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Introduction

We know how important access to the right billing information at the right time is
for your business.

With Analyse Charges as part of My Account, your online portal, you’ll be in the
driving seat. We're giving you full control of the reports you run and the
information you see.

This guide will help you get up and running with how to access and use Analyse
Charges.
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Getting Started

Existing BT My Account
users

* Ifyou're an existing BT My
My Account Orders  Services Faults Roles Messages Profile  Email Account user’ Slmply |Og In aS

, usual and head over to the main
Billing page. From there select
Analyse, then Analyse charges.

Products & solutions~  Whychoose BT v Help & support v

Products &solutions~  Whychoose BT v Help & support v Log out

My Account Billing overview

Overview My bills + My usage v My statements Pay bills ~ Manage accounts v @ .n.

Bill analytics

Billing overview

For each billing account, view amount owed, latest and recent bills, how you pay, and more.

Analyse charges

Tag costs m |

»0eqpeo

March 2024. Version 1.0



Getting Started

New to BT My Account

R e Ifyou’re not a BT My Account
user, you’ll need to head over to:
https://business.bt.com to set up
a BT My Account profile.

For the home For business and public sector For global business

Products & solutions « Why choose BT ~ Help & support « Q é Login / Register

» Select Login/Register, followed
by Create an account.

Products & solutions ~ Why choose BT v Help &support v

* You'll need your BT Business

=1} Mg Account account number and an email
address that hasn’t already been

used for a BT My Account profile.

Welcome to your mission control. My Account lets you easily manage
billing accounts, orders, services, roles, faults and more.

Not registered’ Create an account >
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Products & solutions ~+ Whychoose BT+~  Help & support

My Account Billing overview Analyse charges

Overview My bills ~ My usage « My statements ~ Pay bills ~ Manage accounts v Analyse v @ Q-

Analyse charges

Pinpoint what you're paying for, Download summary reports, usage reports and media files to analyse charges at-a-glance and in detail. I I I
Overview Summary reports Usage reports I
I ) U e Chart our charges,
your way
Number of accounts Number of invoices Total net charge
Tag costs >
v 1 1 £107.08

Analyse more
Select or remove services °

Want bills that

Reqular charges £107.08

Analyse charges
main page

Within the Analyse charges main
page, you'll find 3 tabs:

*  Overview

Summary reports

* Usage reports
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My Account Billing overview Analyse charges

Overview My bills My usage ~ My statements v Pay bills + Manage accounts v Analyse v @ -ﬁ-

Analyse charges

Pinpoint what you're paying for. Download summary reports, usage reports and media files to analyse charges at-a-glance and in detail. I I I
Overview Summary reports Usage reports
' G ol Chart our charges,
your way
Number of accounts Number of invoices Total net charge
Tag costs >
aN 1 1 £107.08
Account number and name ‘ Bill reference ‘ Bill date ‘
VPE310  BT( "ACCOUNT 9] M1i52 05/Mar/2024 £107.08 e
Analyse more
Want bills that

Analyse charges -
Overview

* The Overview tab gives a basic
view of the account focussed on
the most recent bill.

* The number of accounts
displayed and the number of
invoices and total charges for
that account is shown

* Clicking the chevron (drop
down/up arrow) expands this
detail to show the Account
number and name Bill
reference, Bill date and total.

* The Analyse more button allows
you to select more accounts and
bills (linked to your BT My
Account profile) to view.
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Overview

* Scrolling down the Overview
page shows a chart breaking
down the costs that make up the

W bl et bill (in this instance the bill is
look after regular charges only).
) themselves?
e Go Direct Debit >
:::L‘larcharges :j:z: ° The Hotspots dropdown a”OWS

£107.08

you to compare the current bill
g v to last months bill, or to the bill
e of the same month last year.

* Regular charges are shown, with
the option to view a Regular

Hotspots: Charges report

Comparison to last bill - excl VA~

e Bill Total is shown with the
P, S s option to view a Bill Total report.

Regular Charges report Bill Total report
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Analyse charges —
Summary reports

The Summary reports tab allows
you to see a summary of your
services and charges for your most
recent bill and the ability view
specific report types.

Products & solutions -~ Why choose BT +  Help &support « Log out

My Account Billing overview Analyse charges

Overview My bills ~ My usage ~ My statements v Pay bills ~ Manageaccounts ~  Analyse ~ @ -ﬁ-

Analyse charges

Pinpoint what you're paying for. Download summary reports, usage reports and media files to analyse charges at-a-glance and in detail. I I I
Overview Summary reports Usage reports
Ve LA Chart our charges,
your way
Number of accounts Number of invoices Total net charge
Tag costs >
N 1 1 £107.08

Analyse more
Select or remove services
Tableview  Craphical view

Summary by service
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Summary reports

e A summary of the charges for
your most recent bill can see
seen in table format, which is the
default layout for the summary.
Use the Print this view or
Download this report buttons if
needed.

Usage One-off - = Total charges
Regul; Di ts  |Adjustments Numbe U 2
* TheTable view and Graphical
0.6: 0.0 0.00 0.00 0.00 062
106.46 .01 0.00 00 0.00 106.46 2
=

look after

Table view  Graphical view

Summary by service themselves?

Get down into the detail by clicking on the costs in the table or switch to the graphical view and click on the segments, Go Direct Debit >

Q onh t-related it 062 0.00 H
R e view buttons can be used to
- we| | o w0 oW we] o . : change the summary detail from
Download this report Print this view the default ta ble VieW |ay0ut-
Choose your reports
s All charges by billed service or site ® Choose your repOrtS gives the
ety e stgince ability to view and download:
v Charges by ype, in decal * All charges billed by service or

site

* Charges by type, at a glance
* Charges by type, in detail

10
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Summary reports —
Choose your reports

All charges by billed
service or site

(:l wnload this report Print this view
— 7 * Use the Chevron (dropdown
A\ All charges by billed service or site
o : arrow) to expand the All charges
Bills by service number in o . . . .
billed by Service or Site section

Billed services & sites

Charges of all types for each billed service, plus service locations

 Bills by Service number or Billed
services & Sites can be selected
to Print or Download.

v (harges by type, at a glance

v Charges by type, in detail
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Summary reports —
Choose your reports

Charges by type, at a
glance.

Choose your reports

e Use the Chevron (dropdown

v All charges by billed service or site

arrow) to expand the Charges

A (harges by type, at a glance bl
§ o

F———— o : billed by type, at a glance
s section
Tsi?:l(‘: E i:ﬁ j‘?ﬁ’ e Print Download
S e * Regular charges at a glance
P pan | | Downloat shows recurring charges such as

rental

v/ Charges by type, in detail

__________________________________________________1 * Usage charges at a glance shows
usage such as calls

* One-off charges & credits at a
glance and Discounts at a glance
can also be accessed here to
Print or Download

12
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Summary reports —
Choose your reports

Charges by type, in
detail.

Choose your reports e Use the Chevron (dropdown
\ Al charges by blled service orsie arrow) to expand the Charges
< Charges by ype,ataglnce 7 billed by type, in detail section
A Grargesby e, i deta : * Here you can Print or Download
. e | Dovnoad a more detailed view Regular
fyi pin || Dot charges, One- off charges &
S et Pin] | Dombad credits and Adjustments .

13
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Products &solutions ~  Why choose BT~  Help &support

My Account Billing overview Analyse charges

Overview My bills ~ My usage ~ My statements ~ Pay bills ~ Manage accounts ~ Analyse + @ .ﬁ.

Analyse charges

o
Pinpoint what you're paying for. Download summary reports, usage reports and media files to analyse charges at-a-glance and in detail. I I I §-

Overview Summary reports Usage reports e e charges,
your way
Number of accounts Number of invoices Total net charge
Tag costs >
v 1 1 £107.08
Select or remove services
Total usage by service number Tebde view [Cpendivcy

Cet down into the detail by clicking on the costs in the table or switch to the graphical view and click on the segments.

Want bills that -

14

Analyse charges —
Usage reports

The Usage reports tab allows you to
view a variety of reports related to
calls made from your business
network.
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Usage reports

* Asummary of usage charges (if
calls have been made) for your
most recent bill can see seen in
table format, which is the default
layout for the summary. Use the

Want bills that Print this view or Download this

report buttons if needed.

Total usage by service number Tatieview ey iRicY
Get down into the detail by clicking on the costs in the table or switch to the graphical view and click on the segments.

+ Filtering IoOk after

themselves?
Go Direct Debit »

Total UK phone line
Service number | Friendly name (service number)
Total usage quantity Total charges before VAT (£} VAT rate (%)  Usage quantity (Charges (£)

Mo records found.

* The Table View and Graphical
view buttons can be used to
change the detail from the

Dovnload thsview | | Print thisview default table view layout.

4 G »

Choose your reports )
e Choose your reports gives the

ability to view and download a

N/ Most popular

V' Usage ata glance variety of reports including Most
© Ussge indetsl popular, Trend reports and
Other calls reports.

N/ Trend reports

N Othercalls

15
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Choose your reports

/< Most popular

Call summary

A summary of phone line and mobile usage.

Most expensive calls by usage type

Details of your most expensive calls by usage type.

Print

Print

Download

Download

v Usage ata glance

v Usagein detail

v Trend reports

s Other calls

16

Usage reports —
Choose your reports

Most popular

Use the Chevron (dropdown
arrow) to expand the Most
popular section

Call summary or Most expensive
calls by usage type can be
selected to Print or Download.

March 2024. Version 1.0



17

Choose your reports

v Most popular

A\ Usage at a glance

Call summary at a glance
An overview of your call usage.

Calls by destination at a glance

Calls by cost at a glance
An overview of your call usage based on cost.

Calls by duration at a glance
An overview of your call usage based on call duration.

Calls by time at a glance

An overview of your call usage based on time of day.

International calls

Details of calls to international numbers.

An overview of your call usage based on number called.

Dow

mload

Dow

Dow

nload

Dow

nload

Dow

Dow

mload

nload

nload

v/ Usage in detail

Usage reports —
Choose your reports

Usage at a glance

* The Usage at a glance tab

presents Call Summary, Calls by
destination, cost, duration and
time as well as International
calls to Print or Download.
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Choose your reports

v Most popular

v Usage at aglance

A\ Usage in detail

Call summary in detail
A detailed view of your call usage.

Most frequent calls in detail

A detailed view of your most frequent calls.

Longest calls by duration in detail
A detailed view of your longest calls made.

Zero usage in detail

A detailed view of your billed services with zero usage.

Download

Download
Dow

mload

Dow

mload

v Trend reports

v/ Othercalls

Usage reports —
Choose your reports

Usage in detail

* The Usage in detail tab presents

Call Summary, Most frequent
calls, longest calls by duration
and Zero usage in detail to Print
or Download.
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19

Choose your reports

v Most popular
v Usage at a glance

v Usage in detail

A\ Trend reports

Call summary - Calls by day and hour
A summary of calls by day of the week and hour.

Call summary - Repeated calls

A summary of calls made more than once.

Print

Print

Download

Download

v Othercalls

Usage reports —
Choose your reports

Trend reports

* InTrend reports you can Print or
Download Call Summary- Calls
by day and hour or Call
summary — repeated calls.
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Customising your reports

With Analyse charges its possible to customise the data within any downloaded
reports to suit your needs.

Read on for a quick guide...
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Choosing your
report type and
format:

Summary report > Bills by service number

e e * Scroll down to the Choose your
o reports section where you can
Toa £8.00 00 £642 select the report type and
format.

Jownload this report Print this view

Choose your reports

e Clicking the link for the report
(e.g.) Bills by service number
will present an online summary
view.

A\ All charges by billed service or site

Bills by service number

Billed services & sites

. .

= a - e Clicking the Download button
A B c D E F G H J K L M N o P Q R s T u % w X ¥ z AA AB [] - . .

2 Account il refere Moss, 18 5ep 2023 7 for Bills by service number will

3 |Service number Account  Bill reference Source account Source ref Service ty Regular ck Usage cha One-off cf Discounts Adjustme Total char VAT rate ( Usage quz Usage dur Usage star Usage enc Rental sta Rental eniUsage day Rental dayTag 1- Co:Tag 2- LocTag 3 - AreTag 4 -

4 |'on: 055 Phone ser 135 [ 0 0 0 135 20 R S 60 .

5 0w 035 Phoneser 135 0 o [} o 135 20 S ) t CSV f I t ” th

6 |'01: ‘044 Phone ser 2 [ 0 0 0 32 20 R S 60 genera e a I e O See a e

7 |01 043 Phone ser 135 [ 0 0 0 135 20 R S 60

8 |'01: ‘043 Broadbani 503 [ 0 0 0 5103 20 R SR 60 H H 1

it TR ————— - e s o information held at a service

10|'01: '031 Phone ser 135 [ 0 0 0 135 20 HEEEERE B 60

11/'01: '033 Broadbani  38.66 [ 0 0 0 3366 20 HEEEERE B 60

12['01: '033 Phone ser 135 [ 0 0 0 135 20 HEEEERE B 60 Ievel .

13 ['01: '028 Phone ser 0.45 [ 0 0 0 0.45 20 HEEEERE B 32 L

14 ['01: 046 Broadban 17 [ 18 0 0 19.7 20 HEEEERE B 32

15 ['01: 055 Phone ser 0.45 [ 0 0 0 0.45 20 HEEEERE B 32

16 ‘01 ‘046 Phone ser 135 0.35 0 0 0 1385 20 6 00:14:27 37 60

1701 055 Phone ser 135 0.24 0 0 0 1374 20 1 00:02:43 37 60

18 ‘01 055 Phone ser 135 [ 0 0 0 135 20 HEEEERE B 60

19 ['01: 055 Broadbani  56.29 [ 0 0 0 56.29 20 HEEEERE B 60

20 ‘01 '030 Phone ser 135 [ 0 0 0 135 20 ssEERy amsre 60

2101 '030 Broadbani  58.29 [ 0 0 0 5829 20 ssEERy amsre 60

22['01: 046 Broadbani  5L03 [ 0 0 0 5.03 20 ssEERy amsre 60

23['01: '055 Phone ser 135 0.85 0 0 0 1435 20 4 00:03:09 37 60

2401 '055 Phone ser 13.5 [i] 0 0 0 13.5 20 ssEERy amsre 60
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Applying filters to
the CSV file:

Summary regort > Bills by service number

For full detail, download the CSV

O crou o s = w | file from the option shown .
Toul £8.00 £000 £64

e Tosort the data according to
Choose your reports your needs, apply filters by

A Allcharges b billd sevce orsie opening the CSV file and clicking
Bl o secvce umber on the row that contains the title

Charges of 8l types for each billed service

Biledservices & skes headers for the columns.

Charges of all types for each billed service, plus service locations
. .
* Select Sort & Filter, then Filter.
File Homeo ewert Deow Page Layourt Formalas Data Revoew View Autcenate Help L Comments ¢ Share ~
[ [’_] X Calbe i1y = = = "% General . B3 Condtnal Formatsng - B e - ’ ol | | @
- ) o - B 1 g - A A = = = B - me % ’ B2 Format an Table - 5 Doiete -~ {dang Aosvas Add-in
Paste - \
. el & A - 2 > S “w 3 B2 ot Styles ~ 35} Format - o
Opboard n fom n Nogrers i) Noamber L) wrn Col Argbey  Semetivity RS ~
. Autc - ')
A3 fr  Service number 2. AutoSum P v
Era~ Find &
A [} c [ L ' [ H | ] . © Coac v fred 0 po-
1 Summary report > Billls by service number ]
‘::u - — = £l sonAn2
Semctnumbev Account 84l reference Source Source rel Service type  Regular ch wulmt Z1 SonZioA #al char VAT rate
CRk 5 Ve o ey (333 Phone service 1 (7 Plezibminde 135 2
S ‘011 v GP GPFO 055 Phone service 135 4] 0 r’, Cystom Soat 135 x
6 ‘o1 v EN M2 ‘044 Phone service 2 Qo 0 ? 2 2
7 ‘o1 | v GP GPO 043 Phone service 135 0 0 135 >
8 ‘o1 vl GP GPO ‘043 Broadband and 5103 0 0 5103 2
9 ‘01 i GP GPO 031 Broadband and 5829 0 0 5829 Pl
10 ‘011 v GP GPO ‘031 Phone service 135 0 1] 135 b
11 ‘01t v GP GPO 033 Broadband and 38.66 o 0 0 0 1366 b
"y vee ~e ~er w» Bhann ramidon "9 n " Ll " e »
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Applying filters to
the CSV file:

e After applying Sort & Filters, the
3 v = BT Business-Analyse charges 02) csv £ Sewch m - o X . . . .
P o Pl i i it i ey T columns within the CSV file will

< X Calibri i A = == 8 Genersl - 3 Conditionsl Formatting ~ & et ~ jol (@ | H
O (S e s e | T e [ [ now contain dropdown arrows
v < H- - A = = P @ 8 B3 Coll Styles ~ {5 Format ~ o
ot . SRR - . N I e for each column
A3 < fe Service number v

e — ‘ - : : : : T — e Using the dropdown, you’ll be

2 Account Bill referetMOS6, 18 Sep 2023 ™

3 {Service number - ~  Account ~ Billrefe~ce - _~ |Source accoun| reference * Service - } - ] & bl f' h f'l H
 ————— T —r ; o — s — able to refine the filter options
5 I ‘055 Phone service 135 0 0 0 ) 135 2(

6 il senzwoa '044 Phone service n 0 0 ) 0 R 2( . .

: s o P s : o o o mus 2 further by using the tick boxes
8 ‘043 Broadband and 51.03 0 0 0 0o 5103 2l ’
9 ‘031 Broadband and 58.29 0 ° 0 0 5829 2 .

10 '031 Phone service 135 0 (] [} 0 135 2 I t g th I th t y

1" '033 Broadband and 38.66 0 0 o 0 38.66 2 Se ec In e Va ues a Ou

2 ‘033 Phone service 135 0 0 0 0 135 2 . .

13 S ‘028 Phone service 0.45 0 0 0 0 045 2 t t th I t d

14 et B " lose 8roadband and 17 ° 18 [} o 197 2 wan oview in € selecte

15 - ‘055 Phone service 045 0 ) 0 0 045 2|

16 ‘046 Phone service 135 035 0 0 0 1385 2 H 1
17 :::N‘A"" ol ‘055 Phoneserv:te 135 0.24 1] 4] 0 13.74 2 Column Of the CSV flle then Clle
18 o™ ‘055 Phone service 135 o ] 0 0 135 2

19 Fep ‘055 Broadband and 56.29 0 ) 0 0 5629 2l
20 7IGF ‘030 Phone service 135 0 ) 0 [} 135 2 0 K.
21 pols '030 Broadband and 58.29 0 ) 0 0 5829 2
22 2GP ‘046 Broadband and 51.03 0 ) ) 0 5103 2
23 o ‘055 Phone service 135 085 0 0 0 1435 2 .
2 055 Phone service 135 0 ) [} 0o 135 2 ° A y I t t k d f
25 - ?; '056 Phone service 308.2 88.56 0 0 0 39676 2 ny values no ICke or
26 76p ‘055 Phone service 135 0 ) 0 0 135 2| . .
27 268 ‘027 8roadband and 58.20 0 0 o 0 5829 2 I t t th
2 e— % —— selection wont appear in the
29 '035 Broadband and 58.29 0 ) ) 0 5829 2|
30 '035 Phone servic 135 0 0 0 0 135 2 H
3 ool | oas Phone u-rv:c: 135 0 0 0 0 135 2 fl Ite rEd CSV.
32 ‘038 Broadband and 51.03 ) ) 0 o 5103 2

3 033 8roadband and 58.29 0 0 0 0 5829 2|

34 '033 Phone service 135 0 0 0 0 135 2~

BT Business-Analyse charges-Cur 3 ‘ ,
Resdy T Actessiiny: Unavalable e31 (goopeyseings (@ B 0 -——8——-
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Help & Support

We have lots of help and support available for our customers.

You can find all the information to help you with any of your BT Business billing
needs over at:

BT Business billing | Help & support | BT Business

Here are a couple of Help articles to help you get up and running with your Cost Centres and
viewing your call usage:

Tagging costs: What is tagging and how do | use it? | BT Business

Viewing call usage: Viewing your call usage | Help | BT Business

Need more help with Analyse charges? Get in touch at: btacmigrations@bt.com
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https://business.bt.com/help/home/business-billing/
https://business.bt.com/help/article/business-billing/analysing-your-bill/tagging/
https://business.bt.com/help/article/business-billing/analysing-your-bill/viewing-your-call-usage/
mailto:btacmigrations@bt.com
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Business
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