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Introduction 
 

This guide will help you get started with the Mobile Manager. It covers account activation 

and login.  

 
It’s worth noting that not everything in this guide is relevant to all types of users, due to 
different access permissions. If there’s something here you think you need to use, but you 
don’t have the correct user rights to access, please talk to your company’s main 
administrator. 
 

Overview 
 

Mobile Manager (www.mobilemanager.bt.com) provides you with the ability to view and 
analyse your mobile billing information online, and amongst other services, it also enables 
you to:  

• Create and update a company structure to organise your phones 

• Set up other users within your company to use the service 

• Create reports based on billing information 

• Change usernames  

• Change Network Features (Simple Service) 

• Change SIM cards 

• Request PAC/STAC Codes 

• Download Equipment and Airtime invoices 
 
Full itemisation for every user is available, and many reports and summaries are available to 
cover every aspect of usage and spend. Most reports can be downloaded in a variety of 
formats, including .csv and .pdf. Phone users can also easily tag their personal calls (if user 
access permits) and submit the results for recharging centrally.  
 

Main Administrator 
 

Via Activation Email. 
 
When you are registered onto Mobile Manager and bill data has loaded you will receive an 
email (Please check your junk items and white list the ‘from address’) then click the link 
contained in the Email you have received. 
You will be asked to provide your first name, last name and email address and create a 
password unique to you.  
 
Once your account has been successfully activated, your username will be provided to you 
on screen. Please take note of your username and password.  

http://www.mobilemanager.bt.com/
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For the first time login only, you will be prompted to set up a security question.  Each time 
you log in after that, you’ll just need to enter your username and password. 
 
 
Via Keyword and Authenticode 
 
If you have been  provided with a Keyword and Authenticode to register. 
 
Go to Mobile Manager (www.mobilemanager.bt.com) and click ‘Activate Account’. On the 
left-hand side of the screen, underneath the next button, there is a link that says, ‘if you 
have been given a Keyword and Authenticode please register here’. Please click the 
hyperlinked word ’here’. 
 
You’ll then be asked to provide the Keyword and Authenticode that you would have 
received. You will be asked to provide your first name, last name and email address. Then 
you’ll need to create a password unique to you.  
 
Once you’re successfully activated, your username will be provided to you on screen. Please 
take note of your username and password. For the first login only, you will be prompted to 
set up a security question.  Each time you log in after that, you’ll just need to enter your 
username and password. 
 
 
Via Account Number 
 
The registration process usually takes place via email.  However, if the first administrator 
hasn’t been registered on the Account it is possible to register this way. (Please note this will 
only work once for the first activation of the initial administrator) 
 
Go to Mobile Manager (www.mobilemanager.bt.com) and click ‘Activate Account’. On the 
left-hand side of the screen, then click ‘Next’.  You will be asked to provide your Account 
Number and then 2 Mobile Numbers that have recently appeared on that Account 
Number’s invoice. 
Following this you will be asked for your first name, last name and email address in the 
same way as methods above. 
 
You’ll then be asked to provide the Keyword and Authenticode that you would have 
received by post. Then you’ll need to create a password unique to you.  
 
Once you’ve successfully activated your account, your username will be shown to you on 
screen. Please take note of your username and password. For the first login only, you will be 
prompted to set up a security question.  Each time you log in after that, you’ll just need to 
enter your username and password. 
 
 
 
 

http://www.mobilemanager.bt.com/
http://www.mobilemanager.bt.com/
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Additional User Creation 
 

The main administrator for Mobile Manager can create additional administrators or users. 
As an additional user that has been created you will receive an email that will outline your 
username. Once you click on the link provided to you in the email, you will be prompted to 
set up a security question and create a password unique to you.  
 
Please take note of your username and password. Each time you log in after that, you’ll just 
need to enter your username and password. 
 
Mobile Manager will be tailored according to the level of access you have been given. If 
there’s something that you think you need to use but you don’t have the right user access, 
please talk to your company’s main administrator.  
 
 

Changing Your Password 
 

Once you’ve logged in to Mobile Manager you can change your password by clicking the ‘My 

Account’ link in the top-right corner.  

 

 

 

Thereafter, click the ‘Password’ link in the right side, and enter your new password twice.  

 

Your password must be between 8 and 32 characters long. Your new password must contain 

one character from 3 or more of the character sets. Number (0-9), Capital letter (A-Z), Lower 

case letter (a-z) and Non-Alpha character (e.g.! ~# etc.). Your password must not include 

your username e.g. fbloggs1# and must not include real words e.g. December90#. Your 

password must also be different to your previous six passwords. 

 

Should you wish to, you’ll also have the option to change your security question and 

answer. 
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Lost/Forgotten Password 
 

If you have lost your password, select the ‘Forgot Password’ link from the Mobile Manager 

login screen. This will generate a new temporary password via email and enable you to 

access your account.  
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Disclaimer  

 

This document has been produced by BT and is furnished to you solely for your information 

and may not be reproduced or redistributed, in whole or in part, to any other person. 

 

The contents of this document are strictly private and confidential between you and BT and 

you must keep confidential all information contained herein and shall not disclose any part 

of such information to any third party, or copy it in any form, without the prior written 

consent of BT. If you have an agreement with BT, you are bound by the confidentiality and 

other obligations contained in such agreement in respect of all information contained in this 

document. 

 

Whist BT has taken care to try and ensure that the information contained in this document 

is accurate at the date of publication, BT cannot accept any liability for any error or 

omission. The Mobile Manager website is under constant development and as additional 

information becomes available or any inaccuracies become apparent, BT reserves the right, 

but shall not be obliged, to make alterations to the data contained herein. The up-to-date 

position should be checked with your BT Account Manager. 

 

This document and all intellectual property in the document and the information and data 

contained in the document, including without limitation relating to its format and 

presentation, is and shall remain the sole property of BT. 

 

Nothing in this document is binding on BT or any of its parent or subsidiary undertakings or 

any of its officers or employees. 

 

No representation or warranty (express or implied) is made as to, and no reliance should be 

placed on, the fairness, accuracy or completeness of the information contained herein and, 

accordingly, none of BT or any or of its parent or subsidiary undertakings or any of its 

officers or employees accepts any liability whatsoever (save in respect of fraud or fraudulent 

misrepresentation, and personal injury or death to the extent that it results from its 

negligence) arising directly or indirectly from use of this document. 

 

By accepting this document, you agree to be bound by the foregoing limitations. 

 


