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Your quick start guide

You can find everything you need on the main screen. Clicking on the tabs will change
what you see in the main information area. You can learn more in your My O, Business user
guide or by visiting 02.co.uk/business/myo2business and clicking the laptop picture.

Main screen

rerms and Conditions Functional Toolbar

Some features of My O, Business give you a

Q G ) S Y SMS M g Tariffs and recent charges G Functional Toolbar.
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O] NTIGEEL R (30 Ve, Invoice dates : Last : 05 Feb 2012 Next expected : 05 Apr 2012 =
2 et v - ’ Save and download.
|5 vl il e Ve Device : 3G POSTPAY SIH%
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B Emven (e z|| Connected date: 11 Jun 2007 - Print the report to file as you see it
Cost centre : -E

WA T ALk 11 on-screen.
g Anrset o User spend
@ AR o Lot (W Total of recent charges :  £28.26 Avg spend for the previous 3 months (ex VAT) : £17.39 IE' The address book lets you add

private and public addresses as
well as importing and exporting
lists.
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[ I R 14

|5 srocamnras om arisiies 12

5]« rsna g ¥ SR 10

@ ] Hide View Options R 8
(Showall ~. :

\4d Telephone No i Recent charges 5
W Status Ld Name h 0

\_Expand all Collapse all April  May1l  Jun 11 Jul 11 Aug 1l Sepl1l  Oct1l  MNov1l Decil  Jan12  Feb12  Mar12
A - Your account structure D - My O, Business main tabs H - The information area changes
B - Viewing options for your account E - Sub features depending on the feature you have
structure chosen

F - Your online account details”® . _
I - Video and tutorials

C - Search your accounts G - Download your reports

* These are all your login details not your O2 account details.



Reports

The Reports tab lets you review how much you spend. It gives you easy and clear
totals, summary and trend information across your account. You can even create your
own report filters. Simply view, print or download from the Reports feature at any
time in pdf, xls or csv format.

View demo

" My details

About 02 Logout

SMS Messenger o

My reports

Account management Invoices

Filter sets

Q Dashboard
Change reporting level er RS T AL P DRET R TUTRALREL. L Lt o] m

Maonthly spend = G Grnph Data

1400

Watchpoints Watchpoint alerts Scheduled reports Define Reporting Structures

Average monthly spend over 12 months (ex VAT) :

1200

paY A whad - ht A b v pud ot ﬂ odﬂ o ot pec b yat b fep A what i
Reports Invoice list
Delivery option :| Immediate - G
Report name Selected

Top dialled by value

Top dialled by volume 0 o

Top dialled by frequency

Highest spenders

Analyse invoices between December 2011 to February 201

Terms and Conditions

2

£1,202.97
Total spend for last month {ex VAT) : £860.88

Key
[lispend | vaT: £589.68
(1000 Total (ex VAT) : £3,425.45
800 Total (inc VAT) : £4,019.14
600 Account number : 3843282
400 Connected subscriptions : 26
200 Cost centre :
(1] Please note: This is NOT a VAT invoice, it is for information purposes anly.

A - Report options (see opposite) D - View reports G - View invoices

B - Change reporting level and structure E - Report delivery options H - Toggle between data and graph

C - View graph by usage or spend F - Predefined reports I - Select date range

Report options

Dashboard - provides a summary of
your spend, based on the reporting
structure chosen.

Watchpoints - allows you to set up
alerts.

Watchpoint alerts - once the
Watchpoint has been set an alert will tell
you who met or exceeded the limit.

Scheduled reports - lets you create
a recurring report to run automatically
and email results.

Filter sets - use to filter usage reports
to look at specific call types, dates,
destinations, costs, numbers dialled and
more.

Define reporting structures - create
new reporting structures that are right
for your business.

SMS Messenger (SMB customers only)
- send text messages to all or some of
your colleagues.



Invoices

Review your invoices and transactions, both on your complete account or individual
user. And thanks to the powerful filters, you can analyse usage over a period of time,
by call type, duration and date.

| My details My reports About 02 Logout View demo Terms and Conditions

Account management Invoices

All invoices Current transactions

@ O a

Due date 0 Usage
05 Feb 2012 Usage

Account name Partial Invoice Invoice number Invoice date Total (ex VAT)

TR R G g e ] 05 Feb 2012 £860.88
. v . s
W’h’ C Wy | My details My reports About 02 Logout View demo Terms and Conditions
fowtt phea )} AN —
(AT RS jaf Account management Invoices Administration
R RN Mt Invoice (38565901) Current transactions
ke WYE, MM T iTnvoices T — @ ¥ Q
T e i L
+%4 .2 ¥ (Testing Account)
Invoice number : 38565501
Invoice date : 05 Feb 2012
A - ShOWS a” invoices* Charges against ¥v{g%, (Testing Account) (ex VAT) : £0.00
Subscriptions total (ex VAT) : o £B60.88
B - Shows your transaction history Total (ex VAT) : £660.88
including payments and invoices” VAT
. L . . at 20.00% : £172.18
C - Select an individual invoice Total (inc VAT) : £1,033.06
D - View usage ¥ Subscriptions :
E _ VleW indiVidUal number Subscriptions Metwork Total calls Total (ex VAT)
. . T ALY T 02 Mabile 0 £47.00 =
information R
02 Mabile 0 £40.51 J
F - Invoice data 02 Mabile 0 £35.00
G - Export invoice data 02 Mobile 0 £272.00
. 02 Mabile 0 £12.00
H - View current allowances
' 'J.“ 02 Maobile (1] £12.00 =
Total (ex VAT) : £860.88c.>
Telefénica UK Limited. Registered in England & Wales no. 1743099, The allowances displayed are those which have been used on this invoice.
Registered Office - 260 Bath Road, Slough, Berkshire SL1 4D% The allowances which have no usage on this invaice will not be displayed. Current Allowances View usage J
UK VAT Reg. No. GB 778 6037 85 Flease click on 'Current Allowances' to ses any active allowances on your account.

*Invoices and transactions are made visible from your selection on the account structure within Account Management.



Administration

Create, edit and control how My O, Business is used.

A - Search users

My details My reports About 02 Logout View demo Terms and Conditions

B - Use Access administration to assign
reporting levels to individual users

e Administration

User administration Access administration Activity Log G 0 @ c . ACtIVl_ty |Og - see V\/hat haS beeﬂ
Q e ' Create new user happening and when
Enabled? User name First name Surname Role Selected D - Easily check which users are enabled
v Bhededd e Jodie chambers SHB End User E - Individual roles are clearly displayed
v i TR T Mark Brockway SMB End User
» PArEting) e ol SHE Admministrator F - Options allows you to edit or copy

Q G users

G - Create new users and assign
reporting levels easily







