How to Use Guide: My Business Account Setup

Last updated: 8/18/2011
Overview
The way you set up My Business Account determines how you manage your company's wireless
accounts. You can create a company structure that will allow you to manage user access to all or
parts of your business in a way that is meaningful to you (i.e. departments, cost centers, location,
etc.). You can also create and assign users to different billing accounts.
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User Role Access
What can each user role do within My Business Account?

Administrator — Users have access to the complete menu options. Note: There can be multiple
administrators.

Analyst — Users have access to the complete menu options but can not create or edit users,
assign users to billing accounts, wireless numbers or company structures, or create or modify
company structures.

Buy — Users have access to all transactions within the Orders tab. Note: The Buy role cannot
change voice plans when upgrading a device on an existing line, but this role is able to change
text messaging and data plans.

Maintain — Users have access to all menu options, except for the Administration menu,
Payments sub-menu, and Upgrade Equipment Transaction.

Maintain & Pay — Users have access to all menu options, except for the Orders screen and the
following Settings options: Company Users, Billing Accounts, and Company Structure.

Product & Service — Users have access to the Account Maintenance menu option to manage
Custom Applications that their company has opted to set up. All other menu options and Account
Maintenance transactions are not available.

Reporting — Users have access to all menu options, except for Administration, Payments and
Account Maintenance. These users will receive a monthly email when all bills have been loaded
in the application.

View Only — Users have view-only access to Overview, Billing (except Payments), and Reports
menu options. Note: Access to Account Reports or Wireless Number Reports is determined by
the accounts and / or wireless numbers to which the user has been granted access.

View and Pay — Users have view-only and payment capabilities.

Menu Tab or e Sy Maintain Hrodnct 3 View el

Hiropour Administrator |~ Analyst | Buy | Maintain D &_ Reporting only and
Sendce Pay

m:“ i v v v v v v

:'I(t:i‘;:l?‘tl::':ﬂllce ¥ Y L ¥ L

Orders v L) v

Billing v v v v v v v

Reports v v v v v v v

Support v v v v v v v

Settings v v v v v v v v

Lhilities v v v v v v v v
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One Administrator: Standard Set Up

1. To begin setup, hover your mouse over Billing, then hover over Statements and click on
Overview. The Billing Overview page will appear.

verizonuieiess Overview Account Maintenance Orders

Overview

Tt T 1 ¥ Choose L
’ Overview 4 Statements
_ Unbilled Usage $ Pesmontx
Account Maintenance
View Statements
Search for Wireless Number & and check order status foryour
A ——— Witivalaoes soniisse

2. From the Overview page, your company'’s billing accounts are clearly listed. Each folder
icon represents a billing account.

Billing Accounts E Default
Search I_S_e_r_\fE:g_f\J_uLnlj_e_r V_E search | Service Murnbers V|
Text: | | B tex | | &3

Page [1_| of 3 Next >
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3. To view the wireless numbers associated with each account, click on the F next to the
account number.

=

Billing Accounts I

search ! Service Mumber | Search i Service Numbers V!

Text: | | &R tex |  co |

— P =
- [ | Default M| - Quistancing Last Invoice
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1 {of 1) records returned.
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* Qutstanding Balance column does not reflect any
credits issued since your last statement

*
[
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[csv ¥

You have now completed standard set up.

|3
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One Administrator: Set Up & Delegate Administrator Access From the
My Business Account Overview page, you can easily add users, and assign and change
access privileges for new and existing users. To setup and delegate administrator
access, you will first need to add the person with the administrator role, and then assign
wireless accounts to the new administrator.

Note: Adding users and assigning access privileges does not complete the set up
process. After completing these steps you will need to assign billing accounts / wireless
numbers to the user.

1. Click on the Settings dropdown.

veﬁmﬁdﬂeﬁ Overview Account Mainter ance Orders

Guick Tasks w/| Settings v UWilities | v

2. Gotothe Company Users page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts
Company Structure

Company Users h

Paperless
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3. Click on the Add a User button on the upper right hand side of the page.

Company Users

Add a User

Below is a listof cormpany users who are enrolled in this account. Add a User

List of Company Users

Search Results Page [1 | of8[lext >
User Internet
Typeis) Status
- - Edit | Delete |
PP E—— rrom i

i i e Reset Passward

- Edit | Delete |
b i e

- PRI - . Reset Password
. Edit | Delete |
F o o T ™ -

Reset Passward

- y -u---tm- g Edit| Delete |
Rt o e S " o Eeset Password
——— [ReTP—p—— S — Edit| Delete |
A, o 6 i - . Reset Password
[PrrT— b g - [T sl Dl

[WIETRETIEY | Reset Password

4. Enter the new user’s information. Under the Role dropdown, select Administrator and
click Continue.

Add Company User

Add a User Assign User Confirmation

*Indicates required field

Add Company Users

First Name * | ‘

Last Name = | \

Phone Number [ ]

Email Address * 3 | ‘

Role = Meed help finding a rale?

User ID ™ User ID must be atleastB characters

Passward must contain at least 8
characters, including an uppercase
letter, a lowercase letter, and a
numhetr.

New Password | ‘

Confirm New Password * | ‘

CpushTa [ aroup

Access Rights: 2 Talk Carrmunication

[ wachine to
Maching

Cance
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5. You will be presented with a summary of the information you entered.

a. Confirm the accuracy of the information and click Continue.

Add Company User Confirm

Add a User Assign User

Please confirm that the details below are correct.

First Name: i
Last Name: it
Email Address: Ty AR < e

Phone Number:

User Name:

A

New Password:

A

Confirm New Password:
Role: Administrator

Push To Talk

Group Cammunication
Machine to Machine
Split Bill

Access Rights:

Split Bill Access Code

‘fou must notify the user of their username and passward.

cance! (LTS

b. Click | Accept to proceed with creating a new user.

|
Close (X

fou are creating a user that has buying authority and the autharity to
create other users with buying authority.

Trece

Note: You have now successfully added an administrator; however, the next step is to add the
new user to a Company or Billing Structure.
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6. Click on the Structure dropdown and select Billing Structure.

Manage Billing Account Users

Add a User + Assign User Confirmation
1. Belect the structure Bil v
2. Select the falder to which [ ! e user
3. Select the "Users" Tab Cornpan
4. Select "Unassigned” from the drop down and refresh
5. Find and select the user created and choose "Assign”
Search |Servic:e Mumber V| | | m
Y
- E Default = % Default
* O
9o | uscrs PO
Hame:
& @ Default
* ] Location:
Default
* ] ¥
Description:
= O

7. Click on the account number you would like to assign for the user.

Add & User «" A Usan CndlErrmalion

1. Select the structure Biling Structure -

2. Select the folder to which you would like to assign the user
3 Selecl the “Users” Tab

4. Seloct "Unassigned” from the drop down and refresh

& Find and select the user created and choose “Assign™

Search | Servos Number L ]
= [E Defauh (sass) = b | 0001
S i i [ ueers [
’ :-;J ?
=8 Marme:
* -00001
* Location:
2 Dradaulf -D0aond
L
- Description:
* 3 = -0009
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8. Click on the Users tab.

9. Select Unassigned from the View dropdown menu and click Refresh.

] L00001

Views: | Assgred . Filter: |Frsthame ] J Refresh ]
— EEr— T
O

O

4]

O

O

£

0

B (of B) records returned

Desslnct AR m

10. Check the box next to the user you want to add, and click the Assign button.

1 aB

Details Users Folders Accounts Lines and Services

View: | Unassigned Vl Filter: |FirstName Vl

¥Hesttester a8
e

m -

mpe -
O e e ‘
]

0 . =
O

m =
115 (of 113) records returned. < Previous Page of &
[Seect i

You have completed adding and assigning a new user.
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One Administrator: Set Up & Grant Access to Additional User(s)

1. Click on the Settings dropdown.

Verizonwimeiess Overview Account Mainter ance Orders

Cuick Tasks ¥ /| Settings |v  Wilities ¥

2. Go to the Company Users page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts
Company Structure

Comparny Users h

Paperless

3. Click on the Add a User button on the upper right hand side of the page.

Company Users

Add a User

Below is a list of company users who are enrolled in this account. AddaUser

List of Company Users

Search Results Page [1 | of@Next >

U:er Internet
Typeis) Status

Edit | Delete |
Reset Passward

PP S— Edit | Delete |

= win [y

PRREEETRES Reset Passward

Edit | Delets |
Reset Passward

- _— [ T AR - - Edit | Delete |
WS b 4 et L - Reset Password
W Edit | Delete |
— ! [— iy e
Reset Pagsword
- s - e ‘ . — Edit | Delete |
TREPRIFTENES ' Eeset Password
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4. Enter the new user’s information. Select a user role from the Role dropdown, and click

Continue.

Add Company User

Add a User

*Indicates required field

Add Company Users

First Name *

Last Name *
Phone Number
Email Address * 2
Role *

User ID
New Password *

Confirm New Password *

Meed help finding a role?
User|D must be at least 6 characters.
Password must contain at least 8

characters, including an uppercase lettpr, a
lowercase letter, and a number.

Cancel W

5. You will be presented with a summary of the information you entered. Confirm the
accuracy of the information and click Continue.

Add Company User Confirm

Add a User

Please confirm that the details below are correct.

First Name:

Last Name:

Email Address:

Phone Number:

User Name:

New Password:
Confirm New Password:
Role:

Access Rights:

Split Bill Access Code

You must notify the user of their username and password.

Administratar
Fush To Talk
Group Communication

Machine to Machine
Split Bill

Cancel W
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6. Click on the Structure dropdown and select Billing Structure.

Manage Billing Account Users

Add a User + Assign User Confirmation
1. Belect the structure Bil v
2. Select the falder to which [ ! e user
3. Select the "Users" Tab Cornpan
4. Select "Unassigned” from the drop down and refresh
5. Find and select the user created and choose "Assign”
Search |Servic:e Mumber V| | | m
Y
- E Default = % Default
* O
9o | uscrs PO
Hame:
& @ Default
* ] Location:
Default
* ] ¥
Description:
= O

7. Click on the account number you would like to assign for the user.

Add & User «" A Usan CndlErrmalion

1. Select the structure Biling Structure -

2. Select the folder to which you would like to assign the user
3 Selecl the “Users” Tab

4. Seloct "Unassigned” from the drop down and refresh

& Find and select the user created and choose “Assign™

Search | Servos Number L ]
= [E Defauh (sass) = b | 0001
S i i [ ueers [
’ :-;J ?
=8 Marme:
* -00001
* Location:
2 Dradaulf -D0aond
L
- Description:
* 3 = -0009
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9. The page defaults to show the users assigned to the billing account.

. Default

View: | Assigned ~| Filter: [ First Name v | [N Retrest |

T 4 o

A N G M |
[

31 (of 91) records returned Page of 7 Mext >

[Sacc i I oesootan I o [onassir]

10. Select Unassigned from the View dropdown menu and click Refresh.

(B | 100001

View: | Asgred ~ Filter: |FrmName ]  Feirest |
o T — e T
O

O

O

i

o

O

a

B {of 8) records returned

5 il
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11. Check the box next to the new user’'s name and click the Assign button.

b Detaun

Detals  Users  Folders Accounts  Linesand Services

View: Unassigned ~  Filter: | First Neme = m

[] deepak

7] DINESH

1114 (of 1114) records retumed Paga (1| of 75 plext 2
[Seectn] —_—

You have now successfully added a new user. Repeat steps 1-11 for all new users you add to the

account.
Multiple Administrators: Standard Setup

1. Click on the Settings dropdown.

ver;m,lwmess Overview Account Mainter ance Orders

Quick Tasks * | Settings ¥ |Hilities ¥

2. Gotothe Company Structure page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless
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3. Enter the name and description of the company structure, and click Create. You have
successfully created a company structure.

Create a hew Company Structure.

Ngme: |

Dgscription: I

Note: Refer to the How to Use Guide: Understanding a Company Structure for detailed
information on company structure maintenance. The structure name can be up to 30
characters; the description can be up to 50.

4. You will now see the name of the new company structure in the left hand window. Click
on the & next to the name.

Search | Sewvice Number =] | m
& ABC Company £ ABC Company
Name:
IAEIC Company
Description:

5. Click on the Unassigned folder.

~ B 8BC company (303

+ ] marketing

+ ] Sales

6. Click on the Accounts sub-tab in the right hand pane.

t ABC Company

Details  Users | Folders Accounis

Name:
ABC Company

Location:
ABC Company

Description:

© Verizon Wireless 2011
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http://b2b.vzw.com/support/how_to_use/company_structure.html

7. The account numbers will now appear. Check the boxes next to the account(s) you want

to assign, and click Assign.

1 Unassigned

T N o |

- pooooood- o000
[~ JR00000003-00001

5 (of 5) records returmned.

Select Al ] Deselect All

You have now successfully assigned account(s) to the new company structure. The next
step is to assign an administrator to the structure.

Click on the Settings dropdown.

veri@wfrefess Overview Account Mainter ance Orders

Cuick Tasks ¥ Settings v | Lhilities | v

Go to the Company Users page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts
Company Structure

Company Users h

Paperless
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10. Click the Add a User button on the upper right hand side of the page.

Company Users

Add a User

Below is a listof cormpany users who are enrolled in this account. Add a User

List of Company Users

Search Results Page [1 | of8[lext >
User Internet
Typeis) Status
— Edit | Delete |
Wit e v — Reset Passward
[T e — Edit | Delete |
- . s o
R PRI w e Beset Pasaword
+ e " - % Edit | Delete |
Reset Passward
- . WA . . Edit | Delete |
Ll i o 6 s s o Reset Password
—— W | — _— Edit | Delete |
A, i i T—— . Reset Password
- . Edit | Delete |
[ TR can . R
- i — Reset Passward

11. Enter the new user’s information. Under the Role dropdown, select Administrator and
click Submit.

Add Company User

Add a User Asc=ign User Confirmation

*|ndicates required field

Add Company Users

First Name * | |

Last Name * | |

Phone Number [ 1

Email Address * 2 | |

Role * Ieed help finding a role?

User ID* k User D must be at least 6 characters.

FPassword must contain at least 8

| | characters, including an uppercase
letter, a lowercase letter, and a

number.

New Password *

Confirm New Password * | |

i . CJpush Ta DGroup
fce g 2 Talk Communication
[ machine to
Machine

cance
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12. You will be presented with a summary of the information you entered.

a. Confirm the accuracy of the information and click Continue.

Add Company User Confirm

Add a User Aszzign User Confirmation

Please confirm that the details below are correct.

First Name: et
Last Name: “haf
Email Address: iy iaeigajpar

Phone Number:

User Name:

New Password: SRR

Confirm New Password: SR

Role: Administrator
FPush To Talk

Group Cammunication
lachine to Machine
Split Bill

Access Rights:

Split Bill Access Code

You must notify the user of their usermame and password.

cancel (LT

b. Click | Accept to proceed with creating a new user.

Cloze X

Yfou are creating a user that has buying authority and the authority to
create other users with buying authority.

30 =3

Note: You have now successfully added an administrator; however, the next step is to

assign billing accounts.

© Verizon Wireless 2011
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13. Click on the Users sub-tab in the right hand pane.

Semch [Senicatmiber 2 [co |

= E poiwa ()  Detan

o

+ [ oo0000000-00001

Mama:
Defaut

Lecation:
Difaust

Description:

(esv !

14. The page defaults to show the users who are currently assigned to the billing account.

b Defaut

Detalls  Users  Folders  Accounts  Lines and Senvces

View: ![Asslgn_ed 'V' Filter: | First Name V | _

[1seth pe
[ traci

[ Traci

3 {of 3) records retumed.

[ossion

15. To assign the new administrator, change the View dropdown to Unassigned.

E: Default

Details  Users  Folders  Accounis  Lines and Services

View: | Unassigned ~ | Filter: ;F_i_ls_! N_ame o |
[mELy nassignad =
[:|1rati

13 (of 13) records retumed.

[Saicta vesouctan’ [rassion
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16. Click the Refresh button, and you should see the new administrator's name appear on
the list.

E: Default
Detailts  Users  Folders  Accounts  Lines and Services

View: | Unassigned ¥ Filter: |FirstName »

[ trati

13 (of 13) records retumed.

Select AN || Deselect AN

17. Check the box next to the new administrator's name, and click the Assign button.

f: Defaun

Detalis  Users | Folders Accounls  Linesand Services

View: .Unassigned * | Filter: | First Neme v | m

[] deepak >
DINESH

1114 (of 1114) records returned Page |1 of 75 Next '

[Saectar] —pam

You have now successfully added your new administrator. Repeat steps 7-17 for each
administrator you want to assign.
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