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To login to the portal, open the link that we sent to your registered email address and enter the credentials 
provided. 

Go to the ‘Self Service’ drop-down menu by and select the ‘Change Username’ button. 
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The list of accessible usernames will be displayed here. You can type in the number, existing username, or scroll 
through the list to find the user. Once found, select the spanner to the right. 

You are then given the option to change username or request a SIM change.

3.
Raising a support ticket

Select the ‘Self-Service’ drop-down menu and then, the ‘Support Ticket’ option. This will take you to the ‘Helpdesk 
Support Tickets’ page.

You can search for a support ticket topic by typing in the search box and any related topics will appear below. 

Admin
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Once you have found a topic related to the issue you are experiencing, select the green ‘Use This’ button. 

You are then prompted to type in a subject and a description of the problem you are experiencing. You can also 
upload a picture, document or screenshot to help us understand your issue further. Once these fields have been 
completed, select ‘Create Support Ticket’. You will then be provided with a Ticket Number for your reference. 

4.
Changing invoice addresses

Go to the ‘Self Service’ drop-down menu and select the ‘Change Invoice Address’ option. 

You will be directed to a new screen with all saved invoice addresses within your account. Find the one you want to 
change and select it.

Type in the new details and select ‘Next’. 
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5.
Changing cost centres

Go to the ‘Self Service’ drop-down menu and select the ‘Change Cost Centre’ option.

The list of related users will be displayed here. You can type in the number, username, or scroll down the list, to 
find the user required.

Once you have found the user whose cost code you want to change, use the toggle bars on the right to switch on 
and use the ‘Choose Network’ and ‘Choose Cost Centre’ drop-down menus, to make the amendments. 

Make sure all details are correct. You will then be asked to confirm the changes you have made, tick the box and 
select ‘Finish’. 

You will be taken back to the ‘Invoice Address’ page and there will be a note saying ‘Change Pending’ above the 
address you have just changed.
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Once finished, select ‘Change Cost Centre’ in the top right corner.

You will then be asked to confirm your selection. Please check the information before ticking the box, then select 
‘Finish’.

6.
Connecting and disconnecting a SIM

Disconnecting a SIM

Go to the ‘Self Service’ drop-down menu and select the ‘Change Cost Centre’ option.

Account
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Go to the ‘Self Service’ drop-down menu and select the ‘Disconnect sims’ option.

You will be taken to a list of active SIM cards. Either scroll through the list or type in the SIM number you want to 
disconnect. Use the toggle box to select all the lines you wish to disconnect, then select the ‘Disconnect SIMs’ button 
at the top of the page. 
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You will then be prompted to confirm your decision. Select ‘finish’ and the changes will be implemented.

7.
Adding an alert

Select the ‘Admin Tools’ drop-down menu and then, the ‘Alert Manager’ option.

You will be taken to a new ‘Account Level Alerts Screen’. Select ‘Add New Alert’. 
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A new pop-up menu will appear. Choose what information you would like to set up an alert for, then select ‘Next’.

You can then add in a lower and upper threshold. This will prompt ZOEY to alert you when the thresholds are 
breeched. Then, select ‘Next’.

You also need to confirm what the preferred form of contact is for this alert (SMS or Email) and whether or not you 
want to add a bar for this account. Then, choose ‘Next’.

You will be asked to confirm the alert settings. Once confirmed, you will be taken back to the alert screen and you 
will see the new alert listed. 
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8.
Add and removing Bolt Ons and Bars

Once chosen, select ‘Next’. You will then be able to choose the line you want to apply or remove this from by using 
the toggle to switch on and off. Once complete, select ‘Next’.

The next screen will ask you to confirm your selection, once you’re ready, select ‘Confirm & Complete’. 

In the ‘Self Service’ drop-down menu, select the ‘Add/Remove Bolt Ons’ option.

You will be prompted to choose the Bolt On by switching the available toggles on or off.

Account
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Adding and removing bars

In the ‘Self Service’ drop-down menu, select the ‘Add/Remove Bars’ option.

Choose the bar you want to apply or remove by using the toggle, to switch on or off.

Select ‘Next’. You will be prompted to choose the line you want to apply this to, using the toggle to switch on and 
off. Once you’re ready, select ‘Next’.

The next screen will ask you to confirm your selection, once you’re ready, select ‘Confirm & Complete’. 
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Invoicing

In the ‘Details’ drop-down menu select the ‘Invoice Details’ option.

 All available invoices will now appear along the top of the screen, with an overview below. 

9.
How to check an invoice

Download the invoice information by either selecting Invoice to save the file as a PDF, or use the ‘Calls’ button, 
which will save the invoice breakdown in a Microsoft Excel file.

Scroll along using the arrows to find the one you are looking for. You can also use the ‘Show only invoice for last’ 
drop-down menu option to narrow down your selection which will save the invoice breakdown in a Microsoft Excel 
file.
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Invoicing

10.
How to check unbilled usage

A box will open summarising the unbilled usage, select the ‘Unbilled Details’ option. 

In the ‘Details’ drop-down menu, select the ‘unbilled details’ option. 

You can also find the unbilled usage section by selecting on the ‘Unbilled Charges’ box, showing on the dashboard 
screen. 

You will be taken to a screen with a donut graph showing current data usage screen. 

You can select the ‘Calls’ button to download all data or, if you only wanted to look at one person’s usage, you can 
check through your list of users under the ‘Active Services’ section.

Either type their name in the search box or scroll through the list until you find the user required. Once found, 
select the blue button with a down-facing arrow to download only this user’s usage information.



The one of a kind 
billing solution 

Call 0203 972 3723 or visit tektonbilling.com


