Mobile Manager User Guide: Unbilled Usage

You can now view your recent usage in Mobile Manager.

Underneath ‘Overview’ and ‘Reports’ you will find the new sub-sections ‘Billed’ and ‘Unbilled’. You will receive your monthly invoices
as usual under ‘Billed".

Please note: Unfortunately, this feature isn’t available to all customer account types. The Unbilled feature will be automatically
enabled for eligible customers.

This feature will only be available to top level administrators. For any users that require access or support, you will need to contact
your administrator.

Overview

Under ‘Unbilled’, you can view your usage since your last billing date. The dashboard shows a breakdown of your total cost, calls,
events (texts/mms), and data.

The data isn't live and will update approximately every one to two days. Don't worry, the dashboard will tell you when the data was
last refreshed. This will help to give you a more realistic view of your latest monthly usage.

When your next month’s billing data is available, the recent usage will re-set accordingly.
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Set up alerts to keep an eye on your accounts without needing to check your dashboard. You will be contacted via email if your
accounts meet your set thresholds. You can set thresholds for:

- Usage type - all or roaming.
- Measure - cost, data, duration or event.
- You can choose to receive an email at the end of the day, when a threshold has been triggered or both.

The default is to set the alert at group level, but it can be amended for individual phone numbers, hierarchy groups or account
numbers.
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Setting up alerts

1. Visit your ‘Unbilled’ dashboard and ‘Create new alert.
2. Name your alert and select your criteria (for example usage, measure, email).
3. Then ‘Create alert’ and the alert will be added to your dashboard. When your alert is triggered, you will be emailed. To edit an

alert, select ‘More options’ and ‘Configure’. You can also use this to delete alerts. To create more alerts, follow this process again.
Each user can set up to ten alerts.

Use the ‘Profile’ E icon in the top right-hand corner to edit your email address.
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Reports

View your unbilled usage for your accounts and phones by visiting ‘Unbilled’ under ‘Reports’. Bespoke reporting is also available
under ‘My reports’. Once a report has been created, it will save under ‘My reports’ for future usage. The default selection is the
group account. You can select accounts and phones within your structure to refine the reports under ‘Monitor.

These work in the same way as the billed reports. For further information, visit our ‘Reports Section’ User Guide.
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Disclaimer

This document has been produced by BT and is furnished solely for information purposes. Whist BT has taken care to try and ensure that the information contained in
this document is accurate, BT cannot accept any liability for any error or omission. The up-to-date position should be checked with your BT Account Manager. This

document and all intellectual property, information and data contained in the document is 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.





