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MyAdmin Introduction

MyAdmin is the tool on btwholesale.com which gives your company administrators improved control
over your employee’s access to key BT Wholesale systems, saving time and strengthening security.
This means that tasks such as password resets and application requests can now be done by
nominated administrators within your company.

What applications can be managed in MyAdmin?

20C/21C Fault Diagnostics

BT Wholesale Pricing Tool

EcoPlus

Knowledge Based Diagnostics
Migration Forecast & Allocation
New Knowledge Based Diagnostics
Reactive Repair Tool

Self Service Repair

Tags On The Line

Broadband Content

Ethernet Loop Diagnostics

Ethernet Diagnostics

BT Wholesale Voice Products Ordering and Support System
WBC Migration Controller

PLEASE NOTE: To access MyAdmin, please complete the MyAdmin application form and send to

btwholesale.direct@bt.com. You’ll need to get this signed off by your BT Wholesale account manager
before sending.
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Open MyAdmin and request access

You can request access to, and open MyAdmin from My BT Wholesale. To do this:
Step 1-Log into My BT Wholesale
1. Go to https://my.btwholesale.com

2. Enter your Username and Password.
3. Click Login.

BT wholesale Productséservices  Salestools  Help&support  Contactus Q My BT Wholesale Clickon My

BTWholeasle

Fortehome  Forthebusnessandpublicseor  Forgiobel business  Moresies

BTwholesale

Click on Log in

What is My BT Wholesale?

My BT wholesale gives you easy access 1o a wide range of information and services, all in one place
Log in to access My Apps, Business Zone, Briefings and much more.

Username =
Password * show

By clicking login, you agree to our tenms of use and privacy policy.

Register for an account. | Can't acoess your account?

Once logged in you can open the MyAdmin app from Business zone or My Apps.

Option 1 - Business zone

From ‘Business zone', select the Administration tab.

Progucts § Services aies Tooks Kels & Sapport ty BT Wl

Business zone
overview

When you select the option, simply enter your PIN Number and click READY.
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ENTER PIN

FORGOTTEN PIM

Option 2 - My Apps

You can also open by selecting My apps, and then Administration.

Overview My orders Repairs & Faults Inventory Billing My apps My briefings Administration

My BT Wholesale

Access our wide range of ooline applications, services and tools, all in one place. Go to My apps to
sccuss services available to you, Browse the other tabs below to see how you can register for more

apps.

Faults & Planning &
. : Billing Content reporting

You'll find itunder My Admin.
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My Admin

My Admin grees you improved cantral over employee access to key BT Whalesale systems, saving
time and enhancing security.

This means password resats and application requests can be done by nominated administrator users
within your comparny.

Dewnload registration form
To register fior this app, please download the registration form and ask your
manager or BT Account Manager to email this form to btwholesale.direct@bit. com.

If you are not sure who your Account Manager is, please call us on 0B00 671 045 or contact us online.

After selecting the option, simply enter your PIN Number and click READY.

ENTER PIN

* PLEASE ENTER THE PIN NUMBER

[ mor |
FORGOTTEN PIN?

© British Telecommunications plc, 2010
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You'll be taken to My Admin.

Overview My orders Repairs & Faults Inventory Bilfing My apps My briefings Administration

> User Details _Please click Confirm to save

> Action ESR Usor: St

> Add Applications

» Add Content Emat o - -

» Personal Details User Status:

> Business Details R -

» Gonerate PIN ) Active ) Suspended L) Inactive

» Mdd Business Zaoe Rolesycor has the following role(s):

« Manage Admin Requests  Business Zone Role Type of Access:

< BulkAdd Business Zone  plenGmdlser partial
Roles 0::‘«' Muuq)evm.-ml partial

< Manage ESRs

< Search User

< Download Users User belongs to these user groups:

« Download User Briefings
Categaries User Grous:

« Manage Saal Services ' .

User is an administrator in these ESR groups:

ESR Groups:
The selected user is not an administrator of any group.

User rights for the following Applications:

Applications Type of Access:
BusinessZone full
Eco Plus full
New Knowledge Based Diagnostics full
Quick Quote full
Tags On The Line full
User Rights For The Following Content:
Content Type of Access:
Broadband Content full
« PACx QONEIRM »
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User management

MyAdmin lets you update one of your users profiles, for example their title, first name, surname, emalil
address, password or telephone number.

You can also use MyAdmin to remove a user's access when they leave your company. You should do
this immediately to ensure they're unable to access confidential information and systems found in My
BT Wholesale.

Inthis section, we'll show you how to:

+ Reset a user's password

+ Delete a user

+ Update user details

+ Reactivate a suspended or inactive user
* Generate or reset a user's PIN

+  Download a list of users
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Reset a user's password
You can reset the password for one of your users from MyAdmin. To do this, follow the instructions
below.

To search for your user:

1. Select Search User.
Overview My orders Repairs & Faults Invenitory Billing My apps My briefings

Unallocated Admin Requests

> Manage Admin No new admin request found _

My Work Stack
No outstanding Admin requests to be displayed.

2. Entertheir Username or Email address and click SEARCH.

Overview My orders Repairs & Faults Inventory Billing My apps My bi
o' Ueer At Please search users based on these criteria :

[__L—|‘ii"“"‘°i [ ——

< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users I | F— |

< Download User Briefings ication: Emait:
Gategores — = |

< Manage Saa$ Services

SEARCH »

Result
Username  Email Address Full Name Company Name

( —_— O

®) :... —— —-— XVZATD

PAGE: 1 Previous | Next  First Page | Last Page  Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password V|

Ready|

3. Select Personal Details.
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Overview My orders Repairs & Faults Inventory Billing My apps
wannceese —— JUSLUOD
> User Details _Please click Confirm to save
> Action ESR User: -
> Add Applications Eindil a8 -
> Add Content

User status:
> Business Details ) )
> Generate PIN ® Active () Suspended ) Inactive

User has the following role(s):
< Manage Admin Requests
< Manage ESRs
< Search User
< Download Users
< m;or?:sum Briefings User Gmu!:rs:

< Manage 5aa5 Services

The selected user has no roles associated with it.

User belongs to these user groups:

User is an administrator in these ESR groups:

ESR Groups:
The selected user i5 not an administrator of any group.

User rights for the following Applications:

Applications Type of Access:
Quick Quote full

User Rights For The Following Content:

Content Type of Access:
The selected user has no access to any content yet.

= BACK | CONFIRM :‘l

4. Entera new password and click CONFIRM.
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Overview My orders Repairs & Faults Inventory Billing My apps My briefings
User: Ashuadmin
> Usef Details Title: [Mr v
> Action ESR * User ID: —
> Add Applications * First name: ~
> Add Content * Surname: = -
> :r?onal Deta.ils * Email: —_—
> Business Details e —
iy % setesetes
> Add Business Zone Roles 2 What is your mother's maiden name?
s * Password Answer: xyz
on2:
< Manage Admin Requests ::"““’: 2"“‘”22 What Is your first child’s name ?
< Bulk Add Business Zone wmomS- xyz
Roles L - What s your father's first name?
< Manage ESRs Password Answer3: Xyz
< Search User *Telephone: - |
< Download Users Extension: I
< Download Uses Briefings  User Registration Date: 20/10/2016
Categories User Registration Time: 01:44:09
< Manage 52a5 Services st Login: 10-Nov-16 10:43

RESET > | I CONFIRM >| <sack|

Note: the user will be prompted to change the password next time they login to BT Wholesale.

5. The password will be updated —you'll see an acknowledgement to confirm.

Personsl Details/Acknowedgement

> User Details Acknowledgement page details

> Action ESR

> Add Applications The Personal Details for user “... has been successfully updated.
> Add Content

> Personal Details
> Business Details
> Generate PIN

< Manage Admin Requests

< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage SaaS Services

Deleting a user

Ifone of your users leaves your company, it's important that you delete their username so they can no
longer access BT Wholesale online.

To do this from MyAdmin:

Page 11 of 67 Issue 1—-In Confidence
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1. Select Search User.

Overview My orders Repairs & Faults Invenitory

Unallocated Admin Requests

Billing My apps

My briefings

> Manage Admin ‘No new admin request found
Requests

My Work Stack

No outstanding Admin requests to be displayed.

Enter Username or Email address.

3. Check the radio button (as below) and select Delete User.
4. Click READY.

N

Overview My orders Repairs & Faults Inventory Billing My apps

My b

MANAGE ESR User Admin -
5 User Admin Please search users based on these criteria :
< Manage Admin Requests E&—]
< Manage ESRs First Name: Last Name:
< Download Users J I ]

< Download User Briefings Application:

Categories l
SEARCH > l

Email:-
| |

< Manage 5aaSs Services
_Result

Username Email Address

Full Name Company Name

I@ml-—.-—* [N T P —
— s el =

PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1

Admin Tasks

What do you want to do?

Delete User V!

READY

5. Click CONFIRM.
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Overview My orders Repairs & Faults Inventory Billing My apps
Base Delote
> User Admin Please check the details below and confirm that you wish to delete the user.
Username :
L
User status :
Active

Personnel Details

First name: Last name:
o — [ .
E-mail :

[V S — o — -
Business Details

Company name :
T commm— -

== S

6. The user will be deleted.

Overview My orders Repairs & Faults Inventory Billing My apps My b
User Detete Confirmation_
> User Admin Acknowledge page details

The user W has been deleted.

Select new user..,

Update user details
From MyAdmin, you can update details for your users, for example their security questions. To do this:

1. In MyAdmin, select Search User.

QOverview My orders Repairs & Faults Invernitory Billing My apps My briefings

Unallocated Admin Requests

> Manage Admin No new admin request found _
Requests

My Work Stack
No outstanding Admin requests to be displayed.
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2. Enter Username or Email then SEARCH and select the username.

Overview My orders Repairs & Faults Inventory Billing My apps My bi

Please search users based on these criteria :

> User Admin

S"m | [T,
L

< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users | [_~ |

< Download User Briefings ication: Emiait:
Setagores | | | |

< Manage Saa$ Services
SEARCH »
Result
Username  Email Address Full Name Company Name
{
o .:.-o o — —— XVZATD
PAGE: 1 Previous | Next  First Page | Last Page  Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password |

Ready|

3. Click Personal Details.
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[MANAGEESR |
> User Details
= Action ESR
> Add Applications
> Add Content
> Business Details
» Generate PIN

< Manage Admin Requests

< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage 5aa5 Services

4. Update the users details (as required) and click CONFIRM.

Overview My orders Repairs & Faults Inventory Billing My apps
User Details
_Please click Confirm to save

User: -
Email; »» -

User Status:
® Active () Suspended O Inactive

User has the following role(s):
The selected user has no roles associated with it.

User belongs to these user groups:

User Groups:

User is an administrator in these ESR groups:

ESR Groups:

The selected user is not an administrator of any group.

User rights for the following Applications:

Applications Type of Access:

Quick Quote full

User Rights For The Following Content:

Content Type of Access:
The selected user has no access to any content yet.

< EHCK| CONFIRM 5‘|
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Overview My orders Repairs & Faults
User: Ashuadmin
> User Details Title:
> Action ESR 3
? User I1D:
> Add Applications * First name:
> Add Content *Sarmanies
> Personal Details * Email:
> Business Details *Pascmord:
> Generate PIN “p I.O -
o Do Aesat
< Manage Admin Requests  + . c/ord Question2:
< Manage ESRs * Password Answer2:
< Search User * Password Question3:
< Download tise * Password Answer3:
< D(:twn!oad User Briefings o e'epm
< Manage Saa$ Services Extension:
User Registration Date:
User Registration Time;
Last Login:

) e

Inventory

Billing My apps My briefings

I'Mr v

- —

I'o-.

I“-‘A - -

XyzZ
What is your first child's name ?

Xyz
What is your father's first name?

0123456789
343 |

01:44:09
26-0ct-1602:31

Tip: you can also provide credentials/ app accesses of an ex-user to a new.
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Reactivate a suspended or inactive user

User ID's will be automatically suspended after 60 consecutive days of non-usage, made inactive after
90 consecutive days of inactivity and closed after 180 days of inactivity.

To change the status of one of your users from suspended or inactive to active, follow the steps below:

1. InMyAdmin, select Search User.
Overview My orders Repairs & Faults Invernitory Billing My apps My briefings

Unallocated Admin Requests

> Manage Admin "No new admin request found
Requests

My Work Stack
No outstanding Admin requests to be displayed.

> Download Users
> Download User Briefings
Cateqories

> Manage Saa$ Services

2. Enter Username or Email address then SEARCH and select the username.

Overview My orders Repairs & Faults Inventory Billing My apps My bi

IMANAGE ESR User Admin

> User Admin

Username: Emm Reference Number:
Y l

< Manage Admin Requests
< Manage ESRs First Name: Last Name:

< Download Users [ ] ]

< Download User Briefings ication: Emiait:
Lo — . 1

< Manage Saa$ Services

SEARCH »

Result
Username  Email Address FullName Company Name

{ — - -

@) ;—- g —— PP

PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password v/
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3. From'User Status' check the radio button to choose the required user status, i.e. Active,

Suspended or Inactive.

Overview My orders Repairs & Faults Inventory Billing My apps

[MANAGEESR |

> User Details

= Action ESR

» Add Applications

> Add Content

> Personal Details

> Business Details

» Generate PIN

< Manage Admin Requests

< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage 5aa5 Services

User Details
_Please click Confirm to save
User:

Email; »

User Status:

® Active O Suspended ) Inactive

User has the following role(s):

The selected user has no roles associated with it.

User belongs to these user groups:

User Groups:

User is an administrator in these ESR groups:

ESR Groups:
The selected user is not an administrator of any group.

User rights for the following Applications:

Applications Type of Access:
Quick Quote full

User Rights For The Following Content:

Content Type of Access:
The selected user has no access to any content yet.

< BA5K| CONFIRM »

4. Click CONFIRM —the users account will be updated.
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Generate or reset a user's PIN

Many applications require your users to have a PIN, for example while accessing applications and
running diagnostic tests.

The MyAdmin app allows you to generate/reset PINs for your users.
PIN Generation -first time user
To generate a PIN for a user for the first time:

1. InMyAdmin, select Search User.
Overview My orders Repairs & Faults Invenitory Billing My apps My briefings

Unallocated Admin Requests

> Manage Admin No new admin request found
Requests

> Download Users
> Download User Briefings
Cateqories

My Work Stack
No outstanding Admin requests to be displayed.

> Manage Saas Services

2. Enter Username or Email then SEARCH and select the username.

Overview My orders Repairs & Faults Inventory Billing My apps My bi

> User Admin Please search users based on these criteria
Username: Em Reference Number:
S - l

< Manage Admin Requests

< Manage ESRs First Name: Last Name:
< Download Users [ | |
< Download User Briefings: | Application: Email:
Lategonies ; I | I |
< Manage Saa$ Services
SEARCH »
Result
Username  Email Address Full Name Company Name
{ — - - -
.) ;-o o — - XYZ LTD
PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password /|

ot
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3. Select Generate PIN and click CONFIRM.

My briefings

Overview My orders Repairs & Faults Inventory Billing My apps
User Dot
> User Details Please click Confirm to save
> Action ESR User:
> Add Applications o .
> Add Content Email: s -

> Personal Details

< Manage Admin Requests
< Manage ESRs
< Search User

< Download Users

< Download User Briefings
Categories

< Manage Saa$ Services

User Status:
@ Active O Suspended ) Inactive
User has the following role(s):

The selected user has no roles associated with it.

User belongs to these user groups:

User Groups:

User is an administrator in these ESR groups:
ESR Groups:

The selected user is not an administrator of any group.
User rights for the following Applications:

Applications
Quick Quote

User Rights For The Following Content:

Content
The selected user has no access to any content yet.

«sacx| CONFIRM > |

Type of Access:
full

Type of Access:

4. Your user will receive the PIN to their registered email address. You'll be advised that the PIN
has been successfully sent.
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Overview My orders Repairs & Faults Inventory Billing
Confirmation
> User Details The Pin number for user s has been successfully sent.
> Action ESR
> Add Applications < 8ACK|
> Add Content

> Personal Details
> Business Details
> Generate PIN

BACKTO

< Manage Admin Requests
< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage SaaS Services

PIN Generation —forgotten PIN

You can reset the PIN for one of your users from MyAdmin. For example, if they've entered their PIN
incorrectly more than five times.

Overview My orders Repairs & Faults Inventory Billing My apps My briefings Administration

ou have exceeded the mudmum number of PIN attempts and your PIN has now been locked. To unlock your PIN please

To do this:

1. In MyAdmin, select Search User.

Overview My orders Repairs & Faults Invernitory Billing My apps My briefings

Unallocated Admin Requests

> Manage Admin No new admin request found
Requests

My Work Stack
No outstanding Admin requests to be displayed.

> Manage SaaS Services
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2. Enterthe Username or Email address then click SEARCH.

Overview My orders Repairs & Faults Inventory Billing My apps My bi

> User Admin Please search users based on these criteria
L | Employee Reference Number:
- -

< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users | f‘ |

< Download User Briefings ication: Email:
Gategores — = |

< Manage Saa$ Services

SEARCH »

Result
Username  Email Address FullName Company Name

O

.) ::— R - — XYZ LTD

PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password V|

Ready|

3. Check the radio button next to the user you'd like to reset the PIN for.
4. Choose Reset Pin from the ‘What do you want to do’dropdown menu then click READY.
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Overview My orders Repairs & Faults Inventory Billing My apps My briefings
User Admin =
5 tisek Addada Please search users based on these criteria :
= M - [w ]
anage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users | | l ]

< Download User Briefings ion: Email:
Catsiotius fm—‘ - ]

< Manage Saa$ Services

SEARCH »
Result
Username  Email Address FullName Company Name
I@ [ —— I . g r— (R
- B - -
PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1

5. Your user will receive the PIN to their registered email address. You'll be advised that the PIN
has been successfully sent.

Overview My orders Repairs & Faults Inventory Billing
Confirmation
> User Details The Pin number for user %+ has been successfully sent.
> Action ESR
> Add Applications < BACK

> Add Content

> Personal Details
> Business Details
> Generate PIN
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Download a list of users

From MyAdmin, you can download a list of users. This is really useful if you're completing an audit of
your users registered with BT Wholesale. To do this:

1. InMyAdmin, select Download Users.

Overview My orders Repairs & Faults Inventory Billing My apps My b
Unallocated Admin Requests
> Manage Admin No new admin request found £
Requests
> g:{kes Add Business Zone My Work Stack
No outstanding Admin requests to be displayed.
Categos
> Manage SaaS Services
2. Selectthe number of users and click Ready.
Overview My orders Repairs & Faults Inventory Billing My apps Myb
MANAGE RESOURCES Downioad Users
> Manage Admin Requests _*Please select the number of users you wish to download
> Bulk Add Business Zone v
Roles 100 >
> Manage ESRs
> Search User
> Download Users
> Download User Briefings
Categories

> Manage SaaS Services

3. Alist of terms and conditions will be displayed - please read through this page before
downloading the user list.

4, Click the number (hyperlink).

5. Click Open’to open the file or Save to save the file on your computer.
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Overview My orders Repairs & Faults Inventory Billing My apps My briefings Administration

MANAGE RESCURCES
» Manage Admin Requests  The file you are about to download ¢ ins nfor which is covered by the IN

> Bulk Add Businoss Zone  CONFIDENCE privacy marking and must be protected appropriately by following the rules
Roles below: [ The full protection rules for privacy marked information can be found in the BT

» Manage ESRs Socurity policies)
> Search User * The information must be kept "Confidential” to the Admin. team and should not be disclosed
> Download Users 10 anyone within the Company who does not have an operational need to know.
» Download User Briefings
Categones * Disclosure outsuide the Company 15 prohdbited,

> Manage Saas Services
* Use the information only for the purpose specified

* The file must not be downloadable to laptops but can be downloaded onto a drive with
restncted scoess

* The information = to be keapt for the manimum amount of time - if fdes are penodically
downloaded then old copies must only be kept for the minimum amount of time and then
deleted

* Do not prnt customer nformation - if there i a reason 1o pont customes information then
approval must be given by the btwholesale.com Security Manager, i appeoval for printing s
grven then:
* When customer information s printed then pick it up inmediately, do not leave it on
the printer
» Dispase it off appropriately after use - use a shredder or, if one is pot available, tear into
small pieces and mex with non-sensitive waste and put in the biue paper recycding bin

Note:

The BT Security definition of IN CONFIDENCE is "Commercially sensitive information where
unauthorised disclasure could cause harm to the Company or sensitive mformation about the
Company’s emplayees™

There are 3 user{s) from your and subsidiary companies currently registered on the portal._
lhelink below to download the user details

AboutUs BTGroup SiteMap TermsofUse  Privacy Policy BT wholesale

¥ 0% [0 ) Change cookle settings (D

Do you want to open or save UserDetails_1_3.csv (102 KB) from btwholesale.com’ I Open Sove ¥ I Cancel

6. Youcan now view a file containing a list of your users.
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Application access request

After registering to My BT Wholesale, your users can request access to a variety of Apps, helping them
to manage your customer accounts.

Owerview My orders Repaies & Faults Inventory Billing My apps My briefings Administration

My BT Wholesale

Access our wide range of online applications, services and tools, all in one place. Go to My apps to
access services available to you, Browse the other tabs below to see how you can register for more
apps.

Planning & SUE "
Content reporting Administration AppA-Z

When your users request access to an app, you (as a company administrator) will receive an
Enhanced Service Request (ESR) email, requesting that you approve their access.

The MyAdmin app allows you approve access for the following applications:

20C/21C Fault Diagnostics

BT Wholesale Pricing Tool

Eco Plus

Knowledge Based Diagnostics
Migration Forecast & Allocation
New Knowledge Based Diagnostics
Reactive Repair Tool

Self Service Repair

Tags On The Line

Broadband Content

@ @& @ & & & B 8 8 @

Manage ESR Application Requests

To approve an Enhanced Service Request (ESR) from one of your users, follow the steps below:

1. From MyAdmin, select Manage ESRs.
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Overview My orders Repairs & Faults Inventory Billing My apps My bi
Unallocated Admin Requests
> Manage Admin _No new admin request found
Requests
= ESRs No outstanding Admin requests to be displayed.
> Search User
> Download Users
> Download User Briefings
Categories

> Manage SaaS Services

N

Select the user(s) you wish to approve access for.
3. Select Obtain Ownership and then Ready.

Overview My orders Repairs & Faults Inventory Billing My apps My briefings

Unalocated ESRls

> Manage Admin Requests  Select the new ESR(s) for ownership. SOt by: [please select v|[EEs]
> Butk Add Business Zone
Roles Select Username Company Name Requested Feature Requested
> Manage ESRs A_ﬂ datef/time
> Search User -
> Download Users
> Download User Briefings ID e I XYZLTD Tags On The Line 10-11-2016
Categories 3 4 10:34:29:000
> Manage Saa$ Services
PAGE: 1 Previous | | Next gm?aﬁellust Total Pages: 1
age
]obtaln Ownership Vf
READY >

4. Check the radio button for selecting user(s).
5. Select Action ESR then click READY.
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Overview My orders Repairs & Faults Inventory Billing My apps My br
Unallocated ESR(s)
> Manage Admin Requests _No new ESRs to be displayed.
> Bulk Add Business Zone
Roles
> Manage ESRs My Work Stack
> Search User Click on user name to work on ESR(s) for  Sort by: [Please select v]
> Download Users user.
> Download User Briefings Username Company Name Requested Feature  Requested date/time
(ategories
> Manage Saa$ Services
» e——— Tags On The Line 10-11-2016
XL 10:43:47:000
PAGE:12 Previous | | Next First Page | | Last Total Pages: 2
Page
What do you want to do?
[AcionESR V|
READY > :
6. Check radio button full and click READY.
Overview My orders Repairs & Faults Inventory Billing My apps My
User: Ashuadmin
> User Details Email; st — -
> Action ESR
> Add Applications Applications Type of Access
> Add Content : I ~ 10 O I
> Personal Details Tags On The Line ) none @ full U deny
> Business Details
> Generate PIN Content Type of Access
> Add Business Zone RoleS  There are no Requested Content for
Ashuadmin

< Manage Admin Requests I you've denied access, please state the name of the application and give a reason why.
< Bulk Add Business Zane NB: This comment will be included in the mail to the person whose access has been

Roles denied:
< Manage ESRs
< Search User A
< Download Users v
< Download User Briefings

Categories

< Manage Saas Services RESET ,I reaoy > || <sAck '
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7. Your user will now have access to the application.

Overview My orders Repairs & Faults Inventory Billing My apps Myb
ESR Details / Acknowledgement
> User Details Application / Content Acknowledgement page details
> Action ESR : -
> Add i The Application / Content Access for this user have been successfully updated.,
> Add Content

> Personal Details

> Business Details

> Generate PIN

> Add Business Zone Roles

< Manage Admin Requests
< Bulk Add Business Zone
Roles

< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage Saas Services

NOTE: Ifyou are denying access, please state the reason why.

Adding access to BT Wholesale apps for your users
You can do this by following the steps below:

1. From MyAdmin, select Search User.

Overview My orders Repairs & Faults Invernitory Billing My apps My briefings

Unallocated Admin Requests

> adauage Admin "No new admin request found

My Work Stack
No outstanding Admin requests to be displayed.

> Download User Briefings
Cateqories
> Manage Saa$ Services

2.  Enter Username or Email address then SEARCH and select the username.
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Overview My orders Repairs & Faults Inventory Billing My apps My bi
User Admin

> User Admin Please search users based on these criteria

r,“m —

< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users I l

< Download User Briefings iOn: Emait:
s | | | |

< Manage Saa$ Services
SEARCH »
Result
Username  Email Address FullName Company Name
{
D — -~ :‘ . - —— XYZ LTD
PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password /|

Ready|

3. Goto Add Applications.
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Overview My orders Repairs & Faults Inventory Billing My apps
waceese ———— JEVCLOTE
> User Details _Please click Confirm to save_
> Action ESR User: s

:
= Email; w b g

> Add Conten

> Persanal Details User Status:

> Business Details

> Generate PIN ® Active ) Suspended O Inactive
User has the following role(s):

< Manage Admin Requests

< Manage ESRs The selected user has no roles associated with it.

< Search User

< Dowiload Users User belongs to these user groups:

< E‘:;g;ﬂ:; LJser riefugs .L'lsFr Groups:

< Manage 5aa5 Services
User is an administrator in these ESR groups:

E5SR Groups:
The selected user is not an administrator of any group.

User rights for the following Applications:

Applications Type of Access:
Quick Quote full

User Rights For The Following Content:

Content Type of Access:
The selected user has no access to any content yet.

<BACK]| CONFIRM >

4. Check the radio button full next to the application you wish to give your user access to and
click CONFIRM.
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Overview My orders Repairs & Faults Inventory Billing My apps My
User: A

> User Details Email: sn = o - gt -

> Action ESR

> Add Applications Applications Type of Access

> Add Content

> Personal Details

> Business Details 20(/21C Fault Diagnostics ® none O full No longer in use

> Generate PIN

(BACKTO |

< Manage Admin Requests BT wholesale Pricing Tool ® none O full

< Manage ESRs " -

< Search User Eco Plus ® none U full

< Download Users ) °

< Download User Briefings .

Categories Migration Forecast & Allocation ® none O full

< Manage SaaS Services = >
New Knowledge Based Diagnostics ® none O full
Reactive Repair Tool ® none O full
Self Service Repair ® none O full
Tags On The Line ® none O full

If you've denied access, please state the name of the application and give a reason why.
NB:Lhdis comment will be included in the mail to the person whose access has been
denied:

5. The user will now have access to this application.

There are some applications that require a couple of extra steps. We've provided more details of these
applications inthe sections below.

=  EcoPlus Application Access Requests
*= SNR Reset Access
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EcoPlus Application Access Requests

To add access for EcoPlus:

1. InMyAdmin, select Search User.

Overview My orders Repairs & Faults Invernitory Billing My apps My briefings
Unallocated Admin Requests
> Manage Admin No new admin request found
Requests
My Work Stack
No outstanding Admin requests to be displayed.
2. Enter Username or Email address then SEARCH and select the username.
Overview My orders Repairs & Faults Inventory Billing My apps My bi
g Please search users based on these criteria :
> User Admin
— [ ——
< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users I I F— I
< Download User Briefings ication: Emait:
St i | I |
< Manage Saa$ Services
SEARCH »
Result
Username  Email Address Full Name Company Name
( —_— O
®) :..- - g — T
PAGE: 1 Previous | Next  First Page | Last Page  Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password V|

Ready|

3. Goto Add Applications.
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Billing My apps

Overview My orders Repairs & Faults Inventory
waceese ———— JEVCLOTE
> User Details _Please click Confirm to save
= Arction FSH User: & s

P —
> Add Conten
> Persanal Details User Status:
> Business Details
> Generate PIN ® Active ) Suspended O Inactive
User has the following role(s):
< Manage Admin Requests
< Manage ESRs The selected user has no roles associated with it.
< Search User
< Dowiload Users User belongs to these user groups:

« Download User Briefings
Cateqgories
< Manage 5aa5 Services

User Groups:

Ry

User is an administrator in these ESR groups:

E5SR Groups:

The selected user is not an administrator of any group.

User rights for the following Applications:

Applications
Quick Quote

Type of Access:
full

User Rights For The Following Content:

Content

Type of Access:

The selected user has no access to any content yet.

<BACK]| CONFIRM >

4. Nextto Eco Plus, check the radio button labelled full and click CONFIRM.
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Overview My orders Repairs & Faults Inventory Billing My apps My
User: e
> User Details EMail; stetnd soardhgpte  wm
> Action ESR
> Add Applications Applications Type of Access
> Add Content
> Personal Details
> Business Details 20€/21C Fault Diagnostics ® none O full No longer in use
> Generate PIN
> Add Business Zone Roles
BT Wholesale Pricing Tool ® none O full
< Manage Admin Requests - -
< Bulk Add Business Zone | EcoPlus () none © full
Roles . = -
i H (o O
< Manage ESRs Knowledge Based Diagnostics ®) none ) full
< Search User Migration Forecast & Allocation ® none O full
< Download Users ~ =
< Download User Briefings ~ New Knowledge Based Diagnostics L none @ full
Categories . ; ® O
< Manigs SaaS Seivices Reactive Repair Tool ® none U full
Self Service Repair ® none O full
Tags On The Line ) none @ full

If you've denied access, please state the name of the application and give a reason why.
NB: This comment will be included in the mail to the person whose access has been

denied:

reser>| Jconmams|] <sack "

5. The system will ask you to select the CUG. Itis mandatory to have the username built on

EcoPlus backend system to place or track orders/faults.

See Adding Customer User Group (CUG) for more help.

6. Select check box, radio button and then click on READY.
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Overview My orders Repairs & Faults Inventory Billing My apps My br

User.  Awimi

> User Details To grant access to Eco Plus, select the CUG IDs applicable to this user.

> Action ESR

> Add Applications The primary CUG 1D will be used as the default CUG ID for the user when he/she accesses Eco

> Add Content Plus.

> Personal Details Select All CuGID CUG Name Primary CUG ID

> Business Details

> Generate PIN

| S000KKXX____ XYZLTD |

< Manage Admin Requests
< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories
< Manage Saa$ Services

7. You'll see confirmation that the application access for your user has been updated.

Overview My orders Repairs & Faults Inventory Billing

MANAGE ESR Confirmation

My apps

> User Details The Application Access for user “ .. has been successfully updated.

» Action ESR

> Add Applications
> Add Content

> Personal Details
> Business Details

> Generate PIN

BACK TO

< Manage Admin Requests
< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage Saa$ Services

SNR Reset Access

MyAdmin allows you to provide SNR reset (Signal to Noise Ratio) access via Eco Plus application to
user profiles. To do this:

1. From My BT Wholesale, go to My apps.
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Owverview My orders Repairs & Faults Imaentory Billing My apps My briefings Administration

My BT Wholesale

Access our wide range of online applications, services and tools, all in one place. Go to My apps to
access services available to you, Browse the other tabs below to see how you can register for more
apps.

Planning & & 3 %
Content reporting Administrstion App A-Z

2. From My apps, go to Eco Plus and select to Open app.

Eco Plus

aCo Plus enabdes you to enquire, place orders and track faults for BT Wholesale Broadband (210
‘Whokasala Broadband Connect including fibrel, Ethernat and Ethermet MSIL products within a secure
BIVifORMEnL.

fﬂ:\ If you're ardenng Etharnet, why use Boo Plus? You can ordor Etharnet much easer and
WS fastar wsing the new My BT Wholstale arder journey.

T kaarn hory to dia this, taioe a look ot the My BT Wholese Etharnet Ordor ||||,-rr.{':|.'l_.lm ﬁ.uldg-.

3. Select User administration.
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Quotes and orders Inventory
Draft quotes Track orders Single account search
Order via quick templates View recent orders All account search
Order new services View recent open orders Number Portability Checker
Modify or cease services View my open orders
Suspend or resume services Track recent updates

More..
Faults Inbox
Report fault Track faults Order queries & actions
Fault diagnostics View recent faults Fault queries & actions
More.. View recent open faults Inventory actions

View my open faults Order project actions

View unsubmitted faults
Diagnostic results

Administration Other online services

Change profile

User administration

Contact administration
Billing administration

4. Select Find user.

Mome > Adminmstraton: Help & tips

Select account: Xvz Lo L]

Review users

Review usars associated with the account selected above. Please use the links below to perform administration tasks.

No records

Login name .~ Last name > First name = Telephone number - Email =

5. Search with Login name or other details and then FIND.
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Select account: MYZ LTD [ w]

Find a user

Enter search enteria and click find,

ogin name l 1 =
Last name I
First name |
Job title |
Telephone number |
Responsibility I
Email |

CANCEL

6. Select Edit/review selected user.

Select account: b(yz LTD v

Review users

Review users associatad with the account selected above, Please use the links balow to perform administration tasks,

Find user | Add userl Edt / review selected user IRemove selected user

1-10f1

Login name — Last name 2 First name 2‘ Telephone number —  Email —

‘. A S

7. Selectthe > button next to Access rights.
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Select account: Xyz LD v

Change access for user

Update user’s accounts and customer zone access nghts.

Last name

First name

Job title

Email o -

Telephone number

Technical helpdesk
number '

Contact availability times |

(Aflf':: sb;itg::‘s to view all) BTW.com Oaaqnostlc_wholesg

Accounts _,_]
(click button to view all)

CANCEL UPDATE ACCESS RIGHMTS ]

8. Select ADD —the access rights window will open.

1-60f8
Access rights Description :
BTW.com = S
352 Diagnostic. WholeSale 87T.com Diagnostic_WholeSale
- Add-on Access - Portal - Run diagnostic tests and report
BTW.com Fault Placement faults enline
BTW. Fault Tracking :L:'!ednc:; Access - Portal - Track faults and fault related

Add-on Access - Portal - Track inventory and inventory
related queries

Add-on Access - Portal - Place orders for selected
products and zervices onling

"Add-on Access - Portal - Track orders order projects
and their related quernies”

SAVE REMOVE ADD I

(. BTW.com Inventory Tracking
BTW.com Order Placament

BTW.com Order Tracking

9. Using > go to page 17-26.
10. Check BTW.com SNR_Wholesale and select ADD.
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(& BTW.com Fault PMlacement

¢ B8TW.com Fault Traciing

e BTW.com Inventory Tracking
{ BTW.com Qrder Placement

£ BTW.com Order Tracking

11. Click SAVE.

Access rights

BTW.com
Diagnostic_WholeSale

BTW.com SNR_Wholesale

€ BTW.com Fault Placement

{ BTW.com Fault Tracking

) BTW.com Inventory Tracking
BTW.com Order Placement

BTW.com Order Tracking

1-70f7
Description

BT.com Diagnostic_WholeSale

Intiate/View SN2 Reset requests on BTW Portal
Add-on Access - Portal - Run diagnostic tests and report
faults online

Add-on Access - Portal - Track faults and fault related
quenes

Add-on Access - Portal - Track inventory and inventory
related quenes

Add-on Access - Portal - Place ordars for selected
products and services online

“Add-on Access - Portal - Track orders order projects

and their related queries”
_Remove |

1-70f7
Description -

BT.com Diagnostic_WholeSale

Intiate/VIiew SNR Reset requests on BTW Portal

Add-on Access - Portal - Run diagnostic tests and report
faults online

Add-on Access - Portal - Track faults and fault related
queries

Add-on Access - Portal - Track inventory and inventory
related queries

Add-on Access - Portal - Place orders for selected
products and services online

“Add-on Access - Portal - Track orders order projects

and their related queries”
REMOVE ADD l

12. Wait for 2-3 seconds and select UPDATE ACCESS RIGHTS —your user will now have access

to Reset SNR.
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Change access for user

Update user's accounts and customer zone access rights.

Last name

First name

Job title

Email - i

Telephone number

Technical helpdesk
number l

Contact availability times |

Access rights

(click button to view all) BTW.com Dvagnos’tic_\-‘lholeSale;l

Accounts L]
(click button to view all)

CANCEL I UPDATE ACCESS RIGHTS |
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Adding Customer User Group (CUG)

MyAdmin allows company admins to add Customer User Group (Customer accounts) to their user
profiles.

To do this:

1. From My BT Wholesale, go to My apps.

Owerview My orders Repairs & Faults Inventory Billing My apps My briefings Administration

My BT Wholesale

Access our wide range of online applications, services and tools, all in one place, Go to My apps to
access services available to you, Browse the other tabs below to see how you can register for more
apps.

Content Planaing& o4 iictration  AppA-Z

2. From My apps, go to Eco Plus and select to Open app.

Eco Plus

alo Plus enabbes you to enquire, place orders and track faults for BT Whaolesale Broadband (21C
‘Wholesala Broadband Connect ncluding fibre), Ethernet and Ethermet M5IL products within a secmre
|miranment.

fﬁ:\ If you're ordering Exhernet, why use Eco Plus? You can order Etharnet much egsier and
) fastar wsing the new My BT Whaletale order jaurnay.

T Wniarn boey B0 i this, Taioe 3 look ot the My BT Whaolesde Etharnat Ordor Inl,-rr.{':,'l_.lm ﬁuldg.

3. Select User administration.
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Quotes and orders Inventory
Draft quotes Track orders Single account search
Order via quick templates View recent orders All account search
Order new services View recent open orders Number Portability Checker
Modify or cease services View my open orders
Suspend or resume services Track recent updates

More..
Faults Inbox
Report fault Track faults Order queries & actions
Fault diagnostics View recent faults Fault queries & actions
More.. View recent open faults Inventory actions

View my open faults Order project actions

View unsubmitted faults
Diagnostic results

Administration Other online services

Change profile

User administration

Contact administration
Billing administration

4. Select Find user.

Mome > Adminmstraton: Help & tips

Select account: Xvz Lo L]

Review users

Review usars associated with the account selected above. Please use the links below to perform administration tasks.

No records

Login name .~ Last name > First name = Telephone number - Email =

5. Search with Login name or other details and then FIND.
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Select account: MYZ LTD [ w]

Find a user

Enter search enteria and click find,

ogin name l 1 =
Last name I
First name |
Job title |
Telephone number |
Responsibility I
Email |

CANCEL

6. Select Edit/review selected user.

Select account: b(yz LTD v

Review users

Review users associatad with the account selected above, Please use the links balow to perform administration tasks,

Find user | Add userl Edt / review selected user IRemove selected user

1-10f1

Login name — Last name 2 First name 2‘ Telephone number —  Email —

‘. A S

7. Selectthe > button next to Accounts.

© British Telecommunications plc, 2010 Page45 of 67 Issue 1—1In Confidence
Registered Address: 81, Newgate Street

London, EC1A 7AJ

Registered Number: 1800000



MyAdmin User Guide

-
J

-20f 2
Select account: b(YZLTD o~

m}
Change access for user

Update user's accounts and customer Tone access nghts

Last name
First name
Job title
Email

Telephone number

Technical helpdesk
number l

Contact availability times |

Access rights

(click button to view all) STW.com Diagnostic_WholeS —

Accounts J

(click button to view all) -

cancE. | UPDATE ACCESS RIGMTS |

8. Checkthe Account name you wish to add and select ADD.

Find |Account name [ V] Starting with [ 6o 1-20f2
Account name Account number ==
[] xvzLiD S00XOXXX

somoron
CANCEL ' ADD I

NOTE: You'll need the Customer User Group (CUG) added to your profile before you can add
in user profiles for the group. For help with this, please email btwholesale.direct@bt.com.

9. Select SAVE.
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1 < Of 2
Account name — Account number
(¢ XYZLTD SO0XXXXXXX
: ABCLTD SO0XXOXXXX

save | sevove | | aoo |

10. Wait for 2-3 seconds and select UPDATE ACCESS RIGHTS.

Change access for user

Update user’s accounts and customer zone access rights.

Last name

First name

Job title

Email -

Telephone number

Technical helpdesk
number l

Contact availability times |

?c‘:lic:lfi:l.t%:)‘rtlsto view all) BTW.com Dvagnostic_WholeSale_>J

Accounts ;]
(click button to view all)

CANCEL UPDATE ACCESS RIGHTS |

11. The Customer User Group has now been added to the account.
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BT Wholesale Content Access

Ifyou take any of our broadband products, MyAdmin will let you provide your users with access to
Broadband Content.

You can do this by following the steps below:

1. InMyAdmin, select Search User.

Overview My orders Repairs & Faults Invernitory Billing My apps My briefings

Unallocated Admin Requests

> Manage Admin No new admin request found
Requests

My Work Stack
No outstanding Admin requests to be displayed.

> Download Users
> Download User Briefings
Cateqories

> Manage Saas Services

2.  Enter Username or Email address then SEARCH and select the username.

Overview My orders Repairs & Faults Inventory Billing My apps My bi

IMANAGE ESR User Admin

> User Admin

S‘fﬁ"‘"‘“?’. | [ ——

< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users l ] ]

< Download User Briefings ication: Emait:
g — . )

< Manage Saa$ Services

SEARCH »

Result
Username  Email Address FullName Company Name

(- — o -

0 ;—- g —— PP

PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password V|

Ry
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3. Select Add Content.

My briefings

Overview My orders Repairs & Faults Inventory Billing My apps
i _Please click Confirm to save
User: Asbumtmen
Email: ssn o o g -
User Status:
> Business Details " B
> Generate PIN ® Active ) Suspended ' Inactive
User has the following role(s):
< Manage Admin Requests
< Manage ESRs The selected user has no roles associated with it.
< Search User
< Download Users User belongs to these user groups:
< Download User Briefings ;
Categories U, e Grour
< Manage Saa$ Services
User is an administrator in these ESR groups:
ESR Groups:
The selected user is not an administrator of any group,
User rights for the following Applications:
Applications Type of Access:
MyAdmin full
New Knowledge Based Diagnostics full
Quick Quote full
User Rights For The Following Content:
Content Type of Access:

The selected user has no access to any content yet.

< wx, CONFIRM ~|

4. Check radio button full then click CONFIRM.
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Overview My orders Repairs & Faults Inventory Billing My apps

User: A
> User Details Email: ovnse oo wcage -
> Action ESR
> Add Applications Content Type of Access
> Add Content
> Personal Details = Secure Content O none O full

> Business Details - -
> Generate PIN Broadband Content none @ full

< Manage Admin Requests REsT> ] <sack|
< Manage ESRs
< Search User
< Download Users
< Download User Briefings
Categories
< Manage SaaS Services

5. Your user will now have access to Broadband Content.

Overview My orders Repairs & Faults Inventory Billing My apps

Confimation
> User Details The Content Access for user “.sw has been successfully updated.
> Action ESR
> Add Applications
> Add Content
> Personal Details
> Business Details
> Generate PIN

< Manage Admin Requests
< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage SaaS Services

Note: Other content requests (for example Document Centre access to our Hosted Services) are
approved directly by our Product Management team. Ifyou're having problems, please contact
btwholesale.direct@bt.com.
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Adding Business Zone roles

Business zone is our online service that makes it quicker, simpler and easier to do business with us.

Overview My orders Repairs & Faults Inventory Billing My apps My briefings

Business zone
overview

Enter the reference number

Fampie: Search for Onder, Facl, Sevvics referer ce a0 meew

KLJ\ Order status

U &) @ Fault status © @

Administration

Actions required

No actions found

Frequent tasks

ADSL Beoadband
thecer

Broadband

Acouet Select ~ Mtowt Sebect * Viewd!
Saved 30586 in Progress 3571
Rejected 84 Cosed 49601
Pending 256
Go 10 Repaw & Faults Raise or Track a fault >
Cancelied 59
In Progress 461

Completed 299 7 f-\ Important updates
&)

Go to Orders

/A Panned Network Change Notification

Chech It your services are affected by our planned

hrrea bt

To add Business zone roles for your users:

1. In MyAdmin, select Search User.

QOverview My orders Repairs & Faults Inventory Billing

MANAGE RESOURCES Unallocated Admin Requests

> Manage Admin No new admin request found
Requests

- ;"MZESRS My Work Stack
“—» arch User ; ) "
1 T T g No outstanding Admin requests to be displayed.

briefings

(reste & new
Ethernet quote

e{malogue

eCo Repair

Pl dleaaaten

My apps

My briefings

> Download User Briefings
Cateqories

> Manage SaaS Services
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2. Enter Username or Email address then SEARCH and select the username.

Overview My orders Repairs & Faults Inventory Billing My apps My bi

ANAGE ESR User Admin

> User Admin
[__'_—“i"“'“’i [ ——

< Manage Admin Requests

< Manage ESRs First Name: Last Name:
< Download Users I ] F— |
< Download User Briefings ication: Email:
St i | I |
< Manage Saa$ Services
SEARCH »
Result
Username  Email Address Full Name Company Name
{ —
@) - ‘:—ro e - — XYZ LTD
PAGE: 1 Previous | Next  First Page | Last Page  Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password /|

Ready|

3. Select Add Business Zone Roles.
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Overview My orders Repairs & Faults Inventory Billing

BACK TO

< Manage Admin Requests

< Bulk Add Business Zone
Roles

< Manage ESRs

< Search User

< Download Users

< Download User Briefings
Categories

< Manage SaaS Services

User Details

My apps My briefings

User: ¢ wmme

Email: stess g -

User Status:

@ Active () Suspended ) Inactive

User has the following role(s):

The selected user has no roles associated with it.

User belongs to these user groups:

User Groups:

T - .
User is an administrator in these ESR groups:

ESR Groups:
The selected user is not an administrator of any group.

User rights for the following Applications:

4. Selectthe level of access required - this is usually:

- Order Management: Partial
- Repair Management: Partial

- Standard User: Full

5. Click CONFIRM.
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Overview My orders Repairs & Faults Inventory
User: Ao
> User Details EMail; s v o g -
> Action ESR
> Add Applications Business Zone Role
> Add Content
> Personal Details Order Management
> Business Details Eco Plus (Mandatory For Business Zone)
» Generate PIN Broadband Content
> Add Business Zone [ Tags On The Line
Roles <
- Repair Management
M Eco Plus (Mandatory For Business Zone)
< Manage Admin Requests 7] knowledge Based Diagnostics
< Bulk Add Business Zone
Roles Standard User
< Manage ESRs
< Search User .
< Download Users e
< cDaowniogd User Briefings
tegories
< Manage $aaS Services <eacx
6. Your user will have access to Business zone.
Overview My orders Repars b Fadts Irreentony [ithing
T Corfmaton
» Usar Detaib The Rigshe i 05 P el Ashusisdiman by been suocessfully updated,

* Mdfion ESR

SP Group Addition

Billing My apps
Type of Access
O O
fuli none
9] O
full none
. O
full none
@) -
full none

My briefings

.
partial

-

partial

SP Group name is mandatory for a user profile to run applications like KBD/New KBD, get RRT Graphs

and Self Service Repair.

NOTE: You'll need the SP Group name added to your profiles. Please contact

btwholesale.direct@bt.com if you don't.

To add access for your users:

1. In MyAdmin, select Search User.
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Overview My orders Repairs & Faults Invenitory Billing My apps My briefings
Unallocated Admin Requests
> Manage Admin ‘No new admin request found .
Requests
_’ = i My Work Stack
: — e No outstanding Admin requests to be displayed.
> Download User Briefings
nes
> Manage Saas Services
2.  Enter Username or Email then SEARCH and select the username.
Overview My orders Repairs & Faults Inventory Billing My apps My b
User Admin_ -
oikees Ailmta Please search users based on these criteria :
e — ] [ —
< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users l | I
< Download User Briefings ication: Emait:
Letagacex i | I |
< Manage Saa$ Services
SEARCH »
Result
Username  Email Address Full Name Company Name
{ -
0D - :—-o —— ———— s
PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?
|Manage Password /|
Ready]
3. Select Business Details.
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Overview My orders Repairs & Faults Inventory Billing My apps My briefings
User etai
> User Details Please click Confirm to save
> Action ESR User: At

Email: eos o —aga -

User Status:

: ® Active O Suspended O Inactive
> Add Business Zone Roles

User has the following role(s):

4. Selectthe SP Group name from the drop down menu and click CONFIRM.

Overview My orders Repairs & Faults Inventory Billing My apps My
User: Ashuadrmin
> User Details Company Name
> Action ESR Service Provider ID:

- Wholesale Calls Service Provider: ol Coloat
> Add Applications Please Select
> Add Content SP Group: INTERNET #
> Personal Details =
> Business Details RESET > I conFirm > | | < a;.ul
> Generate PIN
> Add Business Zone Roles

Note: Ifyou're unable to select an SP Group name please email btwholesale.direct@bt.com.

The SP Group will be successfully added.

Overview My orders Repairs & Faults Inventory Billing My apps

Confitmation
> User Details The Business details for user % ... has been successfully updated.
> Action ESR
> Add Applications
> Add Content
> Personal Details
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SaaS Services

SaasS allows users to place orders for products such as IPVS Number Management, Hosted Contact
Centres and BT Wholesale PSTN Lines. Italso allows users to raise support tickets for certain
products.

Please note: The user requiring access must have access to BT Wholesale Voice Products
Ordering and Support System application before access to SaaS can be provided. This can be
requested by the user from My BT Wholesale Apps.

Adding access to SaaS services
To add access for your users:

1. In MyAdmin, select Search User.

Overview My orders Repairs & Faults Invenitory Billing My apps My briefings
Unallocated Admin Requests
> Manage Admin No new admin request found
Requests
20208 Lok My Work Stack

oty T T No outstanding Admin requests to be displayed.

> Download User Briefings
Categories
> Manage SaaS Services

2. Entertheir username or Email address then SEARCH and select the username.
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Overview My orders Repairs & Faults Inventory Billing My apps My bi
User Admin

> User Admin Please search users based on these criteria

r,“m —

< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users I l

< Download User Briefings iOn: Emait:
s | | | |

< Manage Saa$ Services
SEARCH »
Result
Username  Email Address FullName Company Name
{
D — -~ :‘ . - —— XYZ LTD
PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?

|Manage Password /|

Ready|

3. Goto Add Applications.
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Overview My orders Repairs & Faults Inventory Billing My apps

[MANAGEESR |
> User Details
> Artion '
> Add Conten
> Persanal Details
> Business Details
> Generate PIN

< Manage Admin Requests

< Manage ESRs

< Search User

< Download Users

« Download User Briefings
Cateqgories

< Manage 5aa5 Services

User Details

_Please click Confirm to save

User: & oo

EMail; st g -
User Status:

® Active O Suspended ) Inactive
User has the following role(s):

The selected user has no roles associated with it.

User belongs to these user groups:

User Groups:

e e
User is an administrator in these ESR groups:

E5SR Groups:
The selected user is not an administrator of any group.

User rights for the following Applications:

Applications Type of Access:
Quick Quote full

User Rights For The Following Content:

Content Type of Access:
The selected user has no access to any content yet.

<BACK]| CONFIRM >

4. Check full and then click CONFIRM.
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Overview My orders Repairs & Faults

User: st

> User Details Email: s g

> Action ESR

> Add Applications Applications

> Add Content

> Personal Details

> Business Details 20C/21C Fault Diagnostics

> Generate PIN

> Add Business Zone Roles
BT Wholesale Pricing Tool

Inventory Billing My apps
Type of Access
® none O full No longer in use

® none O full

< Manage Admin Requests
< Bulk Add Business Zone

BT Wholesale Voice Products Ordering

) none @ full I

Roles and Support System

< Manage ESRs Eco Plus O none @ full

< Search User . .

< Download Users Knowledge Based Diagnostics ® none ) full

s Briefings: )4 ration Forecast & Allocation ® none O ful

< Manage 5aa$ Services New Knowledge Based Diagnostics ) none @ full
Reactive Repair Tool ® none O full
Self Service Repair ® none O full
Tags On The Line ) none @ full

My

If you've denied access, please state the name of the application and give a reason why.

NB: This comment will be included in the mail to the person whose access has been

denied:

< BACK

Select your CUG Name

Select the Services you want to add.
Click >>"to add the service.

Services added in ‘Selected Services'.
Click READY.

© N U
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Overview My orders Repairs & Faults Inverntory Bilfing My apps My briefings Administration

User: A
> User Details g
> Action £SR Fields with * are mandatory
» Add Applications
> Add Content The user has requested access to Wholesale Saas Portal.
> Personal Detaits o
> Byisiness Detalls Please select correct CUG 1D and select services which this user can see on Saas Poctal,
> Generate PIN
» Add Business Zone Roles *(UG Name Services * Selected services

500 |Avaya Cloud Services - Contact Centre Avaya Cloud Services
< Manage Admin Requests Avaya peé E
< Bulk Add Business Zone W XYZum Avaya Cloud Services - Giobal Connect
Roles Avaya Cloud Services - Network
< Manage ESRs < D - > | s

< Search User

< Downdoad Users

« Downdoad User Briefings
Categories

< Manage Saas Services

10. You'll see confirmation that the access for your user has been successfully updated.

Overview My orders Repairs & Faults Inventory Billing My apps
Confirmation
> User Details The Application Access for user * . has been successfully updated.
> Action ESR
> Add Applications
> Add Content
Manage SaaS Services
You can manage access to the SaaS products and services for existing users. To do this:
1. Select Manage SaaS Services.
Overview My orders Repairs & Faults Inventory Billing My apps My bi
Unallocated Admin Requests
> Manage Admin _No new admin request found _
Requests
> gou'I:s Add Business Zone _MJ_WO rk sm
> Manage ESRs No outstanding Admin requests to be displayed,
> Search User
> Download Users

> Downioad User Briefings

[ tfensce svsenie]

2. Entertheir username or email address then SEARCH.
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3. Check the radio button to select their username and click READY.

Overview My orders Repairs & Faults Inventory Billing My apps My bi
MANAGE ESR User Admin_ = -
o' Ueer At Please search users based on these criteria :
RIS | ——
< Manage Admin Requests
< Manage ESRs First Name: Last Name:
< Download Users [ I r— I

< Download User Briefings ication: Emait:
L — - )

< Manage Saa$ Services

SEARCH »
Result
Username  Email Address Full Name Company Name
(-\ — D - -
L) ;—- [ ——— - XYZLTD
PAGE: 1 Previous | Next  First Page | Last Page Total Pages: 1
Admin Tasks
What do you want to do?
|Manage Password V|
new-r]
4. Select CUG Name and click GET SERVICES.
Overview My orders Repairs & Faults Inventory Billing My apps

MANAGE RESOURCES Saas Services

> Manage Admin Requests  £,11,ing are the list of customer accounts mapped to reseller A
> Bulk Add Business Zone

Roles Please select the CUG ID for which services needs to be modified
> Manage ESRs
> Search User *CUG Name Please Select |
> Download Users 500K0000 - XYZLTD |
> Download User Briefings

Categories

> Manage Saa$ Services

5.  Add/Remove the services by using >>’or ‘<<’to add or remove from the selected services
field.
6. Click UPDATE SERVICES.
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Overview My orders Repairs & Faults Inventory Billing My apps My briefings
523 Services
> Manage Admin Requests £y qwing are the list of customer accounts mapped 1o reseller S
> gulkBMd Business Zone
of

Please select the CUG 1D for which services needs to be modified

> Manage ESRs *CUG Name [-is-.- T S .-.v]

> Search User

> Download Users

> Download User Briefings  Services * Selected services

> Mongge SaaS Sarvices Avaya Cloud Services - Contact Centre > [avaya Cloud Services
Avaya Cloud Services - Network Avaya Cloud Services - Experience Portal
Avaya Cloud Services - New Number Range Avaya Cloud Services - Global Connect
Avaya Cloud Services - Presentation Number Rar -

< >

UPDATE SERVICES

7. SaaS Services have now been updated.

Overview My orders Repairs & Faults Inventory Billing My apps

MANAGE RESOURCES SaaSs Services

> Manage Admin Requests  £y5uing are the list of customer accounts mapped o reseller A
> Bulk Add Business Zone

Roles

> Manage ESRs User profile updated for account - & w0 W successfully.

> Search User Please select the CUG ID for which services needs to be modified
> Download Users =5
CUG Name Please Select v
> Download User Briefings 0 I I
Catagories 2 GET SERVICES
> Manage SaaS Services
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Adding Business zone roles by bulk
MyAdmin lets you add different Business zone roles to bulk users at the same time. To do this:

1. In MyAdmin, select Bulk Add Business Zone Roles.

Overview My orders Repairs & Faults Inventory Billing My apps

> User Admin

My bi

Please search users based on these criteria :

Il_l_semame: ] Employee Reference Number:

First Name: Last Name:
| l |
Application: Email:
< Download User Briefings [ | |

Categories
< Manage Saas Services SEARCH >

N

You may search either with ‘Company Name’ or ‘Email’ (domain).

3. Youwill see a complete list of users under your company or within the same domain along with

details of current 'business roles' they have.

Overview My orders Repairs & Faults Inventory Bilkng My apps My briefings Administration

User Admin

> Manage Admin Requests
» Bulk Add Business Zone To search for users, enter their detadls or campany name below, then click the Search button, :

Roles : —s
I —— E—
> Search User e

> Downdoad Usess FirstName: Last Name:
> Downlosd User Bricfings. | ] { |
Categories
> Manage Saas Services E—'—égmmi
BEARDH >

Search results

Piease seloct a user from the search results shown below,

Sortby: [Pessesdlect | oo
Username Company Name Existing Roles

i . XYZLTD Order Management
Repair Management
Standard User

1 Dummy1 XYZLTD

8 Dummy2 XYZLT0

B - XYZLTD

0 — XYZLID Order Management
Repair
Standard User
Billing
Administrator

Pages : 1 Previcus || Next First Page || Last Page Total Pages: 1
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4. Selectthe users who you want to Add Roles for Business zone roles (or users whose roles
needto be removed).

5. InExisting Roles - select Add Roles or Remove Roles.
6. InSelect role choose their work area i.e.

- Standard User

- Order Management
- Repair Management
- Billing

7. Click READY.

Username Company Name Existing Roles

O At i XYZLTD Order Management
Repair Management
Standard User

W Dummyl XYZ LTD

v Dummy2 XYZ LTD

O S ——] XYZLTD

O Ao - XYZLTD Order Management
Repair Management
Standard User
Billing
Administrator

Pages:1 Previous || Next First Page || Last Page Total Pages: 1

ng s
8. The role will be added (or removed).
Overview My orders Repairs & Faults Inventory Billing

MANAGE RESOURCES Y
Confirmation:

> Manage Admin Requests

> gu:k Add Business Zone You have successfully updated the roles for the following user(s)
oles

> Manage ESRs * Dummyl
> Search User * Dummy2
> Download Users
> Download User Briefings

Categories
> Manage Saa$ Services
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Terms and Conditions for MyAdmin
Allocation and usage of administration rights

These terms and conditions are supplemental to existing terms and conditions associated with the
general access and use of information and/or services provided via btwholesale.com (“the Website”).

References to communication with BT refer to communication with the btwholesale.com support team
contactable via email to btwholesale.direct@bt.com.

Explanation of Administration Rights provided

Administration Rights (“Rights”), are granted by BT to nominated individuals (“Administrators”), in
relation to the Website, the Rights are granted solely for the Administrators own use to enable
Administrators to:

i) Manage password resets ii) Manage application access requests
On behalf of other users belonging to the same company account.

Itis a requirement that all new Administrators read, confirm, and sign to say they understand these
terms of use and will abide by them.

All new Administrators must apply for Rights by emailing to btwholesale.direct@bt.com providing details
oftheir full name, organisation, role, and email address.

1. The Administrator is responsible for the security and proper use of Rights:

1.1 Administrators will undertake all reasonable steps to ensure the security of Website access
credentials (username & password) and will ensure that such credentials cannot be found,
deduced or in any way discovered by any other party.

1.2 An administrator must not disclose, share, resell or in any way transfer such rights or enable
access to such rights by any other party, and will take all reasonable measures to ensure the
Website cannot be accessed or modified by unauthorised parties.

1.3 An Administrator must immediately inform BT if there is any reason to believe that an
Administrator User ID or Administrator password has or is likely to become known to
someone not authorised to use itor is being or is likely to be used in an unauthorised way.

1.4 An Administrator will assume responsibility for any consequences of the misuse or
inappropriate use of any rights with which they have been empowered.

2.Any reduction or change to the rights required by an Administrator will be communicated to BT as
soon as reasonably possible by that Administrator to ensure appropriate steps can be taken in line with
BT policy regarding allocation and control of rights.

3. Any changes in relation to the eligibility for Administration Rights of individuals in response to
circumstances inwhich an Administrator cannot reasonably be expected to communicate in person,
such as the cessation of employment of an Administrator, must be communicated to BT as soon as
reasonably possible by the manager of that Administrator.

4. Only Administrators may change or attempt to change a password. Ifan Administrator forgets or
loses a password the Administrator must immediately contact BT and satisfy any security checks as BT
may operate before engaging in resolution activity.
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5. The Administrator will be responsible for ensuring that any requests for passwords or password
changes originate from a valid person, with a correct valid e-mail address, from the Administrators
Company.

6. Administrators shall only access the Website as permitted by BT and shall not attempt at any time to
circumvent system security or access the source software or compiled code.

7. BT reserves the right to suspend Administrator User ID and Administrator password if at any time BT
considers that there isor is likely to be a breach of security or misuse of btwholesale.com.

Obligations of the Company

8. The Company will ensure on a regular basis (at least one time per year) that Administrators
appointed by them are still using the platform regularly and still require the rights which they have been
granted;

9. The Company will ensure that all Administrators nominated by them are reliable and have
undertaken training appropriate to their role holding Administrator Rights in relation to the Website, and
are aware of their personal duties and obligations under these terms of use;

10. The Company acknowledges and agrees that itshall remain liable to BT in respect of any and all
acts or omissions of any Administrator appointed on its behalf whether for breach of these Terms of use
intort (including negligence) breach of statutory duty or otherwise.

11. The Company acknowledges and agrees that all right, title and interest in any content (including all
intellectual property rights subsisting therein) shall vest solely in BT.
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