Business Services Online.

Administrators’ user guide.

View invoices m View itemised usage m Monitor personal calling
Run reports m Order equipment and services m Raise issues and questions

A powerful billing, reporting and
customer care tool from T-Mobile.
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Getting up and running.

The T-Mobile Business Accountteam will set up your BSOL account and arrange with you who will have
administrator access. There must be at least one top-level administrator who oversees the whole account.
There can also be administrators at lower levels (eg for an individual department).

BSOL will reflect the deal you have with T-Mobile, so BSOL will only show the equipment, price plans and services
available to users in your company.

To get your team signed up.
1. T-Mobile sets up your BSOL account, inputting full details of your company’s billing structure - including users,
their services and equipment

2. Administrator signs up at http://bsp.t-mobile.co.uk/bsp
3. Administrator completes sign-up by calling Customer Services on 0845 412 2222
4. Each user signs up at http://bsp.t-mobile.co.uk/bsp

Personalised homepage.
Your homepage will be customised by the T-Mobile Business Account team as per your agreement with T-Mobile.

To activate personal call identification.
BSOL enables you to separate business and personal mobile usage by having users identify which calls are
personal. If your company wants to use this feature, let your T-Mobile contact know so they can activate it.

Problems logging in?
If you experience difficulties logging in, you may need to check your internet browser settings;

B |t needs to accept 128-bit encryption (most recent browsers support this)
[t needs to accept cookies. Check this in the privacy or security menu
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Levels.

Billing structure.

Business Services Online shows your company’s hierarchy as a series of levels. The top level represents the entire
company, and levels below that correspond to regions, areas and departments. This matches the billing structure
as agreed in your contract with T-Mobile and can only be changed by your T-Mobile representative.

m Clicking on a level will show you that level and all the levels below it

m The Details link will display the address etc of the level

m You can see the Administrator responsible for each level

m Some levels receive invoices; an Invoices link displays these to authorised users

Level indicator.

(The small diagram in the top left corner of the page shows which level you are working in.)
m Forexample, if you View users you'll see the users at that level and below

m Orifyou click on Invoices, you'll see the invoices for that level

Selecting a different level.
m Click on Levels. You'll see a diagram in the centre of the page showing the level you're in and the ones below that

m Click on this diagram on the level you want

m Provided you are authorised, you will then be working in a different level

Level administrators.
Administrators have access to information at their level and below, including all the invoices and users.
When an invoice is applied, they will be responsible for authorising payment.

Viewing users.

You can use Search users to find individuals, but to see all the users at a particular level.
m Click Levels

m Selectthe level you want

m Click View users. This will show you all users at that level and below

Create more detailed structures.

The basic billing structure gives you a broad overview of your company’s mobile usage. You can also analyse

things in much greater detail by creating cost structures which match more precisely the way your company is set up,
orwhich focus on a particular set of users (eg teams, areas, roles). You create a simple tree diagram of the users
you're interested in; this lets you focus on them and analyse their call data. (see Reports.)
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Managing users.

Business Services Online has three types of users.
m Users can see their own call records and their own contract (price plan, services etc).
They can only request equipment and services from their administrator

m User/buyers can order equipment and services from T-Mobile

m Administrators can also view invoices and analyse call data at their level (and below).
They approve equipment and service requests from users

To add another top-level administrator.

(This gives them access rights at all levels of the billing hierarchy.)

1. Select the top level of the company by clicking on it in the top left corner

2. Click on Add user, fill in the details and Submit

3. Choose ‘No -l just want to add them to the system as an administrator’

4. The new administrator should then sign up at http://bsp.t-mobile.co.uk/bsp, without entering a mobile number.
They then complete sign-up by calling your Account Support team at T-Mobile

To add an administrator at a lower level.
(This gives them access at the level you select and below.)

m Selectthe appropriate level on the company hierarchy, then follow the process as above

To add a user.
(This adds a new employee to the system and orders a mobile for them.)

1. Select the correct level of the company by clicking on it in the top left corner
2. Click on Add user, fill in the details and Submit
3. Choose ‘Yes-Iwant to arrange T-Mobile service for them’

4. You will then define their contract (see below)

Defining a contract.

When you add someone to the system, if they will be using a mobile you must select what equipment and services
they get. This is ‘defining their contract’. You will see the available handsets, price plans & services and make a
choice from each.

1. Select a price plan
2. You will return to a Summary page which shows your order. From here you have three further options

m Order a handset (if required) - You'll see the range available to your company.
You will return to the Summary page

m Order additional services, eg extra allowances (if required). You will return to the Summary page
m Order an accessory, eg car kits, handsfree (if required). You will return to the Summary page

3. When you are happy everything is correct, click Submit.
This generates a request to T-Mobile to provide everything you've asked for

Make sure the user signs up.
When the user receives their mobile they should sign up at http://bsp.t-mobile.co.uk/bsp.
They will then have access to BSOL where they can see their itemised call records.



Finding a user.
(You can locate a person within the system using Search users.)

m By name

m By employee number

= By mobile number

m By email address

You can also click on the links to see All administrators or All users.
Moving a user.

If someone’s role in the company changes, you can move them to a different place in the billing
hierarchy as follows.

m Find them. Use Search users, or goto their level and View users
m Selectthe relevant user

m Clickon Move

m Selectthe appropriate level in the hierarchy and Submit

You'll see confirmation immediately; in 24 hours the structure will be updated

Changing a user’s role.

After the main administrator has signed up, everyone else who signs up will automatically be a user.

To upgrade someone to administrator you must change their role.

m Add them as a user (see above)

m Make sure they've signed up

m Find them. Use Search users, or goto their level and View users

m Selectthe relevant user

m Click on Level details - Change

m Selectthe appropriate role (user, user/buyer, administrator) and Submit
You'll see confirmation immediately; in 24 hours the structure will be updated.
Checking a user’s contract.

(To see what price plan and services they have.)

m Find them. Use Search users, or go to their level and View users

m Selectthe relevant user

m Click onthe Contract tab at the top

Amending a user’s contract.
(To change what price plan and services they have.)

m Find them. Use Search users, or goto their level and View users
m Selectthe relevant user
m Click onthe Contract tab at the top

® You may then change their price plan or order additional handsets, services or accessories
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Invoices.

Once your company has signed up to BSOL you will stop receiving paper invoices and they appear online instead,
with exactly the same layout as you're used to. As well as no longer having to deal with large amounts of paper,
you can easily find and analyse all the information, giving you a clearer picture of your mobile usage.

m Administrators are emailed when each invoice is ready

m Invoices will be available online for 15 months

| |temised records can also be printed or downloaded

m Onlythose invoices issued after signing up to BSOL can be viewed online

Invoices show charges, discounts and VAT.
Other reports show charges ex VAT and before any discounts.

What you can view.
m The main administrator can view all invoices at all levels

m Other administrators can view all invoices at their level and below

m Users can only view their own individual invoices

Viewing invoices.
(To view an invoice or group of invoices.)

m Click onthe Invoices tab at the top. You'll see a list of invoices at that level. Each one will show account number,
level, date, invoice number and total amount

® You can filter the list using the drop-downs

m Toview a particular invoice, click on its invoice number (in red). This will show you the invoice summary

Outputting invoices.
Atthe bottom of the page you'll find the following links:

m Printinvoice will print the output summary

m View call records

Viewing call records.
From a particular invoice click on View call records to see the itemised calls relating to that invoice.
You can filter the information in several ways:

m By level

m By invoice period

= By mobile number

= By name

m By category

m Inallowance (which calls were part of your monthly call allowance)
m Personal calls (which calls were business and which were personal)

All of these can be sorted ascending or descending by clicking on the arrow in the column heading.
The last filter requires personal call identification to be in operation (see below).

Exporting call records
At the bottom of the page, you'll see two links for exporting data.

m As a.csvfile (commonly used for exporting to a spreadsheet application)

m In.xml format
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Reports.

BSOL gives you a powerful range of reports for analysing mobile usage. You can run reports relating to your
company’s billing hierarchy (ie reports relating to invoices), or reports relating to cost structures you've set up
(ie reports relating to groups of users defined by you, eg departments, teams, areas, roles).

m Administrators can run reports on all users at and below their level

m Users can analyse their own personal usage data

m All reports are formatted for printing

m Reports can also be output as .csv or .xml files for emailing or further analysis
m Costs in reports are all shown ex VAT and before discounts

There are fourteen standard reports available grouped into costs, usage and allowance categories

Cost Analysis
m Invoice Breakdown

Summarises the usage, charges and credits by invoice
m Level-Cost Summary

Summarises charges and credits by level
m Personal call identification

Shows quantity and cost of personal calls (If your company has chosen to identify personal calls)
m Trend Analysis

Provides a graphical summary of costs and usage over time
m User-Cost Summary

Summarises charges and credits by user

Call Analysis
m Call ltemisation
Details individual calls and usage

m Destination Breakdown
Lists usage by destination
m Dialled number breakdown
Lists numbers dialled
m Level-Airtime summary
Summarises call categories by level
m Roaming Analysis
Details calls and usage made abroad

m User-Airtime summary
Summarises call categories by user

m Zero Usage
Shows which users have not made calls

Allowance Analysis
m Allowance usage breakdown
Shows how allowances have been used in the month

m Shared allowance distribution
Shows how allowances are distributed across levels

Note that the allowance reports are only applicable for certain price plans.
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Reports (continued).

When you select a report you also have to specify the invoice period and the billing level or cost structure
you wantto analyse. Some reports offer additional filters, letting you narrow things down further.

Tosee Use this Sort by

High level invoice analysis Invoice breakdown

Least used mobiles User cost summary Number of calls
Most used mobiles User cost summary Number of calls
Lowest spending mobiles User cost summary Call charges
Highest spending mobiles User cost summary Call charges
Calltype charges by mobile User airtime summary Mobile

Most expensive mobiles by call type User airtime summary Total cost
Highest number of calls by call type User airtime summary Number

Most used mobile by call type User airtime summary Duration

Cost and usage by destination Destination breakdown* Destination
Individual mobiles by destination Destination breakdown” Destinations by mobile
Most frequently dialled numbers Dialled number breakdown -

Phone usage whilst abroad Roaming analysis* -

Most expensive calls Call itemisation Charge
Longest calls Call itemisation Duration
Summary of charges by cost centre Level cost summary -

Summary of usage or cost over time Trend Analysis

Which departments are making particular call types? | Level - airtime summary

Which handsets have not been used in the month? Zero usage

Which users have used allowances? Allowance usage breakdown

Which departments have used the allowances? Shared allowance distribution

Summary of personal call charges Personal call identification -

Reports on cost structures.

You can analyse things in much greater detail by creating cost structures which match more precisely the way your company
is set up, or which focus on a particular set of users (eg teams, areas, roles). You create a simple tree diagram of the users
you're interested in; this lets you focus on them and analyse their call data. (see below, Cost structures).

“Note that the D¢ fa roaming call

10
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Cost structures.

The levels in BSOL show your company’s T-Mobile billing structure (split by departments, eg sales, marketing,
finance etc). This lets you run reports at invoice level.

To runreports at a greater level of detail administrators can create cost structures. These match in more detail the
way your company is set up, or focus on a particular set of users (eg teams, areas, roles). You create a simple tree
diagram of the users you're interested in; this lets you focus on them and analyse their call data.

m Only administrators can create cost structures and run reports on them
m Cost structures are for reporting purposes only; they don't affect the billing structure
m When new users are added to the account, they must also be added to any cost structures they appear in.

This will not happen automatically

Creating cost structures.
m To create detailed cost structures go to Reports then Manage cost structures

m You can either input a cost structure from file or create a new one

m To create a new one, name it by its highest level (eg ‘Southeast Sales’), then add the required levels below this.
Then populate each level by adding users to it

m To add a userto alevel in a cost structure you use Add contract. Users must be set up in the system before you
can add them to a cost structure you're creating

® You can add many users at once. Use Search to bring up the relevant users. Then tick the ones you want to add,
then click Select

m To see the users on each level or in the whole cost structure use See contracts
Saving cost structures.

You can save cost structures by downloading them as either a .csv or .xml file using the icons to the
right of the screen.

Inputting cost structures.
m To use a cost structure you've defined previously go to Reports then Manage cost structures
® You can either input a cost structure from file or create a new one

m [fyou choose to input one from file you'll be shown a browse window so you can locate it in your PC
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Cost structures (continued).

Inputting a cost structure from a file

The inputfile for a cost structure has to be an xml file. The easiest way to understand the structure of the file is to
create a simple cost structure and attach some contracts to it and then export it. This will show you the required
format and you can edit the file to add in more levels and to assign the appropriate contracts. Its structure will be
similarto this:

<?xmlversion="1.0" encoding="IS0O-8859-1" 7>

<cost
</reference>

ntract>

ct></contract>

<level name="">

ct></contract>

</level>
</level>

<contract></contract>

Altering cost structures
m To change a cost structure you've defined previously go to Reports then Manage cost structures

m To delete awhole level in a cost structure, use the dustbin icon

m To add users to a level use Add contract

Reporting on cost structures
Once you have created one or more cost structures you can run reports on them just like running reports
onaninvoice or invoices.

m The same variety of reports are available (with the exception of personal call identification)

m Simply use Reports on cost structure. You will be asked which cost structure you want to report on

12
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Ordering services and equipment.

BSOL makes it easy to order new equipment or add services. Users must request additional equipment or
mobile services via their administrator.

m User/buyers may make certain requests directly to their T-Mobile contact. (This will still need to be
authorised by the company administrator)

m Administrators approve requests made by users and pass them on to their T-Mobile contact

Ordering for new users.
When an administrator adds someone new to the system they will usually order equipment and service at
the same time. (See above, Adding people.)

Approving requests from users.
When you log in as an administrator you'll see any outstanding requests from your users. It's up to you to
approve these and then order the required services and equipment from T-Mobile.

1. Click on Requests
2. Click on Approve requests
3. You can now approve or deny requests from your users. Once approved, the request will be automatically
sent to T-Mobile for fulfilment
To order additional services or equipment
1. Find the relevant user. Use Search users, or go to their level and View users
2. Selectthe relevant user
3. Click onthe Contract tab at the top
4.You may then
a. Order a handset
b. Order additional services
¢. Orderan accessory
5. Make your selection, then click Buy
6. You'll see a confirmation. Check the details and Submit

7. This will automatically send your request to T-Mobile for fulfilment
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Personal call identification.

14

Also known as ‘split billing’, this feature lets you analyse the balance between business and
personal calling.

m Your company must ask T-Mobile to activate Personal calls identification

m Call charges are shown in full; your company decides whether to pass on any discounted
corporate rates to users

® Your organisation may have further guidelines to communicate to users

Analysing personal calling.

Use the report Personal calls to identify the cost of personal calls in an invoice, or for each user,

orfor a group of users. The totals for each employee can then be printed out or output as an electronic
file for use within your organisation's expense procedures.

The process for employees.
Each month users simply tick the personal calls in their call records and submit the completed list to
their administrator.

m Your employees must be shown how to identify their personal calls in their call records and submit
the completed records

m They can do this either manually (call by call) or by using the personal address book included in BSO
(see below)

m Once submitted users can’t make any further changes

Identifying personal calls manually.
1. Click on the Billed calls tab to view your call records

2. Click on Personal calls in the left hand menu

3. Selectthe relevant (latest) invoice

4. Tick any numbers which are personal calls

5. If you make a mistake you can unmark calls

6. If you want to start again you can use Reset to clear all the ticks

7.When you've gone through the whole invoice, you mark it as complete
Once you submit this you can’t change anything



Using your personal address book.

Your personal address book stores your non-business numbers and recognises them automatically in
your call records. It remains private; no-one else will see the names you've entered, only the numbers. If
there are certain numbers you make both business and personal calls to, you can adjust individual calls
in your record even after using your address book.

1. Click on the Billed calls tab to view your call records
2. Click on Personal calls in the left hand menu
3. Selectthe relevant (latest) invoice

4. Click Apply address book. This automatically identifies as personal any calls to numbers saved in
your address book

5. To add new numbers to your address book, simply click the Name field, enter a name and Submit

Modifying your address book.
To gointo your address book and change entries.

m Select address book from the left hand menu

1. Use Add new entry to add a number

2. Delete will remove an entry

3. Edit lets you change the number, the name displayed or whether it's business or personal
International numbers.

The address book understands international numbers and national numbers.
[ttreats 0044121...the same as 0121... or +44121... or44121...

m [f the number you enter does not start with a zero then double zero (00) is added

m If you enter a number starting with + then this is replaced with a double zero

Business ServicesOnline @ ® H
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Support.
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Getting help.
Forissues or problems please contact T-Mobile by email.

m Click on Contact us. You'll see a detailed form
= You don't have to complete every section, just enough to tell us what's wrong

m Press Submit. We'll get back to you within 24 hours

Finding your T-Mobile contact.
Administrators should see the name of their T-Mobile contact in the top left of their
homepage. Or, to find the T-Mobile contacts(s) responsible for a particular level.

m GotoLevels
m Click onthe relevant level
m Click on T-Mobile contacts in left hand menu

m This will show the T-Mobile contact with their email address and phone number
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