Administrator Bruin Guide

The Goal of this Guide

The goal of this Administrator Bruin Guide is to help get you familiar with the different pages that Bruin has to
offer so you can manage your company’s Bruin account.

Getting Started with Bruin

Bruin helps you transition your telecommunication, data and wireless services when business needs change.
Bruin is more than just your average TEM (telecom expense management), Bruin helps simplify your complex
telecom expenses into a transparent platform, so you can see where your business’ money is going.

Sign into your Bruin account at app.bruin.com and use the login information that was provided in your welcome
email.

Created by the Bruin Success Teamin 2019.
Updated by Bruin Client Outreach in 2020.
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You will see options to open your profile settings, see your inventory, change your password, or logout.

. Once you log into your Bruin account, hover over the personicon in the upper right-hand corner.
Click on My Profile & Preferences and continue to the next section.

Profile settings

Iy Profile & Preferences

1. Onthe left, you will see four categories: Profile, Inventory, Notifications, Preferences.
a. Under the Profile section, you can edit your contact information.
b. Under the Inventory section you will see any inventory assigned to you.
c. Under the Notifications section you can change the frequency of email notifications and what
kinds of email notifications you receive for the specific Tickets you have open at your company.

The frequency can be Never, Hourly, Daily, or Weekly. Milestone notifications are any changes in
the status of your Tickets. Notes are any notation that has been added to your Ticket. These
settings can be toggled between Yes and No.

There is an option for Advanced Options, if you click on this icon in the top right corner of the
Notifications tab.

app.bruin.com
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d. Under the Preferences section you can change the line item view within Bruin.

Note: If you make any changes, make sure to click Save in the bottom right corner of each tab in the
Profile & Preferences page.

Notifications: The Push Notifications button shows you notifications for tickets and reports at the bottom right
of the page.

You can Dismiss the notifications individually (at the top right of the notification) or in bulk (top left)

@ Notifications X

© Report Mar 18 at 2:19 PM

Your report Wireless Audit Report for $Period is available for
download.

Download

» Next, we will go through the different navigation icons located at the top left of Bruin.

app.bruin.com
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Navigation Icons

Super Search: The Super Search allows you to search for locations, tickets, users, invoices, and clients.
You must type at least 3 characters for the search to begin its mission of finding what you need.

Shopping Cart: The Shopping cart allows you to order new inventory, equipment, and/or services to go
along with it.

click here if you ever feel lost!

Help Button: The Help button has a comprehensive list of step-by-step tutorials. This will most likely be
your first stop for any questions or inquiries on how to perform certain tasks. You can also suggest tasks
you'd like to see in this Help button by clicking “Suggest a Topic”.

Menu Button: Clicking on this “inedible” Hamburger Icon will allow you to see all the tools you can access
within Bruin.

n Home Button: The Home button, if clicked, will take you back to your dashboard/homepage. Feel free to

Menu

Dashboard

Place an Order
Inventory

Finance

Ticketing

Intelligence & Reports

My Company

app.bruin.com
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Dashboard: What will you find on the Dashboard?

» The Bruin Dashboard is a customizable widget board. You can create widgets on any favorite filters you
have saved. You can create favorite filters on any page with a smart filter. You will also notice some
shortcut links to certain Bruin pages. My shortcut links are highlighted in pink below. You can select the
arrow button to the right to edit your shortcuts. You can select the Configure Dashboard button to the
left to edit your dashboard.

= a ®» @ & brun Dashboard Phillip Garcia  MetTel Customer

@, 0(2 My Dashboard  HelpDesk  Accounts Inventory  Wireless Lines & Devices  Wireless Usage

Unassigned 2 Mine 5 Specialty 14 Team Urgent 1 Monitor 5

Tickets Traini Brui
raining rum
0-3d  4-6d 7+d 9 Tickets 12 Trainings 12
Looking for the old
dashboard?

Place an Order Open Dashboard

Need phones or service?

* oders 54 256 3k

a3 change 125 420 1k

Repaic 237 206 592

> What are smart filters and favorite filters?

This is a smart filter. The smart filter can be used to search for a keyword, phone #, phrase, or filter items. You
may select filters or you can simply start typing in a phone number “7324448624”, a name “Sabrina”, vendor
“MetTel”, address “55water”, and more.

a w @ a bruin Inventory > All Lines & Services Sabrina Ayoub

MyDashboard  HelpDesk BEC Inventory  WirelessLines&Devices  Accounts  Locations

% search se o flter itzms Status not Disconnected X (@) | Filteredto92 rows

@  service/une ADDRESS ASSIGNEE ITEM ACCOUNT INSTALLED HIERARCHY COSTCENTER

[0} _an powers2@trusy Archie Powers TruelC License -;’?:(otzlzne: [ May 17, 2015 Cloud PEX Cloud PEX

@ NA Cloud PBX Graup ;‘1?;?27161_ PR Apr 23,2018 Cloud PEX Cloud PEX

@ NA Cloud PBX - Main Line Apr 23,2018 Cloud PBX Cloud PBX
Click on it and a drop-down menu will appear and allow you to select certain 7 Product Type s

Criteria tO f||ter on. v Select all options below and filter the data

Billing Account

Cloud PBX

Equipment Account
IP Phones

Toll Free

Unclassified

Q Search for "Product Type is "
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Then click the enter key. Notice how the smart filter altered what we see, and a new filter was added.

{? Search for keyword, phrase or filter items Product Type IP Phones X Status not Disconnected X O Filtered to 21 rows

To favorite this filter combination, click on the Star icon
arc.'l for keyword, phrase or filter items Product Type IP Phones Status not Disconnected @ Filtered to 21 rows
You can then name your favorite filter and save it.

Favorite Name | IP Phones

Filters Product Type IP Phones

Status not Disconnected

All bold fields are required

These favorite filters can be accessed in the smart filter drop-down by clicking on the word Favorite...

ﬂ? Search for keyword, phrase or filter items
Favarite .
Account f Sub-account

Address .

You can also add these favorite filters to your dashboard.

» The amount and types of tickets that are currently active Tickets
for your company can be viewed from your dashboard. 0-3d  4-6d  7+d

* Orders 0 0 0
s Change O 0 0

Repair 0 0 0

app.bruin.com
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Searching for phone numbers, inventory, users, locations, and tickets

n The Super Search can be used to search for phone numbers, inventory, users, locations/addresses,
account numbers, and ticket numbers.

» Touse Super Search to find the desired line, click the search button as seen here:

= qal=® @ a bruin

Then type the desired line in the search box provided.

X

There are filters on the far right side of the Super Search which you can select to narrow down your search
results.

a9 € LB

The default is ALL. From left to right the filters are: all, locations, ticket number, users, account number.

The Super Search will search for the criteria that is input across the portal. Below is a search for the phone
number 7324448624. Notice the first two search results pulled up the user associated with this phone
number. The third result pulled up the location where this WTN is located.

X 7324448624 Qeexsearch (AL Q@ 4 L B B

Name  Sabrina Ayoub

Email sayoub@bruin.com -
! WIN 7324448624 > Rl
ClientName  Bruin Group, LLC
ClientID 82560 SERVICE DESCRIPTION ACCOUNT
Narr
JobTith
l Email
WTN
Client Name
Address 55 Water St New York NY 10041-0...
° Attributes  Phone Number: 7324448624
ClientName METTEL/NEW YORK
ClientID 9994
o Inventory Tickets

app.bruin.com
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Notice what happens when we select the Locations filter and search the same phone number. It will only pull
up the location where this phone number exists. This window will show all inventory at this location. To view
only the desired phone number, click Open Location located at the right of the Super Search window. This will
open a new page with the inventory item.

¥ 7324448624 @ Clear Search

AL Quearons 4 2 B @

55 Water St New York NY 10041-0004

Address 55 Water 5t New York NY 10041-0...
° Attributes  Phone Number:7324448624 >
Client Name METTEL/NEW YORK

iy Sk SERVICE DESCRIPTION ACCOUNT
®
@ Active 6462857549 Smart Phone pansn0dee
@ Active apacaozss Smart Phone onaazess
@ Active 2127427899 Business Line
@ Active 8389637449 Toll Free
@ Actie 2127428995 Business Line
@ Aciive 3479826362 Smart Phone
@ Active 2127427022 Business Line
@ Actie 2127428733 Business Line ”qn‘””

o I Inventory Tickets Invoices
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Establishing a Hierarchy

What's a hierarchy? Well, it is whatever you can dream it to be! A hierarchy is basically the structure of your
business broken down into categories. For example, you can be broken down by region then by store location.
Reach out to us if you think your business would benefit from a custom hierarchy structure. Otherwise, we can

provide you with what we think is best for your business needs.

The hierarchy page is located in the Main Menu, under the My Company section.

|E My Company Owerview
People

@ Clients :
Locations

. Archive Hierarchy

Below is an example of a hierarchy structure. This business is broken down by Brands, Divisions, and

Departments.
vision Departmant

Campary

a

3 <

app.bruin.com
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Managing Inventory

Inventory All Lines & Services

» From the Main Menu, hover over the Inventory section, and click on All Lines and Services to get to the
Inventory page where you can see all inventory at your company.
» On this page, you can download inventory to an Excel spreadsheet using the Download button.

Q w @ a bruin Inventory > All Lines & Services Phillip Garcia  Bruin Group, LLC.

My Dashboard  Accounts  Charge History HelpDesk Inventory WirelessLines & Devices  Wireless Usage

'i}{ Search for keyword, phrase or filter items 2 Status X o Filtered to 152 rows + i %
@) SERVIC..  ADDRESS ASSIGN...  ITEM ACCOUNT INSTALLED HIERAR..  COSTC..  TICK..

® fg:th'e"’ - ?BDSQSJTE-? ArchieP..  TrueUC License B"fgg‘_':,'y 6. May17,2018 ALL CloudP.. None
@ 2B rovdene Cloud PBXGroup il Apr23,2018 ALL CloudP..  None
@ %2”8‘?1“0 Pgogf‘ﬂ?'f NA Cloud PBX - Mai... [‘;'fgg’;'ﬂ . Apr 23,2018 ALL Cloud P... None
® veas. ?;0(";1‘:5':9 NA Cloud PBX Voice... ';Af(gi'yw  Apr23,2018 ALL CloudP... None
® 2500, TN jamesH.  TrueUCLicense e s, May9,2018 ALL CloudP..  None

» You canopen aNew Ticket on an inventory item by clicking the check box next to the item and clicking
the ticket button. You can submit different types of repair tickets or edit modifications to service.

Q * @ a bruin

‘i,. ‘E:? Search for keyword, phrase or filter items

SERVICE / LINE ADDRESS

@ archie powers2@trusu.... Providence
test 10 Charles St, Providence, RI

app.bruin.com
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» You can edit inventory items by hovering your mouse over the blue ellipses on the right side of the page
next to the item.

= Q =" @ A bru'n Inventory > All Lines & Services Phillip Garcia  Bruin Group, LLC.

My Dashboard  Accounts  Charge History HelpDesk Inventory  Wireless Lines & Devices =~ Wireless Usage

i‘} Search for keyword, phrase or filter items 2 Status X @ Filtered to 152 rows + i %
@ sERviC..  ADDRESS ASSIGN..  ITEM ACCOUNT INSTALLED HIERAR..  COSTC..  TICK..

® fc:!h‘e P T‘U“c”;fi‘ztp ArchieP..  TrueUC License r,i:IE':,V ~ May17,2018 ALL CloudP... None
® ?iﬁlpg_ %“g,ffe NA Cloud PBX Group 2’1‘%‘:?'271 . Apr 23,2018 ALL Cloud P... None
® ?f‘z?lc? %05‘1?2“ NA Cloud PBX - Mai.. E”fg?'r - Apr 23,2018 ALL Cloud P... None
Q@ vras ":’g’(",‘f[‘fl’l‘f NA Cloud PBX Voice... 2’11“;‘2'27] . Apr 23,2018 ALL Cloud P.. None
@ 28510, P(ﬁvjﬁe’:‘e JamesH..  TrueUC License ﬂfgi' - May 9, 2018 ALL CloudP.. None

» Then click Edit Details.

Edit Details

» Under Details, you can edit/add a Line Description.
» Under Advanced, you can set the hierarchy for the line.

Edit Details

Details Advanced

Identifier 22851

Description  Cloud PBX Group

Operator  Search or type a phone number... v

Edit Details

Details

HIERARCHY

Business Unit v

CLOUD PBX GROUP

app.bruin.com
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» Clicking on a service line will bring you to a new page with the inventory/asset details.

= Q " 0 n bruln Inventory > All Lines & Services Phillip Garcia  Bruin Group, LLC.

My Dashboard  Accounts  Charge History HelpDesk Inventory  Wireless Lines & Devices ~ Wireless Usage

7 Search for keyword, phrase or filter items 2 status X (@) Filteredto152rows 4+ 4+ 2

@  SERVICE/LL.  ADDRESS ASSIGNEE ITEM ACCOUNT INSTALLED HIERARCHY COSTCENTER  TICKETS
archie.power... Providence . . MetTel R -

@ Lot 10 Charles St Pr Archie Powers TruelUC License 0100527161/ 58 May 17,2018 ALL Cloud PBX None ﬂ
22851 Providence A MetTel Mo

® i e NA Cloud PBX Group D1n0e57161 /58 Apr23,2018 ALL Cloud PEX None
22851-0001... Providence " CMain MetTel A -

@ oo o b A Cloud PBX - Main Line 010052716158 Apr 23,2018 ALL Cloud PBX None B

- Providence " . MetTel ) None
® vrassi0 Provdence o NA Cloud PBX VoicemailPo.. b Apr23.2018 ALL Cloud PBX Nore
@ 228510002 Frovidence James Hicks TrueUC License MetTel May 9, 2018 ALL Cloud PBX None 200
10 Charles St, Pr 0100527161/58

» Clicking on a Location in the Address column will bring you to a Location Details page with all the assets
associated with that location.

= Q " 0 n bruln Inventory > All Lines & Services Phillip Garcia  Bruin Group, LLC.

My Dashboard  Accounts  ChargeHistory HelpDesk Inventory  Wireless Lines & Devices  Wireless Usage

A
.{ Search for ke

rd, phrase or filter items 2 Status X @ Filtered to 152 rows + &

5

9 SERVICE/LI... ADDRESS ASSIGNEE ITEM ACCOUNT INSTALLED HIERARCHY COST CENTER TICKETS
archie.power. Providence . . MetTel - -
@ test 10 Charles St. Pr.. Archie Powers TrueUC License 0100527161/ 58 May 17,2018 ALL Cloud PBX None ﬂ
22851 Providence a MetTel .
@ i e NA Cloud PBX Group 100597161 /58 Apr 23,2018 ALL Cloud PBX None
22851-0001.. V- MetTel . -
@ ihhon NA Cloud PBX - Main Line 10087161 /55 Apr 23,2018 ALL Cloud PBX None (o]
- Provid " MetTel
@ veamsio. e NA Cloud PBX Voicemail Po... 0= Apr 23,2018 ALL Cloud PBX
@  ssto002.  Providence James Hicks TrueUC License Mettel o May 9. 2018 ALL Cloud PBX None oo
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Managing Wireless Inventory

Inventory All Lines & Services

Wireless Lines & Devices

» From the Main Menu, hover over the Inventory section, and click on Wireless Lines & Devices to get to
the wireless page where you can see all wireless inventory at your company.
» On this page, you can download inventory to an Excel spreadsheet using the Download button.
» You can see the Inventory details, including:
e Line User - Who assigned to the device.
e Network- A7T&7, Verizon, Etc.
e Device- Iphone, Samsung Galaxy, Etc.
e Voice/Data/Text Plan
e IMED &ICCID Code
e Eligibility for Upgrade- Will either show date when eligible, Value Plan detail, or Upgrade Button
= Upgrade- This button will take you to the New Order Screen to choose your device. See
ordering section.

= Q ® @ a bruin Inventory > Wireless Lines & Devices PhillipGarcia 2000003 Federal Test Client X

My Dashboard HelpDesk  Accounts ChargeHistory Inventory  Wireless Lines & Devices  Wireless Usage

>

{f{ Search by keyword or filter items... Status Active X ® Filtered to 1 rows

STATUS LINE/S... v ECUEY NE DEVICE VOICE... DATA.... TEXT ... IMEI & IC... ELIGIBILI... TICKETS

Alex xie Apple iPh... L o 35853605... - ) -
@ (347) 346-... Wireless Ve... Smart Phone Unlimit... 2GB Unlimit... 89148000, . Upgrade None ﬂ

ELIGIBILITY TICKETS

Edit Details

Upgrade Device
Change Plan or Feature
Change Phone Number
Suspend Line
Deactivate Device

» Hovering over the ellipse to the right will provide quick links to several mobility ticket tasks.

app.bruin.com
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Wireless Usage

all Intelligence &Re.. Reports

- Wireless Usage

» From the Main Menu, hover over the Intelligence & Reports section, and click on Wireless Usage to get to
the page where you can see all wireless usage at your company.
» On this page, you can Filter to Past Months of Data Usage or Filter by Line at the top left.

My Dashboard  Accounts  ChargeHistory HelpDesk Inventory  Wireless Lines & Devices  Wireless Usage
-~

Voice @
Unbilled Usage @ Clear all filters
STATUS POOL PROJECTED GB ’ CURRENT GB LIMIT GB ALERTS
D3 (o« ] PoolMo. 156559 [N 172054 None =2 I
» The Ellipse on the right allows you to download the usage list and go to alert settings.
» To the left of the Pool, you can select the Arrow to Open the Usage Detail
» From the left, you can view:
e Line Status
e Number
e Alerts- /fany alerts were sent out.
e Assigned User
e Projected Data Usage- How much the line will use by the end of the bill cycle.
e Current Data Usage
e Datalimit
e Ellipse- Quick link to suspend and change plan tickets.
A4 (ox ] Foelte 156559 [ 172054 None [ o |

Lines in Pool No.1321

STAT... LINE ALERTS USER PROJECTEDGB  UTILIZATION CURRENTGB LIMIT GB
® (901 None B A 23359 _ 6229 wo (B3
@ (470 None B M 9598 _ 25.60 100 n
@ (972 None [« M 8722 _ 23.26 1.00 n
® (702 None Ri N 7561 _ 2016 1.00 n

app.bruin.com
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Wireless Alerts/Intelligent Actions

Inventory All Lines & Services ‘

Wireless Lines & Devices

» N

Finance
Locations

Ticketing

Wireless Alerts

» From the Main Menu, hover over the Inventory section, and click on Wireless Alerts to get to the page
where you can set up the intelligent actions and alerts for your company.
» This can also be accessed from the wireless usage page, from the ellipse.

STATUS POOL PROJECTED GB UTILIZATION CURRENT GB LIMIT GB ALERTS

Pool No.1321 i .
> o 3757 Linefs) 156559 | 172054 6,480.71 SR NETTS

Alert Settings

Download

» Onthe Wireless Alerts Page, you can:
e Select which data pool you're working.
¢ Name the pool.
e Add/adjust Pool Administrators.
e Add/Remove/Edit Intelligent Actions.

” SEttings _
Pool No.1321

Pool No. >

DETAILS

Pool Name Paal No.

POOL ADMINISTRATORS -+
Na intelligent actions

INTELLIGENT ACTIONS +
D Usage Overage Alert [@J

app.bruin.com
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Creating/Managing Intelligent Actions

INTELLIGENT ACTIONS +

> When on the Alert Settings page, click the + (Add Intelligent Actions) button.

» When the New Action is open, you can: New Action
e Name the action. v
e Setthe Usage Type- e
Overage/Usage or Zero Usage UsageType | Overage/Usage
e Setthe Measurement- Poo/ Messurement. | Pool Domestic Data Current Ussge
Domestic Data, Line Domestic
Data, Line International Data e E
e Current or Projected Usage Create Ticket
e Set the Exceeds amount by cond Notifieation m
measure- GBs, MBs, or Percentage
Send Notification ml
Recipient Line Users
» If you switch on Send Notification, you can:
e Setthe Recipient- Line users, Pool Admins, specific ©  Pool Administrators
contact. Find contact...
e Set how the notification is sent- Email, Text, or Bruin Push
Notification via [ Email
e Set how much it repeats- One time, daily, hourly, every s
other day

Push Notification
e Add multiple kinds of notification alerts- i.e. Poo/ admins

get a one time notification while Line Users get a daily
alert.

Repeat = One Time

Adal

> When You turn on Create Ticket (only usable for Line Data):
. . " \

e Choose ticket topic Create Ticket RZY ‘

= Disconnectis great for long term Zero Usage

. Topic Disconnect
= Suspend Service o

= Suspend Service/Auto Restore- /f a service gets Suspend Service
suspended, it will be automatically restored at the
beginning of the next Bill cycle Sispend Semce-Rulo Restore

e Choose Ticket Contact

Contact Find a ticket contact

app.bruin.com
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Viewing Tickets

» From the Ticketing section, you can see all open and closed tickets at your company in the Help Desk
page.

‘ Ticketing | Help Desk |
. Email
||| Intelligence & Report mats

» All tickets will live on the Help Desk page. This is an example of what the Help Desk dashboard looks like.

a = @ & bruin Ticketing > Help Desk sabrinaAvoub (AP

MyDashboard  HelpDesk BEC  Inventory ~ WirelessLines &Devices  Accounts  Locations o
Y7 Fitter tickets.. statws notClosed X | @) Filteredto 1,838 tickets +
E  icker SITE NICKNAME ADDRESS DUE  SPECIALTY ASSIGNEE MOST RECENT NOTE
o : %] . NA NA NA
1. Ticket # 2. Address

[) NA NA NA
(%] NA NA NA

na
v @ s moo

NA NA NA
Yo @ s oo
na METTEL/NEW YORK NA A

Na
) . .
[) NA NA NA
na METTEL/NEW YORK NA L NA
Na METTEL/NEW YORK NA A

na
‘o . .
wamo @ METTEL/NEW YORK D‘,::f‘ 2932 Adva
wime @ METTEL/NEW YORK Jun7,2018  Advan)
1y2mo Na NA L NCSE
yime METTEL/NEW YORK NA L NA
1y1mo METTEL/NEW YORK NA A
1y1mo METTEL/NEW YORK NA A

11mo 204 Jan1,2018

pribssr R | METTEL/NEW YORIC oct1s 2018 A"

all

& i ;‘;n(ustnmerServlce.ne;d.help’Givﬁmea(aHEUSCICI!57é—952.’3 7 o ©2019 Bruin G Host 017/23/2019 5:24 P
1. Ticket #: Clicking on the Ticket # will open a new tab with an entire view of the ticket and its notes.

2. Address: Clicking on an address will open the Location Details page, where you will see all inventory at the selected
location.

app.bruin.com
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Creating New Tickets

Y

There are two ways to create tickets. One is a company-level ticket and another type of ticket is asset-
level.

Hovering over the Ticketing section from the Main Menu will also allow you to submit a ticket that is not
specific to any inventory. Some ticket topics you can choose from are training request tickets, support
tickets, and more.

A\

=+ New Ticket

A\

To submit inventory specific tickets, follow the steps below.

1. Select desired line either through Super Search (Step 2) or Inventory page (Step 3).

2. Touse Super Search to find the desired line, click the search button as seen here:
Then type the desired line in the search box provided.

= Y

Your item should appear in the window. Select the check box next to the desired line, then click New Ticket
located in the top right corner.

© hctive N T

NOTE: Once you have clicked New Ticket, please go to Step 4.

3. Youcanalso use the Inventory tab to get to the desired line:

Click the Menu button.

= Qa w e & bruin

app.bruin.com
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Then hover over Inventory. Click All Lines & Services to see all inventory.

Menu

Dashboard

Place an Order

Inventory All Lines & Services

. Wireless Lines & Devices
$ Finance

Select the check box next to the desired line. Then click the New Ticket icon found at the top left of the page.

)

B

(=)
bEe

NOTE: Once you have clicked New Ticket, please go to Step 4.

4. After selecting the desired line and clicking New Ticket, you will see a page similar to the one below. Now

select the Ticket Type and choose Specific Ticket.

° Existing Location °+ New Location g Billing Account |E Your Company

Address

Ticket Category o Repair Service
Add Service

Muodify Existing Service
Topic ‘ Inside Wiring Needed b4

Inside Wiring Needed

Service Affecting Trouble
Service Qutage Trouble

Service PBX/CPE

Create Ticket |

app.bruin.com
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6. Input Details (Ticket Notes are useful for clarifying the need for the ticket).

TICKET INFORMATION

Type Repair Service

Topic Service Affecting Trouble

DETAILS

Reference Ticket Number

Project Ticket v

Ticket Notes

Date Trouble Started
Time Trouble Started

Reported by

7. Click Next.
8. Edit Service Contact, Site Availability, and Ticket Contact as desired.

SERVICE CONTACT

Name 0241 test

Phone

Extension

Email test024 1@ zmail.com

Site Availability Sunday NA
Monday All Day
Tuesday All Day
Wednesday All Day
Thursday All Day
Friday All Day
Saturday NA

app.bruin.com




Administrator Bruin Guide

9. Click Next.
10. Review Ticket and click Submit.

ITEMS
ITEM QUANTITY MONTHLY $ ONETIME §
Total 0.00 0.00

Reference Ticket Number NA
Project Ticket NA
Ticket Notes  TEST
Date Trouble Started  03/14/2018
Time Trouble Started NA
Reportedby test

TICKET CONTACT

Name 0241 test

NOTE: Different tickets may ask for different information. However, tickets will follow a similar process.

app.bruin.com
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Creating New Order Tickets

» Tosubmit New Order tickets, follow the steps below.

1. Select the Shopping Carticon as seen here:

= qQ = @ & bruin

2. You may update the location address according to your requirements
| Catalog for location 55 Water St Fl 32, New York, NY, USA 10041-3299

You may choose to make the new address as the Default one by choosing Yes/No in the toggle option.
Click the OK button to save the changes made:

4 Catalogfor location 55 Water St FI 32, New York, NY, USA 10041-3299

Popular & Recent Orders >
Catalog
i Street 55 Water St FI 32
Wireless
Data & Network MOST POP! City | NewYork
Voice State NY
Broadband Country | USA v
Equipment
Zip 10041-3299
Cloud Services
Default Address Cn
SD-WAN
IPVO‘.ce
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3. Next step would be to choose the type of Product/Service you would like to place the order for.
For example: Voice = Business Line (Landline)

Popular & Recent Orders >

Wireless

Data & Network MOST POPULAR

Business Line

Broadband Centrex

Equipment ISDN PRI

Cloud Services PBX Trunks
SD-WAN Remote Call Forward

IP Voice Toll Free

Conferencing

4. Choose the desired Product:

Catalog > Voice » Business Line

Business Line

Request Pricing

app.bruin.com
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5. Choose the required Plan, Features, Additional Features and Purchase Options.

Business Line

Business Message Rate Service (1-0)

36 Month Contract

6. Select the Add to Cart button

If it is a TEM product, then you may choose the Vendor of your choice from the View All Pricing.

$0.00 $0.00
Monthly One-Time

Select Add to Cart button after choosing the Vendor:

SELLER ONE-TIME MONTHLY
El varizon

Level 3 Com

QWEST

Paetec

Quantity
1 Addto Cart
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7. Select the Checkout button to fill in information related to the product.

r StFI 32, New York, NY, USA 10041-3299

Show Pricing . No

€ BacktoShopping '\9

Catalog > BusinessLine > Business Line

Business Line

o
©

PLANS

© Business Message Rate Service (1-0)
Business Message Rate Service (1-0)

MetPak Advantage Unlimited Local & Reg (1-0) purchase Opt
urchase Options

MetPak Advantage Unlimited Local {1-0) © NoContract
12 Month Contract
24 Month Contract

36 Month Centract

TOUCH TONE

Quantity | 1 Add to Cart Checkout @

B i Customer Service, need help? Give me a call at(900) 876-9603 ‘ Tl : 9

8. Follow steps 13-17 from Creating New Tickets topic.
9. Fillinthe required fields to successfully submit the ticket.
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Viewing/Managing Tickets

» With tickets created, there are several things you can do to manage the ticket.

1. When viewing the ticket, the top shows the ticket number and location to the right. On the left, you can view
location info and click Subscribe to Updates to subscribe yourself or others to the ticket.

2. Inthe Timeline Section, you can view the Ticket’s Timeline, which has info on work completed, the current
task, and who's assigned to the ticket.

MyDashboard ~ Accounts ~ ChargeHistory ~HelpDesk  Inventory — Wireless Lines & Devices  Wireless Usage

[7] @ 3804002 Service Affecting Trouble [ Addto project | [ subscribe to Updates |

Bruin HQ 55 Water S5t FI 32 New York NY 10041-3299 ® B T= U m1229pMEDT

Timeline

MAR APR APR

31 2 3

o () : 0 Request Completed

3. Scrolling down the ticket, you can view on the left the Overview, which is all of the info input at the beginning
of the ticket.

4. Ontheright, you can view the notes, work logs, and emails relating to the ticket. You can use the smart filter
to filter the notes.

Overview Expand All m
ITEMS * Ticket Created Mar 31,2018 Jimmy Salame
ITEM QUANTITY MONTHL... ONETIM... Test tickst
8:12AMEDT
Cloud PBX Group
D j. 22075 0 0.00 0.00
Subtotal 0.00 0.00 Filter notes... Viewingall 3 items
Notes ‘Work Logs Emails All
Total 0.00 0.00
Apr 3,2018
] Allservices/Lines James Salame
DETAILS
Close Out Notes:
Reference Ticket Number NA Date Non Business Impacting:

5. You can add notes in the Add Note Section. You can select Urgent to urgent alert those on the ticket.
When your note is written, click Save Note.
U All Services/Lines James Salame

Close Out Notes:
Date Non-Business Impacting:
Lo a0 a

@ rrvste QRN @ vrers QPP seversnes .
-
Pro tip: type @ for mentions
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All About Locations

» There are two different types of location-based pages. One is the Locations page which shows all
addresses/locations at your company. The other is the Location Details page which displays all assets at
the selected location.

» Togetto the Locations page, go to the Main Menu, hover over Inventory, and click Locations.

Menu

Dashboard

Place an Order

Inventory All Lines & Services

Wireless Lines & Devices

s Finance

Locations

» The Locations page will show you all addresses/locations at your company. You can add additional
locations by clicking the + button in the top right corner.

= aq ® @ & bruin My Company > Locations Sabrina Ayoub
MyDashboard  HelpDesk BEC  Inventory  WirelessLines &Devices  Accounts.
7 Filterlocations. status Active )X @) Filteredto 8 locations + +

©  Aexspixce 300 Mercer 5t Apt 6 NewYork Y 100036733
0 AlsoWill's Place 9 COLLEGE PL BROOKLYN Y 11201

© uinGowplLic Brookiyn Ny 112235350
0 Bruin HQ MNew York NY 10041-329%
©Q semderual ;m‘a:d Malvern PA 19355

0 Jimmy's Place 238E61st St New York NY 10065-8506
0 Providence 10 Charles St Providence RI 02904-2249
0 Utah 420 E South Temple Ste 560 Salt Lake City ut 84111-1362

» Clicking on an Address will bring you to the Location Details page. Here you will find all assets associated
with this location. You can download all these assets and/or create a new ticket on an asset. In the top left
you will notice the location’s nickname “Bruin HQ” and the address. In the top right corner, you can
download all the inventory on this page.
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=a = e n brun Location etats ssorina vous (SRS

My Dashboard

HelpDesk BEC Inventory WirelessLines &Devices  Accounts

o

Bruin HQ,
55 Water St FI 32, New York, NY 10041-3299

O P @semeor

Inventory Settings

word, phrase or filter

status Active X (@) Filtered to 58 rows

M ASSIGNEE ITEM ACCOUNT INSTALLED HIERARCHY COSTCENTER TICKETS
® NA Cloud PBX Group g?aﬁz:m e Feb2, 2018 Cloud PEX Cloud PBX None
) Na Cloud PEX - Main Ling Metrel Feb2,2018 Cloud PEX Cloud PEX None
® Jimmy Salame Cloud PBX - Gold e sty ssmmin Fen20.2018 Cloud PBX Cloud PBX None
0100527161/ 565042
® Beajan Mehrpour Cloud PBX - Silver g?aﬁz:m e Feb 27,2015 Cloud PEX Cloud PBX None
® meteonne James Hicks TrueUC License gfutgi et Feb27.2018 Cloud PEX Cloud PEX Hone
® meteonne. James Hicks TrueUC License g";‘;?ﬁl“ sss0in Mar 13, 2018 Cloud PBX Cloud PBX None
® MELCONNE-- James Hicks Cloud PBX - Silver g?aﬁz:m e Mar 13,2015 Cloud PBX Cloud PBX Hone
® smetconne..  Will Prince TrueUC License M Apr, 2018 Cloud PEX Cloud PEX Hone
® smetconne. will Prince TruelC License e ety ssmoin Apr3, 2018 Cloud PBX Cloud PBX Hone
® smeteon James Hicks TrueUC License g";%;?z:w: e Apr5,2018 Cloud PBX Cloud PBX None
-] S metconne. Jimmy Salame TrueuC License gfo‘gi‘xm s Apr11,2018 Cloud PBX Cloud PEX Mone
® meteonne. Rachael Zotara TrueUC License g";‘;?ﬁl“ P Apr12.2018 Cloud PEX Cloud PBX None
® smeteonne.. Jimmy Salame TrueUC License g";%;?z:w: e Apr13,2018 Cloud PBX Cloud PBX None
-] S metconne. Jimmy Salame TrueuC License gfo‘gi‘xm s Apr13,2018 Cloud PBX Cloud PEX Mone
® s metconne Agila Dhandapani TruelC License e e Apr19.2018 Cloud PBX Cloud PBX None
@  220750016@ssmetcomne Will Prince TrueUC License SA:O‘;?Z”M e Apr20,2018 Cloud PBX Cloud PBX None
-] <metconne Agila Dhandapani TrueuC License MetTel Apr23,2018 Cloud PBX Cloud PEX Mone @

+® Hi.rm Customer Service. need help? Give me a call 2t (800) 876-962:

» By clicking on the Settings tab in the top right corner of this page, you will have more options to edit
information at this location:

Inventory

» From the Settings page you can edit:

Nickname & Address >
Site Contacts

Hours & Holidays

Notes and Attachments

Emergency Closure
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Finance, Accounts, and Invoices
» The Accounts page allows you to view current balance, last payment received, and a clickable PDF version

of the most recent invoice. To get to the accounts page, go to the Main Menu and hover over the finance
tab. Click on Accounts.

$ Finance Charge History

Cost Analysi
0 Ticketing ostAnaTysis

Accounts

> Clicking on an account number will allow you to view historical invoices as well.

= QaQ = @ » bruin inance > Account Sabrina Ayoub
MyDashboard  HelpDesk  BEC  Inventory  Wireless Lines & Devices  Accounts o]
Status not Inactive X (Z)  Filtered to 1 accounts +
EXP..  ACCOUNT VENDOR CLIENT FLAG  PRIMARY ADDRESS LASTINVO.. ~ NEWCHA..  INVOICED..  LASTPAY.. PAYMENT .. CYCLE  HIERARCHY

(] 2w 0100527161 MetTel Bruin Grou,

55 Water St FI 32 ﬁ .
- New York, NY 10041-3299

Ave 227058 $3861175  Sen21,2018 o175 P 12019

ALL

The status column shows the status of the payment.

The expected column shows the expected due date of the next payment.

The account column displays the account #.

The vendor column displays the various vendors.

The flag column would display any flags or issues found regarding the invoice.

The address column displays the primary billing address.

The last invoice columnis a clickable PDF of the most recent invoice.

The new charges column shows the dollar amount of any new charges on the account.
The invoice due column shows the dollar amount due and the due date of the payment.
The last payment column shows the last received payment.

The payment due column shows the payment that is due.

The cycle displays the billing cycle.

» The account # is clickable. Click on the account # to see more details regarding the account, payments,
and PDFs with historical invoices.

ACCOUNT

0100527161
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Clicking on the account # will bring you to the Account Detail page. In the top center of the page you will
be able to see the account balance and its due date.

= Q = @ = er|n Account Detail Sabrin:Aycub

MyDashboard HelpDesk  BEC  Inventory  Wireless Lines & Devices  Accounts ;::

55 Water St FI 32 Balance $38.611.75
New York NY 10041-3299 Due By Aug 26, 2019
Last Invoice Aug 1, 2019

0100527161
MetTel

Details Invoices Sub-Accounts

ACCOUNT INFORMATION

Show Passwords m

Status  Active
Remit To  N/A
Vendor Contact  N/A
Currency  US Dollar
BillingCycle  Monthly

Payment Terms 1 Day

ACCOUNT AUTHORIZATION

PinCode N/A

Account Password  N/A

INVOICE RETRIEVAL

Method  N/A

Click on the Invoices tab to view all past invoices. Click on the Invoice PDF to view the entire invoice.

Details Invoices Sub-Accounts

INVOICE DATE PREVIOUS BALANC... PAYMENTS APPLIE... ADJUSTMENTS $ CURRENT CHARGE...

P B invoice May 1,2020 6421425 NA NA 2,584.40
P B invoice Apr 1,2020 60,720.96 NA NA 2,582.48
P B invoice Mar 1,2020 57,250.49 NA NA 261171
P B invoice Feb 1,2020 53699.71 NA NA 2,745.79
P B invoice Jan 1,2020 50,574.30 NA NA 2,366.80
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» The Charge History page allows you to see a breakdown of charges across billing periods, hierarchies,
locations, and more. The Charge History page is located on the Main Menu, under the Finance tab.

$ Finance Charge History

bfuln Finance > Charge-History PhillipGarcia  Bruin Group, LLC.

My Dashboard ~ Accounts ChargeHistory HelpDesk Inventory  Wireless Lines & Devices ~ Wireless Usage

UsD($) W Search for keyword, phrase or filter items Viewing all 27 periods +
perion ~ [ @ % 7] €  SERVICES  USAGES  ONETL. CREDITS  SURCHA.. TAXS TOTALS  VARIANCES
, i i . . . 192
May 2020 6 1 &3 3 1 ) 1832.39 143 5.00 000 155.02 589.56 258440 e
Apr 2020 6 1 81 4 2 0 1832.39 000 5.00 000 15502 589.07 258248 B 2
Mar 2020 6 1 79 7 5 o] 1,833.39 0.00 1145 0,00 157.25 609.62 261171 13”4):1% ¢
209¢ 2y . y 27 24 9G - 378.99
Feb 2020 5 1 7 7 3 0 178621 000 23286 24.99 147.45 60426 274579 BOSE
0
Jan 2020 5 1 73 4 9 o] 1,603.55 0.00 14.12 0.00 156.38 592.75 2,366.80 4_‘?);‘: ¢
c O d - - a 1824
Dec 2019 5 1 78 5 4 o 1,576.71 0.00 143 -16.26 147.45 &07.97 2,317.30 100% ¢
Nov 2019 5 1 7 3 4 0 1,575.24 000 000 000 147.45 41285 233554 na gy,

> Clicking on July 2019, then clicking on Cloud PBX (the hierarchy level for this client profile) will then bring
us to a granular view of charges by location. Please note that this breakdown is customized based on your
company’s current hierarchy structure.

LOCATIONS VENDORS SERVICES $
Jul 2019 5 1 1,252.26
LOCATIONS VENDORS SERVICES $
Cloud PBX 5 1 1,252.26
55 Water St FI 32, New York, NY, 10041-3299, USA 754.04
420 E South Temple Ste 560, Salt Lake City, UT, 841... 63.43
372 Avenue W, Brooklyn, NY, 11223-5350, USA 169.90
238 E 61st St, New York, NY, 10065-8506, USA 144.94
10 Charles St. Providence, RI, 02904-2249, USA 119.95
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Clicking on a service charge will drill you into this detail:

My Dashboard

UsD(§l v Search for

PERIOD Q @ * lr4]
Jul 2019 5 71 2 1
TYPE DESCRIPTION

Monthly Services

Monthly Services

Features

Monthly Services

Features

TrueUC License

Accounts

Cloud PBX Main Line License - Unltd

Eqgp Rental

MetTel Total Care

911 Emergency Service Listing

Clicking on the Lines in the Units column would bring us to this view:

PERIOD Q
Jul2019 5
TYPE

Monthly Services

LINE

22851-0002@as.m.

Cloud PBX

Cloud PBX

Cloud PBX
23048-0003@as.m.
Cloud PBX
22075-0005@as.m

d PBX

@@8@@H

jimmy.salame@true...

23048-0005@as.m...

@ % o5
1 71 2 1
DESCRIPTION
TrueUC License

TYPE/PLAN

TrueUC License

TrueUC License

TrueUC License

TrueUC License

TrueUC License

Viewing all 9 items

eHistory HelpDesk Inventory  Wireless Lines & Devices ~ Wireless Usage
SERVICE § USAGE $ ONETI... CREDIT $ SURCHA... TAX S
1.518.24 0.00 7.98 0.00 150.14 608.38
LINES AVERAGE RATE § UNITS
33 25.29 33
9 2055 ?
16 6.64 20
16 4.99 20
49 185 49
9 SERVICE $ USAGE $ ONETI... CREDIT $ SURCHA...
Q 1,518.24 0.00 7.98 0.00 150.14
LINES AVERAGE RATE §
33 25.29
ASS... LOCATION INVOICE
Providence MetTel

&

10 Charles St, Pro
BruinHQ
55 Water St Fl 32, New.

Bruin Group, LLC.

W, Brookly...

372 Avenue

Bruin Group, LLC
372 Avenue W, Brookly.
BruinHQ

55 Water St Fl 32, New.

&
5
&
&

0100527161

MetTel

0100527161

MetTel
0100527161

MetTel
010052716

TOTAL $ VARIANCE $
228474 1DII‘1$E
834.67
184.91
132.70
29.80
90.65
TAX$ TOTAL$
608.38 2,284.74
UNITS
33
UNITS
1
1
1
1
1
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Intelligence & Reporting

» The Reports page allows you to access different reports, download them, and even subscribe your email
to receive these on a schedule of your choosing.
1. Click onthe menu button in the top left corner of Bruin.

=la =  a bruin

2. Hover over Intelligence & Reports:

Menu
Dashboard

¥ Place an Order
Inventory
Finance
Ticketing

Intelligence & Reports

H My Compan

Click on Reports:

||| Intelligence &Re... Reports
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3. Now you know how to navigate to the Reports page!

= Q ® @ n bruin Intelligence > Reports Sabrina Ayoub  MetTel Customer

MyDashboard  Dashboard HelpDesk BEC  Inventory WirelessLines&Devices  Accounts  Locations

Standard
Type to filter reports... ALL + * - H =
All
Account
Agents W w w w
Wireless Reports ACCOUN ACCOUNT NT ACCOUNT
Mistorical Active Inventory Report All Accounts Report Billing Details Report Bruin Tickets Report
- Active Inventory Report s Billing on an Account Level for Outlines the current bill cycle charges, Bruin Tickets Report
Billing ed Bill on anindividual charge level, grouped
by BTN
Administrative
Custom
Internal
. =N
Interactive -

Ve Ve Ve vr

Client Inventory DID Inventory Report GL Line Detail Report PICLPIC Inventory Report
Outlines inventory based on chosen DID Inventory GL Line Detail Report PICLPIC Inventory Report
billing cycle. Provides the ability to pre-

filter Vendors.

Ve Ve Ve ve

Repair Tickets by BTN ljser and Usér Role Report ljser Role Report Bruin Aéenf Level All Inventory Re... o

 Hi, I'm Major Care, need help? Give me a call at (866) 625-2228
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Subscribing to Reports

1. You cansearch for Reports by typing keywords into the search bar.

Q = @ & bruin Intelligence > Reports Sabrina Ayoub  MetTel Customer

Locations

My Dashboard ~ Dashboard  HelpDesk  BEC  Inventory  Wireless Lines&Devices  Accounts

Standard

Type to filter reports..
Al

Account

(e Active Inventory Report All Accounts Report Billing Details Report Bruin Tickets Report
" Active Inventory Report rovides Billing on an Account Level for Outlines the current bill cycle charges Bruin Tickets Report
e fied Bill onan individual charse level, grouped
by BTN
Administrative
Custom
Internal
.
Interactive -
Client Inventory DID Inventory Report GL Line Detail Report PIC LPIC Inventory Report
Outlines inventory based on chosen DID Invantory GL Line Detail Report PIC LPIC Inventary Report
billing cycle. Provides the ability to pre-
filter Vendors.

U’ser U’ser Role Re})ort Bruin Aéené Level All Inventory Re... o

2. You can Subscribe to a Report to receive the Report on a daily, weekly, or monthly schedule. First, click on the
Subscribe button.

Phillip Garcia  Bruin Group, LLC.

e n erln Intelligence > Reports

Wireless Usage

My Dashboard  Accounts  ChargeHistory HelpDesk  Inventory  Wireless Lines & Devices

Standard

to filter reports

All

Agents

Account iﬁf f? ‘fﬁ?

Wireless Reports

All Accounts Report Billing Details Report Bruin Tickets Report

Historical

charges, Bruin Tickets Report
grouped

es Billing on an Account Level for Outlines the current bil
cified Bill on an individual charge |
by BTN

Billing

Administrative

Custom

Interactive

A A A

W W W

Client Inventory Deactivated Users with Acti... DID Inventory Report
QOutlines inventory based on chosen Shows Deactivated Users having Active DID Inventory
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3. This window will pop up:

Subscribe to Report x

Report  ActivelnventoryReport-Testing

Vendor Name | ALL "4
RunOn Manthly (First of each month) N

File Formats | Microsoft Excel Document (EXCEL] W
Delivery Method Download my report to my deskto..

Email sayoub@mettel.net

4. Youcanthenclick on the drop-down menus to see additional options.

5. Tip: When subscribing to receive Reports, a good practice is to select “Email my report when it is ready” for
the Delivery Method. This way, the report will be sent as an email attachment straight to your inbox!
6. When you're done, click the Subscribe button.
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Running a Single Report
1. Tosimply Runareport once, hover over your desired Report and click the triangle button:

All Accounts Report

2. With the pop up, set the parameters how you want the report to pull.
3. Click Run Report

Business Unit | ALL
Month May, 2020
File Formats = Microsoft Excel Document (EXCEL)
Delivery Method Download my report to my deskto...

Email pgarcia@bruin.com

Run Report

4. Once the Report finishes running, you will see this symbol. Click on it. This will then download to your files.

w

Active Inventory Report

|&
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Favoriting a Report

5. To Favorite a Report, click on the Star icon on your desired Report.

e INT
ALLUUIN

All Accounts Report

rovides Billing on an Account Level for
a Specified Bill

6. Toaccess a Favorite Report, click on this icon:
Q = @ & erln Intelligence > Reports

Sabrina Ayoub  MetTel Customer

My Dashboard ~ Dashboard  HelpDesk BEC  Inventery  Wireless Lines& Devices  Accounts  Locations

Standard
inventory

All
Account
Agents. {\f {\f {\3 ﬁf{
Wireless Reports ACCOUNT ACCOUNT AGENTS ACCOUNT
M Active Inventory Report ActivelnventoryReport-Test... Agent Level All Inventory Re... All Inventory
Active Inventory Report Active Billing Inventory Report Test Agent Level All Inventory Report Details all active, disconnected and

Billing

suspended inventory under the client

Administrative
Custom

- E=TN [ subte| =N =T

Interactive

e

W W W w

N UN CLIENT ENGAGEMENT ACCOUNT
Bruin Inventory Report Client Inventory Client Inventory Billing Sum... DID Inventory Report
Details Inventory in Bruin by Product Outlines inventory based on chosen Inventory and billing summary for SET DID Inventory
Typeand Provides the ability billing cycle. Provides the ability to pre- team meeting data preparation
tochaose n Active and filter Vendors.

Discannecte:

v Pk h%¢ ks

ENTORY W EN ACCOU

bguble Billing Report Invéntbry Excebtu;n Report Line Inventory Report Pi(VZVLVPIC Inventory Report o
9

2 Hi.'m Major Care, need help? Give me a call at (368) 625-2228 ©2019 Bruin Group LLC. Ho
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Adding Users and Managing My Company

» The People page allows you to add new user, edit users, and more.
» To navigate to the People page, go to the Main Menu, hover over My Company, and click People.

x Menu

m-ashboard

! Place an Order
Inventory
Finance
Ticketing

Intelligence & Reports

|E My Company Overview

P |
fB Clients =oPE

» Toadd new users, click on the + button in the top right corner.

Q = 0 7 erln My Company > People Phillip Garcia  Bruin Group, LLC.

My Dashboard  Accounts  Charge History HelpDesk Inventory  WirelessLines & Devices  Wireless Usage

ﬁ Filter users... Status Active X @ Filtered to 53 Users + wlv
EDIT STATUS FIRST USERNAME ROLE EMAIL PHONE MANAG... ADDRESS HIERAR...
o Bh... Arundhati arundhati.bha... Invoice P... processing@br... NA NA NA ALL
o Bir... Sneha sneha.birajdar Invoice P... processing@br. NA NA NA ALL
55 Water St FI 32,
o Bur... Gianluca ghurroni@brui... Administ... ghurroni@brui... NA NA New York NY 10041- ALL
2299
o Cc Mettel mettelcc@brui... Bruin Ac... mettelcc@brui... NA Agila Dh... NA ALL
o Da... Ashish adavey@bruin.... Bruin Ac... adavey@bruin.... NA NA NA ALL
55 Water St
o De... Anjali adevikoppa@b... Bruin Ac... adevikoppa@b... NA NA New York, NY 10041- ALL
nona
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> Input the appropriate information when adding your new user. The required fields are bolded. The user’s
email address is usually the username login. See below for information regarding Role selection.

My Company > Add User

My Dashboard HelpDesk BEC Inventory  Wireless Lines & Devices  Accounts

Role A
Title
First Name
Last Mame
Email
Phone
Extension
Mabile
Employee ID
Manager A
Country W

Address | Loading locations

Show Address Details

I Hierarchy + Add Hierarchy I

All beld fields are required

» Above you will see + Add Hierarchy which is a way to limit certain user access. If you have hierarchies
established in your online portal, then restrictions can be put in place for certain users to only be able to
view information pertaining to certain hierarchy levels.

» You must select a Role for your new user. See the following for descriptions:
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The Default Roles

o Administrator:
=  Company-level access
= Allticket creation
» Full Billing Access
» User management (Creation, password resets, etc.)
* Manage mobility (Usage Alerts, Pool Admins, etc.)
* Inventory management and editing
= Assign users and/or hierarchies
o Help Desk and Ordering:
=  Company-level access
= All ticket creation (including new orders)
» No billing or user management
= |nventory management and editing
= Pullreports
o HelpDesk:
=  Company-level access
= Ticket creation (Modify Existing Service and Repair)
= No New Orders
= |nventory management and editing
= Pull reports
o Billing and Finance:
= Company-level access
» View billing information
» Edit accounts (if necessary)
=  View Inventory
= Pull reports
o EndUser:
= Personal inventory access
= View Tickets related to their inventory
= Create Tickets related to their inventory
= View Charge History for their inventory
o Contact Only/Order Only:
= Shellrole
= For user creation during a new order
* For assigning users to lines who won’t access Bruin (i.e. Mobile lines)
= Users created with this role will not get a password setup email
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o Let’s note afew more things about roles.
= Custom Roles: We can create custom roles in and limit certain restrictions for a client at
the role level. Some commons roles that clients may request are Approval + Admin roles.

For example, say a client wants to have one person approve all orders before they are
submitted.

= Users cannot be deleted, but they can be deactivated.

»= Limitations of Roles: For clients, Administrator is top of the food chain, therefore they
have full control of their company’s account and can add & deactivate users. One limitation
is that an Administrator cannot deactivate another Administrator’s account. But an
Administrator can deactivate lower weighted roles.

» Note: For a customized role/permission setup, please contact a Bruin specialist.
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Resetting a Bruin user’s password

X AL Q@ @ Qusws H

» Use the Usersfilter in Super Search to find the individual. Type the person’s name into the search bar. You
will then see something similar to below. Click info. Then click reset password.

3 sabrina ayoub @ciearsearch AL @ ) Qusers B MW

Name Sabrina Ayoub
1 Email  sayoub@bruin.com Sabrina Ayoub et Passwe
ClientName  Bruin Group, LLC.
ClientID 82560

Username  sayoub@bruin.com
Name  Sabrina Ayoub
JobTitle  Client Success Manager
1 Email  sayoub@mettel.net
Client Name ~ MetTel Customer
ClientlD 0

Role  System Administrator

First name Sabrina
Lastname  Ayoub
Email  sayoub@bruin.com
Phone 7324448624
Extension
Mobile

Manager

o Inventory Tickets
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Deactivating a Bruin User

X AL Q@ @ Qusers B

> First, use the Users filter in Super Search to find the individual. Type the person’s name into the search
bar. You will then see something similar to below. Click info. Then click Edit User Info.

3 sabrina ayoub @ciearsearch AL @ ) Qusers B MW

Name Sabrina Ayoub
! Email  sayoub@bruin.com Sabrina Ayoub Reset Password Edit User Info

ClientName  Bruin Group, LLC.

ClientID 82560 P
Username  sayoub@bruin.com
Name  Sabrina Ayoub Role  System Administrator
JobTitle  Client Success Manager
! Email  sayoub@mettelnet .
Client Name  MetTel Customer !
ClientlD 0
Firstname  Sabrina
Lastname  Ayoub
Email  sayoub@bruin.com
Phone 7324448624
Extension
Mobile
Manager
o Inventory Tickets Info

You will then be brought to this page below where all you need to do is toggle the Active: Yes to No. Then
click Save in the bottom right corner. This will deactivate the user. In Bruin we do not delete users, but
they can be deactivated.

= Q ®* @ # bru|n User Settings Phillip Garcia  Bruin Group, LLC

My Dashboard ~ Accounts  ChargeHistory HelpDesk  Inventory  Wireless Lines & Devices  Wireless Usage

Mettel Cc Profile

Profile >
Avatar QUICK ACTIONS

Inventory
Change Avatar

Username _mettelcc@bruin.com Reset Bruin Password

Role  Bruin Account Manager ~

Notifications

Preferences

Title  Help Desk and Billing

FirstName Mettel

Al bokdfelds srercuied

app.bruin.com
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Next Steps and Help
If you have any questions, comments, or concerns please email your Bruin Account Engineer. We are always
happy to help!

app.bruin.com




