.

Here you con also view several other pieces of information P L omeeeaeiine —— pR—

. . User mame: 4th of the Month 02052021
relating to that connection: Rocen hrges - ot e i

Alovearc Nusmber Gozaz)
N Oetady S m‘m
* Connection date Eete i
 Disconnection date s S
O Mobile

e Username mvoscas
e SIM number (for mobiles) G ; 0o e Ao o —
* Confract end date e et e
e Cost centre 010 e ot —
e Billing info, and more peeTE s

17



2.9 Reports

Dashboard

Key benefits

Provides a summary of spend based on the Account
or pre-defined Reporting Structure chosen. See and
analyse how your business uses its phones.

How to do it

1. Afterlogging in and selecting Bill Analyser, choose the
level of account desired from the accounts hierarchy list
and click Reporting

2. Click the Run Reports

3. Select the date range you would like the report to cover,
click the Date Range input

4, Select the date range and click Apply
Scroll down to Reports

6. Select the report you would like to run,
e.g. Highest Spenders

Choose the format of the report, e.g. click PDF

8. Tick the boxif you want to be notified when the report
is ready. Then select either o show report, download
report or email report

9. The bellicon at the top of the page, will flash when
your report is ready

10. To receive areport automatically in your inbox, select
‘Scheduled Reports' from the left hand navigation to
setit up

Bill Analyser

Agcounts by 1D Sedich Ancoints .- Only acttvi
Normal Civigee
2]
AMOUN N ERY PAYMENT TERM
B £0.00 14 Days Alrtime
]
B £396,257.90 ... ©
View Invpices @
Your avallable alowance this Period
son 500
Used 0 Mimutes
Remaining 500 Minutes
L ]
Allowences @
02 Allowances
For display purposes, all values are ded to two decimal places.

Allowances

Services

Favourite Numbers

-

Data

Your available allowance this Period

3,077 GB 3,077
used 0Ge ceid o
Remaining 3,077 GE
How It's calculated v

Minutes

Your available allowance this Period

500 Minutes 500
Used 0 Minutes e
Remaining 500 Minutes

How It's calculated W

18



2.10 Reports

What reports are avaiablee

There are many reports that aon e run
and viewed immediately, downloaded,
emailed or scheduled to inboxes.

View data or in chart format. Compare
billing information from any 12

consecutive months over the last 2 years.

Here is a detailed breakdown of the
reports available.

*When setting up ascheduled report, your
options will be:

e Report level — invoice, usage or both
¢ Network type - broadband, mobile,
fixed, plus more

Please see poge 15 for more details.

Report What will it show you?

Top dialled by value

Bill Analyser

List of numbers in order of cost, from most to least expensive

Top dialled by volume

List of numbers in order of duration, from longest to shortest fime

Top dialled by frequency

List of numbers in order of frequency, from highest to lowest most contacted

Highest spenders List of numbers and names on the account, in order of cost, from highest to lowest spend
Zero usage List of numbers with no usage

Low spenders List of numbers and names on the account, with lowest spend

Calls by type How your bill is broken down, by calls, texts, data, roaming etc.

Data usage Datfa usaoge in KB. But report does not show inclusive allowances or how much datais

roamed.

Billed allowances

A summary of mobile phone costs pre and post allowance, split by alowance type, with
savings made and full itemisation

Cost breakdown by
subscription type

Line rentals and discounts, call charges and data charges; but not what Bolt Ons or
payable services they have, or if data charges are UK or roaming

Biling summary

The types of calls made at account level and the associated costs, plus account usage.
Biling Summary doesn’t show ex-VAT costs

Tag summary

Calls and line rental split by business or personal

Usage summary by

A breakdown on the call types each user has made. View usage, duration and cost; how

number much roamed data someone has used; or how many fext messages sent etc.
[temised call Callitemisation, but doesn't show you the country the call made from if roaming.
Flex Report For customers on the Enterprise Flex Proposition, this allows you to track Flex Plan

data pools.

Minutes shown in seconds / Data shown in KB

19



Bill Analyser

2.10 Reports

Continued from page 25

Report What will it show you?

Unbilled Usage
Summary report

Select the billing level you want to report on and go fo Run Reports. This will show you the most up
to date unbilled usoge information

My O2 Business user list

You aon download alist of Bill Analyser users, and their permissions, from the User Administration
menu. This feature allows Administrators to efficiently manage access, permissions and Access Points

Connections report

This report provides aview of all connections on the account, including name, sim number, tariff
details, confract datfes and more. Choose to download the report or send it by email

Additional subscriber
details

When viewing details af subscription level, confract end date and sim number are displayed

Account Number
and Name

These have been added to the following existing reports: Highest Spenders (by period and by
invoice); Lowest Spenders (by period and by invoice); Zero Usage; Invoice Call Report; Data
Usage; Cost Breakdown By Subscription Type; and Usage Summary by Number

Optional non-zipped
file format

This feature will allow you to choose to download or email reports in anon-zipped format. This
is useful if employees are not permitted fo download zipped files, or if there are email/security
policies that prevent zipped affachments being delivered to email recipients. The check box will
be set to “Zipped” by default and you con choose anon-zipped file

Search function

You con search for the following fields in Bill Analyser: Group Name; Corporate Name; Account
Name; Account Number; Phone Number; User Name; Cost Centre; and Customer Reference. You
can also search by sim number

Country code

Added to the Itemised Call Report and added to the list of Filter Criteria to allow filters to be created

Unbilled Usage

Provides a summary by connection, for usage which hasn't yet been invoiced. Manage overage,

By Number datfa usage, bundle usage, identify excessive costs such as international calls or roaming, before
your invoice is produced.
Hardware Provides alist of all the orders you've placed, for things such as for devices, SIMs, and accessories.

Run this report to give you abreakdown of that information for a specific dafe range.

Statement of Account

Access this information at any time. It provides an immediate real time status of your account.
The information available includes invoice numbers, invoice details regarding unpaid amounts
and credifs, and unused credit amounts.

Unbilled Spend Summary
Report links to usage

Click on the unbilled value to view unbilled itemisation relating to that amount

Invoice Usage Screen —
Click chart, filter usage

From the chart on the Invoice Usage screen , clicking on asection of the pie chart will filter the
usage in the table below the chart
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2.11 Reports

Watchpoints and watchpoint alerts

Key benefits

Allows you to set up alerts. For example, fixed-line
or mobile accounts, or numbers that have spent
above a certain amount.

Once the watchpoint has been set, for example any
number spending more than £100 over the billing
period, an alert will be sent to you by emaill. Sign

in fo view the watchpoint detail which will tell you
who met the criteria you selected.

Set up a Watchpoint

1.

2
3.
4

o

© ® N o

1.

Click Reporting
Click Watchpoints
Click Create new Watchpoint

Choose aname for your Watchpoint e.g.
“New Watchpoint Spend”

Choose atarget level for the Watchpoint
and a Watchpoint type

Click Next
Choose the Watchpoint Alert Period (E.g. Quarterly)
Choose afilter (E.g. More than)

Choose the Amount af which the Watchpoint is
triggered (E.g. £100.00)

. Click Next, add recipients (The first time you set up a

new scheduled bill or report, your own email address will
be pre-populated as arecipient, which you conremove if
you do not wish to receive the alert)

Click Finish

12. You consee your alerts under Watchpoint Alerts

Bill Analyser
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Sthewtited REports
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2.12 Reports

Scheduled reports

Key benefits

Lets you create arecurring report to run automatically
and email results. Once you've created a scheduled
report you con view the report or follow the on screen
instructions fo download it.

Scheduling areport

You amn set the following reports to run
automatically based on your requirements.

Pre-defined — most commonly requested reports, e.g.
highest spenders, zero usage efc. Based on number of
invoices captured within your specified date range.
Invoice CSV reports — reports presenting invoice
specific information. Based on numlber of invoices
captured within your specified date range.

Usage report — usage irelevant of invoice. Based on
your specified date range.

1. After logging in and selecting Bill Analyser, choose the
level of account desired from the accounts hierarchy list

and click Reporting
Click Scheduled Reports
Click the Schedule aNew Report button

4. Give the new scheduled report aname and fill in the
other required parameters, for example how often
the report should run

5. When you are happy with the details you have
entfered, click Next

6. Select one or more reports to add to your scheduled

report, you con also choose which file format you would

like to export it in, PDF or CSV or XLS

ACCOUNT 2 Reports
ADMINISTRATION
Report Name
BVOIING
RIPORTING A 8 ikd °
Rim Reports
[- L
Schedubed Raports
Watchpounts B ol by Type ®
Watchpomt Alerts
o L
Reporting Structures
. o
Filtee Suts e
Diafled Nurbers B Datytgend o
Working Mours
a: o
| °
a o

7. When you have selected all the reports you
wish, click Next

8. You may have the option for adding
addifional filters on this screen, enter if
applicable and click Next

9. To add email recipients, click Add recipient.
The first time you set up anew scheduled
bill or report, your own email address will
be pre-populated as arecipient. Untick the
box if you want to receive the report(s) in a
non-zipped format

10.

1.
12.

13.

Bill Analyser

In the Emaiil recipients field, enter the email
address of the recipient and click Add Now
You conrepedat this step to add more recipients

Click Finish to create the Scheduled Report

Your new Scheduled Report has been
saved, ready for emailing on the day set in
step 3. There are afew options available to
you affer you have created the report,
click More Actions

Here you con copy, edit and delete the
details of the scheduled report
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2.13 Reports

Filter sets

Use filter sets to filter usage reports to look at specific call types,
dates, destinations, costs, numibers dialled and more.

You can use the additional dialled numbers or working hours
lists for the report, eg to see calls mode out of office hours. If
you want to apply dialled numbers and working hours lists, you
need fo first create these.

Create a new filter set

1. Afterlogging in and selecting Bill Analyser, choose the level of
account desired from the accounts hierarchy list and click Reporting

Click Filter Sets
To create anew filter set, click the Create a New Filter Set button

Type in aname for the new Filter setf. E.g. New Filter Set

o M 0D

Scroll to the filter you want to activate from the Select Column
drop down menu

o

Enter the required details, e.g. the time parameters you wish to filter
To add another filter parameter to the new Filter set, click Add Filter

8. To add Dialled Numbers or Working Hours lists to this filter
set click Next

9. Use the drop down menu to include or exclude any
Dialled Number lists

10. Click the checkbox to add the desired Dialled List

11. Click Next

12. Use the drop down menu to include or exclude a Working Hours List
13. Click the checkbox to add the desired Working Hours List

14. Click Finish

15. That's it! Your new filter set will be created. This filter set will now
e available to you from the Filters Sets menu

St
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Bill Analyser

2.14 Reports

Reporting structures

Key benefits

x + - o x

YR BRI N

Manage Reporting Structures - New Workgroup Structure

¢ > C

@ espes/businessning ol co.uh/iateara Mm s repontingstnsctinss 104 T sce= BOSOOUHESAIII0L B sep + BOSOMLETEFRUD &

Create new reporting structures that are right for your
business. By creating areporting structure you canrun 02
the reports visible in your dashboard screen against
this structure.

Detow s the structure Mew Workgnoop Structure, Use the controls and options available below to menege the structure. Use the three cots next t0 your Structune 6o manage i. Your changes
are Jutomatkally saved.

Accounts by ID Allozats irems to Usars

Aliocate Rems by selecting them from the kst below. Cant’t see the items your're looking for ? Try using
] e cowmn ffters or the seerth box,
&9 New Workgroup Structy... New Wark t H

Showing 164 of 164 Items.

Create a new reporting structure

1. Afterlogging in and selecting Bill Analyser, you'll see e— — , - L
the Account manogement page v ; , = [a | 5

Run Reparts a Mserd

2. Click Reporting

Scheduied Reparts

“ Rcporting Level & Type & Owner
Click Reporting Structures R " T _
To create anew reporting structure, Reporting Strucures > Ean b e e
click Define New Structure rer— v e
Diolicd Numbers o SO, L L E |
5. Give your new reporting structure aname and S e
click Continue © e Ll r——
6. To aadd asub-folder below your new structure, ¥ T s A
click the Actions icon > P i 7
H |
7. Click Insert

8. Name your new folder and click Add
15. To search for specific details use the Search and Filter by

You can have 8 levels with multiple folders and functions at the top of the screen

numbers below each other, to create another

sub-folder inside the last, click the Actions icon 16. Click Allocate selected items
next to the desired level. E.g. User group |1 17. The numbers have now been added in the relevant folder
10. Click Insert

11. Name the new folder and click Add

12. Now you have afolder structure you con dllocate your
numbers e.g. mobile /broadband /landline. Click the
Actions icon next to the desired level. E.g. Users

13. Click Allocate

14. Select all accounts you wish to add

inside the Reporting Structure

. The Reporting Structure will automatically save changes.

To edit areporting structure, click the Actions icon, next to
the desired reporting structure and click Edit

. Your new Reporting Structure will now be visible in the

Account Management page, when the View Reporting
Structures toggle is enabled
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2.15 Invoices

All invoices and current fransactions

Key benefits

All your invoices and current tfransactions are all in one place, whenever you need them.
You con also view, print or download an invoice. Or even schedule asummary bill to

be sent straight to your inbox, every time it's produced.

Please note: VAT invoices can almost aways e found atf Account level. However, if
the partial invoice column has atick, go up alevel in your account structure o view

a VAT invoice.

View an invoice

1. After logging in and selecting Bill Analyser, choose

the level of account desired from the accounts hierarchy list

Click View Invoices

Alfernatively you con click Invoicing then View Invoices

4. The invoice details will be displayed. To view the invoice of an account, click the

desired invoice

5. The invoice details will be displayed

Download your latest invoice

1. Afterlogging in and selecting Bill Analyser, choose the
level of account desired from the accounts hierarchy list

Click the download icon (cloud)
The invoice will be generated

4. To immediately view the invoice, click ‘Invoice Ready’
when the pop up message appears

5. Alternatively to view the generated invoice at
alater time, click the Notifications (bell) icon

6. Click the desired invoice to view

7. To download, click the download icon
in your PDF viewer

Bill Analyser

-£64.01 .

FAVIDNT TE
30 Days Al

AT 3 NSt

Dute Range:

Email an invoice
1. Select the invoice you want to send by emaill

2. Click on the download/cloud icon and select
the type of invoice

3. Select ‘email options’. Your email address
will be pre-populated. You con remove it,
or add other email addresses.

4. To download, click the download icon
in your PDF viewer
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2.16 Administration

User administration

Key benefits

Create new users, manoge acces and look at
their activity.

Create a new user

1.
2.

Go to Administration and select User administration

Click Create aNew user and enter the details
of the user

Select the type of access they need (administrator
or end user) and select next

Select the acces you wish to provide them with
and finish

To edit auser, select the 3 dofs on the right hand side
of their row, select edit and update as relevant

Edit a new user

o A LN

Go to Administration and select User administration
Select the user you wish to edit

Go to the More actions drop-down

Click Edit

Make the relevant changes

Click Submit

Bill Analyser

User Administration

SMS Messenger

Activity Log

x  +

tps/ /butinessenling.o2.couk/sedcare/Mml#/users/mew/neve - L

User administration

Enter the details for the new Bill Analyser user.

Step 1 Step 2
Create new User Assign Reporting Level

Select a Reporting Level and a role to assign to this user

Accounts by D

Q

Selected Reporting Levels

8

Cancet

* AN SHO 080

View Reporting Structures

Select and assign role
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My Account

3.1 My Account homepage

From the My Account homepage you con access all the services from the drop-down menu in the navigation bar or use the quick access links further down the page.

Personal Business Sign out
O My O, Business Manage Manage Help & support Manage users Jelefonica
2 My Account Update names and cost centres Sim Swap Create new user
Bill analyser View and manage service requests View and manage service requests Edit user

My Account

All you need to manage your account and your bill in one place

[#] service requests

Here are your quick access links
found within My Account. See to — ioclniand el i
the right for azoomed in view. = RS

L o of vecpeneny

Service requests

Summary of the status and é
months’ history of account changes

o5 Manage contracts

Wt 32 reap yaur ) You Gan change 180 mames of your e 379
SEet the cetas of yous vt et
4 e damaged oo nen yous i 1and, w 4 o

Manage devices Fpr—— LS

o s ot s °
Quick accessto common el iosmimsr T = —
My Account device services S , N —

e NeW Service requests

Manage contracts
Quick acces to common

My Account confract services : o - :.-u:::‘:'::.;r.::.v:-mv‘-«*-
Create new service requests P
Make account changes using the s S bt
drop-down menus in this section o
B3 EES

Note: Click on a drop-down or a quick link above for more information.
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3.2 Manage contracts

Update names and cost centres

Key benefits

Have instant acces fo see which company mobile
numbers are dlocated and which are free.

Assign an existing mobile number to anew or
different employee instantly — great if you need to
print their business cards quickly, and very useful if
your business has high furnover of staff.

Set up and swap numbers between cost centres,
especially useful if allocating budgets to different
cost centres.

Facility fo add areference name, number or
description to cid easy identification when viewing
previous or outstanding service requests.

How to do it

1. Goto Manage contacts and select
Update names and cost centres

2. Enter areference (if required)

3. Typein the new user name and click
Change user

4. Type in acost centre (if required)

5. Click Goto review request

6. Check details and click Submit request

7. Use the generated reference number

to frack the service request

Manage devices Help & support Manage users  Jakmiar

o——=

MG requeSTOLAl  Review and WO

Request changes

Toll un which wher s o cont cereres you sl Nhe 19 Change

* Type 10 change en existing vier's name
« To mave a namber to ancther user, a0 cick the ‘Change user but:on

Your reference

MBS 2 werd 00 Commant 15 ety your reque liter

© 2015 Telettnica UK Limped, Terms & Conditions P

1+ Manage devices

O My 02 Business
2

Update names and cost centres

11 Manage devices

Thanks - we've got your request

2 g 1 o e mame e coh o

Vour service request vember;

02710108

My Account

Help & support Manage users  Talobmar

Help & support. Manage users  Telokminr
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3.3 Manage devices

Sim swap

Key benefits

Upon receiving anew sim you have the ability to swap
to the new sim efficiently without having to phone your
usual @ Business contact.

Facility fo add areference name, number or description
to aid ecsy identification when viewing previous or
oufstanding service requests.

How to do it
1.

o A W N

= Help & support Manage users

Review and oubmit

AdS request details

Complete the details for your sim swap

Your reference

24 3 wined o covmemant 1 ety e request later

Go to Manage devices aond select Sim swap

Enter areference (if required)

Enter the new sim number in the last 3 empty boxes
If changing sim type click Yes otherwise click No

Click continue

You will now be taken through asecurity step. Select ' ' pe———

the mobile number you wish aone time PIN to e sent . . 02710108
to. Make sure you have access to the number as you'll o
have 90 seconds to enter the PIN onto the website

Once you've entered the PIN, click Continue
Check details and click submit request

Use the generated ...

Please note:

Leave the existing 6 numbers in the first box

and only fill in the other 3 boxes

My Account
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My Account

3.4 Manage your digital subscriptions

Available for Enterprise customers with digital subscriptions

How to do it
1. Login and go fo My Account

2. Select ‘Manage contfracts’ and then
‘Manage digital subscriptions’

3. You aonsee the details and status of your digital
subscriptions. Hover over the information icons for
further information

4. Tick the box to select the digital subscription you
wish to update

5. In the ‘ordered licences’ column, select + to add more
subscriptions or — fo remove them, then add the
number you wish to add or remove

6. Check details, tick the box to confirm you wish to
ploce the order and select ‘confirm'’

7. Use the generated reference number to frack the
service request

8. The Digital Subscriptions page will be updated on
the following day

9. Should you wish to raise aquery with the team, you
can do so via the Manage digital subscriptions page
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3.5 Manage contracts / Manage devices

Create new service requests

Key benefits

Create a service request to make changes to Bars and Bolt
Ons, request PAC or PUK codes, place an order or make a
general enquiry e.g. general billing.

How to do it

1.  Goto Manage contfacts or Manage devices and select
Create new service request

Select your request type using the drop-down
Select your request sub type using the drop-down
Enter areference (if required)

Enter adetailed description of your request

Check details and click submit request

N o A W N

Use the generated reference number to frack
the service request

For PAC code requests you will be taken through a
security step. Select the mobile number you wish aone
time PIN to be sent to. Make sure you have accessto the
number as you'll have 90 seconds to enter the PIN onto
the website

Once you've enfered the PIN, click Continue

[¥] Create new service requests

Complete all the boxes

Request type General Enquiries

Check SIM status, Delivery enquiry, Device Query, General Billing,
Request a copy invoice, Request a copy invoice

General Enquines
Request sub type,
-Please sefect-
Your reference
Add a word or comment 1o ioentify your request later

Description

Request Type Request Sub Type

Manage bolt ons | Add or remove abolt on

General enquiries | Check sim status
Delivery enquiry
Device query

General billing
Request a copy invoice

PAC and PUK Get aPAC code to port anumber
codes Get aPUK code to unlock a device

24 hour replacements after 12pm
24 hour replacements before 12pm
Add anew connection or activate a new

Place an order

connection

Add an O2 Boostbox

Place an order after 12om

Place an order before 12pm

Check device stock levels before placing
your order

My Account
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My Account

3.6 Manage contracts / Manage devices

View and manage service requests

Key benefits

O My O2 Business Manage contracts: Manage devices Help & support Manage users Tt
2

View all service requests from the last 6 months in
one place. Check the status of arequest to see when
it's been completed.

Service requests

Allows the account holder to view service requests made
by additional administrators leaving them free to deal
with the day-fo-day stuff while still keeping an eye on
what's going on generally.

he last & months

rorsar refarsece You Gen't nesd 10 type the ful sefeence
re detac

e Rt s 60 L
I Progron S SNG4 10 AN

Service request comments

Search facility allows you to easily find aspecific service
request. Search for single or grouped service requests, by
service request number or customer reference, you can
also filter by date.

Ackd a servie tequest comment

View asummary or the full service request details.

S
HOW fO dO it Change detads
1. Goto Manage contacts or Manage devices and
. . o 1 P
select View and manage service requests
Attachments

2. Use the search, filter or page scroll to find the
service request S

3. Click the Service request number for full

request details
etk © 295 Twwiona UK Limiws e & Condeee Frivacs Py

Please Note:

e Changes cannot be made from this screen.

Co to the relevant page from the drop-down
to maoke changes




3.7 Manage users

Create new user

Key benefits

Allows you to create new administrators or end users with their own
unique usemame and password.

This helps fraceability and allows the management to decide on the
user access rights.
Types of user

An administrator can: view and manage service requests, sim swap,
update names and cost centres, create and edit users, create
service requests.

An end user can: create service requests and view all service requests.

How to do it if you're an administrator

1. Goto Manage users and select Create new user
Enter all User details

Choose User type (see above)

Assign amobile number from the list, Click Select
Click Add selected

Check details and click submit

N oo oA W N

Use the generated reference number to frack the service request

Please note:
¢ Selecting amobile number is optional if creating an administrator

¢ Depending on how your account has been set up on our system, you may need a special
licence to be able to view the whole group in My Account. If you can't see all of your

subscriptions, get in touch with your usual @ Business contact who con arange the licence
for you. Please note that if auser hasn't logged in to My @ Business for more than 6 months,
the licence will be realocated and My Account accesremoved

From eary 2022, administrators with a special icence will be able to provide acces to users at
any level of your account.

User details

Comple e all the boues excepd where shawn

LTS priviny <aradt mckils Nt

ChoaE e of user

Assign a mobile nuMber tpriensl it csatiag aa Atsin ws)
+ Choode & rmobile nursberil 1o aign 1o this wer from the tabile below.
o+ Chosen numbers will be chown in the “Selected numibers Tanke ar the bottom

Available numbers P p—

AP p— salédt

el Sarlene v

Selected numbers

My Account

© 304 3 Tulwritricn i Liminec Turme &

Condisiam Privacy Bellcy
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3.8 Manage users

Edit user

Key benefits

Allows you to edit an administrator or end user,
acftivafe or deactivate their account or change the
user type and accessrights.

Types of user

An administrator can: view and maonage service requests,
sim swap, update names and cost centres, create and edit
users, create service requests.

An end user can: create service requests and view alll
service requests.

How to do it if you're an administrator

1. Goto Manage users and select Edit user
Click Edit

Choose User type (see above)

Make any relevant changes

Check details and click submit

o oA W N

Use the generated reference number to track
the service request

Please note:

o My 02 Business Manage contracts Manage devices Help & support Manage users
2

Chscae: the wer you mot 52 amand.

Febcfmi © 5993 Priefnia Us Larites). Tomrn & oo Frivecy Prley

ettt

e If auseris deactivated — they won't have access to My Account

My Account

0 My 02 Business  Manage cantracts Manage deviees Help & suppont. Manage users  Tosiun
2

Edit My O2 Business User

Change yaur user's details below then click submit
..... S ————

bt namy

Lain e

o sicats more Miobile nmber() for s User Use the saarch nc agie

Your availzble numbers Iy 1o S brm
C EA
-
g '.-n
L]
A et
[ ] o N
Foiniar 15 Fubeanicn U i Tarms

34



4.1 Help and support

For help and support visit



http://o2.co.uk/myo2business
https://www.youtube.com/watch?v=tH-pUgzLRkw&feature=youtu.be
https://myo2business.tmtx.co.uk/en/devices/o2.html
https://www.o2.co.uk/business/support/my-o2-business/about-my-o2-business
https://chat.o2.co.uk/system/templates/chat/capita/chat.html?entryPointId=1007&templateName=capita&languageCode=en&countryCode=US&surveyName=Business&ver=v11&buttonId=BusinessContactUs&eglvrefname&null&aId=EG36499597&sId=C3266ee360-1148-4527-987b-6e906641ca7b&uId=A2fe6c3089-0fc8-47c7-8539-aff9bf161fed&referer=https%3A%2F%2Fwww.o2.co.uk%2Fbusiness%2Fmyo2business
https://youtu.be/UQ3bxsRALyk

