Introduction to Web Billing
Overview and instruction of Abzorb’s On-Line Billing Platform

Administrator Version
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1. Logging In
To log in use your web browsers address bar and enter uclbilling.click2sign.co.uk
enter your username and password at the main login page then click “Log In” (Your
username and password can be obtained by calling Abzorb Customer Care on
01484405300)

2. Main Page
Once successfully logged in, you will be able to see
the home screen, if you wish to return to this
screen at any time just click on “I WANT TO”
The left-hand menu lists the various sections of the
website and is duplicated with a description of each
area in the main viewing area of the web site.

The hierarchy of your organisation is displayed in a
tree-format under the ‘My Organisation’ heading.
The tree is expandable or collapsible and clicking on
any level will display further information on the
main page.
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3. Account Administration

The top right-hand menu contains the administrative options:
My Account – takes you to the “View my Bills” screen.
Settings – use this to change your account password (see below).
Log Out
Help - will bring up a help document.

Print or Export
There are also two buttons permanently in the top-right hand corner of the screen.

The left button allows you to print the current view. The button on the right will export
the current view to a .CSV formatted file.
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4. Main View
The main body of the web page consist of an overview of the different areas

a. View My Bills
This view is used to view a breakdown of all the invoices raised on the account.

b. Create a Report
In this screen you can view or download pre-configured reports in PDF, Excel or CSV
format.

c. Call Analysis
In this screen you can search through call data for specific information using specified
search criteria. This can then be bownloaded or printed.

d. View my Phone Numbers
On this screen you can view all the phone numbers on the account and information
relating to them i.e. username & departments

e. Manage Users
On this screen you can create and manage user information

f.

Manage User Alerts
This part of the site is a powerful tool that can be used to monitor usage across the
account over a 30 day period

g. Manage Global Alerts
This will alow you to set up email notifications for usage on an individual phone
number
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4a View My Bills
Company invoices are displayed along with a summary of the information contained
within that invoice. If an invoice is displaying as ‘unbilled’ in the Invoice Number
column it means that the invoice has not yet been processed and is liable to change
before the invoice is raised.
To open the invoice in more detail just click on the invoice number.

The ‘Invoice Periods’ drop-down menu allows you to view a different month’s invoice
at any time.

The main screen shows a telephone number and the total number of call and service
charges for that line

You can download the invoice and reports from this screen by using the buttons on
the bottom right-hand side:

Next to the telephone numbers are three buttons which allow you to view the invoice
items in greater detail:

Service Charges – This simply shows an itemisation of all services that are
being billed on a number, including the line rental.

Call charges – These are broken down into categories and call types. You
can decide exactly what data is displayed on-screen by clicking on the description or
the amount, for a description of the call charges you can view more information by
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clicking once again on the description or amount which will show further information
relating to the charges.
The information is broken down by provider or, in the case of international calls,
country. You can navigate back one or as many steps as desired, by clicking on the
path bar above the displayed data. This is true throughout the web site.

Mobile is then chosen…

Selecting any of these will provide you with an itemised breakdown of the chosen call
type (next image). 1000 records will be displayed per page.
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Itemised calls – This will display all calls for the chosen telephone number,
regardless of call type (i.e. local, international, mobile, etc.)
The same three buttons appear at the bottom of the screen on the black bar. The
functionality is the same, but it will display results for all telephone numbers on the
account, not just one.
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4b Create a Report
The reports section allows you to run a range of pre-configured reports:

To run a report select the required name from the drop-down menu, as well as the
billing period. Each report is available in PDF, CSV, or EXCEL format.

The below image shows an example of the Call Type Analysis report in PDF format.
These reports can be saved in the same way as with any document using the
aforementioned formats.
You may be prompted to allow pop ups so please accept the below notification from
your browser in the top right hand corner of the browser:

(Firefox)

(Chrome)

01484 405333

9

In this example, the calls to the non-geographic numbers (0800, 0845, 0870)
represent inbound calls made.

Additional example reports are included in Schedule 1
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4c Call Analysis
The call analysis section allows you to search through the calls made in the selected
month based on specified search criteria:

You select which month you want to see from the ‘Period’ drop-down. Clicking on the
search button will return the data in an itemised format. If you use more than one of
the fields, all criteria must be met. The next image shows an example of all calls
costing more than £10 in a specified billing period. The reported results can be
downloaded in a CSV document.

To view calls specific to a user or set of users, please select one of the sections on
the right hand menu to isolate that user / group of users:
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4d View my Phone Numbers
This section lists all telephone numbers assigned to your organisation. Clicking on
one of the UCL Department names from the left-hand menu will list all numbers for
that UCL Department only.

User Names (and descriptions) may also be assigned to a number, by clicking on the
edit button. There is a drop-down feature that allows you to select a user-name from
the list created in “Manage Users and Manage Departments”. Click on the ‘tick’ to
save any changes made.

To view PHONE NUMBERs specific to a user or set of users, please select one of
the sections on the right hand menu to isolate that user / group of users:
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4e Manage Users
This section is used to view or edit existing information for users, site’s (UCL
departments), departments (Project Codes), once these have been defined in
departments, and in the case of landline numbers you can assign the users
extension number.
You can also add new users on this screen (only relevant if you wish to attribute a
user to an extension number). A list of extensions may appear within the user section
and these details may be modified, or new user-names may be added. Once defined,
departments (see Manage Departments) may also be assigned to a user-name:

Click on the ‘Add New User’ button (bottom-right) and fill out the required data. After
insertion, the user can be assigned to a number (see View my Telephone Numbers).
Once added, the user information can be edited or deleted at any time, using the
buttons to the left of the User Name.
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4f Manage Global Alerts
eAlerts are triggered when a match is made between your call records and certain
criteria you have pre-specified. For example, you may want to know if one of your
staff makes a call costing more than £5.00 to a mobile. If you set up an eAlert for this
event, an email will be automatically sent if it finds any such calls.
PLEASE NOTE THAT THE CALL DATA FROM THE NETWORKS CAN BE 48HRS
OLD

Clicking on ‘New’ begins the process of setting up a new E-Alert. The next step is to
give it a name, and to specify the email address to which you wish any eAlerts to be
sent:

Next, you will want to add the specifications for the eAlert. This is done by clicking on
‘new item’:

From here, you are able to add the criteria for the eAlert. It can be as detailed as
required. The following search options are available (if you use more than one, all
criteria must be met):
Call’s costing more than a set value. i.e. 50p, £1.50
The called number starts with a particular string of digits. i.e. 118,09,08
The called number is included or not included in a list.
A. If the called number is included in a number list it will allow you to exclude
certain numbers from the eAlert search, e.g. you may wish to be alerted to
calls made to mobiles costing more than a certain amount but excluding calls
made to their own mobiles.
‘Calls made on’ option allows you to define their eAlert to include calls made on
certain days e.g. weekends.
‘Calls NOT made between’ allows you to set a time range to exclude calls made
between these times from the eAlert, e.g. 8:00–18:00.
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‘Calls longer than’ allows you be alerted to calls which have durations greater than
the time set in minutes.
Calls made from a certain CLI (a CLI is a user telephone number).
Calls made from a certain extension.
Calls to a certain type of number e.g. Premium.
Maximum daily bill, e.g. £100, allows you to set a spend threshold to alert you when
the telephony spend for a day exceeds a particular value.
Calls made from a particular site.
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Next we will look at creating number lists
You can restrict the scope that will trigger the e-alert by using number lists. These
can be created and stored through the main eAlerts page, by clicking on ‘edit number
lists’.
From the number list page, the next step is to click on ‘New’ and give your new list a
name.

Once the list has been named, click ‘Save’:

Now click on “New Item” to add a number to your number list.

You can add full numbers or dialling codes to your list. Dialling codes such as 118

The eAlert can be viewed at any time. The first step is to select the required report
from the main eAlerts window then, on the following screen, the item summary:
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To trigger the report, click on the ‘Report’ button, then select the relevant billing
period from the drop down menu:

The selected data will be displayed in an itemised format:
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4g Manage User eAlerts
eAlerts can also be set on an individual basis per CLI. So instead of a catch-all alert,
each CLI has its own limit. The usage can also be monitored here.
The home screen shows you the existing CLI eAlerts, if any. To create a new one,
click ‘new’.

Enter the name of the CLI eAlert, the email address the alert is to be sent to, and the
title of the notification now click ‘save’.

You can set the CLI eAlerts to react to either a limit per individual call, or per month.
For example, if you set Alerts By Month, you will receive an eAlert if any of the set
targets are reach before the end of the current month.
Where the alert is determined per call, an alert will be issued if any call exceeds the
limits set.

All users – Any telephone number that does not have call limits set individually (you
will see this in the following paragraph/illustration) will be given the limits set in this
row.
Overall account limits – When the accumulation of calls (over the entire account)
exceeds any of the limits specified in this row, an alert will also be issued. This only
applies to ‘Alerts by Month’.

Click on this symbol to edit any of the limits within this section.
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Click this icon to save any changes made.
As already mentioned, each number can have its own limit set. You can find a CLI
using the search feature.
Every CLI has an ‘In Limit’ checkbox against it, which is ticked by default. Once they
exceed any of their limits, the box will become unchecked. This applied whether a
CLI is using its own limits, or whether it is using the ‘All Users’ limits.

To view the report, go back to the home screen and select the CLI eAlert you wish to
run.
Select the month you wish to view and click ‘run report’.

All calls which have exceeded their respective limits will then be displayed, as in the
following screen.
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