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INTRODUCTION 
 

This guide will help you get started with Mobile Manager and provides an 
overview on usage tagging section. 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.  
 

 

 

 

 

 

 

http://www.mobilemanager.ee.co.uk/
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ADMIN USAGE TAGGING 
 

Call tagging gives users an easy way to calculate and declare the cost of any 
personal calls they make on their company mobile and makes it easy for 
admins to collect the final results for internal recharging. 
 
Tagging usage isn’t mandatory. You can just use this functionality to give end  
users access to what they have used/spent without tagging any usage/calls. 
 

 

 

For printing, saving and scheduling options, use the icons on 
the top right of the report you’re viewing.  
  

 
The two icons next to the record type you’re viewing control how you drill into 
the data further: 

 
 

 

Drills into the company structure i.e., clicking Select Groups in 
a category will show you all usage per department 
 

       

Takes you straight to the call itemisation view for the selected 
category within the tagging section   

 
 
Also note that once you are within a page, the list of tagging options that you 
see when you first entered the ‘Tagging’ section will remain at the top. Hover 
over a section to view the corresponding pages  
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. 
 

The navigation pane at each page allows you to move within the menu  

 

We’ll be looking at the Usage Tagging options for admins in this section. 
 
 

TAGGING 
 

Within the ‘Tagging‘ area you can view reports based on the business and 
personal usage split of your company mobiles 
 
 

TAGGING HOME 
 

The ‘Tagging Home‘ report shows a breakdown of business and personal usage 
for each section of the company structure.  
 
‘One Line Per‘: lets you change the report to display summaries grouped by any 
tier of your structure, or a full list of all phones in one go. 
 
‘Show Tagging By‘: changes the focus of the report between cost, duration, 
call volume, data volume and events volume.  
 
‘Show Type‘: switches between viewing both business and personal costs, or 
either one individually. 
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TAGGING STATE 
 

The ‘Tagging State’ report gives you a clear overview of your users’ tagging 
activity so you can keep track of who has and hasn’t submitted their tagging 
yet, and know when to begin processing the reports. The report separates your 
phones into the following categories: 
 

• ‘Made no calls’ – Phone Users with no usage in that billing period 

• ‘No user assigned’ – Phones that don’t have a user assigned to them 

• ‘Not viewed’ - Phone Users that haven’t logged in and viewed this 
month’s calls 

• ‘Submitted’ - Phone Users that have submitted their tagging 

• ‘Viewed’ - Phone Users that have logged in but not submitted their 
tagging yet 

 
Click ‘Select Groups’ to drill down through the company structure or ‘View 
Details’ to see an itemised list of calls. 
 

 
 
 

TAGGING USAGE 
 

The ‘Tagging Usage’ report shows a breakdown via company structure of the 
personal and business usage. 
 
Click ’Select Groups’ to drill down through the company structure or ’View 
Details’ to see an itemised list of calls. 
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PHONE USERS LIST 
 

This gives you a quick and easy way to see which phones you have with users 
assigned, and which don’t. 
 
‘User Assignment’: lets you switch between viewing all phones, or either all 
phones with users assigned or no users assigned individually. 
 
This report can be viewed using any company structure you are assigned to. 
 
In the downloaded report, the red and green dots are replaced by the text 
“User Assigned” or “No User Assigned”. 
 
 

TAGGING 
 
Lock and unlock your users’ submissions and send email reminders to users 
who haven’t completed theirs. 
 
 

SEND EMAIL REMINDERS 

 
Useful to send an email reminder to those users who haven’t yet completed 
their tagging. 
 
 Just tick the box next to the users you want to remind (this list only shows 
users that haven’t submitted yet), and click ‘Send Reminder’. 
 
You can filter the report by the company structure, or by tagging state (all/not 
viewed/viewed), and search for specific numbers. 
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UNLOCK COMPLETED USERS 

 
Once users have submitted their tagging, their tagging options are locked, so 
they can’t make any further changes after that. If they realise they’ve made a 
mistake and need to amend their tagging though, users with admin access can 
unlock their tagging. 
 
As with the ‘Send Email Reminders’ tool, you just need to tick the boxes next 
to the users to unlock and click ‘Unlock’. 
 
 
 
 
 

LOCK / UNLOCK USERS NOT COMPLETED 
 

The ability to lock the tagging for phone users who have not yet submitted 
their call tagging is a useful tool if you decide to set your users a deadline for 
submitting their tagging. 
 
This works in exactly the same way as the ‘Unlock Completed Users’ tool 
above. 
 

FULL TAGGING USAGE 
 

This allows you to download in .csv or Excel format a one line per phone 
breakdown of personal and business spend and usage. Please note this report 
is company structure aware. 
 
 

REPORT WIZARD 
 
Create a bespoke report based on usage or charge information. 
 
 

SCHEDULED REPORTS 
 

In this section, you’ll be able to view any reports that you have scheduled from 
Mobile Manager. 
 
 

CALL REPORTS - NEW 

 
This works in exactly the same way as the standard ‘Report Wizard’ from the 
‘Reports’ menu, but with the added option of filtering by Tag Status (business 
or personal) and Tagging Status (all, viewed, not viewed, no user assigned, 
made no calls or submitted). 
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USER USAGE TAGGING 
 
As a Phone User in Mobile Manager (also known as Splitbill User) you can view 
your usage data online, create reports and separate your business and 
personal calls and declare them to your company. 
 

 
 

USAGE TAGGING 
 

Usage tagging allows you to identify and tag any personal calls you have made 
in the previous month. This can then be submitted to your company for 
analysis and recharging, saving you pouring over a paper bill with a highlighter 
pen and calculator each month. 
 
When you first click ‘Usage Tagging’ you’ll see all the numbers you’ve 
contacted that month. To tag all calls to that number as personal, just click the 
radio button to the left of it. The running total at the top of the list will update 
as you go. 
 

 
Select a radio button to mark a call as personal. The running total at the top will update accordingly 

 
If you have numbers to which only certain calls are personal, you can tag those 
specific calls by clicking ‘Home’ icon next to that number, and tagging the 
individual calls.  
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You can also change the text displayed in the ‘Description’ column for any 
numbers you dial to something more memorable – just click the icon to the 
right of the number (highlighted here), and enter your text. ‘Tag Future Usage 
As Personal‘ will ensure that number is always tagged. You can also choose a 
different icon for that number from the selection available. If you have 
multiple pages of numbers, just click ‘Next‘ and repeat the process until you’re 
done. To save all your changes, click ‘Save All Tagging‘, and to submit your 
tagging (and lock it against any further changes), click ‘Finish‘ at the bottom of 
the page.  
 
 

TAGGING REPORT 
 

Shows a combination of all business and personal usage.  
 
 

SCHEDULED REPORTS 

 
In this section, you’ll be able to view any tagging related reports that you have 
scheduled from Mobile Manager. 
 
 

CALL REPORTS - NEW 

 
Create a bespoke report based on usage or charge information. 
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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. 
 


