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1 Content

The user manual for the moja-firma.telekom.sk portal describes the following functionalities:
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1 Login

Vitajte v Telekome

Prihlasit sa

Zabudli ste heslo? Prihlasit

Novy uzivatel? Registrovat

1. visit: https://moja-firma.telekom.sk/ (ideally Google Chrome, Firefox, Safari, Microsoft Edge is also

supported)

2. enter your login and password and click the Login button.

3. By logging in to the portal under your name and password, the portal will request security verification using
a code that will be sent to your registered email, or if you have a phone number filled in your profile, to
complete the login.

After verifying your login, you have the option to click on remember authentication for 30 days — during this
time, the portal will not ask you for additional verification.

WUV 1] | NIty SUiT W W i e TN I RARME T I M T R

Bezpecnostné overenie

4. if you have previously registered on My Telekom , or mojafirma.telekom.sk use the same login and
password


http://www.moja-firma.telekom.sk/
https://www.telekom.sk/sso-prihlasenie?redirect=https%3A%2F%2Fwww.telekom.sk%2Fweb%2Fmojtelekom%2Fdashboard

a. 1.1 Account Setup

In the upper right corner through the arrow, you can go to the menu, where you will find the option — Account

settings.

In the account settings, you have the option to change: name, surname, phone and password

Telekom Web CFEaTester ICo!
@ 2 |

Prehlad Sluzby Faktary Fakturacné profily eShop Sprava firmy

Nastavenie uctu

Zakladné tudaje

Do

Kontaktné udaje i ]

Heslo

Pre zmenu hesla kliknite na nasledujuci odkaz. Zmenit heslo E,'

2 Registration

If you are on the portal for the first time, click on the Register button.



Vitajte v Telekome
Prihlasit sa
Uzivatelské meno alebo e-mail

Heslo

Zabudli ste heslo? m
Novy uzivatel? Registrovaf +—

After clicking on Register, you will be redirected to the registration form, where you will register as a new customer.

Vitajte v Telekome

Registracia

Heslo musi mat diZku aspon 8 znakov a musi obsahovat vefké pismeno,
malé pismeno, &islicu a pecialny znak.

Sthlasim s podmienkami pouZlvania portalu Moja firma

Povinné pole

Mate uZ vytvoreny G&et? Spaf na prihldsenie



After registering, an email will be sent to you to verify your address. By clicking on the link in the email you sent, you
will be directly redirected to the https://moja-firma.telekom.sk portal

With the newly created login and password, you can log in to the B2B portal via https://moja-firma.telekom.sk

Vitajte v Telekome

Prihlasit sa

Zabudli ste heslo? Prihlasit

Novy uzivatel? Registrovat

After logging in, you need to additionally verify yourself using a security code, which will be delivered to your email

during registration.

Bezpecnostné overenie

3 Add a new business

a. Adding a new company (customer for the first time on the portal)

After entering the (correct) login and password, you will be taken to a screen where it is possible to add a

company using the ID and PID.


https://moja-firma.telekom.sk/
https://moja-firma.telekom.sk/

Click Add Business

:F B i Z n is (0) Telekom Web

Vitajte v portali Moja firma

Momentalne neméte pridelend delegaciu, ktoré by vdm umoZfiovala spravovat niektord firmu.

Teraz mozete:
« Pridat svoju firmu (cez IC0 a PID)

Enter your ID number and click Continue

{ Vyberfirmy

Enter the PID and click Continue

Pridat firmu

Pridat firmu

Identifikujte sa Vasim PID kédom

¢ Spéat



After successful verification via ID and PID, you get to the Overview

‘I’ Biznis

(o} Telekom Web

Prehlad Sluzby Faktary Fakturacné profily eShop Sprava firmy

Prehl’ad

Online nakup

Microsoft 365 licencii

Vyhladajte zaznam podla ¢isla sluzby, nazvu programu, aliasu, ¢isla fakturacného profilu alebo nakladového strediska

iJ
i

eShop Biznis Data Share Napiste nam

Zobrazenie podrobnych vypisov
0 za fakturacny profil

Vietky vase faktury s uhradené. MOja
= € vi iruck 2
Dakujeme. Zistit viac v prirucke Flrllla

o

b. Add a new business (add a second business)

The customer clicks on the arrow in the upper right corner, which opens a menu where they have the option to click
on the Add Business link. Subsequently, he proceeds further in the process of adding a company via ID and PID as
was the case with Adding a new company.

{o} Telekom Web B, 1E0: S

:|: Biznis

Prehlad Sluzby Faktiry Fakturacné profily eShop Sprava firmy Tribe Enterprise Services SK (DOS..

BRI

Prehlad

g VSRS

ZALOHOVANIE DAT
BEZPECNE PRE VAS VYSKUSAJTE

- - NA 3 MESIACE
BIZNIS & -
\ oje kupony

Nastavenie G¢tu

Zmenit firmu

Sprievodca portdlom

Vyhladajte zaznam podla Cisla sluzby, nazvu programu, aliasu, ¢isla faktura¢ného profilu aleb Odhtésit pouivate e AT



c. Adding a new business (the customer already has at least two businesses added)

After logging in to the portal, you will get to the list of already added companies. At the bottom right of the list,
there is a magenta Add Business button . After clicking on the button, we proceed in the same way as when the
company is added for the first time. We will use the ID number and PID.

Vyberte firmu, ktor( chcete spravovat’

& R - P
in s co- Vybraf
it s cosJ Vybraf
it s o | Vybraf
it s izo-J Vybraf

—_— Pridat firmu

4 Choosing a business (if multiple businesses are added)

After logging in to the portal, click on the desired row in the list of companies and select the company by clicking the
Select button.

Vyber firmy

Vyberte firmu, ktoru chcete spravovat’

Gislo sluZby Fakturaé&ny profil IGO0 firmy Nézov firmy

Hladat'

o)

Vyberte firmu, ktord cheete spravovat



5 Portal Guide

,.I: Biznis {f Telekom Web

Vyber firmy

Vyberte firmu, ktor( chcete spravovat

of 0
=23l
=)
Q Vitajte na novom portali

Moja firma

Vylepsujeme webové rozhranie, aby sa vam lepSie pracovalo.

Teraz vés prevedieme novym portalom.

Zatat

C0: 91 Vybrat

Z)

Z)

When you log in to the portal for the first time, you will automatically see a portal wizard that describes the
possibilities and functions of individual pages. If you need to open the wizard later, use the menu at the top right.

1

[

i. II Biznis @} Telekom Web 2 Mty | B (I CO: M A
1

Tribe Enterprise Services SK (D03...  1CO: 9iias

Vyber firmy - com

| B TIRQRERHIOT

Vyberte firmu, ktor(i chcete spravovat

Pridat firmu
Moje kupény
Cislo sluzby Fakturaény profil IEO firmy Nazov firmy Nastavenie Gétu

Sprievodca portalom

Odhlésit pouzivatela (@it




6 Overview

The report allows you to search by phone number, billing profile number, or cost center.

(o} Telekom Web

‘|* Biznis

Prehlad Sluzby Faktary Fakturacné profily eShop Sprava firmy

Prehlad

Objednajte si Samsung _\ l
ZO Serle Galaxy 824 ‘ ‘ . Viac informacii

DOSTUPNE K RA EJ ZMLUVE T-BIZNIS FLEX,
MT PROFESSIC IC AMAGENTA MOBILE

Vyhladajte zaznam podla Cisla sluzby, ndzvu programu, aliasu, Cisla fakturacného profilu alebo nakladového strediska

Novinka

Stav faktur Prehlad faktdr
Vytvorte si Spravcu firmy a
spristupnite prehl'ad o vasej firme

Vietky vase faktiry st uhradené. MOja -

It can contain icons:

a. eShopicon

After clicking, you will be redirected to the old portal https://mojafirma.telekom.sk.

b. Business Data Share icon
after clicking on the BDS icon, you will be shown the respective volume of Business Data Share, Business Data Share
SR, and assigned phone numbers that share common data.

The report of shared numbers can be downloaded in CS, TSV and XLSX format.

b.1 Setting a data consumption limit on a number included in BDS

Information about the set limit of data consumption drawn from BDS for specific phone numbers can be found in the



https://mojafirma.telekom.sk/

"data" detail of phone numbers.
You can choose the data consumption limit in the "data" widget via the "Detail" button:

1. Activate

Sluzby Detail sluzby

Data

Aktualne Cerpanie
Zostavajuce data z Biznis Data Share (ID sluzby 18) Zostava 20.4 GB 725 GB
Zostavajuci limit dat z Biznis Data Share Zostava2GB 22 GB

{ Nastavit limit spotreby dét Dokupit balik

Select the option: Set Data Consumption Limit — enter the data volume in GB, activation date and use the "continue'
button, the summary will display the settings you have entered and confirm the order with the "confirm order"
button

Limit spotreby dat

Nastavenia

Nastavenia
GB
GB
2811.2024 i

2. Change

You will use the "change limit" button



: Sluzby Detail sluzby
|

Data

Aktualne ¢erpanie
Zostavajuci limit dat z Biznis Data Share Zostava3.7GB 2/ GB
Zostévajlice data z Biznis Data Share (ID sluzby ' JIiEB) Zostava20.4 GB 225 GB

@ Nastavit limit spotreby dat Suma nad rdmec mesacného programu ‘ Dokupit balik

/£ Zmenit limit

® Zrusit limit

Enter the new/required data consumption limit for the number and confirm the order with the "confirm order"
button

3. Deactivate

Use the "Cancel Limit" button

: Sluzby Detail sluzby

Data

Aktualne ¢erpanie
Zostévajuci limit dat z Biznis Data Share Zostava3.7GB 27/ GE
Zostavajuce data z Biznis Data Share (ID sluzby JIEB) Zostava20.4 GB 225 GB

@ Nastavit limit spotreby dat Suma nad ramec mesacného programu ] Dokdpit balik

/. Zmenit limit

® Zrusit limit

Enter the date of cancellation of the data consumption limit and confirm the order with the "confirm order" button

b.2 Activation of one-time or automatically purchased data packages

When the prepaid monthly data on the BDS and BDS SR services are used up, you have the option of either
purchasing one-time data packages or activating the option of automatically purchased additional data packages.

You can activate the data boost package after entering the details of the BDS, BDS SR service in the "Data package
management" section.



Sluzby etail

Biznis Data Share

Aktualne cerpanie

Zostavajlce data z Biznis Data Share (ID sluzby %2

Zostava191GB 22/ GB

Zoznam Cisel Sprava datovych balikov

Dostupné baliky

Jednoréazovo dokupované baliky

D € bez DPH

Déta navy$e 1GB @ ZI0€ s DPH

) . 20D € bez DPH
Déta navy$e SGB @

Automaticky dokupované baliky

DATA 1 GB - Automatické dokupovanie @

DATA 5 GB - Automatické dokupovanie @

@
=

Precitajte si podmienky pouzivania datovych balikov.

Use the "buy" button to activate one-time data, or select the option of automatically purchased additional packages
using the "activate" button and confirm the "confirm order" button to activate the desired package.

An automatically purchased package can also be easily deactivated in the portal, when you use the button next to
the service "deactivate" by confirming the order, the automatic purchase service will be deactivated.

c. Email Usicon

Click to open a form for sending your requests.

In the Overview, we also display information about the status of invoices.

Stav faktur Prehl'ad faktdr

Niektoré vase faktiry nie st uhradené. Aktualizované ku diiu 04. november 2022.



7 Services

In the top menu, click on Services. Labels are used to filter services.
By entering at least 4 numbers in the search, it is possible to easily search for the desired number.

In the overview of services, you have a cost center next to the numbers. The cost center is displayed if you have the
NS listed in your invoices. At the moment, the NS is only viewable, it cannot be changed.

Sluzby

)
]
3

ﬂ Mobilné sluzby > = Déatové sluzby a ICT riesenia > ( 11:) Ostatné sluzby >
Pocet najdenych sluzieb: 6
L Stiahnut zoznam sluZieb
Zoznam vsetkych sluzieb
Typ Cislo v N&zov programu Alias Nakladove stredisko

BA __ .. SD - WAN Standard

[ ) MT Professional Plus Classic Alias RYEKc zilina >



8 Service detail

a. Calling, SMS, Data, Roaming

Alias XBkCj

Volania Spravy Dita Roaming

Neotemdzené volans Zeativa 10 08 Zestiva 108

Detail Detail Detail Detail
Faktury uhradené, dakujeme NajéastejSie akcie
Prejst na faktiry X Dotasné odpojenie
6 Napiti= ram s
&5 vimena SIMjesM
Suma nad ramec mesaéného programu 0,00€
Zobrant detail
Zakladné udaje
oon.
® Achna
Mato Boss
ate vazanost

4
i. Detail Volania
After clicking on Detail, we display the current drawdown.
Volania
o940
Aktualne ¢erpanie
Zostavajuce volania v ramci VPS Neobmedzené volania
Zostéavajice volné minity v sieti Telekom Neobmedzené volania

Volania do mobilnej siete Orange 3 min

Spotrebované od 01.10.2022

Volania do mobilnej siete SWAN ¢ 4 min

Spotrebované od 01.10.2022

Volania do mobilnej siete 02 @ 3 min

Spotrebované od 01.10.2022

Prevolané/Prijaté celkom 10 min

Spotrebované od 01.10.2022

Suma nad rémec mesagného programu



ii. Report detail
After clicking on Detail, we display the current SMS/MMS usage.

Spravy
Aktualne Eerpanie
SMS do mobilnej siete Orange 10 SMS/MMS
Spotrebované od 01.10.2022
SMS do mobilnej siete Telekom 55MS/MMS
Spotrebované od 01.10.2022
Odoslané/Prijaté celkom 15 SMS

Spotrebované od 01.10.2022

Suma nad ramec mesaéného programu

iii. Data detail
After clicking on Detail, we display the current data usage.

Data
Aktualne éerpanie
Sdhrn datovych balikov Zostava11GB
Déatové baliky jednotlivo
Zostévajlice data navyse Zostava 11GB
ice data z vasho &nél Zostiva O MB
VyuZité celkom vyuZité 0.9 GB

Spotrebované od 01.10.2022

Suma nad rAmec mesa&ného programu Dokiipit balik

iv. Buy data
After clicking on Detail — Buy data, we display information about activated data packages and other offered packages
that the customer can activate. As an administrator, you can buy additional data on the number even if the number
has the option to block additional data purchase. For the M2M universal program, it is not possible to buy additional
data.



Datové baliky

Jednorazoveé baliky

Ctijednany balk bude pripofitany k vadmu programi

Datove balicy cenne

,,,,,,,,,, ° ;
» <
0 .
Datove ballcy mesaéng
DATASOOME @ it
- L3
e . €
Datat0ce @ ‘
' £ o it
o s€
i £ re
e 1
i ® 0 14
A100ME :
Opakované baliky
Datowe balicy mesaén: «y dokupavans
¢ 5C . .
e ¢, € At
ATA - - o : :
L2
T41GE - Avtom -0
TA2 CE - Autom o : —
: -I - s
TA Autommaticks e @ ‘

v. Activate OnNet Security
Through the Data detail, it is possible to purchase the OnNet Security package. You can find this service for the T-
Plans, T-Business Flex, Business Plans programs in the Special Packages section

Jednorazové baliky

Objednany balik bude pripoéitany k va§mu programu
Détové baliky denné
Denné data neobmedzené @ -meed

arnn

Dennédata1GB @

Specialne baliky

Bezpecénost

et Secu 0,00 € bez DF
)nNet Security
Security @ 0,00€:0

After clicking on the activate button, you will go to the order summary, which you confirm via the "Confirm order"
option

You will be shown a positive message about the successful submission of the order



nformovat formou SMS

’0zadovane zmeny sa na
portali prejavia po kratkom

The OnNet Security service can also be easily deactivated via the portal via an order.

vi. Detail Roaming
After clicking on Detail, we display the current use of data, calls and SMS in roaming, Euro Roaming, Service settings,
blocking the purchase of roaming packages.

For the M2M universal program, it is not possible to change the roaming data control and service settings.

Roaming

Aktuélne éerpanie

Volanie

Zostdvajlce volania do vybranych krajin

Zostdvajlce volania vo vybranych krajindch

SMs

Zostévajice SMS/MMS z vybranych krajin do SR

Kontrola dat v roamingu

Limit kontroly déat

Nastavenie sluzieb

Roaming

@ EuroRoaming

Blokovanie

@ Blokovanie nakupu datovych roamingovych balikov

Blokovanie Euro Roamingu

vii. Buy a roaming data package
After clicking on Buy, we display information about activated data roaming packages and other offered packages

that the customer can activate. The blue warning

Zostiva 50 min

Zostiva 50 min

Zostdva 50 SMS/MMS

Vycerpané 0 €
Nastavenie
Zadarmo Nastavenie
Zadarmo Aktivovat

provides information on the zones in which roaming data



packages can be used. It is not possible to purchase a roaming data package for the M2M universal plan.

Roamingové baliky

o V pripade aktivnych viacerych balikov siéasne sa roamingové baliky ¢erpaju v poradi od najmensieho balika (1 GB do sveta) po najvaési (5 GB do sveta).

Aktivne

- . . "~ €bezDP
@ 50 min a 50 SMS/MMS vo vybranych krajinach @ A
""" €bezD

QL0 ;
~ e DPH
S P

© 1GBdosveta @ -

Datové jednorazové

Détové baliky je mozné vyuzivat v zahraniéi (mimo EU+). Zoznam krajin a Podmienky

Jednorazove baliky na 7 dni - pre krajiny v skupine Svet

1GIGA Svet

Jednorazové baliky na 30 dni - pre krajiny v skupine Svet

b. Unpaid invoices

They show the total amount of the outstanding amount.

Neuhradené faktiry 14,95 €
pre fakturacny profil 3”_

Prejst na faktdry

c. Amount beyond the monthly program

Displays information about charges beyond the monthly plan.



Suma nad ramec mesacného programu

Prehl'ad poplatkov

PoloZky Pocet Orientaénd cena
Volania do mobilnej siete Orange 3 min 0M€
Volania do mobilnej siete SWAN 4 min 0,13 €
Volania do mobilnej siete 02 3 min 0,07 €
SMS do mobilnej siete Orange 10 SMS/MMS 0,36 €
SMS do mobilnej siete Telekom 5 SMS/MMS 0,16 €

Celkovo: 0,83€

d. Most common actions

In the most common actions view, it is possible to disconnect a phone number either as a temporary disconnection
or as a loss/theft. No change is possible for the M2M universal program.

Najcastejsie akcie

X Docasné odpojenie

(A Napiste ndm

Vymena SIM/eSIM

e. Basic data

In Basic Data, in addition to basic information about the SIM card, you can also set up a Service Alias. The alias is
your own name for the service on the SIM card. The Alias data is not flipped into invoices.

Zéakladné udaje

091

- 89421023800 ...

@ Aktivna Fyzicka (plastova) SIM
Mato Boss e

MT Professional Plus Classic

Na tomto produkte neméte viazanost

Alias XBkCj
' Va



9 Invoice

To view invoices, click the Invoices icon.

(o} Telekom Web

Biznis

Prehlad Sluzby Faktary Fakturacné profily eShop Sprava firmy

Februar 2024

¢ Februar 2024

 Stiahnut faktdru () Vytlaéit stranku

Zakladné udaje

® Zaplatené

Stiahnut faktiru (= Vytlagit stranku

L
Zakladné udaje

8

@ Posplatnosti

8

249,20 €

< Spat

a. Filtering invoices

08. 0%.- 07.10.2022

08.10.2022

24.10.2022

In the invoices tab, we have the option to filter invoices according to the specified criteria:

1. Billing profile numbers
2. Invoice status
3. Invoices from -to

After setting the criteria, click on the Search button.

Marec 2024 >



(o} Telekom Web

Biznis

Prehlad Sluzby Faktary Fakturacné profily eShop Sprava firmy

Faktury

° Vsetko zaplatené, d'akujeme.

Vietky faktdry v Oktober 2023 v April2024 v

Najdeny 1 fakturaény profil, 10 faktur. m

Nazov fakturaéného profilu v Stav faktur Celkom na uhradu (s DPH) Platba Faktury
= B @ Zaplatené 0,00¢€ W
Cislo faktury Obdobie Stav faktdry Suma na Ghradu (s DPH)
19 ! Marec 2024 @ Zaplatené s
RIAC1A0 401 Februar 2024 @ Zaplatené s
acd Eahruir 2024 & Zaplatené o |

b. Pay for a billing profile and pay for an invoice

4. On the line with the billing profile number , click on the QR code to get to the Invoice Payment page, where
you can pay all unpaid invoices by bank transfer or card.

On the line with the invoice number , after clicking on the QR code, you will be taken to the Invoice
Payment page, where you can pay all unpaid invoices by bank transfer or card.



{7y Telekom Web

-I* Biznis

Prehlad SluZby Faktiry Fakturaéné profily eShop

Faktury

@  Nezaplatené faktury Zaplatit neuhradené faktiry
(bez inkasa)

Celkova suma k Uhrade (vratane inkasa) Z toho po splatnosti
249,20 € sDPH 249,20 € sDPH
Vietky faktiry ~ Maj 2022 v November 2022 ~

Najdeny 1 fakturaény profil, 3 faktary. m

Platba za faktura¢ny profil

Platba za fakttru

PH) Platba Dokumenty

Nazov fakturaéného profilu Stav faktir Celkom na Ghradu

E] 31 o . Po splatnosti :{.3 f_la
Cislo faktiry Obdobie Stav faktdry
831 OktSber 2022 @ Posplatost 29206 B3 4

c. Bulk download invoices for a billing profile and download a single invoice

1. Onthe line with the invoice profile number, it is possible to download all invoices of the invoice profile in

one selected format pdf, xlsx, tsv, or xml.
2. On the line with the invoice number, it is possible to download the invoice in one selected format pdf, xlsx,

tsv, or xml.

Hromadné stiahnutie faktdr za fakturaény profil

Stiahnutie fakttry

om na Ghradu (s DPH) Dokumenty

Nazov fakturaéného profilu Stav faktar

=] 31 & @ Posplatnosti X
Cislo faktiry Obdobie Stav faktlry Suma na uhradu (s DPH)
831 Oktéber 2022 @ Posplatnost 249,20 € B 4

d. Download detailed statements for a phone number

A detailed statement can be downloaded for individual phone numbers in the most common actions section, where

you can get through the phone number detail.

Najcastejsie akcie

X D né @ B Strat d
B4 Nap E) Podrobny vypis




The statement can be downloaded in xIsx, csv, tsv format for the last three months, but also for the current billing
period.

If necessary, you can click through the renewed www.moja-firma.telekom.sk portal to the old portal
www.mojafirma.telekom.sk via the eShop button.

e. Download detailed statements for yvour entire billing profile

A detailed statement can be downloaded for the entire billing profile in xlIsx, csv, tsv format for the last three
months, but also for the current billing period.

You can find the option to download a detailed statement in the billing profiles section, after clicking on a specific
billing profile.

Telekom Web

Prehlad Sluzby Faktury Fakturacné profily eShop Sprava firmy

Fakturacne profily

B2B portal TA

@ Zobrazit faktiry (5] Podrobny vypis

10 Invoice detail and invoice profile detail

1. By clicking on the line with the invoice number, the invoice detail is displayed.
2. Clicking on the icon in the billing profile row opens the billing profile detail


http://www.moja-firma.telekom.sk/
http://www.mojafirma.telekom.sk/
http://www.mojafirma.telekom.sk/

{n} Telekom Web

‘I* Biznis

Prehlad Sluzby Faktury Fakturaéné profily

eShop

Faktuary

Nezaplatené faktulry

Z toho po splatnosti

249,20 € s DPH

Celkova suma k Ghrade (vratane inkasa)

249,20 € s DPH

Vietky faktiry

Najdeny 1 fakturacny profil, 3 faktary.

Po kliku na riadok s ¢islom faktury sa otvara detail faktry

Nazov fakturaéného profilu

= 31 &4
Cislo faktiry Obdobie
831 Oktdber 2022

i. Invoice detail
informs about the due date of the invoice
allows you to pay
QR code, bank transfer
o Card
allows you to download the invoice

O

print page
Displays basic invoice data

Zaplatif neuhradené faktdry
(bez inkasa)

Maj 2022 November 2022

Po kliku na ikonu sa otvara detail fakturacného profilu

Stav faktdr Celkom na thradu (s DPH) Platba Dokumenty
. Po splatnosti 249,20 € 5{-3 “‘_J-,
Stav faktury Suma na Ghradu (s DPH)

@ Posplatnosti 24920€ EE 4,



(o} Telekom Web

Biznis

Prehlad Sluzby Faktiry Fakturacéné profily eShop Sprava firmy

Februar 2024

¢ Februar 2024 Marec 2024 >

fytlait stranku

iﬂ

A Stiahnut faktdru

Zakladné tdaje

® Zaplatené 01.03.2024

. e

ii. Invoicing profile detail
On the billing profile detail, we can:

1. View invoices for a billing profile
edit the basic contact details of the billing profile
set the method of sending notifications about the issuance of invoices and payment of invoices (SMS or
email notifications).
Direct debit setup
5. we display services under a searchable billing profile



(2} Telekom Web

I Biznis

Prehlad Sluzby Faktary Fakturaéné profily eShop

Fakturagné profity

Mato 1 Rasitester L250

([ Zobrazit faktiry fakturaéného profilu

Zékladné Udaje “

3 Mato 1Rasitester L250

Bratislava 82109
Slovenska republika

Zasielanie upozorneni ra

~ . " o - . Vystavenie Zaplatenie
Spodsob zasielania Kontaktny telefon  Kontaktny e-mail . B Jazyk
faktdry faktdry

SMS 0905 ma v v SK
Platba “
Inkaso

Sluzby vo fakturaénom profile

Celkom 2 sluZby pod faktura&nym profilom

Typ Cislo Nézov programu
091 MT Professional Plus Classic >
1E Biznis Data Share 25 GB
< Spat

11 Billing profile

1. inthe second line of the menu, click on "Billing profile"
2. Select the desired billing profile

Fakturacné profily

Zoznam fakturaénych profilov

Typ Cislo profilu a Nézov fakturacného profilu Adresat
310 B2t E testmmmzov >

40 BZ TN >



12 EShop

After clicking on the link in the menu, the customer is redirected to the old mojafirma.telekom.sk portal. Through

the mojafirma portal, it is possible to purchase mobile devices, Microsoft Licenses, TelekomCloud Backup, Moon
License, SmartBill Start and Pro.

13 MT Professional Plus Classic modification

In the part of the phone number detail, via the Edit program button, it is possible to change the number Variants, or
change the additional package according to the valid framework contract.

A change in the program can be made individually per number.

Volania Spravy Data

0 SMS/MMS °

Sluzba je blokovana

Neobmedzené volania

Zostavajuce volania v ramci VPS Odoslané SMS / MMS

Upravit program Detail Upravit program Detail Upravit program

After clicking on the Edit program button, the available Variants will be displayed, according to the framework
contract, which can be changed on the number.

Dostupné varianty programu

Variant 1

Balik volani Nonstop SRado EU( €

Balik SMS/MMS 100 SMS/MMSVSR(  €) v
Balik dat Neobmedzeny internet v mobile 2 GB ( €) v
Cena za mesiac (bez DPH) €

Cena za mesiac (s DPH) €

Zmenit na Variant1

Via the Change to Variant XY button, we go to the summary of the required change on the phone number, where in
the second step it is possible to schedule the change for a certain date.

If the required change is entered correctly, in the order summary, it is necessary to click on the Confirm Order



button.

If you do not see the variants or additional packages, you need to contact the business line 0800 123 500.

14 Swapping SIM/eSIM

In the detail of mobile services in the most common promotions, there is an option to replace the SIM/eSIM card.

SIM replacement can be carried out on all active mobile postpaid services except the M2M universal program.

Najcastejsie akcie
X Doéasné odpojenie ® Blokovanie Strata/Kradez
B2 Napiste nam [ Podrobny vypis

& Vymena SIM/eSIM

15 Managing your business

15.1 Wiki

i. Map of Pokrytia
The coverage map is located under Business Management. The coverage map indicatively shows the locations that
are covered by the radio signal of the mobile network and the locations of the availability of fixed network services
of Slovak Telekom. Through the coverage map, it is possible to verify any network outages.

Mapa pokrytia a dostupnosti

Vyhladajte svoju adresu a overte si dostupnost' Telekom sluZieb

Viyplite najskdr obec, ulicu a &fslo Q

- —
s):,; N~ \-_A,\ Godaing|
ol { N /¢ :

s C2prid

|
ez
w...n{x it

25 \_Pculln &

Zwionai Goral 2

I e
< .~ veate—"

Il Dostupné pokrysie [] Sezpokrysia Mapa @  Névrh samosprévy



ii. Your sales representative and specialists
In the wiki section you will find a saved onepager with information about your care contacts.

15.2 Contracts

iii. Displaying and downloading drawdowns from the Hardware budget
In the Company Report, under the framework contract, you will find information about the balance of the HWB
value. After clicking on the hardware budget, you have the option to download the drawing in XLS, CSV or TSV
format.

Celkové ¢erpanie

Zostatok zo schvaleného HW budgetu JE
. __________________________________________________________________________________________________________________|

K exspiracii ddjde za 26 dni (31.10.2022)

&, Stiahnut zoznam transakcii

Transakcie

Produkt 1D objedndvky Vytvorend dia Stav Doplatok za zarladenie Cerpaniez HW budgetu
Samsung Galaxy Z Fold4 1-2LFPZEGG 05.10.2022 ® Rezervované 7€ 2500€

iPhone 14 Pro Max 1-3N6EINME 03.10.2022 ® Potvrdené M I 4 50,00 €

iPhone 13 1-3Y6FATLS 01.10.2022 ® Zrusené € 4500€

15.3 Setting user rights

iv. Business Manager delegation

In the Company Management/User Rights Settings section, you have the option to create a delegation. As a
Superadmin, you create an Admin delegation. You will allow the delegated user to manage the services to the extent
available through the customer portal.

Sprava firmy

Wiki Zmluvy Nastavenie prav pouzivatela Napiste nam

~+ Pridat pouzivatela @ Informacie o pouzivatel'skych rolach



Through the option to add a user, the logged-in user who carries out the delegation via email or SMS is first verified.

By using the continue button, enter the email or phone number where you will receive the sent code. After
successful verification, use the add user option again. Enter the email to which the delegation email will be sent.

Pridanie pouzivatela

@ z s

Pouzivatel'ska rola Pristup k fakturaénym Udaje a zhrnutie

profilom
Pouzivatel'ska rola nového pouzivatela

Spravca firmy

« Pristup ku vietkym faktiram vo vietkych fakturacnych profiloch vratane buduicich
« Prava ku vietkym funkcionalitam aplikacie pre cell firmu
« Aktivacia, deaktivacia a Uprava sluzieb

0 Momentalne pracujeme na pridani d'alich pouzivatelskych roli. ’

If the customer is registered on the my-company portal, he clicks on the first link. If the customer is not registered,
he will use the second link for registration.

Dobry den,

L ‘ N

uZivatel 7.1 .o @...... rcom Vam chce delegovat pristup k svojim produktom a sluzbam.

s

Pre prijatie alebo zamietnutie pristupu k danym produktom je nutné sa prihlasit k Vasmu Gétu na
portali hitps://wwt.telekom.sk/camapp/accept/PdO0-i64cOndM88s31BRcw.

Ak ucet eSte nemate, mozete si ho jednoducho vytvorit’ na adrese
https://www.telekom.sk/sso-registracia.

Po zaregistrovani pokracujte kliknutim na tuto linku, alebo prekopirujte cely nasledovny text do
riadku s adresou vo Vasom internetovom prehliadaci:

https://wwt.telekom.sk/camapp/accept/Pd00-i64cOndM88s31BRcw

After creating a new registration, it is necessary to log in to the my-company portal and the message will be
displayed see screen, through the option to accept rights, the delegation will be confirmed.



Prijatie delegacie

Vasmu pouzivatelskému uctu boli pridelené prava. Ich prijatie je podmienené Vasim suhlasom. Vietky Vase pridelené prava

mozete najst v sekcii Sprava firmy / Nastavenie pouzivatel'skych prav.

Pridelil L Ti@.. Tp-io..com

Prava k spolocnosti . - S.R.0.

Pridelené roly Spravca firmy @)

Pristup k fakturacnym profilom Vietky fakturaéné profily (vratane budiicich)
Prijatim sthlasim so zobrazenim profilu v uvedenom rozsahu. Udaje spristupnené v rar tohto profilu st urcené len pre ucely toht

atim sa zavazujem dodrziavat Pravidla B2B portalu.

X Odmietnut prava  Prijat prava

When the delegation is accepted, the specified user is delegated to manage the company.

v. Delegation Company Accountant

The Superadmin and Admin roles have the option to create the Business Accountant role. You give the delegated
user access to all of the company's billing profiles through the customer portal.

Sprava firmy

Pridanie pouzivatela

Po K f

'ouzivatelska rola
Pouzivatel'ska rola nového pouzivatela

Spravca firmy

« Pristup ku vietkym faktiram vo vietkych fakturacnych profiloch vratane budicich
« Prava ku vietkym funkcionalitdm aplikacie pre celd firmu

« Aktivacia, deaktivacia a Uprava sluZieb

© Uétovnik firmy

« Pristup ku vietkym faktiram vo vietkych fakturacnych profiloch vratane budicich
« Prava k vybranym funkcionalitdm aplikacie

« Nema pristup k podrobnym vypisom

o Momentalne pracujeme na pridani dalSich pouzivatelskych roli. ‘

After you select the delegation of the Business Accountant role, follow the instructions above. When the delegation
is accepted, the customer will be assigned the Business Accountant role.



vi. Billing profile service delegation
The Billing Profile Service Administrator role has limited rights to selected billing profiles. The role is limited by the
services in the billing profile.

Pridanie pouzivatela

Pouzivatelska rola Zoznam fakturaénych profilo Udaje a zhrnutie
Pouzivatel'ska rola

Spravca firmy

« Pristup k vSetkym faktiram vo vSetkych fakturacnych profiloch vratane buddcich
« Prava k vSetkym funkcionalitam aplikacie pre celd firmu
« Aktivacia, deaktivacia a Uprava sluzieb

Spravca sluzieb fakturacného profilu

« Obmedzené prava k vybranym faktura¢nym profilom
« Upravy existujtcich sluzieb

Uétovnik firmy

« Pristup k vSetkym faktiram vo vsetkych fakturaénych profiloch vratane buddcich
« Prava k vybranym funkcionalitam aplikacie
« Nema pristup k podrobnym vypisom na detaile tel. isla a vo faktura¢nom profile

6 Momentalne pracujeme na pridani dalsich pouzivatelskych roli.

After you select the Billing Profile Service Administrator role delegation, follow the instructions above

15.4 Disorders

In the Failures section, you can see the reported failures for your company, which are updated online.



Sprava firmy

Viki Zmluvy Nastavenie prav pouZivatela Poruchy Napf3te ndm

Zoznam poruch

Cislo poruchy Sluzba 1D sluzby Stav poruchy Poslednd zmena

CIN-"= "7~ TV MAGIO GO L T @ vrieseni 14.03.2024 >
CIN-2 771 M2M 0910: "~ene @ vrieseni 11.03.2024 >
CIN-2 Mobile Voice Postpaid 09107~ "« o Vrieseni 07.03.2024 >
CIN-con- ... Mobile Voice Postpaid 0914.... 1 o Vrieseni 07.03.2024 >
CIN-L. ...~ Mobile Internet 1EA 0 o Vrieseni 01.03.2024 >

Through the pink arrow, you have the option to view the detail of the reported malfunction

Detail poruchy

Zakladné tdaje Priebeh riesenia
CIN- *~*7" @ Porucha nahlisena
@ Vrieseni
TV MAGIO GO © Vvrieseni

1E

V rieseni. Vami nahlasena porucha sluzby je v rieseni technickymi

14.03.202410:21 zlozkami. Poruchu je zvyéajne mozné vyriesit na dialku. V opacnom

14.03.202410:21 pripade Vas bude kontakt

navstevy, ktory Vam bude vy

Kontaktna osoba

Dominik *
Q- m--

16 M2M Universal Card Consumption Detail

On the moja-firma portal, you can also see the detailed status of cards with the M2M Universal program. For the
time being, it is possible to download a detailed statement for the number with the specified program in the most
common promotions. If you need to change the services on the number, use the "write to us" option.



M2M Universal

)7

Volania Spravy Data Roaming

o

Nemate Ziadne aktivne

0 sec 0 SMS/MMS

Zostéva10 GB . - -
21068 roamingové baliky

s . ’ Zostavajlce dita 2 vaSho mesaéného
Prevolané minGty Odoslané SMS / MMS N =
programu

Detail Detail Detail Detail

Nenasli sme Ziadne faktiry Najéastejsie akcie

B2 Napite nam (B Podrobny vypis

17 T-Business Flex Modification

In the part of the phone number detail, via the Edit program button, it is possible to change the number Variants
according to the valid framework contract. A change in the program can be made individually per number.

After clicking on the Edit Program button, you will be shown the available Variants.
T-Biznis Flex

Volania Spravy Data Roaming

Neobmedzené volania Neobmedzené spravy Neobmedzené dita Zostava1G8

Zostavajuce volné SMS a MMS v SRa do
EU

Zostavajice volania v ramci VPS

Zostavajuce data Zostavajlce data v z6ne 2

Upravit program Detail Upravit program Detail Upravit program Detail Dokiipit Detail

Via the Change to Variant XY button, we go to the summary of the required change on the phone number, where in
the second step it is possible to schedule the change for a certain date.



Upravit program

Variant 6 Variant 5 Variant 7 Variant 8

Neobmedzeny internet v mobile Bez pristupu na internet ) Neobmedzeny internet v mobile 2 Neobmedzeny internet v mobile 6
500 MB GB GB
Standardné minGty

Nekone&no SRa EU . Nekone&no SR a EU Nekoneéno SR
Standardné SMS/MMS

Nekone&no SMS/MMS vSR ado EU Nekone&no SMS/MMS v SR ado EU Nekonegno SMS/MMS v SR

/100 mindtvzéne 2

© 100 SMS/MMSv zéne 2 « Magio TV §tart « 1GBvzéne2
 OnNet Security « Magio TV Start
"7 77 “bezDPH/mesiac . bez DPH / mesiac .- 'bezDPH/mesiac . ., *bezDPH/mesiac

Detail sluzby Upravit variant Zmenit na Variant 5 Zmenit na Variant 7 Zmenit na Variant 8

If the required change is entered correctly, in the order summary, it is necessary to click on the Confirm Order
button.

If you need to change additional services, use the Edit variant button.

18 Small configuration changes for SDWAN

If you have an active SD WAN service, you can make small configuration adjustments through the portal on the
service.

In the first step "required configuration", you choose what change you require, select the service for which the
change of settings is to be processed, enter the contact details and after summarizing, send the order.

Konfiguracia sluzby

Pozadovana konfiguracia

Pozadovana konfiguracia

Presmerovanie portov
Novy port do LAN
Binding IP voéi MAC

Novy user

na poziadavka

After successfully sending the order, you will be sent a notification to the specified contact about the processing of
the order.



When administering the SDWAN service, it is possible to configure several services at once, after clicking on the chat
box, you select all services at once.

Konfiguracia sluZby

Vyber slutby

19 My Coupons tab

In the menu, you have the My Coupons tab, where you will find the displayed associated coupons of your company.
You can forward the coupons to your email.

T ICO: S A

Prehlad Sluzby Faktary Fakturacné profily eShop Spréva firmy

BRI

Prehlad BT

s ¢os

Zmenit firmu

ZALOHOVANIE DAT
BEZPECNE PRE VAS VYSKUSAJTE Pridat firmu

- . BIZNIS NA 3 MESIACE

ZADARMO Moje kupdny

Nastavenie Gétu

Sprievodca portdlom

Odhlésit pouzivatela STadmin2

The rules for using coupons can be found in the "i" window



