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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE INTRODUCTION

Introduction

This user guide will describe the process of how to utilize the Neustar® portal to create orders and
receive responses.

Neustar is a neutral provider of clearinghouse and directory services to the global communications and
internet industries.

Audience

This document is written as a user guide for Spectrum Enterprise clients who order
products electronically.

Spectrum Enterprise business rule validations

Spectrum Enterprise business rule validations are completed in the Universal Order Connect (UOC).
Once ASOG and business rule validations have been completed successfully, a system-generated
Acknowledgement (ACK) is sent to the carrier partner.

If an ASOG validation rule is not followed, the system triggers an immediate Negative
Acknowledgement (NACK) response to the client with an error message prior to making it to the
seller’'s work queue. The carrier client must correct that error and resubmit the order.

Spectrum Enterprise has implemented business rule validation errors outside of ASOG.

» Clients must follow Spectrum Enterprise NC/NCI/SECNCI code combinations.

* Clients must provide LCON information for all orders with a SALI form.

« In order to request Class of Service (CoS) for an EVC/UNI circuit, the client ENNI must be
CoS enabled.

» Acceptable values for the CoS/LOS would be GOLD, SILVER, BRONZE or NONE.

Spectrum»
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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE GETTING STARTED

Logging in to Neustar

Navigate to the Neustar User Interface (Ul) from a browser window. Click on Continue Here and enter
the user ID and Password, then click Log in.

Newstar Connect

Wielocome £0 thiy Natstar Conmact. wour ang chck aomss 1o
Meustar Camier Provisioning Sclution Suite

Maustar is excived 1o share we ang ssmalilying and making it more
secure to access Mewstar solutians via Single Sign On (520), This
i3 & temparary staging page untl we migrate all users

& cne time registration is reguired 1o Raup your credenbals far

S50,

First Time Users - Register Here H
Coritl s Here

Feexgistered Ukers -

More Indormation  FAQ Registraton Walkthrough Video

Welcome

B carmrie.shinneman@charter.com

ﬁ Cdaavy

Remember me | forgot my password

Important:
The User Name and Password fields are case-sensitive.

Spectrum»
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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE GETTING STARTED

The Neustar Ul defaults to the Neustar Exchange window.

neustar

ATransUnion® Company

Network/Access Services b

7, Universal Order
1 Connect (UOC)

XA B »

Select Universal Order Connect (UOC) to submit new orders and view in-flight Access
Service Requests (ASRs).

« UOC is an ASR tool that allows bonded and non-bonded carriers to submit orders via the same
tool and allows clients to receive order status.

» Select Order Insights (Ol) to access order statuses and order tracking (updates every 30 minutes).

The Network/Access Services menu appears once the user logs in to Neustar. Select Universal Order
Connect (UOCQ).

heustar Neustar Exchange

ATransUnion® Company

Network/Access Services b

75, Universal Order

; \, Order Insights (O1)
{4~ Connect (UOC)

-
/
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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE GETTING STARTED

The UOC window opens with Work Queue selected as default.

. Woridict Result (Total Recerds: 1549)
ot Action Raquest No [PON|  UOC Status Ordar Flag SLAMilastors  SLAL
ne
= 0
-
g d eon
L & 5
Product Catalog
- ACCERT

The menu bar appears at the top of the UOC user interface screen.

UOC Marketplace Buyer

Work Dueue View < Werklist

@ company O User WarkList Result [Total Records: 1549) Export As CSV
Os, v ult |
Action Request No [PON) UOC Status Order Flag SLA Milestone SLALC

Refine By

Saved Searches.

Universal Cataloag: ACCEFT

Product Catalog

ACCEPT

Menu ‘ Description

Create Order | Allows user to create an order.

Search Order | Allows user to search for existing orders.

Work Queue | Allows user to monitor orders via a worklist or dashboard view.

Service Allows user to monitor a service. A service shall be considered either a circuit ID or,
for trunking/links, a two-to-six-digit code.

Admin Allows a user designated as an administrator to perform administrative tasks.
End User Allows user to manage end users and their associated addresses.
Bulk Order Allows a user to download bulk templates and upload bulk orders.

Preferences Allows a user to set user preferences to worklist or service screens.

Spectrum»
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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE

Creating a new user
From the dashboard/home screen, click on the Manage Users icon & in the left panel.

Note:
You can click on the = icon to see the full name of each item in the left panel.

ne UStaI' Neustar Exchange
ATransUnion® Company Whese Carrier Meess
= Network/Access Services k

™\ Order Insights (O}

7, Universal Order
Connect (UOC)

There will be two options you can click on. Invite, which allows setup for an individual user and Add/
Update Users, which allows setup of multiple users at once.

neustar

ATransUnion® Company

Neustar Fxchange
Where Caris Mces

hs

Manage Users SYFT_E2E ~

A
a
+ invite || + Add/Update Users
A
Actions Email 1] First Name  Last Name Services Roles Company Name ~ Domain Name | Username 1
Email Firstname | Lastname | Services Roles Customer Name | Customer Username

For Invite:

Email

" Ok > Cancel

7 enterprise.spectrum.com
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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE GETTING STARTED

Fill out the necessary information on the next screen.

For the OMS Services dropdown, select UOC and then click Update next to User Roles. Select the
roles to assign to the new user and click Update.

Add New User

Afeiress Lre 1 Ackdresy Lire 2

Ip Code Call Fhong

g bt m
ser Bighes »

Note:
The role assigned will appear below the Roles section.

Services Rodes Dalota

uac UOC_ MARKETPLACE DEFALLT_USER_TRAINING o] |

Spectrum»
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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE GETTING STARTED

For Add/Update:

All new users can be added at once. Clicking Add User will create a new line for the next user to be
entered. Select the Services, then click on Add Roles.

ﬂEI..I Etar ."'ku.lru_r !x\r_.‘,mqf

Manage Users | BeddiUpdate Users

Uty s it gl F ol el

Pamer R L t Lt 3

Once Role is selected, it will display above the user list to invite.

ﬁEUS_tar Neustar Lcliange

Manage Lisers § fidd Update Ussrs ey

B » =

a

R L M T e
Mawes  Moes Bised L2 07 e Bl

Frwsile

Note:
Unable to select different roles through Add/Update Users process. If a user requires a different role
assignment from others in the group, use Invite instead.

Spectrum»
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Once all the roles are assigned, click Invite. An email will be sent to the user with a link. They will need
to click the link and create a password, which will direct them to the portal. The user will need to click

Register Here - Continue Here and then fill out login information.

Neustar Comnecl

Wekome 10 the Neusiar Losner], your one Ok aocess bo Meuiar Cames
Proveionae Soleian Suie

Reinribet o dcibed B dhise wib o amlihyng dnd irakoneg § menk ieoust 1o
oiest Meutar sohubor vib Sgle Sign On (500 Thid it 8 lemporiry sliging
page il v e ol psers |

A P DT PR ES1AAD0N & MequIsed 10 SID you! Copdeniiah foe 550

Forl Totup LHatis - pgriled b

Regatered Wsers - Contrue Here sifj

el W el it T i e O ety i i Ty

neustar

ATransUnion® Cempany

Neustar Fxchange
Where Carner Meets ng

Network/Access Services %

) connect (uOC)

75>, Universal Order Ve ' Order Insights (OI)
t N’\J\ )

Analytics

2 =2 >

{ OMS Analyfics
ot (ANALYTICS)

Neustar Exchange
Wher oo b

neustar

A TransUnion® Company

Manage Users

#
a8
+ Invite + Add/Update Users
A
Actions Email T First Name Last Name Services Roles Company Nam Domain Name Username
Email Firstname | Lastname| | Services Roles Customer Nan | Customer Username
brizn.ayers@chart... Bnan Lyers uoc UOC_M.. Spectrum Yell..  SYFT_E2E bayers
Edit User Gaurav Joshi 0oL uoC OLUSER.  SpectrumVell..  SYFT_EZE 3109809
Edit Email/Ut g
itEmal/tocmome: IS Arora o1,uoc OLUSER.  Spectum¥ell.  SYFTE2E jorora
Delete User
Niraj Budha 01, uoC OlVIE... Spectrum Yell... SYFT_E2E NBudha
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B 3 m

1

neustar Neustar Exchange

Manage Users / Edit User

i

i

it

Cancel
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GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE GETTING STARTED

Here is a list of all the different role options and their descriptions.

User Roles
O Search Roles
OI_ADMIN_USER 0I_USER Ol WIEWER
« Lpdate * Cance
Menu ‘ Description

Ol_ADMIN_USER This user can view orders in Ol, open inquiries, perform bulk uploads and also
see all users who have access to UOC. Currently, setting up users still needs to
be handled by Neustar.

Ol _USER This user can view orders in Ol, open inquiries and perform bulk uploads.

Ol _VIEWER This user can view orders in Ol and open inquiries.

Roles

Lhnar blansgement Roles

WOC - U robes

Spectrum»
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Menu

UOC_ View_User

Description

This user can view the Work Queue, view order detail and print the orders.

UOC_Marketplace
View_ User

This user has the same permissions as the UOC_View_User.

UOC_Marketplace
Default_User New

This user has the same permissions as the UOC_Marketplace Default User,
except for the following:

New orders created are held for approval by a super user.

UOC_Marketplace
Super_ User

This user has all of the permissions that the UOC_Marketplace Default User
has, plus the following:

* Review orders needing approval to submit.
* Download order JSON.

* Order enrichment to set contact information and Service-
Level Agreements (SLAS).

Preference management to set notifications.

UOC_Marketplace
Default_User__
Training

This user has the same permissions as the
UOC_Marketplace Default _User, except for the following:

* New orders submitted are held for approval by a super user.
* Supplements submitted are held for approval by a super user.

UOC_Marketplace
AP|_Developer__
User

This user has the same permissions as the UOC_Marketplace View User, but
can also download JSON and view the catalogs. This user cannot make any
changes to catalogs.

UOC_Marketplace
Default_User

This user can create, update, submit and print orders, as well as perform bulk
uploads. This user has access to actions in the Work Queue, except Review
for Approval.

13 enterprise.spectrum.com
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Adding an end user
Click on End User in the menu at the top of the screen, then click the + to add a new end user.

UOC Marketplace Buyer

Work Queue Bulk Order Preferences

End User Management | + |

End User:

Select [ Include Inactive End Users

Fill out all the necessary information needed and then click the Save button.

P s e stnoam aoaress

il

To add a new address to an existing end user, click on the dropdown and select the end user you
would like to add the address to.

UOC Marketplace Buyer

Eulk Toder Preferences

Cres de Search Urde z
End User Management \

Erid User e O
Eridd User: Suler e T Include Inactive End Users

SCARE

# [] FLYMMNS RAZELE DMZZLE

Spectrum»
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Click on Add New Address and fill out all necessary information, then click Save.

Tetmic] e Cietadn -~

FLMING RAFILE uls EAST 5T SLGAR GROVE aH -3 G

Spectrum»
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User preferences
Users are able to set the preferences on the following screens:

« Search Order
* WorkList

» Service

To configure user preferences, select Preferences from the menu bar.

Create Response Search Order Service Admin End User Bulk Order Preferences

Work Queue View £ Worklist Dashboard

WorkList Result [Total Records: 1552)

Select the screen from the Screen dropdown.

User Preferance

Screen: /

F— = CCREEMN -
Search Order
Worklist

Service

The screen opens with Available and Selected columns.

€ SELRTT 0 SEARCH

Request Check . Action

Recpanss Chack Requast Mo [FON
[r— U0 Stmtin

Oreer Flag

stana

<< e idps)

~
EREE
EREE

Urser versan [ver)
Bugar

Preduct Catalog

achaty

Spectrum»
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Select the fields the user wishes to add or remove to/from the Selected column, then select either the
> to add the field to the Selected column or select < to remove the field from the Selected column.

Description

Moves all fields from the Selected column to the Available column.

Moves all fields from the Available column to the Selected column.

Moves the selected field in the Selected column up the list.

Moves the selected field in the Selected column down the list.

Moves the selected field in the Selected column to the top of the list.

Moves the selected field in the Selected column to the bottom of the list.

DI

For Search Order and WorkList screens:
* Select Color for SLA Missed
» Select Color for Error Status

» Select Color for Request No (PON) (Error Status or SLA missed)

Fill Color
Salact Color for SLA Misgad.® - .

Salact Color for Errer Status:® IE
Select Color for Request No [POM] [Errar Status or SLA misced)-® - =

i
LR

Click the Save button to save the changes; click Reset to clear the changes.

[

The changes are updated in the selected screen.

Note:
Several new optional columns are available. Based on job function, users are able to add them
as needed.

Spectrum»
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Admin screen

The Admin screen provides a lot of added features and benefits to help with the overall
order submission.

Seller management

Seller Management allows you to link your Billing Account Number (BAN) to a billing account ID and
save them to be used when creating orders.

UOC Marketplace Buyer

Search Order Work Queue Service End User Bulk Order Prefe

Seller Management ™ | Preference Manag.. | Order Enrichment ... ™

BAN Management

Select the application you would like to save the BAN to, select seller and enter the BAN. Then create a
billing account ID to associate the BAN with. Click Search. Results should display below in the Search
Result section.

UOC Marketplace Buyer

5 m. Ordler Enrich \
BAN Management ‘ +
#pplication: = - illing Account s
Seller - Billing Account ID: NTE
Stalus. 3 Ersbled (O Disabled @ AN
Search Result
Application Saller Billing Account Numaer Bilting Account 1D Status Actions
HNe data feund
: .
Note:

This will create a list of BANs in the Billing Account Number field on your order to choose from.

UO% UNIVERBAL GROER FLAD ~

AG ADMIMISTRATIVE SECTION -~

Spectrum»
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Preference management

This will auto-populate the Owner field on the Work Queue with either the Order Entry user name or
the initiator listed on the order.

Configuration allows the user to change the owner assignment following the Order Entry User or
Initiator.

UOC Marketplace Buyer

Order Eniry User

'

Custom Status Grouping can be created by clicking # ; create a name for the status grouping, then
select options from the Status dropdown and click Search.

User shaseyah fnsBesariar coe

UOC Marketplace Buyer

v wherence Manage :
Cestim Suahas Groupings \<.

Search Stalus Grauping

"

UOC Marketplace Buyer

Comtom States Groupings. +

Updnte St Grouprg

Antus Grougeng Name * [ — tatus: * CECETT
Search Result

Satus Grouping Name Seatus. Actions

=l cif

el [-13 |

19 enterprise.spectrum.com
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Master settings and notifications
This feature allows you to set up email notifications based off one or all response types on orders.

» To set up email notifications, select Response Email Notification
from the dropdown

TEER AP

Callback API Response

* Click 4 at the top right.
» Select all the response types you would like to receive notifications from.
* Add your email and click Save.

Cordquration Derads )
Con R : N,
Ermponia Emad Hanbonae v
Byapense Se Ermad Kormma Saparaind] Aoy
ol
Screen

Please see preferences.

Spectrum»
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Order enrichment management

The PON section provides the ability to define a pattern for Neustar to auto-generate the PON value
on the order.

UOC Marketplace Buyer

Oreier Envichmant M_.

BR APPUCATIONI3| CREATEDATEIMMDDTY] SrSTEMIS Oreabies m

DDD

Ability to define the due date logic for Neustar to derive the DDD value on the order. (Future: including
expedited orders.)

UOC Marketplace Buyer
000 Managersant +
Search Desred Due Date infervaly

hpglication v mtervel Glact - -

Frooucts - raervad Days

. EECIEET v .
Search
Search Resul
Apglicatian Product Saller Aty Interval Start irferval Days Status Actans
e d;
Bill/contact

Allows employees to be added as billing and/or other contact types on orders to save time when
creating orders.

[ — VoG Manepce eyt

O Enrichment M

SuContact Managemant +

Comact Relaranca 0 MulersncaTyps  ContactMama  TelMo  Emad P Addes S ilAccot Nama  Secondury Bl Name Ac)

Spectrum»
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Company
Not currently used today.

SLA

Ability to set the number of days to accomplish a status/milestone.
* Allows for TP-specific SLAS.

» Alerts user via Timeline and Audit Trail if SLA is exceeded.

» Alerts user via WorkList if SLA is exceeded.

UOC Marketplace Buyer
Dulk Order
SLA Management )
Search ELi
aplication: - - SLA Milestons:
Praducls: - . Stanting from Missione:
Mtieilins
[ .
[
e
Skarch Result
Acplication Product Activities Seller SLA Milestane Starting Milestene Reguiar SLA [BusDays)  Expedite SLA [Bus Days)  Status. Actions
Neo eata fourd
Note:

This is not the same as the seller’s SLA timeline.

Spectrum»
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Creating an order

From the main screen, click on Create Order.

Create Order Search Order

Order Creation Details

Planze speciy the Preduct Mame

Please specify the Universal Mame:
f ; s

Spectrum»
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Fields Options

Product name

* UOC Switched Ethernet Combination Terminating at EU with
EVC - new install activity type

* UOC Switched Ethernet Combination Terminating at EU -
change, moves and record activity types

* UOC Switched Ethernet Combination Terminating at POP -
NNI installs

« UOC Dedicated Internet - FIA/DIA
*« UOC EVC Standalone
« UOC Transport Special Access

Seller

Should be one option, Spectrum (TWC_E2E). Should auto-populate
after selecting product name.

Activity

Dropdown options are:
* Install

* Change

* Record

* Inside Move

» Outside Move

* Disconnect

Universal name

Should auto-populate.

All required forms for the product type will display in the right panel. Anything with an asterisk (*) next

to it is a required field.

UOC Marketplace Buyer

Uulk Orger e

=] Fieigs ars requised

Uniserzal Orser

£

Order Type = 96 Universel < PGHGR

LoC UNIVERSAL

L

ASR ADMINISTRATIVE SECTION

© = P of ines bk |
; )

Note:

The required fields are not the only fields needed on an order. Other fields may become required
depending on the information selected in the marked required fields.

24 enterprise.spectrum.com
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Once all fields needed have been populated, click Validate to verify all ASOG and Spectrum Enterprise
rules have been met.

Submit Validate

 |f you have any errors, they will display at the top. By selecting an error, you will be brought to
the specific field associated to that error in order to correct it.

UOC Marketplace Buyer

1] Fisids are regired

Usirarsal Order Errars
Cstamer Goerier Narme Abbrewativn - o reguired el
B Grger Mienter [FON] = quered et
Fequesind Dum Dt | 3 i it

O UNIVERSAL

A5 ADMINISTRATIVE SECTION

« |If there are no validation errors after clicking the Validate button, then a “Validation
Successful” message will be displayed.

[*] Fields are required

Validation successful.

Universal Order Product Order Order |

25 enterprise.spectrum.com
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To Supplement an order

From the Work Queue, locate your order from the Request No (PON) column and click on your PON

name, which will be displayed as a hyperlink.

UOC Marketplace Buyer

8 WharkL ket Recutt [Toma| Rucands: 1570 l
Refine By Actan Roguset Ha (FOM LIOC States. Deder Fag LA MEapene  BLADeo Dyl Buyer Versien e
[
E o ACCERT
o e
-
U sy
- ACCERT |

Y ®

(- A

CONFIRMED COMPLETE

Univerzal Order | BroductOrder  OrderHistory  Tasklizs  Metes \

UDC UNIVERSAL ] =~ |

Make your necessary changes, validate and then submit.

Note:

Supplement field is not visible from the main panel on the order screen, but is visible in the summary
panel in the left menu. Supplement type is auto-selected by the system based on the changes

being made.

26 enterprise.spectrum.com
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Cloning an order

Cloning makes an exact duplicate of an existing request and can be edited to meet the requirements of
a new order.

To clone an order:

* In the Action column on either the Work Queue or Search Order page, find an order to clone
and click Clone. This will bring you to the Create Order screen.

WorkList Result [Total Records: 1547]

Action Request No [PON]  UOC Status ]

~]  PT-REG-TCOS- ACCEPT

o) [PLEASESELECT- ~|  SVO2092022-04 ACCEPT

* On the order, you can add or change information that is unigue to the new order. Be sure to
check and enter all key data for the new order in the left and main panels.

* When the order is complete, validate and submit.

Spectrum»
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Adding a document to an order

To add a document to your order, scroll down to the bottom of the order during creation to the
Documents Section:

* Select Category from the dropdown.

* Click Choose File to select a document to add.

* Select Document Title from the options or enter a value.
* Provide a document description.

* Then click Upload.

The document should appear under Attached Documents and you should receive a
successful message.

Decuments Section

i.' gy Order Attachmant

" Chooke Fle | Mo fike chasen Document Tie d |

Aitach File

Dot ureant

Descrigtan

2920 SPB P _Justification_Form. xlss Uplosded succesfully
dtached Decuments |
Catn o] Tls Fila Narr Documant Description Actiorg
] P Jusbfcstian Form M0 SPBIP_Justi  NAA .
1 e
Note:

More than one document can be uploaded on a single order.

Spectrum»
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Bulk ordering

If you are creating many orders at once, you can use a spreadsheet and bulk upload numerous orders
simultaneously. To send multiple orders using bulk upload, click on the Bulk Order tab in the top menu
on the main screen. Download the Readme and the Standard Format templates.

UOC Marketplace Buyer

Ul Buifh Ot 6o To Search Bulk Orer

= ik the 1 s b belk srper

[ e ———— |

Fill out the template with all the necessary information for the order, same as you would if you were
submitting them separately. Once you have everything filled out, name and save the file to your
computer, click on Bulk Order again and click on Choose File. Find your file name, click on Open and
your file name should display in the Select File To Upload field.

UOC Marketplace Buyer

Uplead Bulk Order \

| Choase File | hio file choser

Click Submit.

Note:
You must download and use the Standard Format template from the portal.
* Maximum file size allowed for uploading is TOOMB.

» There are no restrictions on the number of orders allowed on a single file.

» Supported file formats are XLSX, XLS and CSV.

* You cannot change the header label format of any column.

* You may delete or move columns on the templates, with the exception of the following:
» Action, Save, Submit, Cancel Order
« Activity — same exact values as displayed in the GUI activity dropdown.
* Universal Catalog Name — same exact values as displayed for Universal Name.
* Product Catalog Name — same exact values as displayed for Product Name.
* Trading Partner — TW25.

*» UOC Order ID — same exact value as returned by UOC on he initial order
(only needed when sending a supplement).
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Performing search

Users can perform searches by entering information in the Search side menu (Refine By). The
Refine By window can be collapsed by selecting the collapsed icon (<) or expanded by selecting the
expand arrow (>). Searches can be performed from the Search Order screen or the Work Queue.

UOC Marketplace Buyer

Werk Dueue Ve £ Workkst
Ll ' VoerkL et Rasult |Tatal Raconds: 21)
Action Raguest No IPONI  UDC Stanis Ordar Flag SLA
Fefirve By
|
o 1 [ CONEEMED
Sawved Searches
Iniversal Cataog
d
- OLR
Praduct Catalsg
v
Satum Grovprgs

Note:
Worklist Search: The search bar on the top of each worklist column provides the ability to find a
specific order or set of orders from the orders displayed in the Worklist main panel.

Expand the search window, if needed, by selecting the expand arrow (>), then select the dropdown by
which to search and then click the Refine By button to execute the search.

Refine By
= )
Saved Searches:

SELECT v
Universal Catalog:

ol g P LIVIVOmowaL L 1LJG v

v

Status Groupings:

SELECT STATUS GROUPINGS hd
Status Individual:

SELECT STATLAS INEHVTDLAL v
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GETTING STARTED

Note:

The search bar on the top of each worklist column provides the ability to find a specific order or set of
orders from the orders displayed in the WorkList main panel.

WarkList Result [Tatal Records: 1430

Expart As CSV

Reguest No [FON] UDC Status

Order Flag SLA Milestone  SLA Due [Days]  Buyer\
TR Centrmed
QAEACCESSSONT ACCEPTED Select Order Flag T -15 0
N Tl compirMED

To create a saved search, click the Manage Search button.

® Company O User WorkList Result [Tetal Record

O Set view as default

Refine By

Refine By

Saved Searches:

Manage Search

b ‘

o i e
| SELE

Enter the name of the search, then select/populate the search criteria.

Manage Saved Search

Hame I CONFIRMED

Univarsal Catalog:

Produst Catalog

Select Universal Catalog

Status Groupings:

- ‘ Select Product Catalog

Status Individual:

Select Status Groupings

SLA Groupings:

Select Status

LI0C Order 1d:

Click the x to close the window.

To run a saved search, populate the check box next to the search from the Saved Searches dropdown,
then click the Refine By button to execute the search.

Refine By

W\
Saved Saarchas:

Request Mo [PON] Lo

Managa Search

AL

CONFIRMED X

SEARUAH

UOC02112022-0005 AC
D CONFIRMED ERL

[] coNFIRMED EVFL

| CONFIRMED |

Click Reset to clear the search.
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Manage search

Creating search criteria may be helpful to quickly find updates on orders as they relate to your needs
(e.g,, all orders submitted by initiator, or if you want to see all install orders).

There are two ways to create a saved search.

You can save searches by selecting the criteria in the left panel and then clicking on Manage Search.
The criteria selected will already be displayed on the next screen.

Refine By £

.

Buger 10 CCHA

Saller 1DCSE]

Alivily:
INSTALL X - |

Seller:

End Mser:

Ena Lisar dddrase:

Initiatar:

fiona, Stalus:

Task Hatus:

Start with clicking on Manage Search and selecting criteria from the next screen.
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Once all criteria is selected, enter the name of the search in the Name text box.

Manage Saved Search

Name ENTER SEARCH CRITERIA NAME ‘

Then click Save.

Manage Saved Search

Hame DOCUMENTATION EXAMPLE

Universal Catalog:

Freduct Catalag

Salect Universal Catalog -

Sratus Groupings:

SLA Groumngs:

Salect Status -

A message appears when the search is saved successfully. Click the x to close the window.

Manage Saved Search -

-

Hame ‘UD(ZUP-H:NIAIIU‘JI:!AMPLI: ‘

| Saved search criteria successfully! |

The saved search appears in the Saved Searches dropdown.Select the name to run. Then click
Refine By.

Saved Searches:

SELECT -~

SEARCH

[[] CONFIRMED EPL
[J conFIRMED EVPL
[] CONFIRMED

| D DOCUMENTATION EXAMPLE
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The WorkList Result updates to the selected search.

WarkList Resull [Total Records: 1598)

Action IFON] SLA Milastona  Activity RPON UOC Order Id Order Flag
B ACCEPTED Record TWCELOC rder Fl
5 ROOERSETT
ACCEPTED Change TWCELOC
Co08Fse91
o GACARRIERSVO305  ACCEPTED " nzall TWLELSD t Ordsr
CONFIRMED NOO9TLAT

Users are able to click the header to sort the column by ascending or descending order.

WorkList Result [Total Records: 2488]

Buyer ID [CCMA]  Seller 1D (ICSC) End User End User Address Universal Catalog emmnm-‘/:nmqm Last Submitted |
SYF TW25 DISNEY 1313 UDC UNIVERSAL 05/0%/2022 05/0%/2022 uomuser

MOCKINGBIRD 10:42-35 12:3217

LANE BEVERLY

HILLS CA %0120
SYF TWZ5 DISH WIRELESS BADL WHITE DAK UDC UNIVERSAL 05/09/2022 05/09/2022 uomuser

RD GARNER NC 09:37:45 13:03:50

7528

To delete an existing search criteria, select the saved search you would like to delete from the
Manage Saved Search dropdown. Click Manage Search and then click Delete.

Manage Saved Search

Name WEW INSTALL SEARCH

Saved Search Criteria Deleted Successfully
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Work queue view

There are two options to view the worklist and dashboard — Company and User. The default value set
determines the view the user lands on when entering the work queue from the main navigation bar. To
change the view, select the other option (either Company or User) in the left panel; the main panel will
change to that option.

Work Quaiie Yiew < Workdist L
* WorkList Result [Total Recards: 14301
Refine 8y Action Fenquest No [PONI UoE Status Order Flag SLAMilestane  SLADue (Days]  Bupe
i - ACCEPTED ™ L "
Saven Searches > CONFIRMED

-

desal Cataiog
= & [EEET— T = v -

Company
The Company view displays orders associated with all users within the domain.

User
The User view displays only orders that are owner-assigned to the logged-in user within the domain.

Note:
Worklist Search: The search bar on the top of each worklist column provides the ability to find a
specific order or set of orders from the orders displayed in the WorkList main panel.
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Managing work queue

The Work Queue window opens as default when the user selects UOC from the main menu; or selects
Work Queue from the menu bar.

Create Response Search Order Servic Admin End User Bulk Order

Preferences
Work Queue View < Worklist

WarkList Result [Total Records: 1550]
L) Set view as default

Refine By Mction Task Status Request No [PON] UOC Status

Refine By Manage Search

Saved Searches:

The Work Queue screen opens as default; utilize this screen when the user wants to find and/or
monitor orders.

* The left panel allows for refining or changing which orders display on the worklist and
dashboard views.

* The main panel displays the orders based on the left panel selections.

Werk Duss View <

Wkl Sxast okl Macerde. 1252|

Ausmgs Tk Stmn Maguast N (POR O et Orser Fisg LA Milagar nn-nT

Note:

The Work Queue defaults to OPEN orders, which does not include Supl orders. In order to see cancel
orders, including Supl, users need to update Status Grouping to ALL.

Spectrum»
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Query and export work queue

The WorkList query results are able to be exported as an Excel .csv file. Perform the query by entering
the criteria in the Refine By window or populating the desired fields in the WorkList Results fields.

Click the Export As CSV button.

- e

tion TamkStats  FaquestMo(PON LG Statua Order Flag SLAMdsstone  SLADusiDepsl  BuyerVersion Mer) B

CONTIRMED

Rl -

Stetus Individual:

QACARRIERSVZL0S COMFIRMED
CONFIRMED [95] X b

SLA Groupings:

Milesions Skb: / r ] — e

B work-Queue-Detailscsy A
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Dashboard
From the Work Queue screen, select the Dashboard tab.

Create Response Search Order Servic Admin End User Bulk Order Preferences

Work Oueue View < Dashboard,
® Company O User \

Volume @ Status Groupings O Status Individusl

Refine By Status Groupings

=0 ] |

The top of the screen provides pie graphs based on the selections in the Refine By section of the
screen for Status Grouping or Status Individual (select the view), User and Buyer.

T

The lower portion of the screen provides bar graphs based on the selection in the Refine By section of
the screen.

Note:

In any of the mentioned views, selecting any status in the Order Count bar line as indicated by
specific color will change the screen to the WorkList tab to view the orders for that user and
status combination.
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Order main panel
The main panel is used to populate the order information as well as perform actions using the
action buttons.

Select the PON (hyperlink) from the order list to open the Order Main panel.

Worklist Dashboard

WoarkList Result [Total Records: 1430]

Export As C5V

Action Reguest No [PON] UOC Status Order Flag SLAMilestone  SLADue [Days]  Buye

TP ACCEPT -z 0

o ASDGES TESTZ RECEIVED

Select Order Flag

ASOGsS TEST 1 RECENVED Selact Order Flag TP ACCEPT -2 o1

The order opens in the Ul tab selected as default. The Order Details displays in the top left pane, the
Order Summary displays in the bottom left pane and the Order Timeline displays across the top.

Note:
SR info is populated in the Seller Order ID field in the Order Summary (as another option to the
work queue).

Upcdate Drdur Detats

Pusase spacity e Product Heme
L0 SUATCHED ETHERNET COMBINATION TERMELE v,

Bars

TWE_TEST (TWE_TEST) wl

acthiy

v v
2Ecad Uswereal L hame Crualn Risparse
o LreveRsaL |

LUOE Ordar 10 : TWIEELOE NODBE1611

Uses Dumiride -

e Serreny ~

Sl ML PO M0ELTEST 1

TWEELOE KBZRTAT! A5 ADMINISTRATIVE SLCTION L

R e ree—

SotemrocaabE  v|

Beperm e
sunt “|

Selier OGS0

1

uput wrsen o pazzce

Scroll down the screen to view all fields.

Order Timeline legend:

» Green rectangle box outline = status has occurred to indicate completed.

* Yellow rectangle box outline = status is in the future and directly after a rectangle box with a
green outline to indicate pending.

» Black rectangle box outline = future.

@ RECEIVED '
03/17/2022 08:28:25 ACCEPTED
03/17/2022 DB:28:25 AM
By uomuser SLA Due [Daysl: - 2. CONFIRMED COMPLETED
Y Y
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If any of the following events occur, the event value displays in red font within the rectangle box:
*« CREATE FAIL

* TP REJECT

* TP ERROR

* TP ADDRESS ERROR

* TP JEOPARDY

* TP JEOPARDY ERROR

Red font also displays when an event is inserted into the timeline for a missed SLA; otherwise, all other
events will display in blue font within the rectangle box.

The tabs below the main panel will be helpful as well.

Update Order Datails ° é
Plzas

& v
P the Product Name -
RECEIVED .
JOC SWITCHED ETHERNET TERMIN )/ " @ accepren
B OR2022 10-6212 AM CONFIRMED COMPLETED
B -
trum Yellow Flower Telecom (SYF ~ Zlrmins 2 o N

¥:

-

Assoc iversal Catalog Name: . i :
\ssuciated Universal Catalog Name: I*] Fields are required Creste Response Mare Actions = m
JOG UNVERSA -

UOC Order |0 : TWCEUOC DOT072741 | Universal drder F " rder H |

Tabs Description

Universal Order Allows user to create responses.
Product Order Allows user to search for existing orders.
Order History After an initial order is saved or submitted, all versions and responses will be

listed in descending order, with the latest on top.

| Rienponas for Veesion : 19 ASR [PON] Complation COMPLETE © /1117007 01 5131 PA Viorw Dentaile
e ———— P
Task list Clients do not have access to this tab’s features.
Notes Allows users to add information and track the history for the life of an order —

not visible on the Spectrum Enterprise side.
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ASR view

Users have the ability of quickly viewing the ASR from the WorkList Results screen or from the UOC
Universal screen (More Actions dropdown).

To view the ASR from the WorkList Results screen, select the Action dropdown, then select the
ASR VIEW.

WorkList Result [Total Records: ¥5)

TSTOO! 08222022 CONFIRMED

—PLEASE SELECT-
| as5R vIEW

A

To view the ASR from the UOC Universal screen:

* With the UOC screen opened, select the More Actions dropdown, then select the ASR View from
the menu.

[*] Fields are required Create Response More Actions =
| UOC UNIVERSAL ~

The ASR View opens in a separate window. Utilize the horizontal and/or vertical scroll bars to view the
entire ASR.
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ASR save
Users have the ability of saving the ASR from the Universal Order screen.

To save the ASR form, select the Request No (PON) to access the Universal Order screen.

acceeren » Frn TWEEUDS

\ EhE BuED St g1
P EErmn v cerscsaRzmn Ao ™ sl THEIDE
CENFRMES N

With the Universal Order screen opened, select the Print dropdown, then select the items to print.
Remove the check from the Universal check box then populate the ASR View check box.

0 At U BV
O !“...tm =
Ot 'f 3
i | COMPLETE
Vo Useepral
L% "
Feadull
e (2] e R
L Hm 8T ier i ] Y
L} CONFIRMED B i
uaci o OROER FLAG srl Ordar 1 - i
t - Owwrview
ASRE - -~
Dadteimer Carnar Mard S%F - Pttt Ordar Mormbar |POR®
datreimncn L
| WEIRTE TR B R SR Pl B Tl - Cinvmnmay Mg I
Scroll to the bottom of the menu and click the Done button.
-I ] S v
O REQUEST il
i
=) COMPLETE
B oo
Surmmary

0
|*l Figlds ~ Timsling-

Taquential
Univer [ Ause rdar Histary Tarshilist

Trawl
UOC | Mestes ORDER FLAB  5aiecr 0raer Flag - N

' | D

con St — ——
AZRE - -
Cunbarmar Carrias Marme SYE - Prarchiie Orger Nursisr [PONP DF-DERC 200 EY-1
AEErEnatan L
Inbareschange Customer Sarvice TWIS - Custarrar Name :
Lapags L
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The Print Order window appears; click Print to save a PDF copy.

Print Order

BUYERID : SYF SELLERID :

TRADING PARTNER ISELLER] : SPECTRUM REGUEST NLIMBER [PON] :

BUYER VERSION [VER] : (i} CREATED DATE : 08-24-2022-1

ORDER TYPE : DISCOMMECT ORDER ACTIVITY DISCOMMEC

ACCESS SERVICE REQUEST FORM
ADMINISTRATIVE SECTION
CCHA: SYF ECCKT : T2L1XX 933194 CHTR
PON : PMEACCESS-DISCO QTY : 1
VER: [} BAN : E
ICSC : TW25
DTSENT : 08-28-2022-10254M
DoD : 0%-26-2022 \

m Generate PDF

Select the Destination as Save as PDF, then click Save and save it to the local drive.

Note:

Users should select ASR View when saving the ASR. Users can also use the Generate PDF option, as it
allows copy/paste.
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Job aids

Dedicated Fiber Internet Access (FIA/DIA)
Please note this product is offered in speeds ranging from 25Mbps through 10Gbps (ICB).

Please note Order Type - ASR Send Order/Request Type - Dedicated Internet Service - D
* ASR FORM = Required
* REQTYPE = DD
* ACT =N
* Bill section
» Contact section
* DIS form = Required
* SALI form = Required

Required documents to be attached to your order. Please see Adding Document to Order section.

- |P justification form - we require a written justification form for any IP address block sizes /28
or greater, which relates to 13 or more IP addresses. The purpose of this is to demonstrate to
ARIN that IP addresses allocated to Spectrum Business or Spectrum Enterprise are being
used efficiently and properly allocated.

» For Spectrum Enterprise-provided IPs over a /29 address.
* BGP form
« If the client wants to advertise a block of IPs.
= /24 is the smallest Spectrum Enterprise will advertise.
* LOA (Client provided)

« For BGP requests requiring Spectrum Enterprise to advertise a client-provided IP
block client questionnaire.

» Required for route changes or disconnects.
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Example of printable view

—
B w ] e
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Class of Service (CoS)

Please note the CoS (GOLD, SILVER, BRONZE or NONE) determines the SLA that will come with the
carrier Ethernet service.

This information is populated in the LOS field on the EVC page of an ASR.

Diversity

Please note valid entries are based on provider practices. Diversity is prohibited when the ACT field on
the ASR form is M or D; otherwise it’s optional.

Valid entries:

« st Character - Primary Location
* B = Diversity

» 2nd Character - Interoffice Facility
» 2 = Diversity

» 3rd Character - Secondary Location
* B = Diversity

ASH Flb . . . 5
Circuit Detail Section
S5 FOARM
WL KRAZ
SALIFORM [11
WL QBLNGAGE
LHC FITRA SECNC QBCXE.1GE
=R E2E
SR
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List of possible response types

Here is a list of clarification/notification types and their descriptions. Anything in red is a negative
response and may require a reply from the initiator.

* ACK - Displayed as Accepted in the Queue
* NACK - Displayed as Rejected in the Queue
* (CNR-A) - Completion

» Confirmation Notice

* DLR

¢« (CNR-E) - Error

* Installation Notice

* (CNR-B) - Jeopardy

* (CNR-F) - Jeopardy with Error

* (CNR-C) - Notice Cleared

* (CNR-K) - Provider-Initiated Cancel (No response needed)
¢ (CNR-D) - Remarks

* (CNR-L) - Address Modification
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Email Responses
* The order initiator will receive an email from Neustar ASR_Response@neustar.biz after
submitting their order.

» They will continue to receive emails when the status of their order has changed and/or been updated.

* The content in the body of the email will display general information like PON, due date and

message type. You will need to log in to the portal and search the order to obtain detail
information. Example of email:

Mon 10/21/2019 2:30 AM

MM Neustar_ASR_Response@neustar.biz
| | Confirmation/NEWPTEST1-1/01/WUA/TEST
fo | |OMSAccountSupportEneustar.biz; I

RT=F
COTSENT=10-21-2013-052 34N
DLRD=11-22-2019
DD=11-2%-2019
AP_REP=
AP_REP_TELNO=704-206-2014
EMAIL=
Service Section : 1
ECCKT=21.L1KX. 123456, TWCC
REFNLIM=0001
Circut section 1
WVCID=21.LIXX, 123456, TWCC
**¥Nobe The email only contains the key fields, please refer te the GUI for the complete details of the response.* ™

FAQ
1. Where is the Supplement field?

The Supplement field is not visible from the main panel on the order screen, but is visible in
the summary panel in the left menu. The supplement code is auto-populated based on

changes made to an inflight order.
2. How do | know what information is needed in the field?
For additional information or explanation of the field, click on the field name and another tab
will open with more details about that specific field.
3. When will UOC time out?
You will be logged off automatically after 24 hours.

4. Can a group login be used?

Logins shouldn’t be shared among multiple users. When one person is logged in, it will limit
another person’s ability to navigate and perform tasks as needed.

If you have any questions or need assistance with your order, please reach out to the team/person
assigned to your account.

Spectrum»

48 enterprise.spectrum.com ENTERPRISE"



GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE REVISION HISTORY

Revision ‘ Description ‘ Author(s)

1.0 ‘ Creating Document ‘ Shavoyah Fox

About Spectrum Enterprise

Spectrum Enterprise, a part of Charter Communications, Inc., is a national provider of scalable, fiber technology solutions serving many of
America’s largest businesses and communications service providers. The broad Spectrum Enterprise portfolio includes networking and managed
services solutions: Internet access, Ethernet access and networks, Voice and TV solutions. The Spectrum Enterprise team of experts works

closely with clients to achieve greater business success by providing solutions designed to meet their evolving needs. For more information, visit
enterprise.spectrum.com.

Not all products, pricing and services are available in all areas. Pricing and actual speeds may vary. Restrictions may apply. Subject to change without
notice. ©2023 Charter Communications. All rights reserved. Spectrum is a trademark of Charter Communications. All other logos, marks, designs, and
otherwise are the trademarks and intellectual property belong to their respective third-party owners.
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