SITE NAVIGATION, HOMEPAGE, AND BILLED OVERVIEW

Introduction to site navigation and homepage

Once logged into Mobile Manager, you'll be taken to the homepage. From here you can navigate around Mobile Manager to suit your

needs.

The homepage has various tiles that show the main features available to you in Mobile Manager and can be used as shortcuts to
the areas you need most. You can drag and drop the tiles to rearrange them to suit you.

WELCOME TO MOBILE MANAGER

Here you will see the main features available to you in Mobile Manager.

Drag and drop - click and hold the tiles to rearrange them in any order you want.
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The navigation bar down the left side of Mobile Manager allows you to move between the different areas. Some areas, such as
Overview and Reports, may have multiple tabs to cover ‘Billed’ and ‘Unbilled’. For more information on each of the sections, check
out our user guides.
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Notifications

In the top right corner, there is a ‘bell’ icon, here you will be alerted to any new notifications. Notifications can include updates and
What's New articles to keep you updated on everything that's happening in Mobile Manager. By selecting the icon, you can read and
dismiss the notifications.
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Dismiss notification  Mark as read
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Favourites

If there are specific pages that you use most often, you can add them to your ‘Favourites’ and this allows you to navigate directly to
a specific page. Your list of favourites can be found in the top right corner by selecting on the ‘star’ icon. A page can be added by
selecting the star icon next to the page title of the page you're viewing.

If you'd like to remove a page from the ‘Favourites Menu’, select the bin icon next to the page name.

Help and support

You can find ‘Help and support’ information by selecting the ‘question mark’ icon in the top right corner. The ‘Start Tour’ and ‘Show
Hints' links give you helpful hints for each page on the site.

The ‘Help and support’ link gives you access to videos, user guides, and FAQs to support you when using Mobile Manager. You can
also submit feedback to suggest improvements and find contact details for the Mobile Manager team should you need any further
support.

My Profile

You can amend your profile details and preferences using the ‘person’icon in the top right corner. When you select ‘My preferences’
you can amend user details, your password, and security settings, such as two factor authentication.

Two factor authentication App

To set up two-factor authentication by app, click the ‘Use Authentication App’ button. You'll need to have an authentication app
already downloaded on your phone to scan the QR code.

You can choose which authenticator app you use but we recommend either Microsoft or Google.

Once you have your app of choice downloaded, click through the app until you can select ‘scan QR code’. Alternatively, at the same
point you will be given the option to enter the code if you would rather, this code can be found below the QR code on Mobile
Manager. You do not need to log in to the apps to go through with this process, but you will need to allow the app access to your
camera when it asks.

Once you have scanned the QR code, you will be given a code on the app that you need to type in Mobile Manager. The pop-up box
will change automatically once you get to this point, so you won't need to change screens. The code will be on a timer in the app so
you will need to type it into Mobile Manager before it resets.
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Two-factor authentication will then be turned on for app authentication and you can close the pop-up box. To log in going forward,
you will enter your details as usual, and you will need enter the new code from the authenticator app into Mobile Manager.
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Email

To set up two factor authentication by email, click the ‘Use Email’ button in the ‘Email’ box. You will then need to type your email
address into the ‘Enter email address’ box. You'll receive an email with a confirmation code, type this into the box on Mobile
Manager. Two-factor authentication will then be turned on for email and you can close the pop-up box. To log in going forward, you
will enter your details as usual, and you will receive an email with a code that you will need to input. To turn off, click the “Turn off’
button in the email box on the ‘My preferences’ page.

Message

You can chat to our digital assistant by selecting the ‘Message’ button at the bottom left of the page to help solve any issues you
may have. A chat will pop up where you can type and send your issue.

Hello

How can | help you?

Bot - 13:07

Service

13:08

O What is your query in relation to?

13:08

Bot - 13:08

Q First, can | get your name?

Bot - 13:08

Name

13:09

Thank you. Next can you tell me the
business name you want to talk about

Q today?

Bot - 13:09

Type your message here... @

Overview
View your ‘Billed” and ‘Unbilled’ summaries in the ‘Overview’ section.

For more information about the ‘Unbilled’ section, check out our ‘Unbilled usage’ user guide.

Billed Overview
You can view your summary of your latest billing information here and you can view it as either a table or a chart.

Mobile Manager holds your most recent 3 months’ bill information in full itemised format, and 13 months of summary billing
information on a rolling basis. Click on the drop-down box to view all of your available billing periods.

Company Name

Name

Billed overview

Summary information about your latest billing information as well as trend - you can view information as a table or chart.
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