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INTRODUCTION 
 

This guide will help you get started with Mobile Manager and provides an 
overview on online ordering. You’ll also find supporting information on each 
page within Mobile Manager via help hints.  
 
Head to: Mobile Manager > Help Menu (on the top right-hand corner) 
 
It’s worth noting that not everything in this guide is relevant to all types of 
users, due to different access permissions. If there’s something here you think 
you need to use, but you don’t have the correct user rights to access, please 
talk to your company’s main administrator. 
 

OVERVIEW 
 

Mobile Manager (www.mobilemanager.ee.co.uk) provides you with the ability 
to view and analyse your mobile billing information online, and amongst other 
services, it also enables you to:  

• Create and update a company structure to organise your phones 

• Set up other users within your company to use the service 

• Create reports based on billing information 

• Change user-names  

• Change Network Features (Simple Service) 

• Change SIM cards 

• Request PAC/STAC Codes 

• Download Equipment and Airtime invoices 

• Order online 
 
Full itemisation for every user is available, many reports and summaries are 
available to cover every aspect of usage and spend. Reports can be 
downloaded in a variety of formats, including .csv and .pdf. Phone users can 
also easily tag their personal calls (if user access permits) and submit the 
results for recharging centrally.  
 

ONLINE ORDERING 
 
Online Ordering is available on Mobile Manager allowing you to order devices 
and accessories online at your convenience.  If you are a top level 
administrator and have not been set up with online ordering please contact 
the Mobile Manager Support team at mobile.manager@ee.co.uk 

If you have been added to the Mobile Manager portal by a colleague, please liaise internally to 
have your access updated. 
 

http://www.mobilemanager.ee.co.uk/
mailto:mobile.manager@ee.co.uk
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Once set up with Online Ordering the navigation bar will display an additional 
‘Order’ link. Click this link to access the online shop.  
 
When you first enter the ‘Order’ section, you’ll have the option to view either 
devices or accessories. Select the product category you wish to view by either 
clicking on the category images or by using the quick access bar. You can also 
search for a product using the search box if you know what you are looking 
for. 
 
 

 
 
Once you are in a product page, you can further refine your search using the 
left hand menu. Or by selecting different variants across the top menu. 
 

 
 
 
 
Once you have added your product to the basket you can use the navigation 
bar to continue shopping if you require additional items. Your basket in the 
right-hand side will update with an icon showing how many products are being 
ordered. You can view the contents of your basket at any time by clicking on 
the basket icon and then ‘View basket’ in the top right of the screen. This will 
also enable you to checkout and progress your order.  
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Within the ‘View basket’ page, you can change quantities and also remove 
items if required. The total cost of your order is also displayed. For new 
connections, you will need to enter a username, and for upgrades, you’ll need 
to input an existing phone number.  
 

 
 
 
To confirm your purchase click the ‘Purchase’ button. In the next screen, you 
will be asked to select a delivery address. You can add/use a different delivery 
address to your invoice address. Please note if you are ordering for the first 
time, you will need to enter a delivery address which will then be saved for 
next time usage.  Click ‘Purchase’ to continue 
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In the next screen, complete all fields marked with a red *. You will need to 
select or enter an EE airtime account number and EE equipment account 
number you wish order against.  These willl appear in a drop-down menu for 
you to select. If you wish to enter a new airtime or equipment account number 
you can do this in the space provided. 
 
Click ‘Purchase’ to continue. You will now need to confirm you have read and 
agreed to the terms and conditions before you confirm your purchase. Also, 
make sure you review the information on the screen. Once you are ready to 
submit your order, click ‘Purchase’. Your order is not submitted for processing 
until you click on ‘Purchase’ on the ‘Final Order Review’ page.   
 
In the next screen (‘Order Confirmation’), you will be able to download a pdf of 
your order. You can also view your order history via the ‘Admin’ section 
‘Reports’ menu.   
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DISCLAIMER 
 

This document has been produced by EE and is furnished to you solely for your 
information and may not be reproduced or redistributed, in whole or in part, to 
any other person. 
 
The contents of this document are strictly private and confidential between 
you and EE and you must keep confidential all information contained herein 
and shall not disclose any part of such information to any third party, or copy it 
in any form, without the prior written consent of EE. If you have an agreement 
with EE, you are bound by the confidentiality and other obligations contained 
in such agreement in respect of all information contained in this document. 
 
Whist EE has taken care to try and ensure that the information contained in 
this document is accurate at the date of publication, EE cannot accept any 
liability for any error or omission. The Mobile Manager website is under 
constant development and as additional information becomes available or any 
inaccuracies become apparent, EE reserves the right, but shall not be obliged, 
to make alterations to the data contained herein. The up-to-date position 
should be checked with your EE Account Manager. 
 
This document and all intellectual property in the document and the 
information and data contained in the document, including without limitation 
relating to its format and presentation, is and shall remain the sole property of 
EE. 
 
Nothing in this document is binding on EE or any of its parent or subsidiary 
undertakings or any of its officers or employees. 
 
No representation or warranty (express or implied) is made as to, and no 
reliance should be placed on, the fairness, accuracy or completeness of the 
information contained herein and, accordingly, none of EE or any or of its 
parent or subsidiary undertakings or any of its officers or employees accepts 
any liability whatsoever (save in respect of fraud or fraudulent 
misrepresentation, and personal injury or death to the extent that it results 
from its negligence) arising directly or indirectly from use of this document. 
 
By accepting this document, you agree to be bound by the foregoing 
limitations. 
 


