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Client Portal Help Guide Overview

As a Class Networks customer, you have online access to your phone bill 24
hours a day through the Client Portal. This is a free integrated online bill
analysis tool .
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Billing — Bill Summary Tab

ill Summary

ltemised Calls
Unbilled Calls
Network Calls
Service Charges

Invoices

Call Data Download

The Bill Summary page of the online bill shows a summary of your telephone bill
charges. At the top left of the page is your account name and number. On the right is
the invoice number, the date the bill was issued and the period that the bill is for.

The billing period is selectable from the drop down option and a bill summary
may be selected from one of those available.

Below this are the charges for the bill, split into two sections highlighting the call
charges and the charges for the services provided, such as line rental, broadband etc.

At the bottom of the screen is the amount due, broken down into the net amount
before VAT, the VAT charge, and the total amount.

T
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Billing Reports ’ Logout | 4

Bill Summary
Account Name Class Systems Ltd. Invoice Number 2015/04/10315
Account Number 10315 Invoice Date 01 May 2015
Billing Period 01 April 2015 [v]
Invoice
Summary Of Call Charges
UK Local Calls £ 20.76
UK National Calls £ 136.42
International Calls £ a0
Mobile Calls £ 23479
Non-Geographic Calls £ 87.79
Mobile Originated Calls
Mobile Originated Cails £ 406.15
Inbound Calis
Inbound LoCall Calls £ 046
Inbound Freephone Calls £ 87.73
inboundGeographicCalis £ 285
Additional Services
Telephone Package Rental £ 662.45
Broacband £ 227
Other Charges £ 7625
Refunds £ -161.43
Net Amount Due (excluding VAT) £ 1769.01
VAT at 20% £ 357.80
Total Amount £ 2146.81

You can access previous month’s bills by selecting the appropriate date from the drop down
box next to "Billing Period". If no pull down box exists then you currently only have one bill
to view.
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Bill Summary
temised Calls
Unbilled Calls
Network Calls
Service Charges
Invoices

Call Data Download

The Itemised Calls Page shows the Billed Calls for the period shown. The top left of the
screen shows your account name and number. On the top right of the screen is the
invoice number and the date the bill was issued (if applicable) and the period covered.

Sorting Data

To sort data, click on a column header. If sorting against this column hasn't been applied,
a header click will apply sorting in ascending order. If sorting has already been applied,
subsequent clicks reverse the current sort order.

Itemised Calls

Account Name Class Systems Ltd.
ccount Number 10315

CallType || \ Destination Type |~ | ‘ Date (+] \
Ml Ai v

LoCall LoCall 30/04/2015

LoCall LoCall 30/04/2015

LoCall LoCall 3010412015

LoCall LoCall 30/04/2015
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e AClick on a column Header clears the sort settings on any other columns.
e To sort against multiple columns, hold the SHIFT key down while clicking.
e Toclear a column’s sorting; click its header while pressing the CTRL key.

Filtering Data
To filter data or change the filter conditions:

e Click afilter button. This invokes the filter dropdown, which lists unique
values within a column. To apply filter criteria, click the required value.

Itemised Calls

Account Name Class Systems Ltd.
Account Number 10315

Call Type _ ‘ Destination Type 1= Date
LoCall (Blanks) ns
LoCall (Non blanks) M5
LoCsll Freephone 015
LoCall GPRS M5
LoCall . M5
T In-Geographic e
Gulbound In-NationalCall M5
Outbound LoCzll Vs
Outbound R M5
Outbound T st IS

o [f filtering is applied, the filter dropdown only displays values, which match the
filter criteria. To remove the filter, click (All).

e Type the required text within the Auto Filter Row. A filter condition is
automatically created based upon the value entered, and this is applied to the
corresponding column.

Call Ty ‘ Destination Type ! Date | ‘ Time

TR v [¥?

LoCall LRl 30/04/2015 10:00:45
LoCall LoCall 30/04/2015 10:54:59
LoCall LoCall 30/04/2015 10:54:10
LoCall LoCall 30/04/2015 10:53:34

e  Click the filter row button to change the way the filter works.
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Page Navigation in Grids

To switch between pages, use the grid's Pager:

Page 1 of 660 (13197 items) [1] 2 3 4 .. 660 [>]

Show Column Selector Reset Column Defaults

Exporting Data

To export data (whether filtered or not) click on the EXPORT button, bottom left of the
screen:

l Export ' Show Column Selector Reset Column Defaults

Select Open or Save and define a path for the exported document in the invoked Save As
dialog, and click Save.

m Show Column Selector Reset Column Defaults

You can also apply all of the above to unbilled calls, by selecting here:

Bill Summary
\ltemised Calls
Unbilled Calls

Network Calls

Service Charges
Invoices

Call Data Download

° o |
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Customisation using Column Selector

m Show Column Selector Reset Column Defaults

Column customisation for expert users is available when enabled to change the
visible columns.

The column selector window will show extra available columns.

Column Selector (x]
‘ Access Cost [+] ‘ A
1' Call Info (] ‘
| Carrier =] |
Ircu Desc (+] ‘
| Country Code |~ ‘ v

Drag the required column to the desired position on the header of the grid.

- b4 :
7/ | €U | cLiDesc Fehy |x]| oDt
@ kail Al
08450743613 01272376992
083450743613 01372376992
D3450743613 01372376992

That column of data will now appear.

J

7 ] ’Dl
7] Adl Al 7]

03450742613 ICS Call record demo number 01372376992

] ’ cu ’ CLI Desc ’ Other Party |~

Drag any unwanted columns from the header to the customisation window to remove
them from the grid.

© 06 00 o
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Billing — Service Charges

Bill Summary

ltemised Calls

Unbilled Calls

Network Calls
\Service Charges

Invoices

Call Data Download

The Service Charges tab shows the other charges that make up your bill besides the call
charges. The top left of the page shows your account name and number. On the right is
the invoice number, the date the bill was issued and the period that the bill is for.

The main part of the screen shows a breakdown of the services you are being charged for.
This includes a description of the service and the telephone number that the service is for. It
also shows the dates that this service is for. If it is a one off charge, such as Broadband
migration, there will be the one date. If the service is recurring, such as rental charges, then
the period of the charge will be shown. Finally, the charge for the service will be shown. At
the bottom of the table will be the total charge for these services. NB: This is the total
charges for the billing month selected — not the total appearing on the particular page you
are viewing.

Sorting Data

To sort data, click on a column header. If sorting against this column hasn't been
applied, a header click will apply sorting in ascending order. If sorting has already been
applied, subsequent clicks reverse the current sort order.

cu CLI Desc

-

™ | -
W u

03450743613 ICS Call record demo number

A click on a column header clears the sort settings on any other columns. To sort
against multiple columns, hold the SHIFT key down while clicking.

© 0 9 0 o
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To clear a column's sorting; click its header while pressing the CTRL key.

Filtering Data
To filter data or change the filter conditions:

Click a filter button. This invokes the filter dropdown, which lists unique values within a
column. To apply filter criteria, click the required value.

Destination \

Type Date Time CcLl
1 1 All L]
: (Blanks) !
LoCall 30/04/2015
LoCall apinarnis | (Non blanks)
LoCall 30/04/2015 | 01/04/2015
LoCall 30/04/2015 | 02/04/2015
LoCall 07/04/2015 03/04/2015
LoCall 07/04/2015 04/04/2015
UK Mobile 2710412015 /04
Non-Geographic  09/04/2015 | 05/04/2015 b
Non-Geographic 01042015 | ~rinainnare
Non-Geographic 150472015 U SIS YU

If filtering is applied, the filter dropdown only displays values, which match the

filter criteria. To remove the filter, click (All).

Type text within the Auto Filter Row. A filter condition is automatically created based
upon the value entered, and this is applied to the corresponding column.

Destination =
Call Type Type [:J Date ‘
| ¥ [national x| [v|®
Qutbound Mational 20/04/2015
Qutbound MNational 22/04/2015
Outbound MNational _30/04/2015

To remove the column's filter, clear the text from thefilter row. @ Click the filter row
auto-button to change the way the filter works.

national_x |7

‘.

© 0 o c o
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Page Navigation in Grids
To switch between pages, use the grid's Pager:

Page 1 of 126 (2517 items) 1] 2 3 4 .. 126 (3]

Exporting Data

To export data (whether filtered or not) click on the EXPORT button,
bottom left of screen.

m Show Column Selector Reset Column Defaults

Select Open or Save and define a path for the exported document in the
invoked Save As dialog box and click Save.

m Show Column Selector Reset Column Defaults

Do you want to open or save Calls2015_04.csv from webportal.akjl.co.uk?

. 8 V9N
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Online Help Wizard

Online help is available within the Portal by selecting Eon any online page.
When is clicked upon, an online guide for using the functionality specific to
the page you are on, will display.

Billing — Invoices

Bill Summary

Itemised Calls
Unbilled Calls

Network Calls
\ Service Charges
Invoices

Call Data Download

The Invoices page of the online bill allows you to view an image of your paper bill.
These bill images are in Adobe Acrobat PDF format. To view them you'll need Adobe
Acrobat Viewer available for free.

The main table on the View Invoice page shows the bill date of each image available.
Click on 'View' next to the required date to view the appropriate bill image.

—
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Billing — Call Data Download

Bill Summary

ltemised Calls
Unbilled Calls
Network Calls

Service Charges

\ Invoices
Call Data Download

The Download Call Data allows you to download the itemised call data as a CSV
(comma separated value) file that can be loaded into a spreadsheet program such as
Microsoft Excel.

The main table on the Download Call Data page shows the bill date of each image
available. Click on 'View' next to the required date under the 'Download CSV' to
download the call data file.

© 099 o o
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Billing — Subsites

Bill Summary

Itemised Calls
Unbilled Calls
Network Calls
Service Charges
Invoices

\ Call Data Download

SubSites

You can view individual pdf format bills for each of the subsites set up on your
account here.

—Bitt-Su Customer Details
—n Change Password

Account Nu

Usage Alert Rules

Usage Alerts Summary

Invoice  call Usage Alerts
Summary Org awl naroes
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Customer Details

The customer details page shows your current customer information. This includes your
account name and number and the name of your contact person. It will also show your
main address and the invoice address if it is different from your main address. Finally, the
page will show your email address or addresses, indicating which ones of these addresses
your electronic bill will be emailed to.

Change Password
If you want to change the password you use to log into the online bill, click on the
button at the top of the page.

This will bring up the change password screen. To change your password, enter your
existing password along with what you want to change it to. You will also need to re-
type this new password to confirm it.

Your new password should be between 8 and 16 characters long. It should not
contain any spaces and should contain at least one digit. It is also case sensitive.

Reports — Top 10 Analysis

Customers can report upon their bills, which is a very useful function within the Client
Portal system. This allows the customer to view their activities and to see how the cost
is allocated to the usage on their lines. This area of Client Portal is also particularly
effective for identifying potential fraud situations within the business.

Top Analysis il
Call Summary By Date

Account Name Class Syst

Account Number 10315 Graphical Reports

Network Management Reports
CLI Description  ALL IMR Reports

The first option is “Top 10 Analysis’ which gives a brief overview of usage. These
Reports allow customers to report on ‘Destination Types’ including ‘All” destination
types, International, Local, National, Non-Geographic and UK Mobile.

e‘???!‘?
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The customer also has the option to choose which billing period the reports will
cover, which allows them to build up an idea of usage patterns.

Invoice Number 2015/04/10315
Invoice Date 01 May 2015

Billing Period 01 April 2015

Once these parameters have been decided they can then choose from the ‘Select
Report’ drop down menu, which includes ‘Most Expensive Calls’, ‘Longest Calls’, ‘Most
Frequently Dialled Destination” and ‘Most Frequently Dialled Numbers’. By selecting an
option, this will automatically display the report in a list format underneath showing the
top ten results.

Select Report Quantity 10

Select Report
Most Frequently Dialled Destination

Maost Expensive Dialled Numbers - Total

Most Expensive Calls

Longest Calls

CLis With Most Calls

CLIs With Highest Calls Cost

CLiIs With Most SMS Calls

CLls With Highest SMS Calls Cost

Calls Durati

1901 CLis With Highest Roaming Calls Cost X
1536 CLIs With Highest UK Data Cost [

CLlIs With Highest Roaming Data Cost |
931 CLIs With Highest UK Data Usage g
356 CLls With Highest Roaming Data Usage 2

e = -2 s

—
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Reports — Call Summary by Date

This section lists how many outbound calls were made on a particular date. It also displays
the total duration and cost billed at the end of each day. This is useful for comparing
productivity and identifying potential weekend abuse.

Customer Reports Logout

Top Analysis \lop Analysis

all Summary By Date

Account Name Class Syst

Account Number 10315 Gil'aphl(ial RGDOITS

Network Management Reports

CLI Description ALL IMR Reports

The customer also has the option to choose which billing period the reports will cover,
which allows you to build up an idea of usage patterns.

The results are displayed monthly depending on which Billing Period you choose from
the drop down menu located top right of the Reports section.

Invoice Number 2015/04/10315
Invoice Date 01 May 2015

Billing Period
01 March 2015 A
D1 February 2015

01 January 2015
10[v] D1 December 2014
_|01 November 2014
Most Freguently Dig 01 October 2014

01 September 2014

01 August 2014

01 July 2014

01 June 2014

01 May 2014

Dt A SR Y P
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Reports
Graphical Reports

The Graphical Reports page shows a graphical representation of the selected month's
call data. A number of different data graphs can be selected and will show data by hour
of day, day of week, day of month or by duration distribution.

Top Analysis Top Analysis

Account Name Class t Call Summaw By Date
Account Number 10315

raphical Reports

Network Management Reports

CLI Description ALL IMR Reporis

Each of these graphs except the Duration Distribution graph can plot either
number of calls, the duration in minutes or the cost value of each call. Each
graph can be represented as either a bar or a line graph.

This dashboard style reporting is particularly useful for at-a-glance information on
calling - a simple, yet effective method of helping you to understand your bills.

m REpois ogom _

Graphical Reports

Account Name  Class Systems Lid. Invoice Number 2015/04/10315
Account Number 10315 Invoice Date 01 May 2015
Billing Period 01 April 2015 v
CLI Description  ALL E Graph Name Day Of Month El
Telephone No.  ALL [~] Plotted Value Minutss[ V|
Destination Type ALL v] Graph Type Bar (V]
Call Type ALL [v]
Day Of Month
4000
0 3000 -
U
et
=
£ 2000 -
=
1000 -
(el B EFCA—— W H NN F W N H NN EE FFEE R NN PV N B NI
1 2 3 4 5 6 7 6 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 3N
Date
Mnutes |
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