
Introduction to the downloads section

This guide explains how to use the Downloads section in Mobile Manager to:

Access billed and unbilled exports

Schedule data exports

View download options

Reschedule downloads

View archived downloads

In the ‘Downloads’ section you can only download your reports. To view reports in Mobile Manager 
before downloading them, see the ‘Reports’ user guide.



Please note: Mobile Manager holds detailed itemised data for up to three months and summary billing 
data for a rolling year. You can only create new reports while the data is available within these 
timeframes.



Downloads reflect the phone labels and hierarchy structure at the time the report was created. If your 
data changes during a billing period, you can regenerate the report to download the latest information.

Billed and unbilled exports

The Downloads section provides access to both billed and unbilled exports. Unbilled data may change 
when new billed data files are loaded, so you may need to regenerate your export to view the latest 
available data.

Scheduling a report

To create a report, select ‘Schedule data export’. Set your format options if needed. To include 
hierarchy structure information, tick the ‘Include structure hierarchy columns?’ checkbox. If you’re using 
Excel, we recommend ticking the ‘Improve Excel compatibility’ checkbox. Then select ‘Create data 
extract’.



Downloads can take some time to create. You can check the latest status in the ‘Status’ column and will 
be notified in the top right-hand corner of the screen when your report is ready. You can continue using 
the site while your report downloads. Once available, a ‘Download data export’ option will appear.

Download options

Each download summarises information by cost centre name, cost centre code, phone number and 
username.



Here’s an overview of each download option:



Full usage download — full itemised usage for all the phones you can access (we recommend 
generating and saving a copy each month so the information is available when you need it)

Full usage download (excluding data usage)

Full usage download (data usage only)

Short phone summary — summarises usage and costs for each phone, including calls, SMS, 
roaming, talk plan charges and credits

Long phone summary — everything from the ‘Short phone summary’, plus a more detailed 
breakdown of usage types, call volumes, durations, VAT-exempt call costs, account and invoice 
number

Charges download — a breakdown of all charges, including descriptions and charge dates for each 
number

Cross Monthly Phone Summary Report — a 12-month summary of spend across your phone 
numbers to support trend analysis

Rescheduling downloads

Select ‘Reschedule new data export’ from the drop-down menu next to the report. This creates an 
updated version using the latest available data. You’ll be notified when it’s ready to download.



Once a report has been generated, it remains available in the download section for up to 12 months, in-
line with the rolling year data availability.  

After the underlying data expires, reports cannot be re-run, but can be re-downloaded if they are still 
available.

Archived downloads

Please note: From January 2026, key reports are automatically stored in the Archive, building up to 24 
months of historical data. This provides longer-term access to information without needing to generate 
reports before the original data expires.  

Select the Archive tab to view previously generated downloads.



You can filter archived files by date and type, then download them again if needed.


