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Welcome	
  to	
  I-­‐Bill	
  	
  
	
  
I-­‐Bill	
  is	
  your	
  online	
  account	
  portal	
  where	
  you	
  can	
  view	
  all	
  your	
  invoices,	
  view	
  your	
  call	
  itemisation	
  
and	
  also	
  make	
  payments.	
  	
  
	
  

	
  

	
  

HOME	
  PAGE	
  

This	
  is	
  the	
  Home	
  Page	
  and	
  you	
  will	
  see	
  the	
  following	
  functions:	
  
-­‐ 1.	
  Shortcuts	
  for	
  What	
  do	
  you	
  want	
  to	
  do	
  today	
  
-­‐ 2.	
  The	
  Noticeboard	
  to	
  notify	
  you	
  of	
  have	
  important	
  news	
  or	
  correspondance	
  	
  
-­‐ Call	
  graphs	
  showing	
  3.Call	
  Analysis	
  for	
  past	
  12	
  months,	
  4.Call	
  spend	
  over	
  past	
  12	
  months	
  and	
  	
  

5.	
  Top	
  5	
  destinations	
  called	
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WHAT	
  DO	
  YOU	
  WANT	
  TO	
  DO	
  TODAY?	
  
	
  
On	
  the	
  ‘What	
  do	
  you	
  want	
  to	
  do	
  today?	
  ‘	
  Tab	
  you	
  can;	
  
-­‐ Check	
  your	
  latest	
  invoice	
  which	
  will	
  take	
  you	
  straight	
  to	
  the	
  copy	
  of	
  the	
  invoice	
  which	
  you	
  can	
  

then	
  print	
  or	
  download	
  
-­‐ Search	
  your	
  call	
  history	
  
-­‐ View	
  your	
  call	
  summary	
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CALL	
  INFO	
  

From	
  here	
  you	
  can	
  select	
  the	
  Month	
  you	
  wish	
  to	
  view	
  1.and	
  then	
  using	
  the	
  tabs	
  2.	
  can	
  view:	
  

-­‐ Call	
  Summary	
  	
  
-­‐ Itemisation	
  	
  

-­‐ Reports	
  	
  
-­‐ Search	
  function	
  	
  

You	
  can	
  then	
  filter	
  the	
  call	
  information	
  by	
  clicking	
  on	
  the	
  View	
  Tab	
  3.	
  

	
  

	
  

	
  

This	
  will	
  then	
  filter	
  the	
  call	
  down	
  further	
  for	
  you:	
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And	
  further	
  again	
  by	
  clicking	
  on	
  the	
  View	
  Tab:	
  

	
  

	
  

And	
  further	
  again	
  by	
  clicking	
  on	
  the	
  View	
  Tab:	
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You	
  can	
  view	
  your	
  full	
  call	
  itemisation	
  by	
  clicking	
  on	
  the	
  Itemisation	
  tab	
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From	
  the	
  Report	
  Tab,	
  you	
  can	
  sort	
  the	
  calls	
  by	
  any	
  of	
  the	
  following	
  and	
  again	
  you	
  will	
  have	
  the	
  
option	
  to	
  download	
  the	
  search.	
  

	
  

	
  

	
  

	
  

	
  

You	
  can	
  also	
  run	
  searches	
  by	
  filtering	
  the	
  calls	
  by	
  any	
  of	
  the	
  below	
  criteria:	
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INVOICES	
  

From	
  the	
  invoices	
  tab	
  you	
  can:	
  
-­‐ 1.	
  Select	
  a	
  month	
  of	
  invoice	
  to	
  view	
  or	
  leave	
  and	
  it	
  will	
  show	
  all	
  invoices	
  	
  
-­‐ 2.	
  You	
  can	
  choose	
  to	
  view	
  sections	
  of	
  the	
  invoice	
  	
  
-­‐ 3.	
  View	
  and	
  Download	
  a	
  copy	
  of	
  the	
  invoice	
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DOWNLOAD	
  

From	
  the	
  download	
  tab	
  you	
  can	
  download	
  your	
  call	
  data	
  records	
  and	
  also	
  any	
  call	
  alerts	
  that	
  have	
  
been	
  triggered	
  on	
  your	
  account	
  

	
  

	
  


