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Introduction
Welcome to BT Billing Analyst.

Billing Analyst is a software package that enables you to view the details of your
monthly BT bill through a wide variety of reporting facilities. Through these reports,
you may check the basic, summary, details of your bill, or view more detailed
information on any aspect of the bill.

Billing Analyst also includes various management facilities that allow you to view the
charges applied to separate areas of your organisation.

As you receive each bill, the bill data file can be imported into Billing Analyst. Once
imported, you can view the details of your bill at various levels, from simple
summary reports to comprehensive, itemised reports.



Installing BT Billing Analyst

The installation files for Billing Analyst can be downloaded from the following
website:

https://business.bt.com/billing-analyst/?s cid=btb FURL analystupdate

They are contained in a Zip file, and must be decompressed before attempting to
install the software.

Once the Zip file has been decompressed, you should see the following files:

Name Size  Type
Setup File Folder

4 Autorun.inf 1KB Setup Information
€ EBT.ico BKB Icon

“Aconfig.ini 2KB Configuration Setti...
A msvbyme0.dl 1,354 KB Application Extensi...
[ “ySetp.exe | 4,740 KB  Application

Please note: for Billing Analyst to work properly, the installation must be carried out
by a User with Administrator privileges on the computer. To enable online
registration of the application, you also need to ensure that your computer is
connected to the internet at the time of installation.

Right-click the file “Setup.exe”, and select “Run As Administrator” to start the
installation process. Some system checks will be carried out on your PC,
following which the window below will be displayed:


https://business.bt.com/billing-analyst/?s_cid=btb_FURL_analystupdate

Billing Analyst

Version: 3.(

Install BT Billing Analyst

Left-click the legend “Install BT Billing Analyst” to continue. The installation
process will then be carried out by an Installshield Wizard, as shown below:

ﬁ ET Billing Analyst - InstallShield Wizard ot

Welcome to the InstallShield Wizard for BT
Billing Analyst

The InstallShield(R) Wizard will install BT Billing Analyst on vour
computer. To continue, dick Mext.

WARNING: This program is protected by copyright law and
international treaties,

Click “Next” to continue. The following window will then be displayed:



ﬁ ET Billing Analyst - Install5hield Wizard e

Destination Folder

.
Click Mext to install to this folder, or dick Change to install to a different folder. BTy

"-‘/ Install BT Billing Analyst to:

C:\Program Files (x36)\ETBilingAnalyst) Change...

Installshield

= ==

This window shows the default location to which BT Billing Analyst will be installed.
If you wish to install the program to a different location, click on “Change”, and
specify the folder of your choice. Once you are happy with the program folder
displayed, click “Next” to continue to the next step, shown below:

j%] BT Billing Analyst - InstallShield Wizard >

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:
Typical
Destination Folder:
C:\Program Files (x86)\BTRilingAnalyst),

User Information:
MName:

Company:

Installshield

This window displays the installation setup specified in the preceding steps. If
you wish to change anything, click “Back”, which will take you back through the



setup steps, allowing you to make changes as required. If you are happy with the
settings made, click “Install”.

Installation will then proceed. Once installation is completed, the following window
will be displayed:

ﬁ.‘ BT Billing Analyst - InstallShield Wizard X

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed BT Billing
Analyst. Click Finish to exit the wizard.

Back Finish Cancel

Click “Finish” to continue. The installation will then briefly be checked to ensure
everything has been set up, whereupon the following will be displayed:

@ BT Billing Analyst 2.3

Software Installation Complete

Click the “OK” button, which will close down the installation, and start up BT Billing
Analyst.

As this is the first time you have run Billing Analyst, it will be necessary to
register the application with BT, as described in the following section.
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Updating BT Billing Analyst

BT provide regular upgrades to BT Billing Analyst, which are available from the BT
website. It is recommended that you keep your installation of Billing Analyst updated
to the latest version.

Once you have downloaded the upgrade files, right-click the file “Setup.exe”, and
select “Run As Administrator”. If you have Billing Analyst already installed on your
PC, the following window will be displayed:

BT Billing Analyst

BT Billing Analyst will be updated to the latest version, do you wish to proceed?

Yes No

11



If you click “Yes”, the following message will appear:

BT Billing Analyst X

Installshield Wizard will now perform the Upgrade process

OK

From this point, the Installshield Wizard upgrades your installation, following the
same steps as for installation (see Page 8). You will not be required to register the
product again, and you will not have to select any backup options.

Please note that no settings or projects are overwritten, or lost, as part of the upgrade
process.

12



Running BT Billing Analyst for the First Time

Registration Process

The first time you run BT Billing Analyst you will be required to register the
application with BT.

To complete online registration, you will need an active internet connection. If you
do not have internet access on the computer on which you wish to use Billing
Analyst, or if there are problems communicating with the BT registration site, when
you click the “Click Here to Register” button the helpdesk telephone number will be
displayed. If you contact the helpdesk, they will be able to help you complete the
registration process. They will require the Billing Analyst serial number, which will
be displayed on the Registration form, if online registration cannot be completed.

13



When Billing Analyst starts up the following window will be displayed:

Register BT Billing Analyst

Billing Analyst

Please complete and authenticate your registration details

Product: BT Billing Analyst Wersion: 3.00.0001 Default View:  Professional
Company: |

BT Account Mumber:

U zer Detailz

Email Address: |

Re-enter Email Address for 'V alidation: |

Contact First Mame:

Contact Lazt Mame:

Job Title [optional):

Preferred Contact Murnber:

Impaort O ptions
Please et ug know which products fram the list below you regularly import and analyze uzing BT Billing
[~ BT OneEBil Anabst
[~ BT Featurenet [~ BT IDC / “oiceport [~ BT Geneva Openzane
[~ BT Private Circuits [~ BT Conferencing [~ BT Analyst Alert

IF wow have on-line access to the internet, pleaze ensure you have enabled the connection,

Read BT Biling Analyst Tems and Conditions r | have read and accept the BT Biling &nalyst Terms

and Conditions
Cancel

Please complete the details requested, and then click the button “Click Here to
Register”. Your registration will be transmitted to BT, and that registration is
confirmed, the following window will be displayed:

14



& BT Billing Analyst On-Line Registration — O X

BT Billing Analyst

Home = Register Online

CONGRATULATIONS

You have successfully activated your copy of BT Billing Analyst.

Please click here to continue

By activating BT Billing Analyst you have agreed to the terms and conditions, to view them click here

Contact BT | About BT
I ————

Click either on “Please click here to continue” or “Click here to close window”. The
BT Billing Analyst main menu will then be displayed as shown below:

& The BT Billing Analyst - Version 3.00.0001

Billing Analyst

Bills Utiities Enhanced Facilities Setup Information
T Trpot Bl B B remaant | Scheduler ‘ D — | Help ‘
e ‘ nter Site Management | e ‘ Teme & Candiions
temised Cal Feports ‘ Phone Book Management | Tl Bt Trske ‘
Prvate Circuits ‘ Call Tag Hanagement | Cieate Cost Cente Prjects |
Mobile Handset Fieports ‘ Dut of Hous Management | OneBilFlus Fieport ‘
Password Frtecton | Backup ¢ estor Opions |

Giroup Bil Management
Mobile OrNet Management
Folder Management
Manage Project Bills
Mumber Moritor Management

To change the default view, right click the '‘Switch to Analst Lite' buttan

Switch To Analyst Lite Exit
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Backup Facility

On the first run of Billing Analyst, you will be asked if you would like to use the
automatic backup facility, as shown below:

The ET Billing Analyst

BT Billing Analyst can automatically save system data [e.g. Cost Centres,
Call Tagging), Would you like to use this option?

Yes Mo

Billing Analyst includes a number of management facilities that allow you tailor your
reports to your own organisation. For example, Cost Centre Management allows you
to assign telephone numbers to different sections of your organisation so that you can
track the costs associated with each of those sections. Phone book management
allows you to assign names to individual numbers, making it easier to identify
telephone numbers within reports.

Changes you make to these management facilities can be saved automatically in a

backup, which can be retrieved at any point should you wish to roll back settings to a
previous state.

16



If you wish to make use of the automatic backup facility, click “Yes”. The following
window will then appear:

Browse For Folder X

Select backup directory

Program Files (x26) L]
W PrograrmData
{4F72DADB-3E4B-4230-B42A-0280C0C
v ETBA
Archives
Backup
Leg
Output
Projects
System
Dell
Dell Inc
Elite

Intel W

Make Mew Folder Cancel

This window allows you to specify where you would like to keep your backups. The
default folder is already shown, and it is recommended you put your backups here.
However, you may save them where you wish. Please ensure that your user account
has “write” access to the folder you choose.

For more information on using the Automatic Backup facility, please see “Backup
/ Restore Options” on page 97.

17



Main Menu

When BT Billing Analyst starts, you will be presented with the Main Menu, as shown
below:

@ The BT Billing Analyst - Version 3.00.0001

Billing Analyst

Bills Utilities Enhanced Facilities Setup Information
: Trpan Bl E Cost Cantre Management | Scheduler ‘ DT EEIEmUEE:D | Help ‘
SurmayFiepots | Inter Sie Management | Bespoke Repott Generator | Teims & Condiions
temised Cal Feports ‘ Phone Book Management | Trerd and Budget Tracker ‘
Rivetie Bevte ‘ Call Tag Management | Create Cost Centre Fiojects ‘
Mobile Handset Rieports ‘ Out of Hours Management | OneBilPlus Freport ‘
Password Protection | Beslopd Fesre OiTe ‘
Group Bill Management
Mobile OrrHet Management
Folder Management
Manage Praject Bils
Mumber Moritor Management
To change the defaul view, right click the ‘Switch to Analyst Lite' button

When first opening Billing Analyst, all buttons are enabled. However, once a project
has been selected, the buttons on the menu are enabled depending on the type of
project that has been loaded. Therefore, some buttons may be greyed-out.

The options from the main menu are split into five categories:

Bills
The “Bills” category includes the following sections:

Import Bills

Clicking this button takes you to the “Import” screen. This screen allows you to
import your latest bill data into Billing Analyst. Please see the “Import Bills Screen”
section for more details.

18



Summary Reports

Clicking this button takes you to the Summary Reports screen. These reports offer an
overview of the various charges contained within the bill, e.g. your Invoice, or
summaries of Usage charges, Recurring Charges or Discounts. Please see the
“Summary Reports Screen” section for more details.

Itemised Reports

Clicking this button takes you to the Itemised Reports screen. These reports show a
more detailed view of the charges that make up the bill. For example, all calls made
within the billing period, the 100 Most Frequently called numbers, or calls to
Directory Enquiries. Please see “Itemised Call Reports Screen” on page 59 for more
details.

Utilities
The “Utilities” category is comprised of the following sections

Cost Centre Management

Billing Analyst provides the possibility of creating a Cost Centre structure that
reflects the organisation of your company, and assigning each telephone number
on the bill to one of those Cost Centres. For example, you may wish to create a
Cost Centre for each office or branch, and then assign all telephone numbers
within each office to the relevant Cost Centre.

The Cost Centre Management screen provides the facilities to create and amend a
Cost Centre structure as required. Please see “Cost Centre Management” on page 49
for more details. Cost Centre changes made in one project will be carried over
automatically to any other projects using the same account number.

Inter Site Management

Some reports within Billing Analyst provide information on calls between different
telephone numbers within your organisation. The Inter Site Management facility
allows you to associate each of your telephone numbers with a site name, which can
then be included in Inter Site reports, making it clearer which sites have been in
communication with each other. Changes to the Inter Site setup of one project will be
carried over automatically to other projects under the same account number. Please
see “Inter Site Management” on page 59 for more details.
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Phone Book Management

This facility allows you to assign a name to any of the telephone numbers appearing
in your bill, whether they are your telephone numbers, or those of the recipients of
the calls. You can then set these names to appear in many of the Billing Analyst
reports, either instead of, or as well as the actual numbers. Name changes made to
the currently loaded project will be carried over to any other projects using the same
account number. For more information, please see the “Phone Book Management”
section.

Out of Hours Management

It is possible to identify given times of day, or particular days, or specific dates as
“Out of Hours”. Reports are then provided in the Itemised Reports section that
can identify calls made during those periods.

Templates can be created as required with specific characteristics (e.g. one for general
use, another for a normal holiday period, and so on), which can then be applied to the
Out of Hours reports.

Please see “Out of Hours Management” on page 76 for more details.

Password Protection

Some users will prefer that only some individuals have access to BT Billing Analyst.
This scenario is provided for, via the Password Protection screen, where a username
and password may be entered that must, in future, be typed in to gain access to Billing
Analyst. Multiple users may be recorded, if required. Please see “Password
Protection” on page 79 for more details.

Folder Management

BT Billing Analyst needs to save information on your PC in order to function.
Initially this data is stored in default locations, using accepted Windows storage
locations. However, it may be necessary or desirable for the user to change where
Billing Analyst data is stored. The Folder Management facility allows you to choose
where data should be stored, and automatically moves Billing Analyst data files if you
choose a new location. Please see “Folder Management” on page 80 for more details.

20



Number Monitor Management
Billing Analyst allows you to apply descriptions to specific Called numbers. A report
is then available in the Itemised Reports screen that details calls to these numbers

from each of your telephone numbers. Please see the “Number Monitor
Management” section on page 82 for more details.

Information

Help

When the Help button is clicked, the following options are offered:
1. Product Help
Clicking this option displays the Help facility packaged with Billing Analyst.
It includes an overview, and then detailed information on each section of the
application. It also includes a Search facility to look for specific items.
2. Version
Clicking the “Version” option displays the version number of your installation of
BT Billing Analyst. It is recommended that you always installed the latest
version. A program expiry date is also displayed, being the last date on which
your version will function. Updates to BT Billing Analyst are regularly released,

and you should receive warnings in the lead up to your expiry date that you need
to update your software.

Terms & Conditions

Clicking this button displays the Terms and Conditions under which BT Billing
Analyst may be used.

Download Program Upgrade
This button can be clicked to download the latest version of BT Billing Analyst.

Billing Analyst will be closed down automatically, and a web browser will be opened
at a BT web page from where the latest files may be downloaded for installation.

21



Enhanced Features

Create Cost Centre Projects

When a Cost Centre structure has been set up for an account (see “Cost Centre
Management” on page 49 for details), it is possible to create individual bills for each
Cost Centre within that structure, thus enabling you or other users to concentrate on a
single Cost Centre, rather than seeing it as part of the overall bill. This facility allows
you to split the current bill into separate projects for each Cost Centre, at whichever
level of the Cost Centre structure you require. Please see “Create Cost Centre
Projects” on page 83 for more details.

Backup / Restore Options

BT Billing Analyst includes a facility to back up changes made using the various
management facilities provided, e.g. Cost Centres and Phonebook settings. These
backups can then be used at a later date to restore settings to a previous state, should it
be required. The Backup/Restore options screen allows you to switch these backups
on or off, to change the folder where the backups are stored, to restore your settings
from a previously saved backup, or to delete backup files that are no longer needed.
Please see “Backup / Restore Options” on page 85 for more details.

22



Import Bills Screen

Clicking on the “Import Bills” button on the main menu opens the following window:

e ET Billing Analyst Import

Billing Analyst

Select Import Tppe Help
r Click. the radio button for the data type you wish
Lo import. Select the fle to import,

" Multiple BT OreRill )

" Featurenet @]
" BT Private Circuits
" BT IDCAVoiceport
" Multiple Yoicepart

" BT Conferencing [restination File/Folder

" BTGeneva Openzone

Selected source file[z)

[ [T Don't show this help section again

Impart File | Stage Progress

This is the window used to import your monthly bill. There are a number of ways to
import bills, which are detailed below:

23



Importing a single bill to a new project
This can be done by taking the following steps:

1. In the box marked “Select Import Type”, click the option marked “BT
OneBill”. This will open a dialog box allowing you to select the billing data
file you wish to import, this will be a file ending with the file extension “.vp”.
Find the file you wish to import, and double-click it, or select the file and click
“Open”.

If the file you have selected is a valid billing file, the filename will be listed in
the section marked “Selected source file(s)”.

Please note that data files are often distributed to customers within a “Zip”
file, which compresses the data into a smaller file. This Zip file cannot be
imported into Billing Analyst. The data files must be extracted from the zip
before importing. Similarly, some Windows setups allow the user to use the
“Open File” dialog box to navigate into, and select files from within a Zip
file. As above, this should not be done when selecting data files to import.
The files must be extracted to a standard Windows folder to be imported.

In the box marked “Select Project”, click the “New Project File” option. A dialog
box will open, prompting you to select a name for your new project file

If you select the filename of a project that already exists, this file will be
overwritten. You will be asked to confirm that it is ok to overwrite the
existing file. If you do not want to overwrite the file, you will be given the
option of appending the current data file to the project. If you do not want to
do this, click “No”, and you will be given the opportunity to select a different
filename,

Please note that if you overwrite an existing file, it is not possible to retrieve
it.

3. At the bottom of the screen, click the link marked “Start Import”.

This will start the import process. The progress of the import is shown
throughout the process at the bottom-left hand side of the screen, as
shown below:

24



Irmpart Status

Irnpart File | Stage | Progresz
141 Create Project +"| Completed
141 |mpart Summary Records | 3314
141 Irmpart [temized Recards | 33671
11 Import [temized Records [Mobile] ..« BHO0
11 Import Private Circuits
11 Save Cozt Centres
11 Create Trend Entries
141 Save Summary D ata

141 Create Archive

The “Import Summary Records” and “Import Itemised” stages include a count
of the records imported so far. A progress bar at the bottom of the Import
Status section to show what proportion of the import process has been
completed.

Once the import process has completed, the Invoice report will be opened,

showing you the details of the bill you have imported (see “Invoice”
report description on page 37 for details).

25



Appending a Single Bill to an Existing Project

If you want to view charges across an extended period, it is possible to import a
number of data files to a single project. To do this, take the following steps:

1. In the box marked “Select Import Type”, click the option marked “BT
OneBill”. This will open a dialog box allowing you to select the billing data
file you wish to import, this will be a file ending with the file extension “.vp”.
Find the file you wish to import, and double-click it, or select the file and click
“Open”.

If the file you have selected is a valid billing file, the filename will be listed in
the section marked “Selected source file(s)”.

In the section marked “Select Project”, click the option “Append to Existing
Project File”. A dialog box will open, allowing you to select the existing
project to which you want to append your data file. The existing project must
be a valid BT Billing Analyst project file.

3. Click the “Click Here to Start Import” button. The import process will then
proceed.

Once the import process has completed, the Invoice Summary report will open
automatically, detailing summary information for the bills contained in the

appended project. Please see “Invoice” Summary Report Description on page
37 for details.

Importing Multiple Data Files

When you have more than one data file to import, it is possible to import all these
files in one run, rather than having to go through the import process for each one.
This can be done taking the following steps:

1. In the section marked “Select Import Type”, click the option “Multiple BT
OneBill”.

This will open a dialog box, where you can locate the files you wish to import.
The data files must be contained in a single folder. When you have found that
folder, the files within that folder will be shown:
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@ Select Multiple Files b

| S [05] | || b1 03314688-M03401-MY ONEBILLPL
=T 0331468813801 47 ONEBILLPL

4 Data 81120888-M07101 447 ONEBILLPL
- & BTBA Multiple %

£ >

MNote: If imported into a single project file the Bill Account will
be taken from the first selected file

For Multiple file Imports, all the files need to be saved in the
same folder. See the Help topic for further help with filename
conventions

Cancel Apply

Select the files you wish to import by checking the boxes next to the relevant
filenames. Once you have selected the files you require, click the “Apply”
button at the top-right of the form. If you wish to quit out of the “Multiple BT
OneBill” option altogether, click “Cancel”.

Once you have made your choice, the files selected will be displayed on the
import screen in the box marked “Selected source file(s)”.

Three options are now presented in the box marked “Select Project”:

* To import the selected files to a single project file, click “New
Project File”

» To append all the selected files to an existing project file, click
“Append to Existing Project File”

* To import each of the selected files to its own separate project file,
click “Multiple Project Destination Folder”.

If you select this option, you will be prompted to select a folder into
which the individual projects should be saved. The project files will
be saved using the following naming convention:
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<CompanyName><InvoiceDate>.mdb

Where <CompanyName> is the company name that appears in the file
header of the data file, and <InvoiceDate> is the invoice date for that
data file.

Similar to the single-file imports, you will be prompted for the account
number of the files you are importing. If required you can enter a different
account number for each file imported, as the import gets to it. If, however,
the files all share a common account number, you may check an option
marked “Apply this account to all files imported”. This will use the account
number entered for all files you have specified, and you will not be prompted
to enter the account number again.

Click the button marked “Click Here to Start Import”, to begin the import
process. The progress of the import process will be displayed at the bottom
left-hand side of the window, with the details for each file shown:

Import Status

Impart File | Stage | Progresz
1/3 Create Project | Completed
1/3 Impart Summary Records ' 3314
143 [mport [temized Fecords | 33671
143 [rmpart [temized Records [Mobile] W 12329
13 Impart Private Circuits | 0
1/3 Save Cost Centres +”| Completed
1/3 Save Summary D ata +"| Completed
243 |rpart Surmmary Hecords | E773
243 Import &Advanced Service records | 80
243 Import [temized Records ..., 10000
243 [mport Private Circuits

243 Save Cost Centres
243 Save Summary D ata

3 [ rpart Summary Fecords
343 |mport &dvanced Service records
33 Irmpart [kermized Aecards

3 Impart [temized Records [Mobile]
3 Save Cost Centres

343 Create Trend Entries

A3 Save Summary D ata

3 Create Archive
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Once the import has completed, Billing Analyst will open the Invoice
Summary report, showing summarised information on all invoices contained
in the imported files.
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Reports Overview

BT Billing Analyst provides four sets of reports: Summary Reports, Itemised Call
Reports, Private Circuits Reports and Mobile Handset Reports, each accessed by a
button on the Main Menu.

Report Drilldowns

The buttons for the reports on both Summary and Itemised screens are colour-coded,
as shown below:

VAT Statement
Executive Summary
Billing Services Summary

Cost Centre Reports

Cost Centre Summary
Cost Centre Hierarchy

Account Level Reports

Current Bill By Service No.
Zero Usage Report
Mobile Summary

Buttons with a darker background colour signify that the report for that button
contains “Drilldowns”. That is, once the report has opened, it is possible to click on a
line in that report to view further, more detailed reports. Those buttons with a lighter
background are single-level reports.

For example, if you click on the “Current Bill By Service No.” report on the Summary
Reports screen, the following report is produced:
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7 Current Bill By Service Numbs | —x

Current Bill By Service Number
for MY ONEBILLPLUS CUSTOMER

Click on a line to drill for more detail or right click on a telephone number to update the Phone Book for that entry. Sort report by clicking column headings.
One BILAJC VP 13314568 &

Bl Tt VAT Total Papable

ExclVAT

£25525.03 3| EAMEAT
Service No/Ref | PhoneBaok AccountNo  |Service 13::}[5{’; VAT[E) Totall£)| Recuningls)|  Usage(£)| 5 ecu"i‘:.:'[;f] u :a[;'e“[*{‘] Ong 2'::2:1?;:9&‘]
Total Charges 7652503 393853 3046A35] 1593008 1039038 15030.08] 1056543 F05.37]
i G WHITETIGS5  Telaphony EES k] R EE] 0 nE o0 ]
120604400 | D1206220000 |EAGZA306H  Telophony 1487 223 17.10 1487 0o 1487 000 0o
227834000 | 01227830600 |ND522B0060 Telephony 2% 488 3710 1487 1739 1487 17.39 000
220500000 | 01228600000 |LCOBER00% Telephony 1487 22 17.10 1287 000 1487 000 000
200 | 01239710000 |SMag@ooed  Telephary 1487 223 17.10 1287 000 1487 000 000
124267000, | D124Z6ne00t_|SS8056063.  Telsphory 6853 03 7928 1287 54,06 1287 5408 000
243000 | DI2Am2e0ct | SDIEGERS0K  Telsphony 1487 223 1710 1487 oo 148 000 oo
124520000, | DI24s20000l_ |EAGEED06S.  Telsphony 7857 X EiT) EE] 726 ] 726 1063
i L B e 1457 225 172 1487 o1 148 010 oo
1245380000 | 01245380000 |EAGOGLOSH  Telephony 53,43 852 §8.40 53,48 0,00 5448 00 0,00
24540000 | DI245ARGS0. |EAGIIZEH Telephony 1519 677 5.9 e 08 448 058 000
01252370000 | 01252870000 | TH728700% Telephony 174 frTs w2 B2N] 000 274 000 000
25250000, | 01Z52doott | THE7Bn00%  Telephay 1487 223 17.10 1287 000 1487 000 000
1266100, | 0125681000t | THB1ZR00%  Telsphory 1500 225 7.2 1287 0713 1287 013 000
THoRABRA00 | D1Z6ABRadtt |GTI5100d  Telsphony 1487 323 1710 1487 oo 148 000 oo
TIZRAZ7e0, | DIZBETascl |EAGEATGSH  Telaphony B E 389 7iass B25E3 o0 B3563 000 o0
N1Z6A2RA000 | DIZBAZAG0. |EAGTATASH  Telophony 23454 42 EER] 23454 0o 23454 000 o
T T e 1 a2 Pt 1285 71 17t 20 s e e on m_’IJ

Disable Phone Boo

This report shows each service number found in the bill, and the charges associated
with it. If you want more detail on a specific service number, click on the line in the
report that contains that service number. Billing Analyst will respond by showing you
a further report, like this:
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AsdLE

Bill Detail

for MY ONEBILLPLUS CUSTOMER

Accaunt No = EA1684000¢ PSTNASDN | TelNo.fref = | 012452243 | Monthly Bil -
Tawx Pt Date =12/08/2003

Cost Centre 1 Cost Centre 2 Cost Centre 3 Cost Centre 4 Cost Centre 5
TENEFTITT -
Usage Charge(f] Usage From Usage To

Direct-dialled national o007 0E/07/2009 04/08/2009 Call Detai
Direct-dialled international 0.47 2040742003 04/05/2003

Direct-dizlled international 0.20 06/07/2009 04,/08/2009

Direct-dizlled M obile & Premium Rate 5.3 20/07/2009 04,/08/2009

Direct-dialled other 1.2 20/07/2009 04/08/2009

Total Usage 7.26

Recurring Charge(£) Recurning From Recuning To

Broken Period Rental 5.86 01,/08/2009 31/08/2009

Line Rental 59.48 01/08/2009 /0872009

Maintenance 000 0140872009 31/08/2003

Customer Option Charge 0.00 01/08/2003 31/08/2009

Total Recurring b65.34

OneDff & Credits Charge(f]

Connection 106.37

Total One0ff & Credits 106.37 J

Bill D etails for (1 24522%<. Only Categories with charges raised on the bill will be displayed.

Print Outputs... Report Details Previous

This report shows you what charges have been applied to your chosen service number,
to result in the summary figures you viewed in the report at the previous level.

Many reports allow you to drill down to multiple levels, showing different levels of
detail. You just need to select a line in the report that is of interest. Some reports,
such as the one above, also allow you to jump to other reports (in this case the “Call
Detail” report), via buttons displayed at the side of the report grid.

Report Options

Report Navigation

Where more detailed reports are available, but those reports do not refer to a specific
line at the current level, a “Next Level” button is provided, to allow you to go to the
next level of detail.

As you navigate through the levels of the report, “Previous Level” buttons are
provided (as above), which allow you to navigate back to the last level of detail that
you were viewing. So, for example, you could view the details for one service
number, click “Previous Level” to go back to the preceding report, then drill down on
another service number to see the details for that number.
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At any point, you may click the “Exit” button, which will close all reports, and return
you to the Summary Reports screen.

Output Options

Billing Analyst offers up to three options for outputting reports. Most allow you to
print the report, to output the report to an Excel worksheet (where Excel is installed
on the PC), or to output to a Comma Separated Values file (or “CSV file”). In some
cases, the report content is too large to allow an Excel facility, so this will not be
offered.

Report Details

Each report includes a “Report Details” button. Pressing this button displays a
window showing the report title, and time at which the report was produced. It also
describes the parameters that have been set before running the report, as shown
below:

@ Report Details *

Report Details

All Call: Summary Report, produced on 30/04/2018 21:23:11

Invaice Ref= WP 21564570 MO7 70

Invoice Date= 05,/11/2008

Days selected: Sat Sun Mon Tue'wed Thu Fri

From 3040842006 to 31/10/2005

After 00:00:00 and before 23:59.59

Line to Local, Line to Mational, Line to Mobile, Line to International, Line to Other, Mobile to UK, Mobils to
International, Mobile Drata, Mobile Fax, Mobile SMS, Mobile Roarmed, Mobile to Intermet, Mobile to Maobile, Mobile
ta Mabile On-Met, Maobile ta Land Line On-Met, Mobile to Voicetd ail, Maobile ta Other

Callz fram All [Mobiles and Ling)

Al Accounts
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Phonebook Options

Many reports include columns where phonebook entries are displayed either
alongside, or instead of, the originating and called numbers. Where this is the case,
there will also be a button which will allow you to enable, or disable, the phonebook
(marked “Enable Phone Book”, or “Disable Phone Book” respectively). By changing
the Phonebook settings, you may alter the display of the report to include, or leave
out, phonebook entries for the service numbers included in the report.

When phonebook entries are displayed, it is also possible to amend the phonebook
entries, without having to go to the “Phonebook Management” screen. Where a

service number, or its phonebook entry, is displayed, click that entry with the right
mouse button. The following window will appear:

& Edit Phone Book details

118118
Selected TelMo

Type a name i the box above or double click on a
Phione Book name from the Phone Book Mames list to
apply that name to the zelected telephone number

Save Changes Cancel Changes

— O X

Phone Book Mames

Add | Edit | Delete|

Exit

To enter a phonebook entry for the selected number (0656XXXX33 in this case); click
on the “Add” button to enter a new name. This new name will then appear in the
“Phone Book Names” list:

V1.0
08/05/2018
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@ Edit Phone Book details — O ®

Phione Book Mames
DIRECTORY ENQUIRIES
118118
Selected TelNo  Type a name in the box above or double click on a
Phone Book, name fram the Phone Boaok Mames list to
apply that name to the zelected telephone number
Add | Edt | Delete|
Save Changes Cancel Changes Help Exit

You may now use this name for any service number.

To apply the name to the chosen service number, double-click the name in the list,
that name will then be displayed next to the service number. Click “Save Changes”,
and the name will be stored for the number. Click “Exit”, and the report you are
viewing will refresh, replacing your chosen service number with the phone book
name, where applicable.

You may amend or delete the phonebook name for a given service number using the
same screen.

Report Parameters

On the right-hand side of both reports screens, in frames marked “Selection
Parameters” are various parameters that may be used to focus the reports on specific
areas in which you might be interested. The parameters only apply to specific reports
and Bill types — the parameters that apply to each report are signified by the
colourcoding below each report button, to match the background colours of the
parameters on the right. So, for example, on the Summary Reports screen, the
“Current Bill By Service No.” report has a button like this:

Current Bill By Service No.
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The yellow line underneath signifies that the “Source Bill Reference” parameter (on
the right-hand side, with a yellow background) may be used in conjunction with the
report (please note that this parameter is only applicable for “OneBill” type bills).

The turquoise line underneath signifies that the “Account/Cost Centre Selection”
parameters (on the right-hand side, with a turquoise background) may also be used.

If a report button has no lines displayed underneath, then parameters do not apply to
that particular report (e.g. the Invoice report).

Parameters are also applied to all drilldowns from each report. So if you set
parameters and run a report, then drill down, any lower-level reports will also be
limited to those parameters you have set.

Any combination of applicable parameters may be applied to a report.

The parameters offered are as follows:

Account/Cost Centre Selection
Applies to: All Reports

This parameter enables you to select specific areas of the bill to include in your report.
The default setting is to include all numbers included in the bill. You may, however,
choose to limit the report to the following:

» Selected Originating No/Cct ID
This limits the report to a specific Originating number. If you select this
option, a dropdown box appears next to it, from which you may select a single
originating number to include in the reports.

* Multi-level Cost Centre Select

This allows you to focus reports on a specific Cost Centre, from anywhere
within your Cost Centre structure (see “Cost Centre Management” on page 49
for more details). If you select this option, a set of dropdown boxes appears,
allowing you to select a Cost Centre at each level of the structure, down to
five levels. So, for example, if you wanted to view details for the level 2 Cost
Centre “Manufacturing”, which was a member of the level 1 Cost Centre
“London”, you would enter the following:
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“Bccount/Cost Centre Selection
" Alldccounts
" Selected Onginating No/Cet 1D
o Multi level Cost Centre Select

Select Level 1 [London v

Select Level 2 v

Select Level 3 ]

The Level 3 parameter would be left blank. Choosing these parameters, and
running the “Current Bill By Service No” report, as above, results in the
following report:

. Current Bill By Service

Current Bill By Service Number

BTh*
for MY ONEBILLPLUS CUSTOMER
Click on a line to drill for more detail or right click on a telephone number to update the Phone Book for that entry. Sort report by clicking column headings.

One Bill A/C WP 03314688 -

Bill Taotal WAT Total Payable

Excl VAT

£26525.83 £3938.52 £30464.35
Service No/Rel | PhoneBook Account No Service Tst:-l[ﬁ_’; VAT(E) Total(£)| Recurring(£) Usage(£) R ecuna'gn[f‘j U:aEg':[?] One Er{:::;:iail'f[?]
Total Charges 26525.83 3938.52 30464.35 15930.08 10390.38 15930.08 10565.43 20537
008104 00813000 WH00BTR00 Telephony 21.93 330 2623 21.93 0.0 21.93 0.00 0.00
01 206250304 0120625544 EAT2ID00d Telephony 14.67 223 1710 1467 0.0 1487 0.00 0.00
01227835 012278344 NDE2220000 Telephony 3226 484 710 1487 17.33 1487 17.33 0.00
01228510044 012285125444 LCOBEIE4 Telephony 14.87 223 1710 1487 0.0 1487 0.00 0.00
01 234710080 012347120444 SHE3EER Telephony 14.87 223 17.10 1487 0.00 1487 0.00 0.00
01 242670041 OT242675444 5500640 Telephony EB.92 1035 7928 14.87 54.08 1487 54.06 0.00
01243820004 01243825044 SD3EIE Telephony 14.87 223 17.10 14.87 0.0 1487 0.00 0.00
012452264 0124522554 EAJBEIO0 Telephony 178.97 26.85 20582 65.34 726 6534 7.26 106.37
01245323004 012453200 EAB2H00d Telephony 1497 225 17.22 1487 010 1487 010 0.00
01 245380004 0124538544 EAGNTIHO0S Telephony 59.48 a92 68.40 5948 0.0 59.48 0.00 0.00
01 245445404 01245445544 EATZTZ00MR Telephony 4519 E77 51.96 44 61 058 4461 0.58 0.00
01 252370031 01252375444 THT 2874 Telephony 2974 446 3420 2974 0.0 2974 0.00 0.00
0125254004 01252545444 THETETRA Telephony 14.87 223 17.10 1487 0.00 1487 0.00 0.00
012568144 012568125444 THE1 3134 Telephony 16.00 225 17.25 14.87 012 1487 01z 0.00
01264860004 01264865044 ST15TT:0001 Telephony 14.87 223 17.10 14.87 0.0 1487 0.00 0.00
012602741 0126827544 EATBIT0e Telephony 625.63 9383 71952 625.63 0.0 62563 0.00 0.00
01 266280004 012682805442 EATTIT00d Telephony 29454 44.24 33878 294 54 0.0 29454 0.00 0.00 -
T ‘)I:j‘)C!\MA! DG FARIERAAAY | pR——— 1711 47 2R17A 1688 21 18 R 1mnnT 1871 AR 1707 an nnLH

Print Outputs... Report Details Disable Phone Book

The “Bill Total” statistics at the top remain the same as they apply to the
whole bill, but the content of the main report is very different, as the data
contained has been limited to just the one Cost Centre.

* Cost Centre level “X”
It is possible to view the reports with the content limited to a specific Cost
Centre, at a particular level. Continuing the example from above, your
organisation might comprise a number of departments (recorded at Cost
Centre level 1), which are distributed throughout a number of cities (recorded
at Cost Centre level 2). It would be possible to view the details for all
departments within one city by selecting the “Cost Centre level 2” parameter,
and entering, “Manufacturing”, for example (as below).
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This will show figures for all departments present at the Manufacturing Level
2 Cost Centre. As you can see, it is possible to set a parameter for all five
levels of your Cost Centre structure.

Source Bill Reference
Applies to: Summary Reports

This parameter is only valid for “UK OneBill” type projects. A OneBill project may
consist of a number of Source Bills. By clicking the dropdown box, it is possible to
select a single Source Bill, on which to base the reports.

Percent difference to highlight when comparing costs
Applies to: Summary Reports

This parameter applies only to Archive Reports. Please see “Archive Reports” on page
40 for more details

Include Calls For
Applies to: Itemised Reports

This parameter defines which days, and which dates, will be included in the report to
be run.

—

3feens - 01/01/1998

To include only certain days in the report, check or uncheck the tickboxes next to the
days as required. You can also set the report to run only for a given date range by
setting the start and end date for the report using the dateboxes shown.
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You must check at least one day for the report to run. Similarly, you must enter dates
where the end date is on or after the start date, otherwise the report will not run.

Select Call Hours
Applies To: Itemised Reports

You can select reports to include calls only within certain time ranges.

-Select Call Hours =

Hours after |00:00:00 ——And before|23.69.59 —— [ OverNight
Help

For time ranges within the same day, enter a start time and finish time as required. If
the times you wish to include in the report run from one day to the next, (e.g. from
17:00 on Monday to 08:00 on Tuesday), select the times as necessary, then check the
“OverNight” tickbox on the right-hand side. If you select a finish time that is earlier
than the start time, but do not check this box, the report will not run.

Select Distance Bands
Applies To: Itemised Reports
Telephone calls have an associated distance band, dependent on the originating, and

receiving telephone numbers. All the distance bands available are displayed in a list
as part of this parameter setting:

- Select Distancebands =]

Line to Local
Line to Mational
Line to Mobile

Line to International
Line to Other

Maobile to UK

Maobile to Intemational

The standard setting for Billing Analyst is to include all these distance bands.
However, it is possible to alter this by selecting one or more distance bands from the
list provided. If distance bands are selected, only those chosen will be included in the
report.

Thresholds
Applies To: Itemised Reports

This parameter enables you to include only calls within a given cost or duration range.

39

V1.0
08/05/2018



I—Thresholds =

i Cost between (£) And (£)
i Duration between (mins) And {mins)

To run reports with a Cost or Duration range parameter, enter a lower and upper range
of in the respective textboxes. Please note, the lower range must be equal to, or
smaller than, the upper range, for the report to run.

Exclusions

This parameter allows you to exclude required originating numbers from reports.

rExclusions =
Define numbers to exclude from reports Exclusions

If you click on the “Exclusions” button displayed, the following window will be
provided:

@ Mumbers to Exclude >

Pleaze enter called number ranges below then click 0K

Teldo

*

[ 5ella
e
B

4 3

Partial numbers may be entered, for
example 01 will find callz to all numbers
beginning with 07, A02 will find calls to
all rumbers beqginning AQ02

Cancel

You may now enter as many service numbers as you require in the list marked
“TelNo”. When you have entered all the numbers you wish to exclude, click the
button marked “Save Nos” to save your list.
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You may amend the list at any point by selecting any of the numbers you have
entered, and clicking the “Delete” button. You may also delete all the numbers in one
go by clicking the “Delete All” button.

If you have a set of numbers that you regularly wish to exclude from reports, but do
not wish to enter that list every time, you can save the list to a CSV file. To do this,
click on “Save Nos” and then, in the dialog box provided, enter a name for the file and
save it in your preferred location.

If you want to retrieve these numbers again at a later point, click on “Load Nos™ and,
with the dialog box provided, select the file you saved earlier. The file will then be
loaded into the list.

Once you have made all the changes you require, click “OK”. To exit without saving
your changes (since the last time you clicked “Save Nos”), click “Cancel”.

Resetting Default Parameters

If you wish to undo any parameters you may have set, and to return to the original
settings for the project, click the “Default Settings” button. This will reset all
parameters.
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Summary Reports Screen

Clicking the Summary Reports button on the main menu opens the following screen:

T  Billing Analyst

BT One Bill Summary Reports

Select File |F‘roiect One
indicative only and, in a few instances, may show differences from the

account level charges applied. Featurenet Reports
Billing

Invoice |

WAT Statement |

Executive Summary Cost Centre Summary |
Billing Services Summary Call Surmary

Cost Centre Reports i =

Cost Centre Summary
Cost Centre Hierarchy Selection Parameters

Account/Cost Centre Selection
Account Level Reports Source Bill Reference

| j [One Bill Reports only]
Current Bill By Service Mo.
Zera Usage Repart 0 =
tobile Summany

‘with the exception of the invoice and WAT Statement, VAT figures are

Invoice Charges Summary |

Group Bill Summary

Repoit Select Panels

BT One Bill Cost Element
Reparts

Archived Reports

Report Help Default Settings Stop Report

On the left-hand side, in the frame marked “BT Summary Reports”, are the various
reports that can be run, displayed in the three frames marked “Billing”, “Cost Centre
Reports”, and “Account Level Reports”™.

Further reports are available, which may be viewed by clicking one of the buttons
marked “BT Cost Element Reports”, or “Archived Reports”. The reports associated
with these buttons are then displayed immediately to the right of those already shown,
as displayed below:

On the right-hand side of the form are the various parameters that may be assigned to
the reports. Please see “Report Parameters” on page 31 for more details.
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Report Descriptions

Invoice

This report shows the most basic information on the charges contained in the project.
Where more than one bill is contained in the project, the Invoice report is preceded by
and Invoice Summary, listing the details for each bill. You may then select a specific
Invoice to view.

VAT Statement

This report shows the VAT rates applied to each bill in the project. Where more than
one VAT rate has been applied, each rate will be displayed, along with the charges to
which that rate has been assigned. It is possible to drill down on each rate to view the
specific charges allocated to it.

Executive Summary

This report shows a summary of all charges, before discounts and VAT, for each
service.

Billing Services Summary

This report shows a summary of all charges after discounts and VAT, for each service.
It is then possible to drill down to view further details for each service.

Cost Centre Summary

This report shows the costs at each level in your Cost Centre Structure. You may drill
down through the structure by clicking on a line in each level of the report. You may
also jump to a particular level of your Cost Centre structure by selecting the required
level from a dropdown box at the top right-hand corner of the report. Selecting a Cost
Centre level shows all Cost Centres at that level, regardless of which Cost Centres
you may have drilled down through up to that point.

Cost Centre Hierarchy

This report shows the Cost Centre details for each service number in the bill, showing
the Cost Centre at each level, the amount of discount, the discount option and address
details for that Cost Centre.

43

V1.0
08/05/2018



Current Bill By Service Number
This report shows the details for each service number, including the account number

under which it appears, the service used, Net and Gross charges, and Cost Centre
details.

Zero Usage Report

This report details those service numbers which have had a Usage charge of zero in
the loaded bill.

Mobile Summary Report

This report details, for each mobile handset, the costs for each call type (Inclusive
calls, direct dialled calls, SMS calls), and recurring charges.

Other Charges by Category
This report shows the totals for each type of charge categorised as “Other”.
Recurring Charges by Category

This report shows the totals for each type of Recurring charge.

Usage Charges Summary

This report shows a summary of each Usage charge applied to each service number,
along with a total Usage charge for each of those numbers.

Other Charges Summary

This report shows a summary of each charge categorised as “Other” for each service
number, along with a total of “Other” charges for that number.

Recurring Charges Summary

This report shows a summary of each Recurring charge type applied to each service
number, along with a total of all Recurring charges for that number.

Adjustments
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This report shows a summary of each Adjustment type applied to each service
number, along with a total of all Adjustments for that number.

Discount

This report shows a summary of each Discount type applied to each service number,
along with a total of all Discounts for that number.

One Off Charges & Credits Detail

This report shows detailed information on all One Off Charges applied to each service
number, where that information is available in the data.

Recurring Charges Detail

This report shows detailed information on each Recurring charge within the bill,
where that information is available in the data.

Adjustments Detail

This report shows detailed information on each Adjustment within the bill, where
that information is available in the data.
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Archive Reports

A number of archive reports are provided to enable the user to view details from
previously archived projects. Each time a bill is imported, the summary information
for the bill is automatically archived to a file with a name based on first ten characters
of the name given to the project, with the letters “Arch” and the bill date appended to
the end of the file name. When one of the archive reports is selected, the user is
automatically shown a list of the available archives to view. Note that only archives
with the same account number as the currently selected project may be viewed.

Archived by Cost Centre

This report shows the costs at each level in your Cost Centre Structure for a selected
Archive file. The report always commences at cost centre level 1 and allows you to
drill down through the structure by clicking on a line in each level of the report.

Archived by Service No

This report shows the details for a selected archive file for each service number,
including the account number under which it appears, the service used, Net and Gross
charges, and Cost Centre details.

Compare Current/Archive

This report allows a primary archive and up to 2 secondary archives to be selected for
comparison against the current project. The report shows the total values for each cost
centre for the selected project and each selected archive. It also shows the percentage
difference between the current project and the primary archive and highlights entries
that are not present in both the current project and the primary archive. The report
always commences at cost centre level 1 and allows you to drill down through the
structure by clicking on a line in each level of the report.

Compare Recurring Current/Archive

This report compares the recurring charges contained in the current bill with those
contained in a selected archive. This allows the user to identify how recurring charges
have behaved over the selected timescale

Compare Usage Current/Archive

This report compares Usage statistics across the current bill, and a selected archive.

New Numbers and Cessations

This report identifies those service numbers which have either begun use, or been
taken out of use within the timescale of the selected project and archive.
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Itemised Call Reports Screen

Clicking on the “Itemised Call Reports” button on the Main Menu opens the following
screen.

I call Repors =)

Billing Analyst

Itemised Call Reports

Select File ‘F‘lo\ect One

Selection Parameters

100 Most Expensive General Reports Report Select Panels

Al Calls AllCall Records Telmakeling |
UK Calls Calls To Mumber Openzone |
Countries Calls Mot To Mumber

r Select Call Hours H

Hours after| 00 00.00 <—And before [ 23.63:69 = [ OverMight
Help

 Select Di hand: ==

Destinations ChargeCard Calls

| |
| |
| |
Cals tobobles | Calls From TelNo, |
| |
| |

Roamed From Mabile Directory Enquiries

Special Call Charges

- Call Summary Reports —

All Calls Summary

100 Most Freq Called

Al Calls
UK Calls
Countries
Calls to Mobiles
Foamed Fram Mobile

Summary by Tel No.
Summary by Cost
Surarmary by Duration
Out Of Hours Reports

- Thresholds e
- Account/Cost Centre S electi =

& AllAccounts

" Selected Originating Mo

" Multi level Cost Centre Select
" Cost Centre level 1

" Cost Centre level 2

" Cost Centre level 3

Line Selection
Inter Site Analysis
Call Trends

" Cost Centre level 4
" Cost Centre level 5

100 Longest . 2
" Line Selection

Calls by Duration

Tagged Call Reports
Usage Summary
Analysis by Originating Mo

r Conferencing 5
Simultanenus Calls r Select Data ]

Conlerencing -
- Exclusions |

Conference Summary B
Participant 5 ummary

Craily/Hourly Summary
Repeat Caller Repart
Monitored Numbers

=
HMobile Reports

|nternational Summary

The darker coloured buttons indicate that diil-down iz possible for the report,

Click the Report Help button far help regarding the use of parameter selection

Report Help Default Settings Stop Report Exit

The window consists of two main sections, one containing buttons to run the various
reports provided, and one containing parameters that may be applied to the reports.
For details on report parameters, please see “Report Parameters” on page 41.

Report Descriptions

100 Most Expensive Reports

« AllCalls
This report shows the 100 most expensive calls in the bill, regardless of
destination.

« UKCalls
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This report shows the 100 most expensive calls within the UK, excluding calls to
Mobiles.

e Countries
The costs for calls to international destinations are totalled, and the countries and
international mobile destinations with the 100 highest totals are displayed.

» Calls to Mobiles
This report displays the 100 most expensive calls to UK mobile phones.

+ Destinations
This report shows the 100 telephone numbers that were called, at the greatest cost
within the bill’s timespan.

» This report shows the 100 most expensive calls roamed from a mobile phone.

100 Most Freq Called

« AllCalls
This report shows the 100 most frequently called telephone numbers during the
bill’s timespan.

+ UKZCalls
This report details the 100 most frequently called UK telephone numbers
excluding calls to mobiles

+ Countries
This report shows the 100 most frequently called countries and international
mobile destinations.

» Calls to Mobiles
This report details the 100 most frequently-called UK mobile phones.

* Roamed From Mobile
This report shows the 100 most frequently called, roamed, mobile handsets

100 Longest

O Calls by Duration
This report shows the 100 longest calls made during the timespan of the bill.
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General Reports

+ All Call Records
This report displays all calls made during the bill, to all destinations.

» Calls To Number
This report allows you to display all calls to a specified number, or numbers. If
you click on the report button, the following window is displayed:

E Enter Nurnbers for Report =

Fleaze enter called number ranges below then click OF,

aIIedND
; Load Mos
Save Moz
Delete Al
< | 3

Partial numbers or phonebook, names
ral be entered, far example 07 will find
callz to all rumbers beginning witk 07,
A2 wall find callz toall numbers
beqinning A02

Agtenskz [*] may be uzed when selecting by phonebook,
names to replace groupz of characters, e.g. to select
phonebook, names containing John enter “lohn®,

Caution - When zelecting by phonebook names, if astenizks are
entered anmwhere other than at the end aof the phoneboak,
name, BTEA will not check for duplicate selections.

Cancel (0] 4

Enter all the numbers you wish to include in the report in the list marked
“CalledNo”. As detailed on the window, it is possible to use partial numbers and
wildcards in your criteria. So, in the window displayed above, all numbers
beginning with “02” will be included in the report. Any numbers not beginning
with “02” will be omitted.

Phonebook entries may also be included in the search list. You may also use
wildcards with phonebook entries but, unlike searching for numbers, you must
specify the wildcard. So, for example, if you want to search for all numbers with
a phonebook name starting “Accounts”, you must enter “Accounts*” in the list.
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If you have a list of numbers and names that you will need to use again, you can
save the list in a CSV file, by clicking on “Save Nos”, and specifying a location
and filename. The file may be loaded at any point by clicking the “Load Nos”
button, and then selecting the previously-saved file.

If you wish to delete a number from the list, left-click the grey box on the lefthand
side of the row containing that number (your mouse pointer will change to a black
arrow), and then press the “Delete” key. This will remove that single entry from
the list.

When you have made the changes required to the list of numbers and names, click
“OK” to proceed with the report.

The numbers you have entered will be applied to the report from this point on,
until you make new changes, or delete the numbers using the “Delete All” button.

» Calls Not To Number

This report allows you to show all calls made that were not to selected numbers.
It operates in a similar fashion to the “Calls To Number” report: when you click
the report button, you may enter all numbers you wish to exclude from the report.
These numbers may be saved and loaded in a similar fashion to that described
above.

» Calls From Tel. No
This report shows all calls in the bill that were made by a specified service
number.

If you click the report button, the following window is displayed:

Calls from Mumber

Pleasze enter number ta find

=
Cancel

Enter the number you wish to show in the report and click “OK”. The report will
then load. It is possible to enter “partial” numbers, that is, you may enter the first
digits of a number, to retrieve statistics for all service numbers beginning with the
digits you have entered. For example, if you entered “118”, the report would
include statistics for “118000”, “118500”, and so on.

» Directory Enquiries
This report displays all calls to Directory Enquiry services.
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Call Summary Reports

« All Calls Summary

This report summarises the calls made by the distance band of the call. For each
distance band, the report displays the total number of calls, the total duration, the
total cost, and the percentage of the overall call cost.

* Summary by Tel No.
This report shows, for each service number in the bill, the total calls made, the
total duration in minutes, and the total cost.

* Summary by Cost

This report displays the number, duration, and cost of calls within a number of
“cost bands”, e.g. more than £0.20 and less than £0.50, or more than £1.00 and
less than £2.00. It also shows, for each cost band, the percentage of calls that fell
within that band.

* Summary by Duration

This report displays the number, duration and cost of calls within a number of
duration bands, e.g. between 3 minutes and 7 minutes, or between 45 minutes and
1 hour. It also shows, for each duration band, the percentage of calls that fell
within that band.

* Out of Hours Reports

These reports work in conjunction with the Out of Hours Management screen.
The reports will only become available once Out of Hours templates have been set
up. When you click the report button, the following window is displayed:

€ Out Of Hours Reports

Billing Analyst

Select Template |,

Repartz

Out OF Hours Call Surnmary |

Dot OF Hours Cozt Centre Summarg
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To run a report, you must select an “Out of Hours template” from the dropdown
box marked “Select Template”. Once you have selected a template, the report
buttons below will be enabled.

The Out of Hours Call Summary displays the number, duration and cost of calls
either “In Hours” or “Out of Hours”, depending on the settings made in the
template.

The Out of Hours Cost Centre Summary displays, for both “In Hours” and “Out of
Hours”, the total number, duration and cost of calls for each Cost Centre. The
report initially displays the statistics for Level 1 Cost Centres; the user may then
drill down on a given Cost Centre to view the statistics for Cost Centres at lower
levels.

* Inter Site Analysis

This report displays statistics for calls where the call is between two numbers
within your organisation, and works in conjunction with the Inter Site
Management screen (see “Inter Site Management” on page 59 for details). It
summarises the number, duration and cost of calls between each site. From this
report it is possible to drill down to view all the calls between two chosen sites.

« Call Trend Analysis

This report shows how your call statistics have changed over time. You must
have more than one bill imported for the report to run. The report displays the
number, duration in minutes, and cost of calls over time, as displayed below:

Call Trend Analysis

B
] e g
el Gt Corms it Lot et
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LT Q::;--nl-ldﬂ

Prink Chart Onby Report Detads

As can be seen above, the report offers the facility to change the Account/Cost
Centre parameter within the report itself. This means the statistics displayed in
the report can be changed at will, without having to exit and set parameters on the
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Summary Reports screen. Please note that the parameter settings made on this
screen will not affect those on the Summary Reports screen.

» Daily/Hourly Summary
This report displays the number and cost of calls made each hour, each day, for
the duration of the bill, in respective tables as displayed below:

& Call Summary Reports - Hourly/Daily Number & Cost of Calls o x

Call Summary Reports - Hourly/Daily Number and Cost of Calls.

for MY ONEBILLPLUS CUSTOMER (Appended data)

Number of calls by Day and Hour Band

07 | o0 [ o8 [ 10 [ 1 [ 12 [ 13 [ 14 [ 15 [ 16 | 17 [ 18 19 20 21 23 Totals|
F2] 55 6 4 ] 7] F7] 7 533

172 101 55 2 8 10197

213 105 78 a5 4 10 11481

232 118 E3) ) 4 13 11ﬁ{

194 1 81 54 3 9 10475

115 72 E3 2 15 12 8726|

51 24 37 14 27 0 918

o
¥
&
B
b
&
b
i

€654 sge2 | 4227 | 4907 | <629 5217 | 4000 | 2086 | 1018 | 65 398

"
&
@
@
=
=]

53,831|

19 20 21 22 23 Totals(£)]

5.64 817 6.36 2.01 5.34 298.57|
3158 1324 18.38 817 884 4290 84
55.01 5567 827 42 40 4777.40
4138 2269 28.53 8.81 .82 4867.71
3973 3671 2867 1058 470 445307
2078 2687 331 282 0.54 387182
474 9.83 414 5.88 1.91 219.59|

£676 I £1817 £2490 £2700 £2184 I £1442 I £2625 I £2842 £2237 £1514 £975 I £483 £199 £171 £96 £79 £37 £22,779.00|

Summary totals for Mumber and Cost of Calls per Hour and per Day. Please click on a column, row or cell to diill down, Average number of calls = 320. Average cost of calls = 13553,

M09401 Report Details Open In Excel

V1.0

So in the example above, 76 calls were made on a Sunday between 00:00
(midnight) and 01:00am during the bill. 3087 calls were made on a Tuesday
between 09:00am and 10:00am. You can scroll the report tables left and right to
view the statistics for later in the day (depending on the size and resolution of
your display).

The statistics within the table are colour-coded. Where the number/cost of calls is
less than the average over the duration of the bill, the background of the table cell
is coloured blue. Where the number/cost is greater than the average, the cell is
coloured green. The cell where the highest number/cost is found is coloured red.

* Repeat Caller Report

This report displays instances where a given originating number has called a given
receiving number a certain number of times. For example, it would show that
originating number “A” has called receiving number “B” a total of 10 times
within the duration of the bill.

When you click the “Repeat Caller Report” button, the following window is
displayed:
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Repeat Caller Report

Pleasze enter minimum number of repeat callz to find

>
Cancel

In the textbox provided, enter the minimum number of repeat calls you wish to
display in the report. So, for example, if you only want to see where a receiving
number has been called 5 times by a single originating number, enter “5”, as
above. Then click “OK”.

The report will then be displayed, showing each originating number, each
receiving number that it has called more than “X” times (where “X” is the number
you entered in the window above), the actual number of times a call has been
made between the two numbers, and the total duration and cost of those calls.

O Monitored Number Summary

This report works in conjunction with the “Number Monitor Management” facility
(please see “Number Monitor Management” on page 82 for more details). It
displays statistics for calls to those numbers saved in the Number Monitor
Management screen, showing the originating numbers which called them, the
Charge Group of the calls, and the number, duration and cost of those calls.

Once the report has opened, you may click on a line to show more details on the
calls between your chosen originating number and receiving number.

Report Select Panels / Telemarketing Reports

The Report Select Panels frame includes a button, “Telemarketing”, to open the
Telemarketing reports. Telemarketing reports show incoming calls, rather than
outgoing. The reports included are as follows:

V1.0

* Summary By Number

This report displays a summary of the telemarketing calls produced by the
organisation, and shows the number of calls, the cost, discount, and discounted
cost.

*  Summary By No. Group

This report displays the number groups which have made telemarketing calls. E.g.
numbers 08005551231 and 0800555755 would both be included in the number
group “0800”. For each number group, it displays the number of calls made, and
the cost, discount, and discounted cost of those calls.
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* All Records

For each telemarketing number, on each date within the bill, this report displays
the number of calls made, and the cost, discount and discounted cost associated.
It also shows the total number of overall calls made.

The report also includes a graph, showing the distribution of incoming calls over
the period of the bill.

* Telemarketing Trends

This report shows how Telemarketing calls have changed over the period of the
bill. 1t displays the number and cost of Telemarketing calls. Please note that two
or more bills must be imported for this report to be displayed.

Cost Centre Management

BT Billing Analyst provides the facility to create a structure reflecting that of your
organisation, which can then be applied to bills you import, allowing you to see what
charges have been applied to the various parts of your organisation, and what their
usage statistics are.

Cost Centres are created in a hierarchy of up to five levels, each level being a
“member” of the preceding level. So, for example, you could split your organisation
into separate locations at level 1, and then into departments at level 2, specific offices
at level 3, and so on. The above example could be reordered, using whatever kind of
approach best suits your organisation. The Cost Centres you enter are then displayed
in many of the reports, and can also be used as parameters on the reports screens,
enabling you to view reports that are specific to individual parts of your organisation
hierarchy.

Please note that making changes to the Cost Centre structure for one project will also
change the structure for any other projects using the same Account number.

To make changes to your Cost Centre setup, go to the Main Menu, and click the
button marked “Cost Centre Management”. This will take you to the following
screen:
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6 Cost Centre Management

Billing Analyst

{"Select Project | |Appended

Update Cost Centres: Cost Centre Utilities

N Remove Cost Centres but leave Service Nos/Refs ‘
Edit Cost Centres

Import Cost Centres from Comma Delimited [csv] file ‘

Restore Cost Centre Details From Bil |

Check for Missing Entries |

Cost Centre Address Information

Manage Address Information ‘

Import Addiess Information from CSY ‘

Address Import Exceptions Fepart ‘

The options available on this screen are as follows:

Update Cost Centres

Edit Cost Centres

This facility allows to add, amend, or delete your overall Cost Centre structure, and to
apply that structure to the numbers within your bill. Clicking the “Edit Cost Centres”
button displays the following screen:
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@ Cost Centre Management by Service Nu =

Billing Analyst

To Sort the Grid by Service No or Source Account dick on the heading for the column at the top of the grid.
Service Nosbel | Cost Centre Level 1 [ Cost Centre Level 2 [ Cost Centre Level 3 [ Cost Centre Level 4 [ Cost Centre Level 5 [Source Account |
s TELEPHONY MG
DIZ06254824 | TELEPHONY EAS238400
12279300 | TELEPHOMY ND5223:0%¢
1228513550 TELEPHONY LCOBEZA
0123471 TELEPHONY SME3EEG
24272 TELEPHONY 555054000
D124382%2 TELEPHONY SDIBIEEEH
2852256 | TELEPHONY EATIT000
0124532004 TELEPHONY EREZTT000
012453 TELEPHONY EAT30400¢
124544 TELEPHONY EAGIZ40
01262372 TELEPHONY THPZE740
12525600 | TELEPHOMY THE7ET
25681233 TELEPHONY THE1 312034
12648600 | TELEPHONY STI511:00¢
126827760 | TELEPHONY EA4BEE00
126828554 TELEPHONY EAIRTEL00
12682500 | TELEPHOMY EABZSRA00
M 2BBE 2 TELEPHONY Eadfga<xx
12685300 | TELEPHONY EAGI0B000¢
T26E7460% | TELEPHONY EABATTHO
12BB7E50 TELEPHONY EATATELD0
126696000 | TELEPHOMY EAS302000¢
27084234 TELEPHONY 3242000
127781668 | TELEPHOMY EABTAEOY
12799560 | TELEPHONY EATEZ00
12837554 TELEPHONY EMTO0T7044K
12047500 | TELEPHOMY EAS5I0000
128476 TELEPHONY EaS2T1=R0x -
< »
To Quikly change ecards - el e Senvice No/Rels] yau vish 0 chande & cizing on thel ) ar then e sick an the recufed CastCene o e level bl e e SHIFT key whi seectng Senice Noffe s i 3
group of records:
hild Service NosFiel | Find Service No/Rel | Delete Gervioe NosPef | Ririews Delsted Service No/Ref | Remove Cost Centie Detall |
Cast Centies Level 1 Cost Centres Level 2 Cost Centres Level 3 Cost Centres Level 4 Cost Centies Level 5
,mu = ‘ ‘ ‘ |
BT SYNCORDIA -
Add Edit Delete Add Edit Delete Add Edit Delete Add Edit Delete Add Edit Delete
Double click Cost Centre to apply it to selected Service NosSource Account. Single olick to edit/delete cost centre then click edit or delete button.

Save Changes Cancel Changes Save As CSV Print Help Exit

The overall Cost Centre structure is controlled in the lower part of the screen, via five
lists, as can be seen above. Each list contains the Cost Centres at levels one to five.
You may add, edit or delete the Cost Centres at each level by clicking their respective

“Add”, “Edit” and “Delete” buttons.

Please note that if you wish to apply a level 2 Cost Centre to a service number, that
service number must already have a level 1 Cost Centre applied. However, for any
given level 2 Cost Centre, it is not necessary for the same level 1 Cost Centre to be
applied to all service numbers.

For example, you might have service number 1234555001, with a level 1 Cost Centre
of “London”, and a level 2 Cost Centre of “Accounts”. You might then want to apply
that “Accounts” Cost Centre to the service number 12345553450. That service
number must have a level 1 Cost Centre applied, but it does not have to be “London”,
it can be any of the level 1 Cost Centres you have defined.

The Cost Centres you have set up may be applied to the service numbers in the
following way:

* Place your mouse pointer in the cell containing the service number you wish to
allocate to a Cost Centre and left-click that row. The selected row will be
highlighted.

» Assign whichever Cost Centres you wish to apply to the service number by
double-clicking the Cost Centre names contained in the lists at the bottom of
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the screen. On clicking a Cost Centre name in a given list, that name should
then appear in the grid at the top against your chosen service number, in the
relevant column. l.e. if you double-click a Cost Centre in the third list, that
name should then appear in the “Cost Centre Level 3” column for your chosen
service number

To assign a single Cost Centre name to multiple service numbers, you may
select a range of numbers from the grid by left-clicking the first number in the
range (as described above), locating the last number in the range, then holding
down the shift key, and left-clicking that number. All the numbers in between
should now be selected, and you may assign the Cost Centre names as above.

Where multiple service numbers must be selected, but they are not in one
uninterrupted list, you may select each one by holding down the control key
whilst clicking the numbers. All previously selected numbers will remain
selected, and you may then allocate Cost Centre names as described above.

When you have assigned the names required, click the “Save Changes” button.
If you want to revert to the previously-saved state, and lose any changes you
have made since, click the “Cancel Changes” button.

If a service number is not listed in the grid, it is possible to add new ones. Click the
button marked “Add Service No/Ref”, and enter the new number.

To search for a particular service number within the list, click “Find Service No/Ref”,
and enter the number you wish to find. If the number cannot be found, the message

“Number not found” will be displayed.

If you wish to remove a Service number from the grid, select that number in the grid,
and click on the “Delete Service No/Ref” button. Please note that only numbers that
do not appear in the bill may be deleted and that after deletion, no Cost Centre details
will appear in reports for that number. Deleted numbers may be restored at a later
point by clicking on the “Retrieve Deleted Service No/Ref”. Previously deleted
numbers will then be displayed as shown below:
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& Retrieve Deleted Service No/Ref

Retrieve Close

Select the number/s you wish to retrieve, and then click “Retrieve”. The numbers
selected will then be added to the grid again.

If you wish to remove all the Cost Centre names for a service number, but leave the
service number in the grid, select your chosen service number, and click the “Remove
Cost Centre Detail” button.

It is recommended that you take a backup of your Cost Centre structure, once it has
been set up. This may be done by clicking the “Save as CSV” button. This will allow
you to specify a folder and filename under which the details may be saved. This file
can then be imported at will, using the “Import Cost Centres from Comma Delimited
(CSV) file” button on the Cost Centre Management screen.

You may also print the Cost Centre structure by clicking on the “Print” button.

Help on how to use the Cost Centre screen is available by clicking on the “Help”
button.

Remove Cost Centres but leave Service Nos/Refs

If you wish to delete the whole Cost Centre structure for the project, click the
“Remove Cost Centres but leave Service Nos/Refs” button. This will result in all
Cost Centres being removed, but service numbers will remain in the project.

Please note that changes made to the Cost Centres of one project will be reflected in
all projects imported using the same Account number.
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Import Cost Centres from Comma Delimited (CSV) File

When a Cost Centre structure has been set up on the “Edit Cost Centres” screen, it is

possible to output the structure to a CSV (Comma Separated Values) file. Itis
recommended that you back up your Cost Centre structure in this way whenever
changes are made.

If you want to restore your Cost Centre structure from such a file, click the “Import
Cost Centres from Comma Delimited (CSV) File” button. A new window will be
displayed, whereupon you may then proceed using the following steps:

V1.0
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Click the “Select Import File” button. A dialog box will appear allowing you
to select your CSV file. Please ensure that you select a valid BTBA Cost
Centre CSV file. The file will then be read, and the contents displayed, as
shown below:

Select appropnate buttons for displaped data - click next to ignore displaped data

service Hodbet Service Mumber / Ref
113328000
T1153F Tl
T3 T00
‘011599380
0115993000, Cost Centre 2

| MNext
|
011599 3l :
|
|

Coszt Centre 1 Prewvious

I

011599 T Cost Centre 3 § X
2127 Doeeded WARMIMG - Files must be of a conzsistent
format to avoid emorg ansing ag a result of thiz

import.

Cozt Centre 4

Cost Centre 5

You must now select what data appears in which section of the CSV file.
Files output from Billing Analyst will include a column header, making it
easier to identify the column. In the example shown, the first column is the
Service Number, so you should click the “Service Number/Ref” button on the
right. The next column in the file will then be displayed. You must progress
through the columns in the file, identifying which columns contain which
details by clicking the relevant button.

If a column is displayed that is not required, you may click the “Next” button
to go to the next column of figures. If you need to, you may also navigate
backward through the columns by clicking “Previous”.

Once you have identified the necessary columns, a green button will appear,
marked “Start Import”. Click this button to import the content of the CSV file.

You will receive the message “Do you want to Skip the first line because it
contains header information?”. As mentioned previously, any files exported

60



from Billing Analyst will include a column header, so you should click “Yes”,
to prevent these column headers being imported as Cost Centre details. 1f no
such column headers exist (for example, if you have made up your own Cost
Centre file to import), click “No”, and the import process will include the first
row in the file.

» Billing Analyst will proceed to import the file, and will notify you if the
import has been successful or not. Two buttons marked “Save Changes” and
“Cancel Changes” will then appear. Changes are not made permanent unless
you click the “Save Changes” button. If you wish to discard your changes,
click the “Cancel Changes” button.

Restore Cost Centre Details From Bill

Clicking this button will result in the Cost Centre details within the original bill data
being retrieved, and overwriting any changes made since the initial import.

Check for Missing Entries

This facility checks the data within the project for service numbers which are missing
from the Cost Centre structure. This would probably be as a result of being deleted
manually on the “Edit Cost Centres” screen. If you click the “Check for Missing
Entries” button, the bill data will be reviewed, and any service numbers contained in
the bill, but missing from your Cost Centre Structure, will be added automatically.
They will then, again, be visible when you go to the “Edit Cost Centres” screen.

Manage Address Information

As part of Cost Centre Management, Billing Analyst provides the facility to record an
address for each service number. Cost Centre address details are included in the Cost
Centre Hierarchy report, to be found on the Summary Reports screen.

Clicking on the “Manage Address Information” button displays the following
window:
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@ Address Detail Management by Service =

Billing Analyst

To Sort the Grid by Service No or Soucs Account click on the heading for the column at the top of the grid
Service Nosbel | Cost Centre Level 1 [ Cost Centre Level 2 [ Cost Centre Level 3 [ Cost Centre Level 4 [ Cost Centre Level 5 [Source Account |
0BT TELEPHONY WMODBTRE00
DI20B284042 | TELEFHONY EAGIII000
T12278%0%0:___| TELEPHONY ND52230000
1228513550 TELEPHONY LCOBEZA

0123471 TELEPHONY SMEIEEN
1242674 TELEPHONY 555058000
01243824 TELEFHONY SD3BIENNN
124522000 | TELEPHONY EAT130000¢
0124532004 TELEPHONY EREZTT000

012453 TELEPHONY EATII000¢

124544 TELEPHONY EAGI2000
01252374 TELEFHONY TH7287:04%
25254000 | TELEFHONY THEZAT000
25681233 TELEPHONY THE1 312034
TIZ64BB0AR_ | TELEFHONY STI511X000¢
TIZ6E2700_ | TELEPHONY EA4BER00C
126828554 TELEPHONY EAIRTEL00
Z662%000___ | TELEPHONY EABZER00C

M 2BBE 2 TELEPHONY Eadfga<xx

TIZEE530HR__ | TELEFHONY EABIDE00¢

TIZ6E7 400 | TELEPHONY EABATTO0

12BB7E50 TELEPHONY EATATELD0

Z6EE8000L__ | TELEPHONY EATI0200¢

27084234 TELEPHONY 3242000

TIZ77810AR___ | TELEFHONY EABTEEN00¢

TZ798R00%__ | TELEPHONY EABME2000

12837554 TELEPHONY EMTO0T7044K

26479000 | TELEFHONY EASEIN000¢

128476 TELEPHONY EaS2T1=R0x -

. o
Tfo uwcédy change recerds - Select the Service No/Ref(s] you wish to change by clicking on that row(s) and then double click on the required Address from the list below. Use the SHIFT key whilst selecting Service No/Ref ta bighlight 2 gioup
of records

Find Service No/Rief Delet addres for selected rumber |
Addiesses
Add Edit | Delete
Double click Address to apply it to selected Service No/Ref Single click to edit/delete Addiess then click edit or delete button

Save Changes Cancel Changes Save As CSV Print Help Exit

This window displays each of the service numbers, the Cost Centres assigned to it, the
Source Account number, and any previously-stored address details.

To add address details to a service number, click the “Add” button. The following
window will be displayed:

@ Extra Cost Centre Information — O *

Enter extra text for Service Mo, [max 50 chars]

Type in the address you wish to use, and click “OK” to save it. Click “Cancel” to go
back to the “Address Detail Management” screen without saving your changes.

The address you typed will then appear in the list at the centre of the screen. You may
now apply this address to any of the service numbers in the grid at the top of the
screen. To do this, click on the line in the grid showing your chosen service number,
then double-click the required address. The address will then appear next to the
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selected service number. You may select multiple service numbers by selecting the
first required number, then hold down the “shift” key, and select the last required
number. All service numbers between those selected will also be highlighted, and
may have a single address applied to them.

To delete an address, select the address you no longer want, and click the “Delete”
button. This will remove the address from the list. Please note, that any service
numbers to which this address has been assigned will have their addresses removed as
well.

If you need to amend an address, click on the required address in the list, and click
“Edit”. The address details will then be displayed in a new window, allowing you to
make your changes. Please note that when you change an address, those changes will
be copied to any service numbers bearing the original address.

If you need to remove the address from service numbers, but want that address still to
be available for use, select the service numbers you wish to amend, then click the

“Delete address for selected number” button.

To save the changes you have made, click “Save Changes”. To revert to the previous
saved state, click “Cancel Changes”. Please note, if you cancel changes, any updates
you have made since the last Save will be lost.

You may store your address information by clicking on the “Save as CSV” file. You
may then specify a filename and folder into which you can save the addresses. This
CSV file may then be used for mass-editing, or simply as backup. See “Import
Address Information from CSV”, below, for more details on importing addresses from
a CSV file.

Address information may also be output to a printer, by clicking the “Print” button.

Import Address Information from CSV

If you want to restore the address information from a backup file, or you have an
updated address file you wish to load (see “Manage Address Information” section on
page 54) click the “Import Address Information from CSV” button.

You will be prompted to specify a valid CSV file, containing address information. If
the file is valid, the following window will be displayed:
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3 Import CSV File

Billing Analyst

 Select Import File ¢ ‘E “ProgramD ata"BTBANCC Details. C8Y

The fields found in the selected L5V fils are displayed in the table below (frst ten 1ows oy,
To proceed. dlick an & Golur header within the tabl, and then click one of the buttons n the parel below to set the fildta which the data should be applied
The chasen field will then be displayed t the tap of the selected calumn, Once al fields have been set, click the Impart button ta impert the SV file.

Column1 | Column2 | Column3 | Column4 | Columns | Columné | ColumnZ
Service No/Ret CostCente 1 CostCentie 2 CostCentie 3 CostCentie 4 CostCente 5 Source Account
01113326000 TELEPHONY MY470Te0
0115393004 TELEFHONY EM2224004¢
01 15399K:0¢ TELEFHONY EMBA3200
011539900 TELEPHONY EM389204<
01599300 TELEPHONY EM1613¢04¢
0115993000¢ TELEPHONY EME61 3000
0115393000¢ TELEPHONY EM761300¢¢
012121 2000¢ TELEPHONY CMa2415000¢
02121 8000¢ TELEPHONY CM5032608¢
I o]
Fields
Service Number Address Detais
@ First 1ow containg data " Fiist raw contsins colurin headers

Import Exit

Each column found in the CSV is displayed in a grid. The fields required for the
import are shown in a frame below it (in this case, Service Number and Address
Details).

To proceed, you must identify which columns in the CSV file represent the required
fields. In the example above, the service number is contained in the first column —
click the top of this column (marked “Column1”). This will highlight the column, as
shown below:
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Import CSV File

Billing Analyst

Select Import File ‘E “ProgramD ata"BTBANCC Details. C8Y

The fields found in the selected L5V fils are displayed in the table below (frst ten 1ows oy,
To proceed. dlick an & Golur header within the tabl, and then click one of the buttons n the parel below to set the fildta which the data should be applied
The chasen field will then be displayed t the tap of the selected calumn, Once al fields have been set, click the Impart button ta impert the SV file.

Column1 | Column2 | Column3 | Column4 | Columns | Columné | ColumnZ
 CostCentie 1 CostCentie 2 CostCentie 3 CostCentie 4 CostCente 5 Source Account
TELEPHONY MY470Te0
TELEFHONY EM2224004¢
TELEFHONY EMBA3200
TELEPHONY EM389204<
TELEPHONY EM1613¢04¢
TELEPHONY EME61 3000
TELEPHONY EM761300¢¢
TELEPHONY CMa2415000¢
TELEPHONY CM5032608¢

o]
Fields
Service Number Address Detais
@ First 1ow containg data " Fiist raw contsins colurin headers

Import Exit

Now click the “Service Number” button. The column title will then change to
represent the change you have made, as shown below:

g Import CSV File

Billing Analyst

Select Import File ‘E “ProgramDatahBTEANCC Details. C5Y

T he fields found in the selected TSV file are displayed in the table below [first ten rows only).
To proceed, click on a column header within the table, and then click one of the buttons in the panel below to set the field to which the data should be applied
The chosan figld will then be displayed at the top of the selected column. Once all fields have been set, click the Import: button to import the C5Y file:

Service Number | Column2 | Column3 | Column4 | Columns | Columné | Column?
CostCentie 1 CostCenlie 2 CostCentie 3 CostCentie 4 CostCentie 5 Source Account

TELEFPHONY MY 4707
TELEFHONY EMZ224x
TELEPHONY EMBATZG0K
TELEPHOMY EM3E92400
TELEPHONY EM1B13:400
TELEPHONY EMEE1 3400
TELEPHONY EM7E1 3400
TELEFPHONY CHA241500
TELEPHONY CMB032:x
2
3] Address Details
@ First row contains data " Fitst row contains column headers
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Repeat this process for the remaining column (in this example, to be found in
Columna).

Lastly, in this case, as can be seen, the first row contains the column headers for the
data, which should not be imported. For this reason, select the option “First row
contains column headers” on the right-hand side of the “Fields” box. This will omit
the first row from the import.

When all necessary selections have been made, click the “Import” button. The chosen
file will then be imported. Once the operation is complete, a message will be
displayed telling you the number of lines imported from the file, and the number of
service numbers which have had their addresses updated.

Address Import Exceptions

Whenever a bill is loaded, the service numbers associated with the account number
are stored. Some service numbers will not have charges applied to them in every bill.
This report displays those service numbers, along with their address details, that do
not appear in the currently loaded project. If this is your current bill, this may be
because they have ceased operation since the last bill.
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Inter Site Management

BT Billing Analyst offers the facility to report on calls between different parts of your
organisation. Service numbers are imported from the bill data, and you may then
apply site names to each number. Reports are then available on the Itemised Reports
screen that identify calls between the sites you have specified.

To change your site setup, click the “Inter Site Management” button on the main
menu. The following window will be displayed:

g Inter Site Management - -LEE

Billing Analyst

Project One

Import Telephone Details

Retrieve Calling Tel Mos From Billing Information |

Append Tel Mos from Comma Delimited [csv] file |

Run the Intersite Wwizard |

Update Details

Edit Telephone Humbers |

Help Exit

Retrieve Calling Tel Nos From Billing Information

To set up sites, it is first necessary to retrieve the service numbers from your bill.
This can be done by clicking the “Retrieve Calling Tel Nos From Billing Information”
button. The following window will appear:
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@ Retrieve Calling Tel Nos From Billing Information

Billing Analyst

Select Details

¢ Find geographic locations and save as site names

 Use cost centre level 1 for site name

7 Use cost centre level 2 for site name

7 Use cost centre level 3 for site name

7 Use cost centre level 4 for site name

€ Use cost centre level 5 for site name

(" Use telephone number as site name

|Invoice Reference: VP MOT70L
Date (and Tax Point): 05/11/2006

Retrieve Data

The options on this screen are defined by the bill type

This is for initial setup of the site names. The names may be changed at will once the
service numbers have been imported, via the “Edit Telephone Numbers” screen
(please see “Edit Telephone Numbers” on page 59 for details).

Select your choice of initial site name setup, and then click the “Retrieve Data”
button. Please note that is will overwrite any site names set up, if this has already
been done previously. Once the import operation has completed, you may save the
new setup by clicking “Save Changes”, or discard them by clicking “Cancel
Changes”.

Append Tel Nos from Comma Delimited (csv) file

The initial setup for site management requires telephone numbers to be imported from
the billing information. However, it is possible to add more telephone numbers via
this facility.

When you click this button, a new window will open, prompting you to select a CSV
file. Once you have selected a valid file, the columns contained in the file will be
displayed as below:
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t\ Import Telephone Details from CSV

Billing Analyst

|C:\Temp\.&dd|esses.CSV

Select appropriate buttons for displayed data - click next to ignore displayed data

Service NosRel oo Service Humber / Rief Mext

113328004

‘01153930044 - 2

112120 Bttt Exchange Location Previous

M 2121800

M 2121884 Site Name

M1 2000

012131 20

1213640040 *WW/ARNING - Files must be of a consistent
format to avoid errors arising as a result of this
import

You must specify the location of each of the required fields, by clicking on the
relevant button to the right of the list. In the example above, the first column is
displayed, which is the telephone/service number, meaning you must click the
“Service Number/Ref” button. If the column displayed is not required, click the
“Next” button to move to the next column.

Once all necessary columns have been specified, the window will appear as below:
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!\ Import Telephone Details from CSV

Billing Analyst

|C:\Temp\.&dd|esses.CSV

Select appropriate buttons for displayed data - click next to ignore displayed data

Previous
WARNING - Files must be of a consistent
format to avoid errors arising as a result of this
import

Start
|mpart

Exit

Click on the “Start Import” button to commence the import. Once the import has
completed, buttons will be displayed allowing you to save or cancel your changes.
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Intersite Wizard

A setup wizard is provided to guide you through setting up Intersite reporting. On
clicking the “Intersite Wizard” button the welcome screen is displayed, as below:

Step 1 - Welcome

€ Intersite Wizard

Billing Analyst

Intersite Wizard

Step 1 - Welcome

YWelcome to the Intersite Wizard |

This facility will guide you through the set up for Intersite reporing

Please click Next Step

Previous Step << i Next Step a0l

On clicking “Next Step”, the following window is displayed:
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Step 2 - Retrieve Numbers

i Intersite Wizard

Billing Analyst

Intersite Wizard

Step 2 - Retrieve Numbers

FRietriewal Options
% Find geographic locations and save as site names

Choose how you want the Intersite locations to be identified

" Use cost centre level 1 for site name
frorm the retriesval options on the right,

" Use cost centie level 2 for site name
" Usge cost centre level 3 for site name
" Usge cost centre level 4 for site name
7 Use cost centre level B for site name

" - .
Plaase click Next Step Use telephone number as site name

Previous Step << Next Step >>

This window allows you to define how your sites will be named to begin with. You
can change any of the names at a later point via the “Edit Telephone Numbers”
facility on the Inter Site Management screen. Once you have made your choice of
retrieval option, the following window is displayed:
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Step 3 - Add DDI Ranges

Billing Analyst

Intersite \Wizard

Step 3 - Add DDI Ranges

Llse this stage 1o add any DDl number ranges. This will help vou analyse the true spend between sites where calls are made to individual DDI
extensions.

Click Here to addfmanage DDI ranges

Please click Next Step

Previous Step << Mext Step >>

Progress will appear here during each stage of the wizard ...

TelNo Exchange Location | 5ite Name i‘ Site Mames
01260000000 Cangleton SITE ONE

01260000001 Congleton SITE ONE EHE DTI:AéD
01260000002 Congleton SITE OMNE

01260000003 Cangleton SITE ONE

01260000004 Congleton SITE ONE

01260000005 Congleton SITE OMNE

01260000008 Congleton SITE ONE

071260000007 Congleton SITE ONE

01260000008 Congleton SITE OMNE

M 2RANNANNS Cannletnn SITF NNF j

This window allows you specify a range of Direct Dial numbers. This is of particular
benefit when an organisation has a range of direct dialled numbers, all billed against a
single number, as there may be calls to any of the numbers within that range — these
numbers would not be found within the billing information.

If you click on the “Click Here” link, the following window is displayed:

73

V1.0
08/05/2018



]

BTH" Billing Analyst

Select number Select default number range

TelHo. [End i‘ [100 |

(1280000000 ;0093
01260000010 oog
01260000020 o023 To change the default DDI range
(1260000030 0039 applied to a telephone number, select
01260000040 0049 the telephone number in the grid then
01 250000050 0059 over-type the value displayed below.
01260000060 0083
01260000070 0079
01260000080 0oa9
(1260000090 0039
(1260000100 0199
01260000110 R E]
01260000120 029
01260000130 0139 Click apply to update
(1260000140 0149 with the selected
(01260000150 0159 number ranges
01260000160 [y ]=5] j

[~ Exclude all numbers ending in single "0’

This window allows you to assign a number range to a billed number. In the example
above, looking at the line with the telephone number 01142682260, the numbers 0114
268 2260 to 0114 268 2269 will all be added to the site list. Therefore, any calls to
these numbers will be picked up in the Intersite reports.

If they are are not assigned in this fashion those calls will not be included, as they are
not billed — the charges for those numbers are billed against another number.

If you wish to alter the range of numbers applied to a given service number, select that
telephone number from the list, and once the “End” number has been displayed in the
textbox shown, enter your required number and click “OK”.

Click “Apply” to save the changes, or “Cancel” to exit back to the Intersite Wizard.

Step 4 - Add Telephone Numbers
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1 Intersite Wizar: =i ]

Billing Analyst

Intersite Wizard

Step 4 - Add Telephone Numbers

Use this stage to add any additional telephone numbers that you would like to analyse using Intersite reporting. Typically these would be
numbers not included in this bill which form par of vour telephony estate i.e. lines with another network supplier.

Click Here to add more telephone numbers

Please click Next Step

Previous Step << Mext Step >>

Progress will appear here during each stage of the wizard .___.

TelNo Exchange Localion [ Site Name
01260000000 Congleton SITE ONE
011260000001 Congleton SITE ONE
01260000002 Congleton SITE ONE
01260000003 Congleton SITE ONE
01260000004 Conglston SITE ONE
01 260000005 Cangleton SITE ONE
01260000006 Congleton SITE ONE
01260000007 Congleton SITE ONE
01260000008 Congleton SITE ONE
M 2RANNANNG Crnnaleton CITF NKF j

The telephone numbers initially added via the Intersite Wizard are those contained in
the current bill. However, they may be additional numbers that should be included,
for example, numbers with another network. These may be added at this stage of the
wizard. If you click on the “Click Here to add more telephone numbers” link, the
following window is displayed:

Billing Analyst

To add a range of telephone numbers, enter the full telephone number including STD code for the first number in the
range ta the 'Start telephone number' box, then enter a mawimum of 4 digits for the end of the last number in the
range ta the 'To Mumber' bax.

To add just a single telephone number, enter the full telephone number including STD code in the 'Start telephone
rumber' box and leave the 'Ta number' box empty.

Start telephone number I
To telephone number ’_

Site name ta uze for number range

Cancel

To add a single number, type that number in the “Start telephone number” box, enter a
site name as required in the “Site name..” box, and click “OK”.

To add a range of numbers, enter a “start” number in the relevant box (e.g.
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“012345550007), and then the “end” of the range in the “To..” box (e.g. “020"). The
intervening numbers (01234555001 to 01234555019) will be added automatically,
with the site name if you have entered one.

Once you click “OK”, the next screen will be displayed:

Step 5 - Finished

@ Intersite Wizard

Billing Analyst

Intersite Wizard

Step 5 - Finished
Intersite setup is now complete and your changes have been saved.

‘Your seftings can be reviewed an the next sereen, where you can modity site names and make additional changes:

Please click Exit Wizard

Previous Step << Exit Wizard 3>

Progress will appear here during each stage of the wizard .....

Tello Exchange Lacation [ Site Name
01260000000 Congleton SITE OHE
01260000001 Congleton SITE ONE
01260000002 Congleton SITE ONE
01260000003 Congleton SITE ONE
01260000004 Congleton SITE ONE
01260000005 Congleton SITE ONE
01260000006 Congleton SITE ONE
01260000007 Congleton SITE ONE
01260000008 Congleton SITE ONE
M 2RAANNNNT Crnaletnn SITF MMF j

Your Intersite setup is now complete. You will then be returned to the “Edit
Telephone Details” screen, where you can make any further changes required. See
“Edit Telephone Details” section below for more details.
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Edit Telephone Numbers

If you click the “Edit Telephone Numbers” button on the Inter Site Management
screen, the following window is displayed:

Tel Mo Exchange Location \ Site Mame - Site Names
011332800 Leeds LEEDS [ASHIMGTOM [WEST SUSSER) »
0115390404 Mottingham NOTTINGHAM BIRMINGHAM
011533348 | Nottingham NOTTINGHAM agBIEFF;B”F‘Y
11633444 | Nottingham NOTTINGHAM CrISHAM (HANTS]
011599650 MNattingharn NOTTINGHAM UMNOR =
011599040 Mottingham NOTTINGHAM Eg'IDA‘JEEHEH
0115390404 Mottingham NOTTINGHAM
012121 20000 Eummgham EIRMINGHAM GILLINGHAM
GUILDFORD
MZ1 2184485 | Bimingham BIRMINGHAM HARLOW
D121 219080 Birrningharn BIRMINGHAM LANGLEY
MZIZ1$SGR | Bimingham BIRMINGHAM LEEDS
012131240¢%¢___| Bimingham BIRMINGHAM AT
DIZ1 312604 | Bimingham EIRMINGHAM MILTOM FEYHES
M213 20 Birmingham BIRMINGHAM MNON-GEOGRAPHIC e
012131 25 Eirmingham BIRMIMGHAM .
DIZI31Z00K | Bimingham BIRMINGHAM Add | _Edt| Deklo|
0121 3645040 Birmingharn BIRMINGHAM
0121 3645055 Birmingham BIRMIMGHAM
0121 4555504 Birmingham BIRMINGHAM
0121 455030 Eirmingham BIRMIMGHAM
0121 456:40 Birmingharm BIRMINGHAM
D121 67E40 Birmingharn BIRMINGHAM
0121 BT Birmingham BIRMIMGHAM
1213004 Birmingham BIRMINGHAM
1213136534 Birmningharn BIRMINGHAM
01216915040 Birmingham EIRMINGHAM
12169150404 Birminaham EIRMINGHAM j
Exchange locations are for guidance only - they are not used in reparls
Add TelNo | Create DDI Ranges Delete Selected Site/Tel No | Find Tel Mo
Edit Exchange Location
Cost centre details will not be affected by changes made within this facility.
Save As CSV Print Help Exit

The window is also displayed once the Intersite Wizard is completed. Service
numbers are listed on the left-hand side. The currently available site names are
displayed in the list on the right-hand side.

To add a new site name, click the “Add” button below the site name list. A new
window will be displayed, allowing you to enter the new name. Once the name has
been entered, it will be added to the list on the “Edit telephone details” window.

To edit a site name, select it from the list, and click the “Edit” button immediately
below. A new window will be displayed, allowing you to amend the site name. Once
you have made your changes, the new name will be displayed in the original list, and
also assigned to any service numbers that bore the old name.

To delete a site name, select it from the list, and click “Delete”. That number will be
deleted from the list of site names. Any service numbers using that name will have
their name removed, i.e. set to blank.
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If a telephone number is missing from the list of service numbers displayed, you may
add it by clicking “Add Tel No”. A new window will be displayed, as shown below:

Add telephone numbers for inter-site reports

Billing Analyst

To add a range of telephone numbers, enter the full telephone number including STD code for the first number in the
range to the 'Start telephone number’ box, then enter a masimum of 4 digite for the end of the last number in the
range to the 'To Mumber' bos.

To add just a zsingle telephone number, enter the full telephone number including STD code in the "Start telephone
number' box and leave the 'To number' box emphy.

Start telephone nurmber |

To telephone number

Site name to use for number range |

Cancel (0] 4

To add a single number, type that number in the “Start telephone number” box, enter a
site name as required in the “Site name..” box, and click “OK”.

To add a range of numbers, enter a “start” number in the relevant box (e.g.
“01234555000), and then the “end” of the range in the “To..” box (e.g. “020"). The
intervening numbers (01234555001 to 01234555019) will be added automatically,
with the site name if you have entered one.

If you wish to delete the site assigned to a telephone number, or to delete the entry for

a service number itself, click the “Delete Selected Site/Tel No” button. You will then
be asked:

The BT Billing Analyst

Do you want to remove the site name anly from the selected telephone
number(s)?

Yes Mo
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If you want only to remove the site name from your selected telephone number, but
leave the telephone number in the list, click “Yes”.

If you want to delete the whole entry, for both site name and telephone number, click
“NO”,

To find a telephone number within the list, click “Find Tel No”, and enter the number
you wish to find.

Once you have made all the amendments you require, click “Save changes” to make
the changes permanent. If you want to revert to the last saved state, and lose any
changes made since, click “Cancel Changes”

You may save your current Intersite setup, for backup purposes. This backup file may
then be imported at any point via the “Append Tel Nos From Comma Delimited (csv)
file” facility.

You may also print off your current Intersite setup by clicking the “Print” button.

Create DDI Ranges

It is possible to specify a range of Direct Dial numbers, by clicking the “Create DDI
Ranges” button. This is of particular benefit when an organisation has a range of
direct dialled numbers, all billed against a single number, as there may be calls to any
of the numbers within that range — these numbers would not be found within the
billing information.

Clicking on the “Create DDI Ranges” button displays the following window:
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= 5
@' DDI range select = | B e

5T Billing Analyst

5elect number 5elect default number range
TelMo. [End | [100 ~|
01710000000 ;0099 ]

To change the default DD range
applied to a telephone number, select
the telephone number in the grid then
over-type the value displayed below,

—
[0 [ cie]

Click apply to update
with the selected
number ranges

[~ Ezclude all numbers ending in single 0"

Cancel Apply

This window allows you to assign a number range to a billed number. In the example
above, the numbers 0171 000 0000 to 0171 000 0999 will all be added to the site list.
Therefore, any calls to these numbers will be picked up in the Intersite reports.

If they are are not assigned in this fashion those calls will not be included, as they are
not billed — the charges for those numbers are billed against another number.

If you wish to alter the range of numbers applied to a given service number, select that
telephone number from the list, and once the “End” number has been displayed in the
textbox shown, enter your required number and click “OK”.

Click “Apply” to save the changes, or “Cancel” to exit back to the Edit Telephone
Details screen.
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Phone Book Management

Billing Analyst provides the facility to apply a name to each telephone number in the
bill, both your own numbers, and those of the numbers you are calling. These
numbers are stored in the “Phonebook”, which can then be applied to all bills under a
common account number.

The phonebook names can then be applied to many reports with Billing Analyst - in
some cases instead of the actual numbers, in other cases alongside those numbers. It
is possible to show the phonebook entries for calling numbers only, called numbers
only, or both. If required the phonebook can be disabled so that no phonebook entries
are shown.

The Phonebook can be updated when viewing reports that show Phonebook entries
(see “Report Options” section on page 28). Larger updates to the Phonebook are done
via the Phone Book Management screen, accessed by clicking the “Phone Book
Management” button on the main screen. On clicking this button, the following
window is displayed:

@' Phone Book Management

Billing Analyst

The Phone Bok facilty allows user defined names to be applied in
et roject mporthemo place of telephone numbers and can be applied to the il Cal
Rleicrds’ teprt, any of the 7100 b ost Exprsive Cal raports snd
any of the 100 Mast Frequent Cal reparts. It ean also be used ta
select Talls T and Talls Not T

Import Telephone D etails

Retrieve Tel Nos From Biling Information |

Append Tel Mas fom Comma Delimited [csv) fie |

Setup Details

Edit Phone Book ‘

&pply Phone Book to a Cost Centre level ‘

Apply Phone Baok to Reports ‘

Retrieve Tel Nos from Billing Information

To set up a basic Phonebook, or to reset the Phonebook back to its initial state, click
the “Retrieve Tel Nos from Billing Information” button. This will display the
following screen:
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& Retrieve Tel Nos From Billing Information

Retrieve Data

Select Details

¢ Retneve Orginating Tel Nos and Called Tel Nog

" Retrieve Driginating Tel Nos Only

" Retrieve Called Tel Nos Orly

Save Changes

Cancel Changes

Billing Analyst

Exit

Three options are provided for your Phonebook setup. You may retrieve both
originating and called numbers, originating numbers only, or called telephone
numbers only. Your choice here will determine which numbers are available for
display on later reports. If you select “Retrieve Originating Tel Nos Only”, you will
only be able to apply names to numbers that are billed as originating numbers.

Make your choice as required, then click the “Retrieve Data” button.

NB — Importing telephone numbers will overwrite any previous settings.

Once the import has finished, you may click “Save Changes” to make your import
permanent, or “Cancel Changes” to cancel any changes made.

Once you have made your choices, click “Exit” to go back to the Phone Book

Management screen.

Append Tel Nos from Comma Delimited (csv) file

It is possible to add to the list of telephone numbers held within the Phonebook, by
importing a CSV (comma separated values) file. The CSV file must contain the
telephone number, and a Phonebook name on each line, with each field being

separated by a comma.

E.g. 01234555111, Head Office
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To import the file, click the “Append Tel Nos from Comma Delimited (csv) file”
button on the Phone Book Management screen. You can then specify the location of
the CSV file you wish to import. The file will be checked, and then the following
window will be displayed:

[y Impert Telephone Details from CSV

Billing Analyst

|C.\Temp\.&ddlsssss.CSV

Select appropriate buttons for displayed data - click next to ignore displayed data

Service No/Rel o Service Humber / Ref Mext

33280500

M15330000 -

121212024 __Phore BockNane | oo

M2121 80000

01212190 Use

012131204

0121312040

M 213640500 WEARNING - Files must be of a consistent
farmat to avoid errors arising az a result of this
import.

You must specify the location of each of the required fields (“Use” is optional), by
clicking on the relevant button to the right of the list. In the example above, the first
column is displayed, which is the telephone number, meaning you must click the
“Service Number/Ref” button. If the column displayed is not required, click the
“Next” button to move to the next column.

Once you have specified the required fields, a green “Start Import” button will appear.
Click this button to start the import. The numbers included in your file will then be
added to those held.

To save the new Phonebook settings, click “Save Changes”. To discard the changes,

click “Cancel Changes”.

Edit Phone Book
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If you click on the “Edit Phone Book™ button, the following window is displayed:

@ Edit Phone Book Details

Billing Analyst

Phone Book Names

TelNo Narne
b (00122531 300

001 30390204

L=

001 4156200000
D061 044504
001 E152570x
001 6152400045
DO1ET52413044
001 6152640
00 B15283=0
001 B15325:044
D061 5458044
001 61565204
001 615845000
OOET584700
001 B0 29504
0023324622503

00234804456:03:04
002564115040
0025671 208533

0027171 391504 e Add Edit Delete

Double click. a single telephone entry to enter a name or gelect one or more entries and double click on a Phone Book name from the Phone
Baook names list to apply that name to the selscted telephone numbers)

To rmulti select entries in the grid, click in the narmow left hand column, then hold dowvn the Chrl key and click. additional entries or hold down the
Shift key and click a second number to select a range.

Indizates Qriginating and Called Mumber
Indicates Originating Murnber

Indicates Called Mumber

Indicates Mumber not identified from bill

Add Tel No | Delets Selected Tel Nos | Find Tel Mo \

Save Changes Cancel Changes Save As CSV Print Help Exit

Each of the telephone numbers retrieved is displayed in a list on the left-hand side of
the window. The numbers are colour-coded according to whether they are an
originating number, a called number, or both. Numbers that were added separately
from the bill are displayed in a colour of their own.

To add a telephone number to the list, click the “Add Tel No” button. The following
window will be displayed:
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Add telephone numbers for Phone Book

Billing Analyst

To add a range of telephone numbers, enter the full telephone number including STD code for the first number in the
range to the 'Start telephone number’ bow, then enter a mawimurm af 4 digitz far the end af the last number in the
range to the 'To Mumber' box,

To add juzt a zingle telephone number, enter the full telephone number including STD code in the "Start telephone
number' box and leave the 'To number' box emphy.

Start telephone nurmber |

To telephone number

Phone Boak. name to uze for number range |

Cancel oK

To add a single number, type that number in the “Start telephone number” box, enter a
Phonebook name as required in the “Phonebook name..” box, and click “OK”.

To add a range of numbers, enter a “start” number in the relevant box (e.g.

“01234555000), and then the “end” of the range in the “To..” box (e.g. “020"). The
intervening numbers (01234555001 to 01234555019) will be added automatically,
with the Phonebook name if you have entered one.

To delete a given Telephone number from the Phonebook, select the required phone
number, and click the “Delete Selected Tel Nos”. That number will then be removed
from the list.

To locate a given telephone number from within the list displayed, click the “Find Tel
No” button, and enter the phone number you wish to find. The number, if it exists,
will then be located in the list.

When you have made the changes required, click “Save Changes” to store the
changes, or “Cancel Changes” to cancel the changes, and go back to the previously
stored state.

You can save the current Phonebook setup to a backup CSV file, by clicking the
“Save As CSV” button. You may then specify a location and filename where the file
may be saved.
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You may also print off the current Phonebook setup by clicking the “Print” button.

Apply Phone Book to a Cost Centre level

Billing Analyst allows you to take the names you have saved in your Phonebook, and
apply those names to a level in your Cost Centre structure. So for example if you
have a telephone number 01234555777 with the Phonebook name “Head Office”, you
can apply that name to the Cost Centre entry for the same number.

To do this, click the “Apply Phone Book to a Cost Centre Level” button on the Phone
Book Management screen. The following frame will be displayed:

Apply Phone Book To A Cost Centre Level

(" Overwrite current Cost Centre entries

(" Leave current Cost Centre entries

Apply To | =l

Apply Cancel

If you wish to overwrite the existing Cost Centre names with the Phonebook entries,
click the “Overwrite current Cost Centre entries” option. If, however, you wish only
to apply Phonebook names where the existing Cost Centre name is blank, click the
“Leave current Cost Centre entries” option.

You must then select a Cost Centre level, down to which the names will be applied.
So, if you select Cost Centre Level 1, Phonebook names will be applied only to Cost
Centre Level 1. If you select Cost Centre Level 3, Phonebook names will be applied
to Cost Centre Levels 1, 2, and 3.

Apply Phone Book to Reports

This setting allows you to define how the Phonebook will be used when viewing
Billing Analyst reports.

If you click the “Apply Phone Book to Reports” button, the following options will be
displayed:
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Apply Phone Book to Reports

Replace Originating Nos and Called Nos with Phone Book entries

™ Replace Originating Nos only with Phone Book entries

® Replace Called Nos only with Phone Book entries

(" Phone Book not applied

Click the option that matches how you would like phonebook entries to be applied.
The options work as follows:

* Replace Originating Nos and Called Nos with Phone Book entries In reports
using the phonebook, all numbers will be replaced with the names assigned to
them in the Phonebook

» Replace Originating Nos only with Phone Book entries
All originating numbers displayed in reports will be replaced with their assigned
Phonebook names. Called numbers will be displayed as numbers

* Replace Called Nos only with Phone Book entries
All Called numbers displayed in reports will be replaced with their assigned
Phonebook names. Originating numbers will be displayed as numbers.

* Phonebook not applied
No phonebook entries will be used. All originating and called numbers will be
listed as numbers.

Out of Hours Management

Billing Analyst provides a number of reports that allow you to monitor calls that were
made outside normal business hours. Obviously, different organisations will have
different business hours.

Billing Analyst therefore allows you to create Out of Hours templates that model your
own business hours. Multiple templates may be created to cater different scenarios,
such as periods involving national, or company-wide holidays.

If you click on the “Out of Hours Management” button on the Main Menu, the
following window is displayed:
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_—eees e, ==

Billing Analyst

i |P|o\ect One
Select the Template

Add Template A maximum of 10 templates can be applied to & project
Templates can be applied across all projects with the

Edit Template same account number

Help Exit

To add a new template, click the “Add Template” button. You will be prompted to
provide a name for the template. Alternatively, if you wish to amend an existing
template, click “Edit Template”, and select your chosen template from the dropdown
box.

Once this is done, the following screen will be displayed:
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tonday

Friday

Sunday

Tuesday

Saturday

Select the Template

EEr

r Define Out of Hours By Day

Select Project | |Project One

Template Mame |HoursT emplate]

Wednesday |03;DU

Thursday |03_DU

Calls Before Calls After
logoo = e =
fogon = s =

= im0 =
== 1o =
logoo = e ==
jooon = Joooo =
Joooo = Joooo =

[~ AllDay
[T &llDay
[ AllDay
[~ &l Day
[~ &llDay
[ &llDay
¥ Al Day

Whete the call: 'befare time' equals the 'calls after' time, all calls for
that day will be treated as out of hours

A masimurn of 10 templates can be applied to a project

Templates can be applied across all projects with the
same account number

i Select the Cost Centres to which this Template applies
¢ AllLevel 1 Cost Centres
" Cost Centre level 1
" Cost Centre level 2
" Cost Centre level 3
" Cost Centre level 4
(" Cost Centre level 5

r Define Out OF Hours Holiday Periods

Ta define a holiday period as one complete day, et the 'Calls After' to 00:00, the 'Date From' to
the required date, 'Calls Before' to 00:00 and the ‘Date To' to the next day,

Callz &fter Date Fram Callz Before: Dateto
Hoiday 1 Jooo - [osisceoie =] |23ss =+ [oemseme - I~ &pply Holiday 1
Hoiday 2 Joooo == [osis2018 = |z3ss =4 [oesosems x| I~ &pply Holiday 2
Holiday 3 [oooo == [osis2018 =] |z359 =+ [oessims - I~ &pply Holiday 3
Hoidsy 4 [ooo0 -+ [oa/s/2018 -] [z389 =+ [oessims -] I~ #pply Holidsy 4
Hoiidsy 5 [o000 = [oa/s/2018 +| [z359 = [oevsems +| I~ “pply Holiday 5
Hoiidsy & [oo00 ] [oa/s/2018 | [2359 = [oasmsems -] I~ &pply Holidsy 6
Holiday 7 Jonon - [os/0s/2018 | |2359 =+ |osmsems v I~ &pply Holiday 7
Default Settings

Save Template Help Exit

There are three sections which must be completed to define your template.

Define Out of Hours by Day

For each day of the week, set the times before and after which calls will be considered
to be “Out Of Hours”. For example, if your normal working day operates from
9:00am to 5:00pm, these are the times you should enter. If that particular day is not a
working day (e.g. Saturdays and Sundays), just tick the “All Day” checkbox, and all
calls on those days will be counted as Out of Hours.

Select the Cost Centres to which this Template applies

You may apply each template to a given Cost Centre. This means that you can set up
templates unique to a number of different Cost Centres, allowing each one to have

different template characteristics. To do this, click the options that match the level of
your chosen Cost Centre. A listbox will then be provided from which you may select
the required Cost Centre name.
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Define Out of Hours Holiday Periods

If you want to define a range of dates to be “Holidays”, during which all calls will be
considered Out of Hours, enter the dates and times in this frame. This will allow
these specific dates to be treated as special cases, overriding the general settings you
have made in the “Define Out of Hours by Day” frame. So if you have set Mondays
to be a working day, but Monday January the 1% is a national holiday, you can add
this date to the holiday period section, whereupon calls on that date will be treated as
out of hours, despite the general “Monday” settings.

When you have made your required changes, you may save the template by clicking
on “Save Template”.

To cancel any changes you have made, click the “Default Settings” button. Please
note, all changes you have made to this point will be lost.

It is possible to create a new template, based on the settings of an existing template.
To do this, when you enter the “Manage Out of Hours Settings” screen, click the “Edit
Template” button, and select the template on which you wish to base your new one.
Make your changes as required, then click the “Save Template As” button. When the
“Save” dialog box appears, specify a name that is different to the original. A new
template, bearing the new name will be created. The original template will remain
unchanged.

For guidance on how to set up a template click the “Help” button.

Password Protection

If many people have access to the PC on which you have installed BT Billing Analyst,
but you wish to restrict those who have access to the program, you may apply
usernames and passwords.

To do this click the “Password Protection” button on the Main Menu. The following
window will be displayed:
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Password Protection

Name|

Password |

Werfy Pazswaord |

If the name entered already exists, the pazsword far
that name will be over-written by the new password.

Remove Password Control Cancel Save

If you wish to create a new user, enter the name and password, then verify the
password. Finally, click the “Save” button. You may create as many users as you
require in this way.

If you wish to change the password for an existing user, enter that username in the
“Name” box, and enter the new password.

Once you have entered user details in this way, whenever Billing Analyst is opened,
the following window will be displayed:

Password Protection

M ame ||

Pazzword |

Cancel (0] 4

One of the previously-created users must be entered, before the Main Menu is
displayed.
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If you wish to stop using Password Protection, go to the Password Protection window,
and click on “Remove Password Control”.

Folder Management

Similar to many applications, BT Billing Analyst has to save information to function.
In the case of Billing Analyst, three types of data are saved: application data, project
data, and backup data.

When you install Billing Analyst, default folders are set up to store this data.
However, it is possible that it would be necessary to change the locations of this data.
For example, if you wished to store the Billing Analyst data on a network location, so
as to make the data available to multiple users.

To alter the locations of stored data, click the “Folder Management” button on the
main menu. The following window will be displayed:

@ Folder Management *

Folders
Folder
Set Directory to Shared [default] | C:\ProgramD ata\BTEA readAwrite
Set BTEA Folder... | |E:\F‘mgramData\BTEA Yes
Set Project Folder... | |E:'\F’mgramData'\BTB.-’-‘-.'\F'roiects Yes
Set Backup Folder... | |E:\PrngramData\BTB.&'\B ackup ‘e
v tove Files [~ Modify Permizsions

Help Exit

The folders currently used to store application data are displayed, next to a button that
enables you to change the location:

* Set BTBA Folder...
This is the folder Billing Analyst uses, amongst other things, to store Cost Centre,
Telephone Book, and Account information

* Set Project Folder...
This is the folder where Billing Analyst stores projects (unless you specify another
location when you import a bill).
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* Set Backup Folder...
This is the folder Billing Analyst uses to store files generated by the automatic
backup facility (see “Backup / Restore Options” on page 85 for more details)

To change the location where this data is stored, click the button next to the folder you
wish to change. A dialog box will be provided for you to select your new folder.
Repeat this exercise for each folder you wish to change. In each case, the “Folder
Read/Write” setting for that folder will be displayed on the right-hand side. Billing
Analyst requires Read/Write access to all these folders.

It is recommended that you check the “Move Files” and “Modify Permissions” boxes
when you change folders. This ensures that any files already stored in the old
locations will be copied to the new ones, and that you are able to access those files as
required. If you don’t check these boxes, Billing Analyst may be unable to read
system files or projects. Please note, you must check the “Modify Permissions” box
if any of the folders have a Read/Write status of “No”. Otherwise the file copying
function will fail, and Billing Analyst may not be able to read the required data.

When you have made the changes required, click the “Save” button to store these
changes, or “Cancel” to go back to the original settings.

If you save new folders, and check the “Move Files” option, all existing Billing
Analyst files in the old locations will be moved to the new folders.

NB - Windows includes a folder structure that is recommended for storage of
application data. Most applications, including Billing Analyst, will use this location
by default. If you change your folder settings, but then wish to revert back to the
Windows default location, click the button marked “Set Directory to Shared
(default)”. This will set your data folders to be located within the default Windows
data storage area. You must then check the option boxes, and click “Save” or
“Cancel” as described above.
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Number Monitor Management

BT Billing Analyst includes the facility assign descriptions to specific Called
numbers. A report is then included in the Itemised Reports screen to view statistics
on calls from each of your numbers to each called number, including the monitored
number description.

To set up descriptions for Called Numbers, click the “Number Monitor Management”
button on the main screen. The following window will be displayed:

-" MNumber Monitor

|F'laiect One
Called Humber b anitar D escription
p | 09012930000
0901 090000
09071 6160000
09061100000
019061530000
09062020000
(9067390300
*
Update Numbers Add Delete Help Exit

To add new numbers to the list of monitored numbers, click the “Add” button. A
cursor will be placed in the top “Called Number” cell in the grid. Enter the number
you wish to monitor, then press the “Tab” key to move the cursor to the “Monitor
Description” column. Enter a description, and then click in the next blank row if you
wish to enter more numbers.
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To delete a specific number, select the row of the number you wish to delete, and
click the “Delete” button. If you wish to delete multiple numbers, hold down the “Ctl”
button when clicking on each row, then click the “Delete” button as before.

When you have entered the details you require, click the “Save” button to save your
changes.

The numbers you have entered on this screen will now be included on the “Monitored
Numbers” report on the Itemised Reports screen, where calls have been made to the
chosen numbers.

Create Cost Centre Projects

Billing Analyst includes the facility to apply your organisational structure to the
imported bill, to enable you to identify more easily which charges have been applied
to different parts of your organisation.

In some cases it is useful to split the bill into separate projects for each Cost Centre.
These Cost Centre Projects can then be used to make it even easier to identify the
charges associated with each Cost Centre, or they can be distributed to the users
responsible for each one. Those users may then view the Cost Centre Project on their
own installation of BT Billing Analyst.

To create Cost Centre projects, click the “Create Cost Centre Projects” button on the
Main Menu. The following window will be displayed:
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f Create Cost Centre Projects I&

Billing Analyst

Select Project | |E:'xF'ru:ugramData\BTB.-’-‘-.'xF'ru:uiects'xF'miect One DB

Select Destination Falder | |

Lewel
* Ore Project File per Cost Centre " Cost Centre level 1
(" Cost Centre level 2
(" Selected Cost Centre ™~ Cost Cantre lavel 3

" Cost Centre level 4
" Cost Centre level &

Create Databases Exit

e

If you have not already selected a project, you may do this by clicking the “Select
Project” button. Otherwise, the currently selected project will be displayed.

The Create Cost Centre Projects facility creates new project files for each Cost Centre,
and therefore needs a location into which to save these new files. Please select that
location by clicking the “Select Destination Folder” button, and specifying the
required folder.

You may then choose either to create a new project for all Cost Centres at a given
level, or one specific Cost Centre — select as required from the options displayed.

You must then select at what level of your Cost Centre structure you wish to create

the projects. Select from the levels displayed, then click the “Create Databases”
button.

If you chose to create a project for a “Selected Cost Centre”, the following window
will be displayed:
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@ Select Cost Centre >

Mo Cogt Centre allocated
BT MOBILE

CIRCUIT

London

TELEPHOMY

Cancel Apply

Please select your chosen Cost Centre from those displayed, and click the “Apply”
button.

The creation process will now begin. The new projects will be created in the folder
you have specified. They can be opened in your own Billing Analyst, or distributed to
other BT Billing Analyst users.
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Backup / Restore Options

BT Billing Analyst offers a number of facilities to make it as easy as possible to view
the charges within your bill, and to see where charges are applied, including Cost
Centres and Phonebook settings.

A further feature of Billing Analyst is the capability to automatically back up any
changes you make to each of these facilities. Using the backup facility, it is possible
to save settings in case you should wish to restore them at a later date. The settings
included in the backup facility are as follows:

* Cost Centres
* Phonebook

* Out of Hours
* Intersite

The backup facility is first offered to you the first time you run Billing Analyst, but
you may alter the settings at any time by clicking the “Backup / Restore Options”
button on the main screen. The following window will be displayed:

@ Backup Opticns et

Besztare fram Backup

Delete Backup Filez

Dizable System B ackups

Set Backup Folder

Set Backup Folder to Default

The buttons you see will depend on the current status of the backups. If backups are
enabled, the buttons you see above will be enabled. If backups are currently disabled,
the window will be displayed as below:
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@ Backup Options *

Activate Suztem Backups

Set Backup Folder to Default

Restore from Backup

Click this button if you wish to restore the settings within an existing backup. The
following window will be displayed:

@ Restore settings from backup — O x
Backups available for restore: Backup Contents
Backup D ate | W Cost Centres
/052018 11:21
01 /02016 0322 ¥\ Phane Book
M/06/2016 11:07 r
14/02/2018 1344 v Out Of Hours

-

X204 1127
MN/0/2ME 1529 M
¥ InterSite Settings

Select a backup from the list to zee backup contents.

Cancel
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The available backups are displayed on the left-hand side, showing the date and time
of the backup. If you select one of these backups from the list, the contents of that
backup will be shown on the right-hand side. So in the example above, the backup
from 06/09/2012 contains backups for Cost Centres, Phonebook, Out of Hours, and
Intersite Settings.

You may restore any, or all, of the backup contents by ticking the relevant checkbox.
In the example above, the user has chosen to restore Cost Centre, Phonebook and
Intersite Settings, but has opted to leave their Out of Hours settings in their current
state.

Once you have chosen your restore options, click the “Restore” button. Your chosen
settings will then be restored from the backup.

Delete Backup Files

If you need to save space, or simply no longer need some or all of the backups saved

by Billing Analyst, you may delete the files storing the backup. If you click the
“Delete Backup Files” button, the following window is displayed:

@ Delete backup files - O

Backups available for deletion: Backup Contents

Backup Date

01/06/2016 1107
14/02/2018 13:44
24A11/201411:13
2AM2mantzr
31/06/201615:29

I R O R R

Select a backup from the list to zee backup contents.

Cancel Ok

The window will display all the backups currently in existence, and their contents.
You may delete a backup file by selecting the entry in the list on the left-hand side,
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and then clicking the “Delete” button. Please note, this will permanently remove the
backup.

Activate System Backups

If backups are currently disabled, you may enable them by clicking this button. You
must then specify a location where the backup files may be stored. It is recommended
that you use the default location chosen by Billing Analyst

Disable System Backups

If you no longer wish to use the backup facility, click this button to disable the backup
facility. You may enable it again at any point by clicking the “Activate System
Backups” button.

Set Backup Folder

You may change the folder into which backup files are saved. Click this button, and
then in the window provided, select your chosen folder. It is recommended that you
keep backups in the default Billing Analyst location.

Set Backup Folder to Default

This button changes the folder into which Billing Analyst saves backup data, to the
Billing Analyst default folder. You should only do this if you have previously
changed the folder to another location.
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