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1 Dashboard widgets 
Incorporated into the dashboard are customisable features called widgets which enable you to view data 

related to your managed service easily. This could be a list of open incidents, a snapshot of your site inventory, 

your pending actions or a summary of your service request progress.   

You can add, remove, resize or move widgets around on the dashboard to create a personalised view. 

 

1.1 Customisation 
My Account lets you customise your dashboard by letting you enable or disable any available widget. By 

selecting ‘Customise’ on the top right of the dashboard you’ll be able to see the menu of widget options.  

 
 

This menu gives you the option to add a widget to your dashboard, choose the size of your widget and 

preview what information would be visible. You can then slide the toggle on or off depending on whether you 

want the widget to be on your dashboard.  

 
 

1.2 Global search 
The global search tool on the My Account homepage lets you search cases by reference ID, site location or 

short description. You can even filter your search results based upon incidents, service requests and changes 

by clicking the quick filters provided in the search bar.  
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When you’ve entered characters into the search bar all cases matching the description will be show as a 

search result. Any matching characters will be highlighted in blue to easily identify the keywords that’s 

retrieved a result.  

 
 

If there are no matching cases found, the search would display ‘No matching results’.  

 
 

 

1.3 Critical cases 
This widget provides information about your ‘Critical (P1)’ incidents raised and let’s you easily view all your 

critical cases in one place. 

The widget contains the following information: 

• Incident number 

• Expected end date 

• Short description 

• Site/Location 

• Status 

• Product name 

• If you’ve marked it on your watchlist  
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1.4 Action needed 
The action needed widget is to show all incidents, change and service requests that are awaiting information 

in one place. 

 

 

By selecting the case dropdown, you can filter the cases by alphabetical order, recently updated or search to 

enable you to get to the case you want to find easily.  

 
 

By selecting the priority dropdown, you can filter the cases by priority order or by selecting the priority status to 

filter the cases by status. 
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By selecting the location dropdown, you can sort cases by alphabetical order of location or filter by location.  

 
 

By selecting the created data and expected end date dropdowns, you can sort by date in ascending or 

descending order as well as filter by pre-selected dates or through a custom date range.  
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By clicking on this icon,  you’re able to add that specific case to your watchlist widget.  

If you’d like to download your report, you can do this by clicking on this icon  and choosing whether you 

want to download your report as a PDF, Excel or CSV file. Each report will contain the case column details 

including short description, product and ID. Please note, if 

you’ve got a filter applied the downloaded report will show only 

the cases that is relating to that filter.   
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1.5 Active cases 
The active cases widget is designed to show a consolidated view of all incidents, change and service requests 

that are currently active and not closed.  

 

 

By selecting the case dropdown, you can filter the cases by alphabetical order, recently updated or search to 

enable you to get to the case you want to find easily. 

 
 

 

By selecting the priority dropdown, you can filter the cases by priority order or by selecting the priority status to 

filter the cases by status. 
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By selecting the location dropdown, you can sort cases by alphabetical order of location or filter by location.  

 

 

By selecting the created data and expected end date dropdowns, you can sort by date in ascending or 

descending order as well as filter by pre-selected dates or through a custom date range. 
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By clicking on this icon,  you’re able to add that specific case to your watchlist widget.  

If you’d like to download your report, you can do this by clicking on this icon  and choosing whether you 

want to download your report as a PDF, Excel or CSV file. 

Each report will contain the case column details including 

short description, product and ID. Please note, if you’ve got a 

filter applied the downloaded report will show only the cases 

that is relating to that filter.   
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1.6 Active cases - Changes 
Our active cases widget also allows you to filter your view by ‘Changes’. Here you can see all your changes, 

change requests, customer planned works and BT planned works.  
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1.7 Cases overview 
Our cases overview widget enables you to view all your incidents by priority, whether they’re 

proactive/reactive or from the incident symptoms.  
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You can also view your service requests by status whether their new, open, awaiting information or resolved.  

 

 

 

For changes, you can view these by type of change or the priority.  
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1.8 Calendar widget 
The Calendar widget is designed to visualise changes, incidents or service requests in a detailed calendar 

view. The list of events for the selected calendar date is visable on the right side of the calendar. 

 
 

With this widget you can view any events on a certain day/month. When viewing the calendar, the dot on 

that date indicates that an event has been scheduled. If you want to filter the list to only view an incident, 

service request or change you can do this by using the 3 dots on the top right. This will let you filter by day or 

month, request type or change the size of the widget.  
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1.9 Site inventory 
The site inventory is designed to show the number of sites that have critical, high, moderate and low incidents. 

This widget will allow you to view the site locations and filter incidents by priority. 

 
 

All sites display the number of all sites in your business that has or doesn’t have issues.  

Critical displays the number of sites that has critical incidents.  

High displays the number of sites that has high priority incidents.  

Moderate displays the number of sites that has moderate priority incidents.  

Low displays the number of sites that has low priority incidents.  
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1.10 Watchlist 
The watchlist lets you see all the incidents, service requests and changes you’ve highlighted. Here you can 

easily view further details on the case information, location, planned start and end dates, approval and 

change statuses.  

 

 

 

1.11 Summary widget 
The summary widget shows you a summary view of your open incidents and service requests, scheduled 

outages and unread notifications.  

 

 

 

1.12 Favourites 
The favourites widget allows you to favourite the apps most important to you so you can access them quicker, 

without the need to search for them.  
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1.13 Quick view panel 
Our quick view panel (QVP) allows you to view more details on a specific incident without the need to 

navigate onto a new page. In order to do this, just click on the incident/case you’d like to view more 

information on and the quick view panel will appear with further details.  
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Offices Worldwide 

The services described in this publication are subject to availability and may  

be modified from time to time. Services and equipment are provided subject  

to British Telecommunications plc’s respective standard conditions of contract.  

Nothing in this publication forms any part of any contract.  
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