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ngging in

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

Sign in

Forgotten your username or password?

Terms & Conditions
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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.

II te kto nG # Dashboard [l Details » M Report Generator v # Admin Tools 4 Self Service v

V| records per page

Search:

Status Service Name Sim Number V
07469159964 User 1003159 | £ ]
07748960012 User 1003160 a
07765883912 User 1003161 :J

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

Self Service - 07818596268 (User 1003164 -)

> b

Change Username Request 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.

4~ Self Service v

Change Invoice Address

Change Username
Request SIM Change
B Connect SIMs
Disconnect SIMs
Change Cost Centre
— Add/Remove Bars

| Add/Remove Bolt-Ons

Support Tickets (

=

I te to n @ Dashboard [ Details v A Report Generator v # Admin Tools v # Self Service v
BILLING

| Helpdesk Support Tickets

Look in the list bellow for the type of support ticket you wish to raise. Then download the file(s) associated with the ticket (if any) and fill them in.

Once you are ready, click on the "Use This" button and fill in the associated form, including uploading the Files(s) you filled in. Once happy, click the "Create Support Ticket" to create your ticket.

Search: (

Name

Line Fault Please use this to raise a line fault issue on your services. As part of the ticket please provide the service number relating to this issue and a description of the fault.

M2M Connections P!ease upload the filled-in file(s) for this ticket and up!oad it before creating the ticket. Once happy, click the &amp;amp;amp;amp;amp;quot;Create Support
Ticket&amp;amp;amp;amp;amp;quot; to create your ticket.

No Files Needed No Files Needed

Test Documentation Please download the attached files, update them and upload them to create your ticket.

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




I te kto n # Dashboard [ Details v A Report Generator v # Admin Tools v # Self Service v
BILLING

| Helpdesk Support Tickets

Look in the list bellow for the type of support ticket you wish to raise. Then download the file(s) associated with the ticket (if any) and fill them in.

Once you are ready, click on the "Use This" button and fill in the associated form, including uploading the Files(s) you filled in. Once happy, click the "Create Support Ticket" to create your ticket

Search: M2M|
Name
W . . . . . N
M2M Connections P!ease upload the filled-in file(s) for this ticket and up!oad it before creating the ticket. Once happy, click the amp;quot;Create Support
Ticket&amp;amp;amp;amp;amp;quot; to create your ticket.

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

M2M Connections

Please upload the filled-in file(s) for this ticket and upload it before creating the ticket.

Once happy, click the "Create Support Ticket" to create your ticket.

File(s): None
Subject:  Subject
Description: | Description
Y
File(s): & Choose File(s)

Create Support Ticket

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.

v
=ty

Success: Your Support Ticket was successfuly created

Details of ticket raised

* Ticket #1095
e Customer Number: 1001900
e Customer Name: Mr John Silva

4 Account

Changing invoice addresses

Management

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

4~ Self Service v

Change Invoice Address (

Change Username
Request SIM Change
B Connect SIMs
Disconnect SIMs
Change Cost Centre
— Add/Remove Bars
| Add/Remove Bolt-Ons

Support Tickets

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.

II te kto n # Dashboard | Details v A Report Generator v # Admin Tools v # Self Service v

BIlILLING

Invoice Addresses

P
100003260 / Mr Norman Paul Silva 100003304 / Mr John Jose Michaels 100003305 / Mr John Jose Jackson 100003306 / Mr John Jose Devereaux
260 Williams Street 304 Williams Street 305 Williams Street 306 Williams Street
ABO 2CD ABO 3CD ABO 3CD ABO 3CD
-

Type in the new details and select ‘Next'.




O—— 2

Update Address Confirmation

Full name Mr John Jose Michaels
Address Line 1* 304 Williams Street
Address Line 2*

Address Line 3*
Address Line 4
Address Line 5

Postcode ABO 3CD

=3 X3 <

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

© ®

Update Address Confirmation

¢ Full name: Mr John Jose Michaels

¢ Address Line 1*: 304 Williams Street
¢ Address Line 2*: London

e Address Line 3*: London

¢ Address Line 4:

¢ Address Line 5:

* Postcode: ABO 3CD

) | confirm that | have checked the details above.
oo ] s

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.

5. Account

Changing cost centres

Management

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

# Self Service v

Change Invoice Address

Change Username
Request SIM Change
| Connect SIMs
Disconnect SIMs
Change Cost Centre (
— Add/Remove Bars
| Add/Remove Bolt-Ons

Support Tickets

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.

II te kto n # Dashboard [ Details v A Report Generator v # Admin Tools v # Self Service v

BILLING

| Change Cost Centre - 1001900

Choose Network v Choose Cost Centre v
Services: Comma seperated list of services
Search:

Status Service Name Network Cost Centre ﬁ -

07469159964 User 1003159 Vodafone Mr John Jose Jackson

07748960012 User 1003160 Vodafone Mr Francis Jose Silva

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.



# Dashboard I Details v A Report Generator v ¢~ Admin Tools v 4 Self Service v

| Change Cost Centre - 1001900

Choose Network v Choose Cost Centre v

Once finished, select ‘Change Cost Centre’ in the top right corner.

II E? to nG # Dashboard B Details ~ A Report Generator ~ # Admin Tools +  Self Service »

LLIN

Change Cost Centre - 1001900

Choose Network v Choose Cost Centre v Change Cost Centre
Services: Comma seperated list of services

Search:

!
]

Status Service Name Network Cost Centre

|
i
i
U

07469159964 User 1003159 Vodafone Mr John Jose Jackson

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

O

Confirmation

Cost Centre

Mr Francis Jose Silva

Services to move to this Cost Centre
e (07469159964 (User 1003159)

>» | confirm that | have checked the details above.

6 Account

Cbnnecting and disconnecting a SIM

Management

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

4~ Self Service v

Change Invoice Address

Change Username

Request SIM Change

1 Connect SIMs (

Disconnect SIMs

Change Cost Centre
— Add/Remove Bars
| Add/Remove Bolt-Ons

Support Tickets

Disconnecting a SIM

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

# Self Service v

Change Invoice Address

Change Username
Request SIM Change
] Connect SIMs
Disconnect SIMs (
Change Cost Centre
— Add/Remove Bars
| Add/Remove Bolt-Ons

Support Tickets

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.




II E? L Lto n # Dashboard I Details » A Report Generator v # Admin Tools v # Self Service v

I NG

Disconnect SIMs - 1001900

Vodafone (391) v Disconnect Selected SIMs

Search:
Status Sim Number Service Name Tariff Network
| Active | 07469159964 User 1003159 DY Template 1003110 Vodafone
07748960012 User 1003160 DY Template 1003110 Vodafone
07765883912 User 1003161 DY Template 1003110 Vodafone Change Pendir

You will then be prompted to confirm your decision. Select ‘finish’ and the changes will be implemented.

O

Confirmation

Services to Disconnect
e (07748960012 ()

) | confirm that | have checked the details above.

7. Account
Adding an alert

Management

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

‘ # Admin Tools ~ 4~ Self Service ~

Reporting Groups
User Groups

User Management

Alert Manager (

Alerts & Notifications ;
L.
Reprocess Unbilled Usage 3¢

et

You will be taken to a new ‘Account Level Alerts Screen’. Select ‘Add New Alert'.

I te t @ Dashboard i Details A Report Generator ~ & Admin Tools ~  Self Service ~
BILLING
Show only for Cost Centre Al v
Filter data for Reporting Groups ~ All v
ittt
Account Level Alerts Add New Alert
10 ¥ records per page Search:
Status User Level Customer Network Alert Name Alert Type Bundle Lower  Upper  Bar Description
Super User 1001900 N/A Customer - Total Group Bundle n/a 4.00 10.00 - Customer - Total Group Bundle - 4.00 / 10.00 n

Showing 1to 1 of 1 entries

+ Previous 1 Next -




A new pop-up menu will appear. Choose what information you would like to set up an alert for, 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'.

Add New Alert - Add New Alert -
h @ N

@ Account Level Alert

AURTssTssavaNwNNwY"""“

Data Usage (All) - Customer-1/2/0

Lowers
[ Total Charges - ] ) Send SMS
() Send Email
Total Charges
Uppers
Voice Charges (7 Send SMS
Voice Usage (Overage) (] Send Email

Voice Usage (All)
Data Charges
Data Usage (Overage)

Data Usage (All)

You can then add in a lower and upper threshold. This will prompt ZOEY to alert you when the thresholds are You will be asked to confirm the alert settings. Once confirmed, you will be taken back to the alert screen and you
breeched. Then, select ‘Next'. will see the new alert listed.
Add New Alert -
Add New Alert -
Voice Charge - Customer Data Usage (All) - Customer-1/2/0
Lower threshold * . You can add up to 3 Email addresses/mobile numbers
SMS
Upper threshold * £
Email
Alert Name

Customer - Data Group Bundle

Description Customer - Data Group Bundle -




Account

Management

8.
|Add and removing Bolt Ons and Bars

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

#~ Self Service v

Change Invoice Address
Change Username
Request SIM Change
Connect SIMs
Disconnect SIMs
Change Cost Centre
 Add/Remove Bars i—
Add/Remove Bolt-Ons (

Support Tickets

I

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

*[@  WBookmark Page & Admin Panel  # Home = Customer 1001900 MrJohnsSiva Al &

BILLING

| te kto n # Dashboard [l Details ~ A Report Generator v # Admin Tools & Self Service v

Add and/or Remove Bolt-Ons

Vodafone (391) v Operation Date L
Search:
Selected
Network Bolt-On Code Bolt-On Name =
Vodafone 1000460 100 RoW Roaming Mins
Vodafone 1000461 250 RoW Roaming Mins

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'.

* [0 M Bookmark Page &2 Admin Panel A Home = Customer 1001900 Mr John Silva ! . 2

II te kto n # Dashboard [l Details ~ A Report Generator v # Admin Tools v & Self Service ~

BILLING

| Add and/or Remove Bolt-Ons
)

The Bolt-Ons will be set ON or OFF based on your previous choices. Some of your choices might already be in place and will not be applied, please see below for details before you confirm.

Vodafone 1000460 100 RoW Roaming Mins OFF

Services: Comma seperated list of services
Search:

Status  Service Fixed Charges Usage Charges =
07469159964 | User 1003159 by Template 1003110 ) £10.50 £0.00

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

Il te to n # Dashboard B Details ~ A Report Generator v # Admin Tools v # Self Service v
BILLING

Add and/or Remove Bolt-Ons
Confirm & Complete

The Bolt-Ons will be set ON or OFF based on your previous choices. Some of your choices might already be in place and will not be applied, please see below for details before you confirm.

Bolt-Ons Service Sim Number Current State Setting To Action

100 RoW Roaming Mins 07748960012 OFF OFF Already Exists




I E? i I.to n # Dashboard [ Details A Report Generator v # Admin Tools v # Self Service v

I NG

Management

Add and/or Remove Bars
)

The following Bars will be set ON or OFF based on your previous choices. Some of your choices might already be in place and will not be applied, please see below for details before you confirm.

Ad d i n g a n d re m Ovi ng b a rS Vodafone DV_ADMIN ADMIN OFF

Services: Comma seperated list of services

Search:
1 H ’ 1 ! H Staty Servi Fixed Ch: U Ch: =
In the ‘Self Service’ drop-down menu, select the ‘Add/Remove Bars’ option. slus senice pxed Charges sgectarge: 0 D
07469159964 | User 1003159 DY Template 1003110 (+) £10.50 £0.00
07748960012 | User 1003160 DY Template 1003110 () £10.50 £0.00
07765883912 | User 1003161 DY Template 1003110 (+) £10.50 £0.00

#~ Self Service ~

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

Change Username

Request SIM Change II E?L I.t ; NnG # Dashboard i Details ~ A Report Generator v # Admin Tools ~ # Self Service v

Connect SIMs

Add and/or Remove Bars

Disconnect SIMs [ Gontim & Gompite |

The following Bars will be set ON or OFF based on your previous choices. Some of your choices might already be in place and will not be applied, please see below for details before you confirm.

Change Cost Centre

Bar Service Sim Number Current State Setting To Action
ADMIN 07748960012 OFF OFF [ Aiready Exists |

. Add/Remove Bars ( i—

Add/Remove Bolt-Ons

Support Tickets
I

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

nq # Dashboard [ Details v A Report Generator v # Admin Tools v # Self Service v

Add and/or Remove Bars

Vodafone (391) 2 W

Search
Selected
Network Bar Code Bar Name [+ ] [+ ]
Vodafone DV_ADMIN ADMIN Ell )

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'.




| Invoicing

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.

0.
How to check an invoice Bookmark Page

) tek*on

6 Months

lj tekton
J # Dashboard I Details ~ A Report Generat 12 Months
B I L LING

Show only invoice for las{t4":\

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

Unbilled Details

Invoice Details <

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.

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

0 Bookmark Page AdminPanel ~ ff Home = Customer 1001900 Mr John Silva 8 =2

. te to n . t E kt o n #A Dashboard [ Details v A Report Generator v # Admin Tools v # Self Service v
J BILL & A Dashboard [l Details ~ A Report Generator v # Admin Tools ¥ /& Self Service v I BILLINSG

I N
Show only invoice for last = All v Show only for Cost Centre ~ All v
Show only invoice for last ~ All v Show only for Cost Centre ~ All v
Filter data for Reporting Groups =~ All v
Filter data for Reporting Groups =~ All v
< 01-05-2019 - £ 83.09 01-05-2019 - £ 61.82 01-05-2019 - £ 2,817.52 01-05-2019 - £ 33.00 01-05-2019 - £ 1,231.99 N
a 01-05-2019 - £83.09 01-05-2019 - £ 61.82 01-05-2019 - £2,817.52 01-05-2019 - £ 33.00 01-05-2019 - £1,231.99 R 190500025923 190500025922 190500025921 190500025920 190500025919
190500025923 190500025922 190500025921 190500025920 190500025919 Mr Richard Jose Michaels Mr Richard Jose Brown Mr Richard Jose Green Mr Richard Jose Scaramanga Mr Richard Jose Silva
Mr Richard Jose Michaels Mr Richard Jose Brown Mr Richard Jose Green Mr Richard Jose Scaramanga Mr Richard Jose Silva
Mr Richard Jose Michaels Number: 190500025923  Pre-Tax Amount: £69.24
Mr Richard Jose Michaels Number: 190500025923 Pre-Tax Amount: £69.24 314 Williams Street Date: 01-05-2019  Total Taxes: Q View Tax Details | £ 13.85
314 Williams Street 3 -05-; 3 View Tax Detail £13.85 ABO 3CD
ABO3CD bate 01052019 Total Taxes SR Due Date: 15062019 Total Amount: £83.00
Due Date: 15-06-2019  Total Amount: £83.09 V
Downloads: [ Invoice (PDF) @
Downloads: [SEA TN (2010} @




| | n\/o | C 1N g You will be taken to a screen with a donut graph showing current data usage screen.

10.
How to check unbilled usage

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

500GB Shared 02/VF

lI te kt o n # Dashboard Ik Details ~ A Report Generat: 252.6 GB of 500.0 GB used
B ILLING
Unbilled Details < + Add New Alert

Invoice Details

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.

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

II E?Lklto n # Dashboard i Details ~ A Report Generator v # Admin Tools ~ # Self Service »

I NG

Show only for Cost Centre  All v

Q s =
Unbilled Charges Active Services Inactive Services Product Overview

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

/ \

Active Services

Yes Show Active Services Show Switched Off Services Unbundled Usage ) Bundled Usage (® Total Usage
10 ¥ records per page Search:
Unbilled Charges Status Service Fixed Charges Usage Charges Voice Usage Data Usage Event Usage
¢ 07776594010 | User 1008191 by Template 1003082 o £4.50 £0.00 00:00:00 KB 0 DO- B8
| Acti 07776593781 | User 1003190 DY Template 1003082 (+) £4.50 £0.00 00:00:00 0KB 0 @ %
Fix Voice Charges Data Charges Event Charges e n ﬂ-
£2,110.97 £96.19 £1,905.27
Bundles breached or usage exceeding %50
07423818709 - 50 UK to EU/USA/Canada mins 200 = Either type their name in the search box or scroll through the list until you find the user required. Once found,
07747487632 - 500MB % 100 . . . , . .
07714770865 - 50 UK t0 EUJUSA/Canada mins — select the blue button with a down-facing arrow to download only this user’s usage information.
07703187700 - 50 UK to EU/USA/Canada mins % 100
07788560649 - 50 UK to EU/USA/Canada mins % 89.23
07901005087 - 50 UK to EU/USA/Canada mins % 83.97
07812745289 - 50 UK to EU/USA/Canada mins % 83.7
07747474547 - 50 UK to EU/USA/Canada mins % 82.13
Active Services
07741896702 - 500MB % 76.16 \
07714178831 - 50 UK to EU/USA/Canada mins % 68.27 ves Show Active Services Show Switched Off Services Unbundled Usage ) Bundled Usage ® Total Usage
07734417722 - 50 UK to EU/USA/Canada mins % 58.37 ‘
10 v : & csv
07748963015 - 50 UK to EU/USA/Canada mins % 52.33 fecords per page Search (J—
0 10 20 30 40 50 60 70 80 90 100 110 Status Service Fixed Charges Usage Charges Voice Usage Data Usage Event Usage
cf 07776594010 | User 1003191 DY Template 1003082 (+) £4.50 £0.00 00:00:00 0KB 0

Cancel Unbilled Details

0o - 88
07776593781 | User 1003190 oY Template 1003082 ) £450 £0.00 00:00:00 0KB 0 DO- 88
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The one of a kind
billing solution

|

Call 0203 972 3723 or visit tektonbilling.com




