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1. Welcome

Thank you for your recent purchase, this was purchased through the Vodafone Business
Marketplace (VBM) platform.

This guide has been created to help you get started and get the best out of the VBM platform.

2. What is Vodafone Business
Marketplace?

The Vodafone Business Marketplace is a web-based digital platform that lets you access and
manage a number of your business products and services from one simple and secure place. The
platform is a great place to discover and buy other products and services from Vodafone.

The Vodafone Business Marketplace is free to use and all Vodafone Business customers are
eligible.

The Vodafone Business Marketplace allows you to:

" Access and login to all of your VBM purchased products and services from one place

® Manage your subscriptions from one place (e.g. purchase more licences, upgrade to different
editions, amend or cancel your services)

® Buy other products & services’

The Vodafone Business Marketplace supports mobile responsiveness, so you can use VBM from
any device — laptop, mobile, tablet — on the go.

*Please note: If you would like to buy via a Public Sector Framework, you will need to do so following the standard Public

Sector procurement process. Please contact you Vodafone Account Manager to discuss further. Products purchased
directly from the Vodafone Business Marketplace will be done so under our standard private sector terms and conditions. o
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p 3. Which products on Vodafone Business
Marketplace are available to buy via a
Public Sector Framework

Lookout Mobile Security
& Lookout Mobile Security provides comprehensive threat protection
m across Android and iOS mobile devices. Securing against app-, device-,
Lookout network- and phishing-based threats, while providing visibility and
control over data leakage on mobile.

Orbis Lone Worker Protection

f From simple-to-use mobile apps to smart connected devices, our Lone

{an Worker Protection Services offer a range of affordable solutions for

RED protecting your people — allowing you to monitor the welfare of your
ALERT employees at any time through a central dashboard, supported by a

24/7 Alarm Receiving Centre (ARC).

Samsung Knox
SAMSUNG Our portfolio of Knox cloud solutions allows businesses to configure,
customize, deploy, analyse and manage their devices. This improves

Knox business performance and supports workers in greater productivity and

efficiency, in-office or out in the field.

Vodafone Secure Device Manager Cloud

Vodafone Secure Device Manager Cloud (VSDM CLoud) enables
vmware customers to see, control and protect their connected endpoints
anywhere. VSDM Cloud is based on the leading Unified Endpoint
Management technology from VMware by Broadcom. It enables
customers to manage and secure their device environment with
confidence, whether their people are working from home, in the field or
across multiple sites — as long as they’re connected to the internet.

Workspace ONE®
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https://www.vodafone.co.uk/business/cloud-solutions/cloud-based-applications/lookout-mobile-security
https://www.vodafone.co.uk/business/cloud-solutions/cloud-based-applications/lone-worker-protection
https://www.vodafone.co.uk/business/business-mobile-phones/samsung/enterprise-edition

4. How do | get help with other Vodafone
products and services which are not available
on the Vodafone Business Marketplace?

Please visit one of the below links to get support with a Vodafone product or service not available on VBM.

Support Centre

YouTube Help and Support
Contact us

Vodafone Corporate Online

5.Howto

This section mentions in detail how to use the different features of the Vodafone Business
Marketplace.

5.1 Howto log in to Vodafone Business Marketplace

You can access the Vodafone Business Marketplace by clicking here. Find below the steps on
how to log in.

Step 1
Go to marketplace.vodafone.co.uk.

Business apps

Lookout Mobile Security

Mobile Threat Defense Solution for...

As your data goes mobile, Lookout closes your security
gap

Go to product



https://support.vodafone.co.uk/?usertype=Business
https://www.youtube.com/@VodafoneUK
https://publicsector.vodafone.co.uk/contact/
https://www.vcol.co.uk/
https://marketplace.vodafone.co.uk/en-GB/home
http://marketplace.vodafone.co.uk 

Step 2
Click Log in and insert your VBM username. This can be your email address or a memorable word
which you have received at the time of your account setup.

Username

Step 3
Insert your VBM password.

-1

Password Forgot Passwon

This system is for the use of authorised users only in

accordance with Viodafone security policies and

Step 4
You can now use the Vodafone Business Marketplace to manage your services.

Odafone Business Marketplace

AW {
o My Apps ShOp APPS 59\ LE] Acfirt Ba::et ORT QEG:
Applications

=]

&

e

Setup Guide



5.2 How to reset your password

This section will provide you with detailed information on how you can reset your password for VBM.

5.2.1 VBM Portal

Step 1
Click on the below link to access the VBM login page.

Vodafone Business Marketplace UK

Vodafone Business Marketplace
o Shop Apps

Username

Step 2
Enter your username.

O

Usemame


https://marketplace.vodafone.co.uk/login

Step 3
Click on “Forgot password?”.

Forgot your password?

Enter your email below and we'll send you a link to reset your password.

Email

v

Send Email

Step 4
Provide the email ID and click on “Send Email”.

Forgot your password?

An email has been sent to you with a link to reset
your password.

Enter your email below and we'll send you a link to reset your password.

Email

Send Email



Step 5
Password reset email confirmation.

Vodafone Business Marketplace UK <no-reply@vodafone.com>
To

(D If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Your Vodafone
Business
Marketplace

Rt your Viodalong Business Marketplnce pasmord
o

Thiari you for your ket o dhange your Seseecrd Tor e Vidates
Btk ME a0 v T W el 1L

H s o't makos i recuse, peasa ignors e amal

¥ T Bl D s R 1 (P 1 DA 10 W &
Wocators Boarass ke s oot Ror mars inforrmaion on Row e

Pl (it e RO W, P e L8 DTy Ry
Vodatons Buseossa Markeriaca

S USRIV RO & SIVRROR S T
smal Our dereaiphecs W your poriel Yo

T S MERAING B (Su DUBNESE AI08 BAT BTUO0E 1P 054 DA T
oar visit arvpime, Tut S Arat i pou e you Wi oe AIES 0 Ao yoor

Al by R Pl IR G et SR P SR O S
i vl S, DT Son'E WO TS redut 8 nee sctvesan e Fom
80 I° Baca.

Viwmsing your bils and Direot Dabas
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Step 6
Click on “Reset password”.

Reset your Password

Choose your Passwond:"
Must be at lzast gignt characters and contain af least one letter. oneg
number or symbol and not match the usermame.

sssssseee vy
Confirm Passwond™

Tl G) v

Submit




Step 7
After providing the password, you will be logged in to VBM and be on the My Apps page.

O My Apps Shop Apps O\ A w

Search Account Basket

Applications

5.2.2 By calling Vodafone

If you are not able to reset your password using our self-serve channel, you can always call VBM
support on this number and then after verification, our Care agents will be able to reset your
password for you. For more information, click here.

5.3 How to buy a new product or service

If you would like to purchase a new product or service via a Public Sector Framework, you will need
to follow the standard Public Sector procurement process. Please contact you Vodafone account
manager.

If you would like to buy new products and services direct from Vodafone Business Marketplace and
do not wish to purchase via the Public Sector Framework, please refer to this user quide for further
guidance.

5.4 Onboarding call

If you have placed your order via a Vodafone sales representative, your request will be passed
through to our onboarding team who will process your order. If this is your first Vodafone Business
Marketplace order, the team will be in touch to confirm ssecurity details for your new account. You
will need to supply a memorable date. This will be required should you ever need to call Vodafone
for support in relation to the product you have purchased on Marketplace.. Once setup has been
completed, you will receive an email confirmation.

! O


https://www.vodafone.co.uk/business/marketplace-userguide

5.5 How to make a change to your existing product or service

In this section, we’ll go over:

® How you can manage existing products
® How to increase subscription quantity
® How you can change from one subscription to another

5.5.1 How to increase the quantity of licences on your existing product or
service

Below are the steps to add more units / licenses if you already have a product and wish to buy more
licences of the same subscription.

Step 1

® Logintothe home page
= (Click on “Account”

" (Click on “Applications”

= (Click on “Manage Apps”

o My Apps Shop Apps 8 [EB /O\ ;q /O\

d  Applications  Users Assign ADDS Reports Company Settings

Manage Apps ©

Manage Apps
Guotes { MVDS - Lookout Mobile Security e

Cancel Subssrintian
........

Figure 1 — Application page
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Step 2
Select the product under “Manage”, click on “Manage Application”.

o My Apps Shop Apps O\ [E] /Q\ ¥ A

Applications SEr5 Assign Apps Report Company Settings

Manage Apps

‘ MVDS - Lookout Mobile Security e P

criptio Manage ¥

nage Appl
View and Edit renew -
ew and Edit e Assign User
od
(= ger ni
el Su

Figure 2 —Manage application

Step 3
Click on “Update Subscription”.

arone Business N

o My Apps  Shop Apps O\ i R E A

Account Dashboard  Applications Users  AssignApps  Reports Company Settings

Manage Apps »MVDS - Lookout Mobile Security

\w MVDS - Lookout Mobile Security

.b&sign Users Cancel Subscription

MVDS - Lookout for Small Business - Per Device - Per Month

Contract ends on 01/06/24 and will renew with 1 Month Contract

Update Subscription

Figure 3 — Update subscription
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Step 4

Enter the total number of licences required. Please note this should not be the number of
additional licences but the total number of licences you need moving forwards.

O MVDS - Lookout for Small 1 1 £0:20/ Device License / Month
Business - Per Device [36 36 MONTH CONTRAC
Months]

O MVDS - Lookout for Small 1 1 £0.90 / Device License / Month
Business - Per Device [24 24 MONTH CONTRAC
Months]

O MVDS - Lookout for Small 1 1 £1.03 / Device License / Month
Business - Per Device [12 12 MONTH CONTRAC
Months]

® MVDS - Lookout for Small 1 1 £1.23 / Device License / Month
Business - Per Device - Per 1 MONTH CONTRAC
Month

This s your current plan

Number of additional Dex

the fime SCr
This contract will autornatically renew at the end of the contract term. If you wouid not like fo auto-re ipdat

PIESSE ETET
For example: if you currently have one licence and wish to add two

Discount Code:

Apply

Fee due at checkout:  £0.00

Total recurring monthly fee as of 01/05/24: €123

Figure 4 — Licence quantity

Step 5
Enter your Purchase Order number here if you have one.

1. Create Order 2. Reference Code 3. Additional Information 4_Confirm Order

Set order reference code
Here you can enter order reference code for Application being purchased in the checkout.

ORDER REFERENCE CODE

OPP-12345672

Go back

Figure 5 — Reference number

13

Continue

Continue



Step 6
Please add the person in your organisation who will be responsible for managing the service. The
contact will receive a welcome email shortly after the order is placed.

You can find your Framework contract /call off contract reference number on your Call Off order
form. If you require help locating this, please contact your Vodafone account manager.

1. Create Order 2.Reference Code 3. Additional Information 4. Confirm Order 5. Order Receipt

Product Settings

SECOND EMAIL ADDRESS

Main Contact Email Address

FRAMEWORK CONTRACT REFERENCE NUMBER - PLEASE FILL FRAMEWORK CONTRACT REFERENCE NUMBER - MANDATORY

Framework Contract Reference Number

o

Figure 6 — Additional Information
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5.5.2 How to upgrade your existing product or service

Step 1

® Logintothe home page
® Click on “Account”

= Click on “Applications”

= Click on “Manage Apps”

o My Apps Shop Apps O\ ﬁE /O\ w A

cerd  Applications

Manage Apps

Manage Apps
_ Show Filters Q

Quotes { MVDS - Lookout Mobile Security sqm Manage ¥
r' ORT REG l:::::-j‘.::‘.\
‘er Device
Figure 1 — Application page

Step 2
=  Select the product under “Manage”, click on “Manage Application”
®  Click on “Update Subscription”
®  Check the existing product

o My Apps Shop Apps g LE\ R 'E’ R
Account Dashboard  Applications  Users  AssignApps  Reports  Company Settings

\\w MVDS - Lookout Mobile Security Assign Users Cancel Subscription

MVDS - Lockout for Small Business - Per Device - Per Month

N ORT REG ACCOUNT SIX
Contract ends on 01/06/24 and will renew with 1 Month Contract

Update Subscription

Figure 2 — Update Subscription
15 o



Business - Per Device - Per

Month

This is your current pian

O MVDS - Lookout for Small 1 1 £0.30/ Device License / Month
Business - Per Device [36 6 MONTH CONTRAC
Months]

O MVDS - Lookout for Small 1 1 £0.90/ Device License/ Month
Business - Per Device [24 24 MONTH CONTRAC
Months]

O MVDS - Lookout for Small 1 1 £1.08 / Device License / Month
Business - Per Device [12 12 MONTH CONTRAC
Months]

@ MVDS - Lookout for Small 1 1

£1.23 / Device License / Month
1MONT: B

NTRACT

MNumber of additional Devik
Please e e T
For example: if you currently have one licence and wish to add fwo m

This contract will automatically renew at the &

Step 5

Discount Code: Apply

Fee due at checkout:  £0.00

Totalrecurring monthly fee as of 01/05/24: €123

Continue

Figure 3 — Edition Upgrade

Click on agree terms and conditions and place an order.

Confirm Order

Name

MVDS - Lookout Mobile Security

Edition

3. Additional Informat 4, Confirm Order 5. Order
Price Quantity Total
£1.23 / Device License / Month 1 £123
Subtotal: £1.23
Fee due at checkout: €123

£123

a agfee to the Terms of Service, Privacy and Refund policies. Place Order

Figure 6 — Terms and conditions
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Step 6
Order placed.

1. Create Order 2. Reference Code 3. Additional Information 4. Confirm Order 5. Order Receipt

Order Receipt

You successfully subscribed to MVDS - Lookout Mobile Security and can start using the application from MyApps. You will receive email confirmations of your purchase.

Order ID: 7400088

Name Edition Price Quantity Total
MVDS - Lookout Mobile Security MVDS - Lookout for Small Business - Per Device £1.23 / Device License / Month 1 £1.23
- Per Month

Minimum contract duration: 1 month

Subtotal £1.23
Fee paid at checkout: €123
Total recurring monthly fee as of £
Figure 7 — Order summary
Step 7
Please review and accept the terms and conditions and place order.
Confirm Order
Name Edition Price Quantity Total
MVDS - Lookout Mobile Security L out for Small Business - Per Device £1.23 / Device License / Month 1 £123
Subtotal: £123
Fee due at checkout £1.23

ring monthly fee as of £1.22

Back
O agree to the Terms of Service, Privacy and Refund policies Place Order

Figure 8 — Order placed

You will be confirmed on the order receipt page.

Order Receipt

You successfully subscribed to MVDS - Lookout Mobile Security and can start using the application from MyApps. You will receive email confirmations of your purchase.

Order ID: 7400088

Name Edition Price Quantity Total
MVDS - Lookout Mobile Security MVDS - Lookout for Small Business - Per Device £1.23 / Device License / Month 1 £1.23
- Per Month

Minimum contract duration: 1 month
Subtotal €123
Fee paid at checkout: €123

Figure 9 — Order complete

17



5.6 How to cancel a product or service

Step 1

® | ogintoyourVBM account

® Click on “Account”

= (Click on “Applications”

= Select the one you would like to cancel

o My Apps Shop Apps O\ LE R i P\

Search Acoount Basket

Account Dashboard Applications Users Assign Apps Reports Company Setting

Manage Apps > MVDS - Lookout Mobile Security

\w MVDS - Lookout Mobile Security

MVDS - Lookout for Small Business - Per Device - Per Month

A o O <

Contract ends on 01/06/24 and will renew with 1 Month Contract

Figure 1— Application page

Step 2
® (Click on “Manage”
= (Click on “Cancel Subscription”

Account Dashboard ~ Applications  Users  AssignApps  Reports  Company Settings

Manage Apps €
|
Show Filters

aved Orders

Quotes Exchange Online Update Subscription ‘ Mana

Manage Application
Cg

Product: Exchange Online

- Exchange Online Plan 1 Your access fights: View and Edit renew with

Assign Users

Manage Domains

View Order History

u Marketplace Testing Product

Cancel Subscription
Product: Marketplace Testing Product

gition: Office 365 E1

nts: View and Edit renewwith| Coterminate After Renew

Microsoft 365 Business Manz

Figure 2 — Cancel Subscription
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Step 3
Confirmation of cancellation request.

aion
Account

My Apps Shop Apps O\ [EJE ’Q‘ E R

Dashboard  Applications  Users  AssignApps  Reports Company Settings

\w MVDS - Lookout Mobile Security Assign Users
&\\\ . : .
MVDS - Lookout for Small Business - Per Device - Per Month
S [ RELEZIEE
Contract ends on 01/06/24 and will renew with 1 Month Contract

Update Subscription

Figure 3 — Cancel Request submitted

5.6.1 Early Termination Fees (ETF)

When you take out a plan with us, you'll agree a subscription length — for example, you might
choose a 12-month plan.

If you want to cancel your product before the end of your subscription, you'll need to pay a fee to
leave early. We'll add the fee to your final bill — you'll get this within up to 30 days of leaving us.

The ETF will be calculated as specified in the framework.

Below is an example of how an ETF is calculated where the fee is 100% of the remaining term.
ETF Calculation:

24-month subscription and leaving after 18 months of usage

= Perlicence fee: £10

Number of units purchased: 100

Per month charge: £1000
Remaining subscription duration: 6 months

ETF charge = per unit fee X number of units X remaining subscription duration
=10X100X6

= £6000*
* this amount is excluding 20% VAT

. O



5.6.2 Renewal options

Vodafone Business Marketplace supports different types of products, and each of them may have a
different behaviour at the end of their subscription.

There are two different types of scenarios at the end of subscription of your product.

1. Move to monthly rolling subscription - For example, if you have a 12-month subscription
duration, you can still continue using the product after you have reached the end of the
subscription. You will, however, move onto a rolling monthly subscription. You will be able to
cancel your subscription at any time with one month’s notice and you will not be charged an
early termination fee once on a monthly rolling subscription.

2. Cancel service / product — At the end of your subscription, the product or service will be
ceased. We will send you a reminder ahead of this so you have plenty of time to purchase a new
subscription with us.

Your product may have any one of the above two behaviours and it will be mentioned in the product

description / product page. This is confirmed in in the service offer referenced in your call off
subscription.

5.6 How to check status of your order

After you have placed an order, you can check whether or not this has been successful as follows:

Step 1
Click on “Account”.

Step 2
Click on “Applications”

Account Dashboard | Applications | Users  AssignApps  Reports  Company Settings

Figure 1 — Applications

. O



Step 3

If your product is showing “Update Subscription” in green this means your product is active and
ready for use. Further amendments such as licence increase or upgrades will now be possible.

If your order is still being processed, your product will be greyed out with a message “Your order is
currently being processed. Once complete, you will be able to use and manage your product. Please
contact support if you need assistance.”. Depending on the product you have purchased will depend
on how long it will be in this status. Typically software products will be active within 48 hours.

Your order is cumrently being processed. Once complete, you will be able to use and manage your product. Please contact support if

you need assistance.

e Vodafone Secure Device Manager Cloud \anage ¥

Product: Vodafone Secure Device Manager Owner: Sarv Singh Contract: Contract ends on 20/06/24 and will
Cloud Your sccess rights: View and Edit renew with 12 Month Contract
Edition: VSDM Cloud Maobile Essentials- 12
Aonths - Per Device
Monthly Fee: £0.25

Figure 2 — “Update Subscription™ in green
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5.7 How to add or remove admins

5.7.1 Call us

To add or remove users on Vodafone Business Marketplace, you will need to contact our Care team
and provide details, or call us on on 0333 3040 191.

5.7.2 Change of ownership

This process needs to be followed if you want to transfer the ownership of a license from one admin
to another.

If you require the admin to be removed, please first follow this step to ensure the correct admin is
assigned to your licenses. After this has been done please contact us so that we can remove their
account.

Step 1
Click "Applications Tab”

Step 2

®  Select product you'd like to change ownership of
= (Click “Manage” dropdown

= Click “Manage Application”

‘ MVDS - Lookout Mobile Security Manage ¥
G ¢ / 1 Users .

Manage Application

Product: MVDS - Lookout Mobile Security Owner Contract: Cq
n: MVDS - Lookout for Small Business - Your access rights: View and Edit renew with  assign Users
Per Device - Per Month
Monthly Fee: £1.23 View Order Histcrry

Cancel Subscription

Figure 1 - Applications tab

. O


https://publicsector.vodafone.co.uk/contact/

Step 2
Click the gearicon (&), then select “Take Ownership”. A message will appear confirming that the
take ownership process has been initiated.

Manage Apps > MVDS - Lookout Mobile Security

MVDS - Lookout Mobile Security

Mobile Threat Defen

ution by Lookout
n: MVDS - Lookout for Small Business - Per Device - Per Month

Teke Ownership

Cancel Subscription

Contract: Contract ends on 01/06/24 and will renew with 1 Month Contract

Overview Settings Users Ur

Description Lookout Mobile Security provides comprehensive threat protection across Android and i0S mobile devices. Securing against app. device. network and phishing based threats, while providing visibility

and control over data leakage on mobile.

Support Go to Knowledge Base

Figure 2 — Gearicon

Step 3
Review details and click “Continue”.

O MVDS - Lookout for Small 1 1 £0.30/ Device License / Month
Business - Per Device [36 ol Ll
Months]

O MVDS - Lookout for Small 1 1 £0.90/ Device License / Month
Business - Per Device [24 ZAMENIE COMIEING
Months]

O MVDS - Lookout for Small 1 1 £1.03 / Device License / Month
Business - Per Device [12 12 MONTH CONTRAC
Months]

@® MVDS - Lookout for Small 1 1 £1.23 / Device License / Month
Business - Per Device - Per 1 MONTH CONTRAC
Month

This is your current plan

After 5 day:

This contract will autornatically renew at tf f the contract term. If you would

Discount Code: Apply

Fee due at checkout:  £0.00

Totalrecurring monthly fee as of 01/05/24: €123

Continue

Figure 3 — Continue

23



Step 4

If you have a reference number of your own you would like to add please add at this stage otherwise
click "Continue".

Set order reference code
Here you can enter order reference code for Application being purchased in the checkout.

ORDER REFERENCE CODE

OPP-12345672

Go back

Continue

Figure 4 — Reference code

Step 5
Accept terms and conditions and click on “Place Order”.

Subtotal: €123
Fee due at checkout: €123
To wonthly fee as of £123

3 1 afree to the Terms of Service, Pr vacy and Refund policies Place Order

Figure 5— Terms and conditions

Step 6
Order Receipt.

1. Create Order 2. Reference Code 3.Add n 4 ( Order 5. Order Receipt
Order Receipt
You successfully subscribed to MVDS - Lookout Mobile Security and can start using the application from MyApps. You will receive email confirmations of your purchase.
Order ID: 7400088
Nsme Edition Price Quantity Total
MVDS - Lookout Mobile Security MVDS - Lookout for Small Business - Per Device £1.23 / Device License / Month 1 £€1.23
- Per Month
Minimum contract duration: 1 month
Subtotal £1.23
Fee paid at checkout: €123
Total recurring monthly fee as of £14
N1/NE /DA

Figure 6 — Order receipt

24



Step 8
Click on “Applications” to verify ownership has changed.

‘ MVDS - Lookout Mobile Security
L3 G

Product: MVDS - Lookout Mobile Security
n: MVDS - Lookout for Small Business - Your access rights: View and Edit

Per Device - Per Month
Monthly Fee: £1.23

Figure 8 — Verify

5.8 How to access my product or service

Step 1
Click on "My Apps"

Step 2
Click on the product or service you would like to access.

Update Subscription Manage ¥

ntract: Contract ends on01/06/24 and will
renew with 1 Month Contract

Please note: Depending on the product or service purchased you may have single sign on or
may be required to use specific credentials provided by the third party.

Applications @

Eol
Security
Scorecard SN
s
Exchange Online A\ SecurityScorecard MVDS - Lookout Mobile
Exchange Online Plan 1 Renew Contract Security

25
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6. How to view your invoice

Your invoice can be found on Vodafone Corporate Online (VCO). A detailed breakdown will also be
available via an itemised billing report on the Vodafone Business Marketplace. This report is helpful
if you have made changes during your bill period.

6.1 How to access your invoice via VCO

Step 1
Login to VCO by clicking here.

Step 2
Enter your email address for your VCO account.

0“ ADOULVCO  WhatsNew  Help&Support  Video Guides

Figure 1-VCO Homepage (logged out)

. O


https://www.vcol.co.uk/home/default.vco

Step 3
Enter the password for your VCO account.

About VCO What's New Help & Support Video Guides

)

vodafone
business

Login

Password" ®

Eorgotten password?

Weicome to the VCO

Not registered? Contact us Vodafone Corporate Oniine (VCO) lels you manage your company's
mobile services and billng directly from your web browser.

Figure 2-VCO Login

Step 4
Choose phone number to send the security code to.

About VCO What's New Help & Support Video Guides
vodafone
business

What's new on VCO?

Find Out

L XX Jel

Request a security code

For added security we'l foxt 8 code 10 one of your numbers

Choose phone number

Ghoase & phane number 7

Haod holp? CIck hare

Welcome o the VCO

Vodafone Corporale Online (VCO) lels y0u Manage your company's
mobile services and biling directsy o your web broviser

Figure 3—VCO choose phone number

27



Step 5
Enter the security code received.

About VCO What's New Help & Support Video Guides
vodafone
business

What's new on VCO?

Find Out

L XX Xel

Enter your security code

Please enter the code we texted to your phone number ending in
7647, This code will time out afier 20 minutes.

Enter code

Walcome to the VGO

Re.send code Vodafone Corporate Online (VCO) les you manage your company's
mobile services and billing directly from your web browser

Figure 4 —VCO security code

Step 6
You will now be logged in to VCO.

(1) Getaltour devices inaclick!with the new Device Release Manager and browse the latest tabular tech inour VCO Tablet Store!

Corp eSM Legacy ~ = - —‘{‘{Wsn:ﬂ G}!—h«e ¢y Contactus E"—"S"‘"
vodufone  Ordering  Admin  Billing Help business logo
business

Welcome to VCO '/

> 0:02/032

Tutorial videos

ceeee

Need some help? Search our FAQs and guide here

something here fike SIM swap

No recent search results

i icogi | e

Figure 5—VCO homepage (logged in)
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Step 7
Highlight “Billing” then choose “Equipment Invoice and Credit Notes”.

@ Get all our devices in a click! with the new Device Release Manager and browse the latest tabular tech in our VCO Tablet Store!

Corp eSIM Legacy ~ &' ~ % Whatsnew {{} Home () Comactus [ Logow
o Chick here to add
Ordering Admin Billing Help S EIS D
vodafone -
business

Unbilled usage Billing Analytics

View unbilled usage = i

Tablet Store

See the latest iPads and more in the new VCO tablet store.

Find out more

[ N Noll N

Figure 6 —VCO Billing

Step 8
Search for your Invoice here. You can either click search or enter specific account, invoice details or
billing period.

= - Y Whats new G}me 2y Comactus Bmgm

vodutone  Ordering  Admin - Billing Help
business

Equipment Invoice & Credit Notes Sl

Welcome to Equipment Invoice & Credit Notes

download invoices and credit notes.

sation is happy wit digit ....

onse ik i fyour o anaceat noes nvoo smawoua koo (@)
er billing will be ceased within 30-80 days and can only be reversed by
Switch off paper biling & nvoices

Equipment invoice Credit notes

Equipment invoice view

From
aaimmiyyyy @
Tod: -
aaimmiyyyy 5]

About Vodafone UK

Figure 7 —VCO Equipment Invoice & Credit Notes
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Step 9
You can now select and download the invoice you are interested in.

&) ~ g Whatsnew ((} Home (Q) Comactus [ Logout

CorpeSiM Legacy ~

o Giick hete to ada
Ordering  Admin  Billing Help hipsiony

vodafone

business

Equipment Invoice & Credit Notes e

™

Welcome to Equipment Invoice & Credit Notes

This page allows you to search and download invoices and credit notes.

'

hin 30-60 days and can only be reversed by

appy vith digi
 biling wil

a discussion with your Account Manager.

Switch off paper billing & invoices
Equipment invoice Credit notes

Equipment invoice view

Ent

From
8

aaimmiyyyy
is month. this year. last month. last three months. last year To
da/mmiyyyy 5]

Account name 1 Account number Invoice Date Value Download
PUBLIC SECTOR 670237495/00001 SL89203 12/04/2024 415 @

=) PUBLIC SECTOR 670237495/00001 5189204 12/04/2024 3 @
PUBLIC SECTOR ro2a7assooo0  See0s 12042024 876 ®
PUBLIC SECTOR ro2aTass000  SLee206 12042024 132 ®

& PUBLIC SECTOR 670237495/00001 SL89207 12/04/2024 288 @

Figure 8 —VCO download invoice

6.2 How to download a breakdown of your itemisation

Step 1
Whilst logged in to the Vodafone Business Marketplace, click “Account”.

Vodafone Business Marketplace

0 My Apps Shop Apps

Business apps Support

Figure 1—Account
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Step 2
Click “Reports”

Vodafone Business Marketplace

o My Apps Shop Apps O\ R 3 R

Search Account Basket

Account Dashboard  Applications ~ Users  Assign Apps Company Settings

Dashboard

| & =
Recent Events | Everyone | Me

Figure 2 — Dashboard

Step 3
Click “Create Report”

o My Apps Shop Apps O\ A o A

Search Account Basket

Account Dashboard Applications Users Assign Apps Reports Company Settings

Download Reports

Show Filters Q

Manage Scheduled Reports
Options Status Creation date v Created by Reportname Template Start date End date File name
Create Report
Manage Templates
Lreate iemplate No repors

You can run a report by clicking the button below

Create Report

Figure 3 —Reports
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Step 4
Enter a name of your choice as the “Report name” and select “Billing Itemisation Report”. Choose
the “Report date range” you are interested in. Click Advanced Settings and amend the “Report
format” to Excel. Click “Create Report”.

o My Apps Shop Apps O\ A A=) R

Search Account Basket

ashboard

REPORTS Create RepOrt

Download Reperts

REPORT DETAILS

« Report name

My Report 2

* Report type

Billing misstion Report v

@® Creaste report immediately

« Report date range

date range you selec: ris documents
Advanced settings
Customize your reports sing advanced settings. See the Repors documentation for more information.
Column separator  Date format Decimal separator @

Legscy : B

File name template

{PARTNER]_{RUN_DATETIME}_s{FROM_DATE]}_e{TO_DATE]_billing_itemisation_report xlsx

file name termplate if field is empry.
Header format Footer format Report format

Standard CSV = Number of dsts rows = Execel

Creste Report

I

Figure 4 — Create report
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Step 5

Step 5: Click “Download Reports”. From here you will be able to see all available reports. Click on
the gearicon for the report you are interested in and select “Download”. Your report will now be
downloaded to your computer and available to view.

Download Reports

Options Status Creation date v Created by Report name Template Start date End date File name

TEMPLATES o I @

Figure 5—Download report

7.Get help

Via.co.uk/FAQs

You can find support for VBM products by using our “Getting started” guides for some of the most
popular products or find detailed answers to your questions by viewing our Frequently Asked
Questions (FAQ’s).

Supportteam
If you need help with your VBM account, need support with your bill or have a question, you can
contact us on 0333 3040 191.

If you wish purchase another product under a Public Sector Framework or need help with the
purchase process please contact your Vodafone account manager.

Opening Hours — Monday — Friday 08:00 — 18:00 (excluding bank holidays)

. O


https://support.vodafone.co.uk/Products-services-and-business/?usertype=Business

O

vodafone
business
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