T Business My Accou
User Guide -



Introduction

We know how important access to the right billing information at the right
time is for your business. That’s why we’re changing how you view and
analyse your BT Business bills.

With Analyse Charges as part of My Account, your new 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.

You’ll have all the information you had access to in BT Analyst Converge,
just with more flexibility and control.
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My Account User Guide

This guide will help you get up and running with how to access and use My
Account, your new BT Business online portal as well as an in depth look at
Analyse Charges which replaces Analyst Converge.

We’ll also walk you through how to run the most popular reports (that
customers use in BT Analyst Converge) using Analyse Charges.
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Key differences.
BT Analyst Converge & My Account

There are a couple of key differences when using My Account and Analyse
Charges compared to Analyst converge that we wanted to highlight in this
guide, to make sure you feel at home as soon as possible.

1. How you access Analyse Charges. We’ve included a dedicated section
on setting up My Account for the first time below.

2. Downloading a CSV report and using the filter options (e.g. products,

costs, charge type) to tailor the report so it contains only the data that’s
best for your business.
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How to set up and access
My Account

Okay, let’s get set up.

Make sure you’ve got the following bits of information to hand. These will have been sent to you
either in your welcome email from noreply@bt.com or your email from
btacmigrations@bt.com

Don’t forget to check your Junk/Spam folders if you don’t see them in your Inbox:
Username - email address currently used to log into BT Analyst Converge.

Temporary password - included in your welcome email from noreply@bt.com (you can
change it once you’re activated and logged into My Account).

One-off code - included in your email from btacmigrations@bt.com. Once you’ve got these,
follow the quick steps on the next page to activate My Account:
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mailto:btacmigrations@bt.com

How to set up and access
My Account

1. Click the Sign into My Account link in your welcome email.

2. Enter your username and temporary password.

3. Enter your one-off code included in your email from btacmigrations@bt.com.

4. Set up an eight-digit security number, in case you ever forget your username or password.
5. Choose your new password. It needs to include an uppercase letter, a lowercase letter and a
number. Be between 8 and 16 characters. Symbols such as ! £ & will help make your password

more secure.

And that’s it. Your account is active and you’re ready to explore My Account.
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Existing My Account users

If you’re an existing My Account user, simply log in as usual and head over to your main Billing
page.

Click on the Analyse dropdown from the top navigation bar and choose Analyse charges.

This is where you’ll be able to find all the same information that you accessed in BT Analyst
Converge.
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Billing overview

My Account is a powerful tool for billing. It will help you take control of
your BT Business bills, and help you analyse your charges in a way that
works for you.

You’ll have 24/7 access to all your bills. You can make online payments,
set up Direct Debits. You’ll also have the ability to view and download bills
which are HM Revenue & Customs approved for tax purposes from the
past 26 months.

You’ll be able to view usage across all of your services, and with Analyse
Charges, you can deep dive into all your bills and usage data.
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Analyse Charges overview

In My Account you’ll have summary or detailed reports for all your
services allowing you to filter out the information you don’t need.

From your main Billing page, click on the Analyse dropdown and choose
Analyse charges. This is where you’ll be able to find all the same
information that you accessed in BT Analyst Converge.

Analyse Charges is separated into three tabs Overview, Summary
Reports and Usage Reports.
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Analyse Charges overview

Overview: A high-level, visual breakdown of your latest bill/s.

Broken down by charge types e.g. Regular charges, usage, one-off charges, adjustments,
discounts. You have the option to toggle VAT off and on here as well.

Summary reports: View online or download reports.
By default, you’ll always see your Summary by service report in the table on this page.

This is a summary of your services and charges for a selected invoice. You can download as a
PDF or CSV and print this summary.

There are also several ready-made reports available under Choose your reports such as the

Bills by service number report and Charges by type reports. Have a look around and see what
works best for you.
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Analyse Charges overview

Usage reports: View online or download reports relating to usage charges.

By default, you’ll always see your Total usage by service number, a summarised report of your
services and charges broken down by usage type (international calls, mobile calls, Premium
number for example).

Again, you can download as PDF or CSV and print this summary report.
There are also several ready-made reports available under Choose your reports.
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Popular Reports.

We’ve included step by step instructions for the most popular reports
that customers have used in BT Analyst Converge and how you will now
access the same information in Analyse Charges.
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For the home For business and public sector For global business

Products & solutions -~ Why choose BT

Help & support -

Ovarview My bills ~ My usage ~ My statements ~ Pay bills ~ Manage accounts

Billing overview

For each billing account, view amount owed, latest and recen

t bills, how you pay, and more

Account

Total amount owed Bill frequency How you pay

-£147.38 Quarterly Non-Direct Debit
v ’ Go Direct Debit >

Ine. VAT Recent bills

This will be deducted 050ct -£7.704.83 3 Bill type

from yaur next bill. Paper-free

romyourex 040ct £7,714.43 > P

05Jul  -£7,882.13 >

Incredit

Your services
D Mobile services

Iy Broadband and internet

13

Chart our charges,
your way
Tag costs >

Want bills that
look after
themselves?

Go Direct Debit >

How to download
your current bill in
My Account

Billing overview page

*  Fromyour My Account
dashboard, choose Billing
from the navigation bar.

* You'llland onyour Billing
overview, from here you can
choose the relevant account
and download your latest
bill.
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How to download
older bills in My
Account:

* Fromthe My bills

: dropdown menu, select
Products &solutions . Why choose BT+ Help &support - y View & download bills as
shown.

Overview [ Mybills ]  Myusage v Mystatements v Paybills v Manageaccounts ~  Analyse ~ @ {}

View & download bills

* Here youcanchooseto
I view your bills online or

Billin -
+ Change billing address

For each billing latest and recent bills, how you pay, and more. l I I I

Go paper-free

download bills either as a

Account CM¢ GO Firstbill due  ~ Chart our charges, < SV Or a PDF file
Name service numbers your way °
Total amount ow How you pay Bill type Tag costs >
OneBill media | -Di i
EOOO on Non ‘D\rect De.b\t Paper
Go Direct Debit » Go paper-free >
Bill frequency
Monthly
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For the home

Products & solutions v Why choose BT Help &support

My Account > Billing overview

Overview  Mybills v Myusage v  Mystatements ©  Paybills v Manage accounts ~ @ &%

Bill analytics

Billing overview

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

Analyse charges

Tagcost: [N

Account Firstbill due  ~ Chart our charges,
your way

Total amount owed First bill How you pay Bill type Tag costs >

£0.00 Coming soon Non-Direct Debit Paper

Go Direct Debit > Go paper-free >

Billfrequency
. —

Analyse charges

Ta pinpeint what you're paying for, analyse charges. Also print and download summary reports, and usage reports.

Overview Summary reports Usage reports

Number of accounts Number of invoices Total net charge

N 1 1 £-6,420.69
Select or remove services
Table view  Graphical view

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

Regular  |Usage One-off cha 2 = .

. rges |Discounts |Adjustments | Total charges Number | Usas

g]wgs {cg;"ges - . e qm%emy |
= 00 s tB: o

Q) Otheraccount-related items 8.00 200 -6.428.60 000 0.00 -6.420 63
Tortal £8.00 £0.00 £-6,428 653 £0.00 £0.00 £-6,420.69
4 3
Download this report Print this view

'k
Chnncavmr rannrte

How to analyse
bills in Analyse
Charges

* Fromthe Analyse
dropdown menu, select
Analyse charges as
shown.

* InAnalyse chargesyou’ll
have a default Summary
by service report with
your latest bill
information in. You can
see a high-level summary
of your services here.
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Choosing your
report type and
format:

Summary report > Bills by service number

» Scrolldowntothe Choose
o o your reports section where
- B0 00 £64 you can select the report
type and format.

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

_ Oneoff
Service number v Bl refevence Usagecharges (8] | o0

Jownload this report Print this view

Choose your reports

2 All charges by billed service or site

Bills by service number

Billed services & sites

. .
- . . * Clickingthe Download
A E c D E F G H J K L M N o P Q R s T u v w X Y z AA AB [] L3 L]
2 |Account Bill refere M056, 18 Sep 2023 ] b utto n fo r B I lls by servl Ce
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 |'01 ‘055 Phone ser 13.5 o o 0 o 13.5 20 A S 60 .
5 |'0L ‘055 Phone ser 13.5 o o 0 o 13.5 20 A S 60 b ll t CSV
6 |'01 ‘044 Phone ser 32 o o 0 o 32 20 A S 60 num er WI genera e a
7 |'0L ‘043 Phone ser 13.5 o o 0 o 13.5 20 A S 60 . . .
8 |'01. ‘043 Broadbani 51.03 o o 0 o 51.03 20 A S 60
5 e B TR I T~ - s e 5 file to see all the information
10 '01: ‘031 Phone ser 13.5 o o 0 0 13.5 20 SRR | SR 60
11)'01: ‘033 Broadbani 38.66 o o 0 0 38.66 20 SRR | SR 60 °
1201 033 Phoneser 135 1 0 0 [ 135 20 s e 60 held at a SerVI Ce level.
13 '0n ‘028 Phone ser 0.45 o o 0 0 0.45 20 SRR | SR 32 LI
14 '01 ‘046 Broadbani 17 o 18 0 0 19.7 20 SRR | SR 32
15 'on ‘055 Phone ser 0.45 o o 0 0 0.45 20 SRR | SR 32
16 '0L ‘046 Phone ser 13.5 0.35 o 0 0 13.85 20 6 00:14:27 37 60
17 'o1 ‘055 Phone ser 13.5 0.24 o 0 0 13.74 20 1 00:02:43 37 60
18 'on ‘055 Phone ser 13.5 o o 0 0 13.5 20 SRR | SR 60
19 '01 ‘055 Broadbani 56.29 o o 0 0 56.29 20 SRR | SR 60
20 '0L ‘030 Phone ser 13.5 o o 0 0 13.5 20 HHHEHEH | S 60
21 '01 ‘030 Broadban 58.29 o o 0 0 58.29 20 HHHEHEH | S 60
22 |'0L ‘046 Broadban 51.03 o o 0 0 51.03 20 HHHEHEH | S 60
23 |'oL '055 Phone ser 13.5 0.85 o 0 0 14.35 20 4 00:03:09 37 60
24 '0L ‘055 Phone ser 13.5 o o 0 0 13.5 20 FHHEHEHE | S 60
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Crarges of all types for sach biled senvice.

Summary report > Bills by service number

O CPON POt

Toral

Choose your reports

 All charges by billed service or site

Oeher account-related tems

Bills by service number
Charges of all types for each billed senvice
Billed services & sites vad
Charges of all types for each bilied service, plus service locations
File Homeo Iewert Deaw Page Layourt Formalas Data Reveew View Autoenate Help L Comments ¢% Share ~
[ m A ot = = =] ? Gener B3 Cordtions! Fomatsing BH et ~ [ o | @
— ‘[ B I u- A A E Z = B M- % 9 1B Format as Table - E Osee - | B | pnre Add-ns
Paste -
p— D
S AU A R B Q B 153 Cot Styes - [ Fomat -
ptowrd L fort i Nogre i) b % Wi Coln Arabe | Senutivity LES Y ~
7o ¢ =
A3 1 Service number Z AtoSum Qv /L/‘
Era~ b
A B c 0 i ; G H | j . O~ R o N
1 Summary report > Billls by service number
-:::n i s i 2020 22 21 sotArwz
[ 5 [Service number Account B4l reference Source Source ref Service type  Regular ch (€) ch £) ch Soedil SotZ10A #al char VAT rate
3 OI1 Ve or ey (333 ne service i 7 Pexiininds 135 2
S ‘o v GP GPO 055 Phone service 135 o 0 E Custom Soat 135 x
6 ‘o1 v EN M2 ‘044 Phone service 2 Qo 0 v 2 2
7 ‘o1 v GP GPO 043 Phone service 135 0 0 135 o
8 ‘011! vl GP GPO ‘043 Broadband and 5103 0 "] 51.03 b
9 ‘01 i GP GPO 031 Broadband and 58.29 0 0 5829 b
10 ‘011 v GP GPO ‘031 Phone service 135 0 1] 135 b
11 ‘011 v GP GO 033 Broadband and 38.66 0 0 0 0 1866 bl
'''''' vee ~e “es w» Bhann ramidon "ec n " Ll " e »

Applying filters to
the CSV file:

For full detail, download the
CSV file from the option
shown.

To sort the data according to
your needs, apply filters by
opening the CSV fileand
clicking on the row that
contains the title headers for
the columns.

Select Sort & Filter, then
Filter.
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Applying filters to
the CSV file:

» Afterapplying Sort &Filters,

18

£ Sewch m - o X . .
P o i S i i ey P the columns within the CSV
< X Calibri it = == » General . B3 Conditional Formatting ~ B et ~ jeol f-l -ll t .
“ E] 8 I ] A A = = = B I % - [ Format as Table - 32 Delete  ~ Edting Anahyze Add-ins I e WI nOW Con a I n
aste — X Data
v < & e, = = » 3 % A Coll Styles ~ f8] Format d d f h
s = - . ol h. : . o i e e ropdown arrows 1or eac
A3 N fe Service number v l
a A R s 4 : ; & S cowumn
1 [Summary report > Bills by service number
2 Account Bil refereiM0S6, 18 Sep 2023 [y . ,
o E—— T — e U the dropd i
i frevee cameer - : ?: SontAtoZ I = 5 — Phone service 135 0 [ 0 0 135 2| [ ] SI ng e rop OWn, you
s {3l crun ‘055 Phone service 135 ° 0 0 o 15 2
A satleo '044 Ph 2 ° ° 0 0 2 2 4 H
: Sort by Color » 083 Ph::::::::: 135 [ [ [ o 135 2 be able to refl ne the fllter
8 043 Broadband and 51.03 0 0 0 o st 2
9 031 Broadband and 58.29 0 0 0 o 82 2 . .
031 Ph 135 0 ° 0 o ms 2 t f th by g th
0 b 2 : s o o ma 3 optionsturther by usingthe
2 033 Phone service 135 ° ° 0 o 15 2 . .
2 | — - tick boxes, selecting the
15 055 Phone service 0.5 0 0 0 o o045 2 .
- S 2 o S o = ) values that you want to view
18 o™ ‘055 Phone service 135 0 [ 0o 0 135 2 .
055 Broadband 56.29 ° 0 0 0o 62 2
o e o oy ; o o o ms o» in the selected column of the
21 o 030 8roadband and 58.29 0 0 0 0o 82 2
= ‘046 Broadband 51.03 0 ° 0 0o s.; 2 . .
. & 055 it s 085 0 0 0 1435 2 CSV flle then Clle OK.
24 =T 055 Phone service 135 0 0 0 o 15 2
25 < ‘056 Phone service 308.2 8856 0 0 0 3976 2
2 < 055 Phone service 15 ° 0 0 o 15 2 .
. : 58.29 0 ° 0 0 829 2 A l t t k d f
: = E——— —_—— » Anyvalues not ticked for
29 035 Broadband and 58.29 0 ° 0 0o 82 2 . .
: Ph 35 0 0 0 o 15 2
. ) ekl - - — - selection wont appear inthe
2 ‘038 Broadband and 51.03 ° ° 0 o s 2
033 b j ° ° 0 o 82 2 .
5 b e s o o o o ms 3 filtered CSV.
BT Business-Analyse charges-Cur y
Ready B hcessti @ m o -——-
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Analyst Converge vs Analyse
Charges.

Let’s take a walk through how to run the most popular reports (that
customers use in BT Analyst Converge) using Analyse Charges ...
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BT Analyst Converge report name: Bills by service number

Where to find in My Account: Bills by service number report * Toview chargesaccording to
the service number in

Analyse Charges you will first
Download a copy of the Bills
A Al charges by billed service or site by service number report.

LR priot | Dow | * Once downloaded, apply
e Sort & Filters (as previously

.
File m Insert Page Layout Formulas Data Review View Automate Help ‘ {7 Comments ‘ | 12 Share V‘ Shown) a nd Clle the
X _ . A A | == . o . [EH conditional Formatting v Hinsert v >~ p @ d d
Pﬁ::l L_B y Calibri 11 A A _E’bf (2] General 5 Format as Table - B pelete ~ | [T~ Szi o~ AdDdD A rop OWn arroW neXt
= B I U- EEEEE B | B-% 9 BN Bcelsyles~ Eiformat~ | €~ Fiiore Soct« | e s o b . th CSV
Clipboard & Font = Alignment & Number It Styles Cells Editing Sensitivity | Add-ins ~ erVIce num er In e
3 : 5 | Phone serie - file to view all of the dataiit
A " F G H I J K L M N o P Q R [4] .
1 |Service number E 2| SotAtoz ervice - |Regular - |Usage c ~ |One-off ~ | Discour - |Adjustn ~ | Total ct - VAT rat - Usage ¢ - | Usage c ~ |Usage s - |Usage € - Rental Conta I ns.
2 '0112 Z| SentzZtoA hone ser 135 0 0 0 0 135 20 HHHHH
3 0112 Sort by Color , :one ser 135 0 0 0 0 135 20 HHHHH
4 '0115 t one ser 32 0 0 0 0 32 20 HHHHH B .
5 ous wonese] 6433 o 0 o o e 10 il » Usingthe tick boxes, select
6 '011€ honeser  71.79 0 0 0 0o 7179 20 HHHH .
7 '0117 N2 honeser  52.16 0 0 0 0 5216 20 [ Wh'ch numbers you wa nt to
8 '0122 hone ser 135 0.4 0 0 0 13.9 20 6 00:23:38 HHHHHIHI HIHHHH] HHHHE
9 '0122 hone ser 135 3.36 0 0 0  16.86 20 O 00:42:33 HHHHHIHI HHHHHHE HHHE .
10 '0122 Text Filters » honeser  69.79 0 0 0 0 69.79 20 HHHHH see and Cl.'Ck OK.
11/'0122 honeser  71.79 0 0 0 o 7179 20 HHHHH
12 '0122 Searh hone ser 135 0.12 0 0 0 1362 20 2 00:02:07 HHHHHHI HIHHHHE HHHE
13 '0122 ] (Select All) A roadban 51,03 0 0 0 0 5103 20 HHHHH
14 '0122 o113 hone ser 135 0 0 0 0 135 20 HHHHH
15 '0122 0113 honeser  308.2 97.03 0 0 0 405.23 20 41 55:12:08 HEHHIHHHE HHHHHI HIHHHE
16 '0122 0115 hone ser 13.5 0 0 0 0 13.5 20 HHHH
17 '012€ #0115 roadban  58.29 0 0 0 0 5829 20 HHHi
18 |'012€ 0116 hone ser 135 0 0 0 0 135 20 HHHHH
19 '0127 oy honeser  71.79 0 0 0 0 7179 20 Frren
20 '0131 M2 honeser  64.53 0 0 0 0 6453 20 prym”
21 '0132 0122 ¥ honeser 7179 0 0 0 0o 7179 20 s |
BT Business-Ana (4] | ]
Ready 57 Accessibility: Unavailable H M - ——8——+ 100%
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BT Analyst Converge report name: Bills by Source account

Where to find in My Account: Bills by service number report

7 All charges by billed service or site

;;;;;

Cum m|m = o X
e D Page Layout mel Dat R View Helg Comments Shar

it = = e ing ~ &8 | £ @
B I U- A & =E = = & % 9 x4 B9 | pnaire 3

» A » =] oo
& © — == 22 Y =

fo | Serv b
8 c 0 £ f G H ! ) X L M N [*) [

> Bills by service number

I Bill refere1MO56, 18 Sep 2023 ™1 . | S === ¢ i} ____& |}
*  Account * Bill refe = rce : . Source accoun| ['_:L ce reference * Service type * Regular charges ( = Usage charges ( * One-off charges & cro = Discour * Adjustn = Totalct = VAT rat *
vike

4l SonAtwz - Phone se 135 [ ] [} 0 135 2
Yias ) 055 135 0 0 0 0 135 2
Ad SanteA 044 n 0 0 0 0 n 2
'043 135 0 (] 0 0 135 2

‘043 1.03 0 (] 0 0 5103 2

‘031 58.29 0 (] 0 0 5829 2

‘o1 135 0 0 0 0 135 2

‘033 18.66 0 (] [ 0 3866 2

013 135 0 0 0 0 135 2

. ‘028 0.45 0 0 [ 0 045 2

‘046 17 0 18 0 0 19.7 2

055 045 0 (] 0 0 045 2

e — ‘046 135 035 [ 0 0 1385 2

B 055 135 0.24 0 0 0 174 2

6 055 135 0 0 [ 0 135 2

o 055 56.29 0 ] 0 0 5629 2|

pa '030 135 0 0 0 0 135 2|

pd '030 8.29 0 0 0 0 5829 2

pe ‘046 1.03 0 ] 0 0 5103 2

ps 055 135 0.85 0 ) 0 1435 2|

p ‘055 135 0 0 [ 0 135 2

p '056 308.2 88.56 0 0 0 39676 2

‘055 135 0 0 0 0 135 2

‘027 58.29 [ 0 0 0 5829 2

G 055 135 0 ] 0 0 135 2

‘035 58.29 0 0 [ 0 5829 2

o] 1038 135 0 0 0 0 135 2

‘038 135 [ [} [} [} 135 2

‘038 51.03 0 0 0 0 5103 2

To view charges according to
source accountin Analyse
Charges you will first
Download a copy of the Bills
by service number report.

Once downloaded, apply
Sort & Filters (as previously
shown) and click the
dropdown arrow next
Source accountinthe CSV
filetoview all of the dataiit
contains.

Using the tick boxes, select
which accounts you want to
see and click OK.

January 2024.Version 1.0



BT Analyst Converge report name: Bills by Service

Where to find in My Account: Bills by service number report « Toview chargesaccordingto
service (e.g. Broadband,
Telephony or Mobile) in

/N All charges by billed service or site Analyse Charges you will first

I Blibysnicenumber | - Download a copy of the Bills
e by service number report.

Billed services & sites
* Oncedownloaded, apply
G D 8| [ Do | . O T Sort & Filters (as previously
S5 n m 0@ . * TR o B s R [ .
- g op | o oo | [l TR T | g g | e shown) and click the

G & Tu\'-;:rxrr Data ; Queries & lzﬂw!mx 5 - Data r,;»—,F " " Sort & F :f; : " Data Tooks r o =,:A‘.- 5 . 5 A | d ro pd Own a r rOW n eXt to

1 Summary report > Bills by service number

2 Account 8ill refere1MO56, 18 Sep 2023 =) - t H th CSV f'l
3 [service number ~ ~ Account ~ 'Bill refs - ~] ~ [Source - Source - Service type Igglla:';u:!v]mﬂ-]Dlscouc-;M)usmv:Tohld-?VATrat'IUsaﬂ Serv‘ce ype In e I e
4 ‘o113 VP GP GPX 4| sotAtoz 135 0 [] [ 0 135 20

5 ‘o113 VP GP GPOL a3s 0 0 0 0 135 20 : H

6 ‘0115 w EM i em2 Kl senZoa "3 0 0 0 0 32 20 tO view al.l. Of the data |t

7 o115 vp 6P GPOl  Son by Color 135 [ [ 0 o 135 20

8 ‘o115 P 3 GPOL 51.03 0 [} [ 0o 5103 20 H

9 '0116 P 6P GPOK 58.29 0 [ [} 0 5829 20 Conta|ns.

10 '0116 P GP GPOK 135 0 [ [} o 135 20

11 ‘0117 P GP GPO( 38.66 0 [} [ 0 3866 20

12 '0117 vp 6P GPO( 135 0 [ 0 o 135 20 . h . k b l

13 0120 v P [ I , 0.4s 0 0 ) o o0ss 20 ° u5|ng t e t|C oxes’ se ect
14 '0122 P 6P GPOK 17 0 18 [ o 197 20

15 '0122 P 3 GPO( 0.45 0 [ [ o 045 20 . .

16 '0122 v Gp GPO - 135 035 [ [ o 1385 20 Wh|Ch services you wa n‘t ‘to
17 '0122 P 6P GPOK e i i i 135 024 [} [ o 1374 20

18 '0122 P 6P GPOK gt 135 0 [ [ o 135 20 o

19 '0122 P (] GPO{ 2 Ot skt N 56.29 0 [ 0 0 5629 20 see and Clle OK.

20 '0122 v 6P GPO( i e 135 0 [} [} o 15 20

21 '0122 vp 6P GPot % Blarks) 58.29 o [} 0 0 5829 20

22 ‘0122 P GP GPO( 51.03 o [} ° o 5103 20

23 ‘0122 v GP GPOL 135 085 [ 0 0 1435 20

24 ‘0122 v GP GPOL 135 ] [ [ o 135 20

25 '0122 v st s 3082 8856 [} 0 0 39%.76 20 14

26 '0122 P GP GPO( 135 [ [} [ o 135 20

27 '0126 v GP GPO( 58.29 0 [} [} 0 5829 20

28 '0126 v 6P GPOL 135 o [} [} o 135 20

29 0127 v GP GPol 58.20 o [} [ 0 5829 20

30 ‘0127 vp 6P GPOK 135 0 [ 0 0o 135 20

31 '0131 v 3 GPOL St 135 0 [} [ o 135 20

32 '0131 VP GP GPO Broadband and internet 51.03 0 [} 0 0 51.03 20

33 ‘0132 ve 6P GPO Broadband and internet 58.29 0 [} [ 0 5829 20
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File Home

gg’_
flil[av

Paste

Clipboard [

Al

BT Analyst Converge report name: Bills by service - Private

Circuit

Where to find in My Account: Data and Voice Network report

Insert

Calibri

Billed services & sites

Page Layout

J

Formulas

Service number

Data

Review View

Alignment

Conditional Formatting ¥ HInsert ~ v
?(E General - = . = 9? p %® SE Eﬂ
[iZ Format as Table ~ B Delete v v g . -
B % 9 NV = Sort & Find & Sensitivity | Add-ins | Analyze
= B 7o L9 =10 @CE‘” Styles ~ fid] Format ~ & Filter v Select v v Data
[ Number ~ Styles Cells Editing Sensitivity Add-ins

Automate Help

| 13 Comments | | 1 Share

1 IService number - |Account || Bill ref ~ |Source account |~ | Source reference |~ |Charge start date | | Charge end date |~ |Network description '

~

v

2 DEt
3 DEt
4 ANl
5 REF
6 DE}
7 ANl
8 DEt
9

VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VP¢
VPt

M216
M216
M216
M216
M216
M216
M216
M216
M216
M216
M216
M216
M216
M216

154
154
154
154
154
154
154
154
154
154
154
154
154
154

‘061
‘061
'061
'061
'061
'061
'061
'061
‘061
‘061
'061
'061
'061
'nA1

01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023
01/10/2023

31/10/2023 Direct Wire Analogue B
31/10/2023 Direct Wire Analogue B
31/10/2023 DIRECT WIRE ANALOGUE A -
31/10/2023 DIRECT WIRE ANALOGUE A (use
31/10/2023 DIRECT WIRE ANALOGUE A -
31/10/2023 DIRECT WIRE ANALOGUE A -
31/10/2023 Direct Wire Analogue B
31/10/2023 DIRECT WIRE ANALOGUE A -
31/10/2023 Megastream 2

31/10/2023 Direct Wire Analogue B
31/10/2023 RDL ALM 3223 HD Modem
31/10/2023 DIRECT WIRE ANALOGUE A -
31/10/2023 DIRECT WIRE ANALOGUE A -
21/10/20232 DIRFCT WIRF ANAIQGLIF A (use

The information providedin
your Private Circuit report is
different to the rest of our
products and services, so
we’ve created a standalone
Data and Voice Network
report.

You can access this report
within the All charges by
billed service or site

Once downloaded, you can
apply Sort &Filters (as
previously shown) and click
the dropdown arrows next to
columnsinthe CSVfileto
view and refine the datain
the file.
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BT Analyst Converge report name: Non usage charges

Where to find in My Account: Summary by service, Charges by
type, at a glance.

Choose your reports

* Inthe Chargesbytype,ata
glance categoryyou can

A Charges by type, at a glance view and download reports

for non-usage charges such

" All charges by billed service or site

Regular charges at a glance

Pri ownload
regular charges (rental),
P — princ || Download one-off charges & credits
One-off charges & credits at a glance o — and dISCOuntS.
Discounts at a glance o —

" (Charges by type, in detail
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BT Analyst Converge report name: Non usage charges

Where to find in My Account: Summary by service, Charges by
type, in detail.

* Inthe Chargesbytypein
detail category youcanseea

e 2
LNOO0sSe Yyour reports

v All charges by billed service or site more detailed view of non
usage charges such as

v (harges by type, at a glance regular charges (rental),
one-off charges & credits

A Charges by type. in detail and adjustments

Reqular charges in detail Print Download

One-off charges & credits in deta F Down

3 f one-off charges & credits for each charge type )

Adjustments in detail Print Download

A detailed view of adjustments applied to each charge type.

25
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BT Analyst Converge report name: Internet Teleworker, SIP,
Account Level, Concert Classic, BT Syncordia, OpenZone,
Advanced Services, VOIP and BT Conferencing

Where to find in My Account: All reports

Faeview Yiew Automale Help
= = = o 'ﬁ-‘ (Eenenal - [EE]
Conditional |
= = = = = E E- % 9 i Formatting «
Alignmemnt 5} Humber T
G by i ] .4 L
:p 2023
2 account | = | Source referenc -f Service type | ] FRegular chargy ~ |Usa§'ed13rﬂes{ ~ | One-off char
047 Other account-related items 0 0
047 Other aceount-related items Q 0
043 Other account-related items i 0 1
035 Other account-related items 0 0
036 Other account-related items 0 i}
034 Other account-related items U 0
033 Other account-related items 0 0
027 Other account-related items i 0
023 Other account-related items 0 0
012 Cther account-related items Q 0
002 Other account-related items 0 0
Other account-related items i 0

We’ve combined these
productin View My OneBill
in My Account.

Information relating to these
productsis found by
applying Sort & filters then
filtering out all options
except Other account -
related itemsin any of our
Analyse Charges reports.
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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

January 2024.Version 1.0



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/

Means
Business
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