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Billing Analyst 

BT Billing Analyst 

Frequently Asked Questions 



Who do I contact for help with BT Billing Analyst? 

You can contact evolutiononline@bt.com. Second-line support is available 
from One Future Communications at 

support@onefuture.co.uk. 

How Do I Install BT Billing Analyst? 

An install is available to download from BT at 

https://business.bt.com/billing-analyst/.  Download the install Zip file, 

and extract the files to a folder of your choice.  Within the extracted file, 

find "setup.exe", and right-click it.  From the popup menu that will be 

displayed, select "Run As Administrator".  Then follow the steps in the 

installation package.  For more information, refer to the BT Billing Analyst 

User Guide. 

How do I register Billing Analyst? 

On the first run of the programme you will be required to register the 

program.  A form will be displayed where you can enter contact details and 

an account number.  When you click to register, the programme will 

attempt to register online.  If online registration fails, a serial number will 

be displayed to you.  Send this serial number to evolutiononline@bt.com.  

You will then be provided with a registration number that will allow you to 

register offline. 

How do I run Billing Analyst? 

When Billing Analyst is installed, it will run automatically at the end of the 

process.  The install will also create a folder "BT" displayed when you click 

the "Start" button.  That folder will contain a shortcut to the programme.  

A shortcut will also be added to the desktop of the PC. 

What are the different ways to run Billing Analyst? 

Two "Views" are available.  "Analyst Pro" offers a wide variety of reports, 

and management facilities that allow you to add information of your own 

to get the best out of the program.  "Analyst Lite" offers an "At A Glance" 

view of the headline figures for your bill, and highlights a number of 

headline figures in the space of a few screens.  You may also customise the 

"Lite" view to show you the most important figures.  You can switch from 

one View to another at any point.  You can also set which View you would 

like to open whenever you start Billing Analyst.  This can be done by going 

to the main menu of "Analyst Pro", and right-clicking "Switch To Analyst 

Lite".  You may then set whichever View you wish to start with. 
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How do I import data? 

Click on the "Import Data" button on the main menu.  Ensure that the Zip 

file you downloaded from BT has been extracted.  On the Import screen 

select "BT OneBill", and select the F7 file from the data set you have just 

extracted (NB - do not select the Zip file).  If you wish to create a new 

project from your data, select the "New Project File" option.  If you want to 

add the current bill to an existing project, select "Append To Existing 

Project File", and select the project to which you want to append the data.  

Click "Start Import".  The import process will begin, and will display the 

Invoice for that bill once the import is finished. 

How do I see more details when looking at a report? 

The reports in Billing Analyst are run by pressing buttons on a report 

screen.  If the button for a report is shaded with a dark grey colour, it is 

possible to "drill down" from the displayed report to more reports with a 

greater amount of detail.  Drill down reports may be accessed by clicking a 

row in a report grid to see more information on that item, or a "Next" 

button will be displayed in the toolbar at the bottom of the screen.  You 

may then go back up the levels of detail by clicking the "Previous" link. 

Can I select the results I see in a report? 

Yes.  At the right-hand side of each report screen is a panel providing 

report parameters.  Each of the parameters is colour-coded.  That colour-

coding is then repeated in tabs displayed under each report button.  The 

tab colours denote which parameters may be used in conjunction with that 

report.  Select the parameters you wish to apply on the right-hand side of 

the report screen, and then click on the chosen report.  The report will 

then run including only data matching the parameters you have set. 

How do I add names to phone numbers? 

Two ways exist to do this.   First, you can click on "Phone Book 

Management" in the "Utilities" frame on the main menu.  You can then 

assign names to any service number in the project.  Secondly, if you are 

running a report that supports the phone book, you may right-click the 

number to which you want to assign a name, and select your chosen name. 
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How do I assign a Cost Centre to a number? 

Click on "Cost Centre Management" on the main menu.  On the following 

screen, click on "Edit Cost Centres".  You can then create, edit or delete 

Cost Centre names, and assign them to any service number listed against 

the account for the current project.  You may also assign Cost Centre 

names in bulk by creating a CSV file containing the Cost Centre Details, 

and importing it.  This is done by clicking on "Import Cost Centres from 

Comma Delimited (csv) File" on the Cost Centre Management screen. 

Can I make up my own reports? 

Yes.  On the main menu, click "Bespoke Report Generator".  This will open 

a new programme.  You may then select the report type you want to 

create, and then select the specific pieces of information you want.  The 

reports you create can then be output to CSV or Excel. 

How do I change the folders Billing Analyst uses to store data? 

On the main menu click "Folder Management".  You can then select any 

folder on the local PC, or any mapped drive.  From that point on, Billing 

Analyst will look in the specified folder for its data.  If you want to move 

existing data files to the new folder, make sure that the "Move Files" 

checkbox is ticked.  If you want other PC's running Billing Analyst to use 

the same folders you have just set, assign the folder names in the way 

described above, but *do not* check "Move Files".  This will mean that all 

PC's will use the same sources for data, and all users will see the same 

settings. 

I am seeing a warning that my Billing Analyst licence will expire.  What 

should I do? 

Go to https://business.bt.com/billing-analyst/, and download the latest 

version of Billing Analyst.  Install this version directly over your current 

installation to update and upgrade your application to the newest version. 
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A customer is having problems with Billing Analyst, but I am unsure of the 

cause.  What can I do? 

Ask the customer to run the InstallationDiagnostics program, which can be 

found in the program folder for Billing Analyst (usually C:\Program Files 

(x86)\BTBillingAnalyst).  This will compile extensive information on the 

customer's installation in a file called InstallationDiagnostics.txt.  You can 

then check the content of this file by using the DiagnosticsViewer 

program, which will point out any problems, and possible solutions.  The 

DiagnosticsViewer progamme is available from One Future 

Communications Ltd for Help Desk staff.  If you are still uncertain of the 

cause of the problem, contact support@onefuture.co.uk, or Angela 

Quantrell at angela.quantrell@bt.com, sending the details of the problem, 

and the Installation Diagnostics file. 

mailto:support@onefuture.co.uk
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More help is available in the BT Billing Analyst User Guide.  The 

information contained in the User Guide is shown below, including page 

numbers: 

Introduction  6 

Installing BT Billing Analyst 7 

Updating BT Billing Analyst 12 

Running BT Billing Analyst for the First Time 14 

Registration Process 14 

Backup Facility 17 

Main Menu  19 

Bills  20 

Import Bills  20 

Summary Reports  20 

Itemised Reports  20 

Utilities 20 

Cost Centre Management 20 

Inter Site Management  21 

Phone Book Management 21 

Out of Hours Management 21 

Password Protection 22 

Folder Management 22 

Number Monitor Management  23 

Information  23 

Help  23 

Terms & Conditions 23 

Download Program Upgrade 23 

Enhanced Features  24 

Create Cost Centre Projects 24 

Backup / Restore Options  24 

Import Bills Screen  25 

Importing a single bill to a new project  26 

Appending a Single Bill to an Existing Project 28 

Importing Multiple Data Files 28 

Reports Overview 31 

Report Drilldowns  31 

Report Options 33 

Report Navigation  33 

Output Options 34 

Report Details 34 

Phonebook Options 35 
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Report Parameters  37 

Account/Cost Centre Selection  37 

Source Bill Reference 40 

Percent difference to highlight when comparing costs 40 

Include Calls For  40 

Select Call Hours  41 

Select Distance Bands 41 

Thresholds  42 

Exclusions  42 

Resetting Default Parameters  44 

Summary Reports Screen 45 

Report Descriptions 46 

Invoice 46 

VAT Statement 46 

Executive Summary 46 

Billing Services Summary  46 

Cost Centre Summary 46 

Cost Centre Hierarchy 46 

Current Bill By Service Number  47 

Zero Usage Report  47 

Other Charges by Category 47 

Recurring Charges by Category  47 

Usage Charges Summary  47 

Other Charges Summary  47 

Recurring Charges Summary 48 

Adjustments  48 

Discount 48 

One Off Charges & Credits Detail 48 

Recurring Charges Detail  48 

Adjustments Detail  48 

Archive Reports 49 

Archived by Cost Centre  49 

Archived by Service No  49 

Compare Current/Archive 49 

Compare Recurring Current/Archive 49 

Compare Usage Current/Archive 49 

New Numbers and Cessations  50 

Itemised Call Reports Screen 50 

Report Descriptions 50 

100 Most Expensive Reports 50 

100 Most Freq Called 51 
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100 Longest  52 

General Reports  52 

Call Summary Reports 55 

Report Select Panels / Telemarketing Reports 59 

Cost Centre Management 60 

Update Cost Centres 61 

Edit Cost Centres  61 

Remove Cost Centres but leave Service Nos/Refs  65 

Import Cost Centres from Comma Delimited (CSV) File 65 

Restore Cost Centre Details From Bill  66 

Check for Missing Entries  66 

Manage Address Information 67 

Import Address Information from CSV  69 

Address Import Exceptions 71 

Inter Site Management 72 

Retrieve Calling Tel Nos From Billing Information 72 

Append Tel Nos from Comma Delimited (csv) file 73 

Intersite Wizard 76 

Step 1 - Welcome  76 

Step 2 – Retrieve Numbers 77 

Step 3 – Add DDI Ranges  78 

Step 4 – Add Telephone Numbers 80 

Step 5 - Finished  81 

Edit Telephone Numbers  82 

Create DDI Ranges  84 

Phone Book Management 86 

Retrieve Tel Nos from Billing Information 86 

Append Tel Nos from Comma Delimited (csv) file 87 

Edit Phone Book  89 

Apply Phone Book to a Cost Centre level 91 

Apply Phone Book to Reports  92 

Out of Hours Management 92 

Define Out of Hours by Day 94 

Select the Cost Centres to which this Template applies 94 

Define Out of Hours Holiday Periods  95 

Password Protection 95 

Folder Management 97 

Number Monitor Management   100 

Create Cost Centre Projects   101 

Backup / Restore Options    104 

Restore from Backup   105 
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Delete Backup Files   106 

Activate System Backups   107 

Disable System Backups   107 

Set Backup Folder    108 

Set Backup Folder to Default   108 

More Information    109 



10 
V5.1 

04/03/2024 


