GGGGG

Neustar
Universal order

connect

User Guide

Spectrum»

ENTERPRISE’



GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE

Table of contents

IO TUCTION. ..ot 3
ANUGIEINICE o bbb b 888 E 8 h ettt h bbb 3
Spectrum Enterprise business rule Validation. ... 3
T uu [l IR =g w=Ye ISP 4
Logging into TransUnNion (@Ka NEUSTAI) ...ttt 4
CrEATING @ NEW USBY oottt ettt ettt ettt 7
J oo T ateTR=TaI=T e HUTY=T OO 13
U S DI EIRIEINCES . ... e ettt 15
(@ =TTu ol =TT e [T OO 17
Tips ON fillING OUL TNE OFAEE FOIM ..ottt 20
TO SUPRPRIEMENT @GN OFT I ittt ettt 22
ClONING AN O B e e ettt 23
AddING @ AOCUMENT L0 @N OFTEI ..ottt 24
HOW TO Create @ LeMIDIGEE ..ottt 24
BUIK O T ING ettt ettt ettt ettt ettt ettt sttt ettt et s et e e e 25
Check on the status of DUIK OFAEITNG ... 26
SEAICI O @M OFTE ...ttt 26
MANGTE SEAICIN ..ottt 28
WVOTK GUUEUER VIBW.....ooieeeeeeeeeeee ettt e et e e ettt e et e e 31
MaNAGING WOEK GUEUE. ... ettt 32
QuUErY and eXPOrt WOIK QUEUE..........c.cciiiiieee oottt 33
MaNAGING INFHGNT OFTEIS ..o ettt 34
AASR VIBW ettt 2k R kR ARttt 36
AASIR SVt R AR R R Rttt 36
LISt Of DOSSIDIE rESIDONSE LY DS oottt 38
JOD @IAIS 39
Dedicated Fiber INterNet ACCESS (FIA/DIA . oottt ettt ettt ettt 39
ClasS OF SEIVICE (COS) ittt 40
(DAY L/ OO TR RROP RO 40
HOW t0 request JUMIDO FFamMIES. ...t 40
N Al TS DONSES ..ottt 41
A RS Lt 47
ROV ISTION NISTONY oo e ettt 42

Specltrum»

2 enterprise.spectrum.com ENTERPRISE’
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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 Acknowledgment
(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 reqguest 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.

Important sites

e https:/marketplace.neustar.com

* This portal works best in Chrome or Edge.
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Logging into TransUnion (aka Neustar)

Navigate to the TransUnion (Aka Neustar) User Interface (Ul) from a browser window. Enter your email
address and Password, then click Log In.

Welcome to TransUnion
Order Management Solutions (OMS) Portal Please Log In

and
Usamarme/Ema 1
Passwond

REMMOMDG My USErnEme
Sign On

Fargot Passwond?

Welcome

B carrie.shinneman@charter.com

a Docoword

B Remember me | forgot my password

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

Specltrum»
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The Neustar Ul defaults to the Neustar Exchange window.

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

neustar Newstar Exchange Joed 2 o
Tram ® Cornpany b shavoyah fox@ charter com
=
Home SARBon expees n
" Spactniem [TWE_PEOD W Teth acct (TEST_TPROD) w D7A&4Y (HH:MMS3)
a

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).

* OMS Analytics is a tool which will allow you to pull your own reporting.

ne USta I weu{‘tf:r Exchange

ATransUnion® Company exe Carries Mee

= Network/Access Services R}
Py 5, Universal Order 77 o Order insights (O
L Conmect (UOC) | -"".‘I”' 4
Analytics
& P OMS Amalylics
G IANALY TIGS)
Note:

Use the Exchange Domain dropdown box to select the carrier you're submitting the order to.

Specltrum»
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The UOC window opens with Work Queue selected as default.

(
’ @ Actien Raquest Nu [FONT UOC States Ordar Flag SLA Ml s SLAL
Fictine By
-
o Catei s
-

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

UOC Marketplace Buyer

w ™ g WorkList Reault [Total Records, 1549] Espart A 5V

Action Hequest Nao [PON]  UOC Status Order Flag SLAMMpstone  SLAT
Refme By
| reeor Pl

| DLR
Saven SBArThes
Univereat Catsieg z e T
Mreduct Catale

-
'Y o
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 Do Not Use.
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.

Specltrum»
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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.

|

neustar Sestar Bxchiange

Metwork/Access Services [:;.,

75, Universa Order | ~y  Crder Insights (O)
| Connect (UOC)

Manage Users screen will open. Click on Add/Update Users to add one or multiple users at a time.

neustar Newstar Exchange oot 02 @)

shavoyah fox@charter.com

Manage Users

#
a8
+ Add/Update Users —
d
Actions Email 1) First Name | Last Mame T Services Roles Company Mame | Domain Name {| Usemame {|
Email Firstname Lastname Services Raies Custamer Name Custamer Username

Enter the required information for each user. Click Add User to add multiple users at once.
Select UOC under Services and then click on Add Roles to assign the users a role.

neustar Neustar .’I:\'.F.ﬁ.mlgz

Manage Users / Add/Update Users SYFT_E2E v

Comparry Name Services Roles »

A B >

oct Services o Add Roles

Usernasme will be auts-generated if not provided.

First Last Address  Address Zip Office Phone
B
Emaile 2 7 1 Liewe 2 Cley State Cod . Cell Phone Usemame Action

ol

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

neustar Neustar Exchange

Marage Users [ Add/Update Users ST

B » =

a

e L T

R LT Ty LA earns Lt
Mareer  Memws Ul bred okt e

[

Note:
Unable to select different roles with multiple users. If a user requires a different role assignment from
others in the group, add them separately or edit their roles after registration is completed.

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.

To edit a use, click on Manage Users to get to the Manage Users screen.

neustar Neustar Excliange

ATranalnion® Commany tar Excf
= Network/Access Services b

. Universal Order | | Orgar Insights (1)
> 1\ Connect UOC) ‘ onts (C
a S
Analytics

ke

Search for user either by entering their email address or name and click on.

neustar Newstar ?xlc_fiange

Manage Users

e »

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

User Roles

OI_ADMIN_USER

OI_USER QI_VIEWER

" Update X Cance

Menu

OI_ADMIN_USER

Description

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.

OI_USER

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

OI_VIEWER

This user can view orders in Ol and open inquiries.

Roles

DOC - User roles

Lner Managemaent Galey

9 enterprise.spectrum.com
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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.

e 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_
API_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.

10 enterprise.spectrum.com
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Here is a list of all the different role options and their descriptions.

User Roles

2 Search Roles

OI_ATIMIN_USER

DI_USER OI_VIEWER

" Lpdabe ¥ Cance

Menu

OI_ADMIN_USER

Description

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.

OI_USER

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

OI_VIEWER

This user can view orders in Ol and open inquiries.

Roles

WHOHE - Liwasr poslers

Winar b anagpement Aoley
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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_
API_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.

12 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

C Se dor W ue Bul rdor Pr Diesrr:
| End User Management

End User

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

Bulk Doder Prefersnces

Creg de Search Hrde Sarvice
End User Management \

Erd User: Sular Y T Include Inactiva Erd Usars

SEARCH
e | [ FLrs RAZILE DAZILE

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

[ Ut Wanage=wst +
ry
o
o~ .
o | ek beRe Y ot v |
Gtk e wn Dietadn -~
Site 1D Aggressiine | Aagreny Lie § City e Tig Cade actipr
E H =}
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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 Eue Service Admin End User Bulk Order

Work Queue View £ Worklist

WorkList Result [Total Records: 1552]

Preferences

Select the screen from the Screen dropdown.

User Preferance

Screen: /

[LECT SCREEN -
Search Order
Worklist

Service

The screen opens with Available and Selected columns.

Selected

BEEE

15 enterprise.spectrum.com

GETTING STARTED

Specltrum»

ENTERPRISE’



GUIDE NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE GETTING STARTED

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
Ealact Color far SLA Miscad.® - .
Salact Caolor for Errer Slalus-* - vl
-

Selact Color for Request Mo |POM] [Ercar Status or SLA misced).*

LR

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

B

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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Creating an order

NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE

From the main screen, click on Create Order.

Create Order

Search Order

Service

Admi

saarch Drder

Wark Quesue

e

Order Creation Details

Plasse spaciy the Preduct Mame

[.

Saller:

Description for each type of order and when to use it:

Order request

‘ Product name

GETTING STARTED

Activity type When to use

at POP

Order request for New E-access UOC Switched Ethernet New For the UNI side only, you will need
circuit to an NNI Combination Terminating at EU with to provide the NNI circuit you would
EVC want to assign to
E-Access Upgrade/Downgrade, VLAN | UOC Switched Ethernet Terminating | Change For the UNI side only
Changes, COS changes, NNI Rehome, | at EU
Renewal with change to circuit
E-Access Renewal Circuit UOC Switched Ethernet Record Renewal with no change to circuit;
otherwise use Activity type change
E-Access Inside Move orders; Address | UOC Switched Ethernet Terminating | Move For the UNI side only
is not Changing at EU
E-Access Disconnect the UNI circuit UOC Switched Ethernet Terminating | Disconnect For the side only
only at EU
NNI Order request UOC Switched Ethernet Terminating | New For the NNI circuit only
at POP
NNI Upgrade/Downgrade UOC Switched Ethernet Terminating | Change For the NNI circuit only
at POP
NNI Renewal Only UOC Switched Ethernet Terminating | Record For NNI renewal only with no changes

to the circuit; otherwise use Activity
type change

17 enterprise.spectrum.com
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GETTING STARTED

NNI Disconnect UOC Switched Ethernet Terminating | Disconnect For the NNI circuit only; cannot be
at POP disconnect if UNI circuits still assigned

Fiber Internet Access (FIA)/Dedicated | UOC Dedicated Internet Record For FIA renewal only with no changes

Internet Access circuit request (DIA) to the circuit; otherwise use Activity
type change

FIA/DIA Disconnect UOC Dedicated Internet Disconnect For FIA/DIA circuit disconnect only

Wave orders request UOC End User Special Access New For wave orders only

Wave Upgrade/Downgrade UOC End User Special Access Change For wave orders only

Wave Renewal UOC End User Special Access Record For wave orders only with no change
to circuit; otherwise use Activity type
change

Wave inside move; address not UOC End User Special Access Move For wave orders only

changing

Wave outside move; address not UOC End User Special Access Transfer For wave orders only

changing

Wave disconnect UOC End User Special Access Disconnect For wave orders only

Dedicated Port orders UOC Transport Special Access New For circuit that doesn’t connect back
to an NNI

Upgrade/Downgrade, UOC Transport Special Access Change For circuit that doesn’t connect back
to an NNI

Dedicated Port Disconnect UOC Transport Special Access Disconnect For circuit that doesn’t connect back
to an NNI

EVC Only for A-Location UOC EVC Standalone New Must be accompanied by a separate
UOC Switched Ethernet Terminating at
EU order and linked together using the
Related PON (RPON) field

EVC Only Upgrade/Downgrade, VLAN | UOC EVC Standalone Change This request will not have option to

change, COS change include the Z-Location address

Specltrum»
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Fields Options

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

* UOC Switched Ethernet Combination Terminating at EU -

Product name change, moves and record activity types

* UOC Switched Ethernet Combination Terminating at POP -
NN/ installs

« UOC Dedicated Internet - FIA/DIA

+ UOC EVC Standalone

* UOC Transport Special Access

Should be one option, Spectrum (TWC_E2E). Should auto-populate

Seller 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 User: shavoyah foxcharter.com
Search Order Work Queue Admin End User Bulk Upload Preferences ST ET SYFT E2E bt
Order Type: @® al C Universal Order t ®F Maots
UOC SWITCHED ETHERNET COMBINATION T... ORDERFLAG £ oA
Ordar Creation Datails 5
. ASR ADMINISTRATIVE SECTION -~
Please specify the Praduct Marme. !
UOC SWITCHED ETHERNET COLv Customer Carrier Name IsvrF o | Purchase Order Number ]:]
Seller Abbreviation = B [PONI .
Spectrum (TWC_EZE) ¥ Interexchange .’n.i’_‘,’lw I Twes w| Customer Nams :]
Activity: Service Center s s
(M) Instail ~ e ) ;
Requested Dus Date® Response Type Riquested® Fa F v|
Please specify the Universal Name E'I ¥ | F=SenaFOCO v |
UOC UNIVERSAL w Billing Account Numbar® E = Existing BAM Quate uthorizad " |
Create From Template: " :
Seledt Templale v
Case Number Ethzrnet Virtual Conngction I E = E.n;w_mahon v
Indicator . @ o
Add Note - Expedite [ s v] Early Date Acceptance [ /)
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.

Specltrum»
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Once all fields needed have been populated, click Validate to verify all ASOG and Spectrum Enterprise
rules have been met.

Must validate before
submitting

Submit

 |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 User: shavoyah foxRcharter.com

Admin End User Bulk Upload Preference

nain: RN

Search Orde pue ces Do

s W st & Product Order Errors
A Purchase Order Number [PON] : is required field! PON : is required field!
Requested Due Date : is required field! DDD : is required field!

Universal Order

Order Creation Details

| UOC SWITCHED ETHERNET C{\BINATIONT...  ORDER FLAG </ :(/ (067 /L. v A
Please s-p_ec:ly the Product Name: !
(Voo SWICHED ETEETCOY] | om0 [ Gran E—
Seller:

R pags 7z PR ~
Activity: = ' T
Ill_N}_ nstal "J Customer Carrier Name | SYE v| Purchase Order Number [:l
Please specify the Universal Name: Abbreviation : [PON} .

UOC UNIVERSAL i Interexchange Customer L‘rwzﬁ v Customer Name [:

« |f 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

* Once an order is in canceled or completed status, no further action can be performed.

Tips on filling out the order form

Here are some key things to consider when creating your order. Required fields will be identified with
an asterisk by the field name. However, fields such as Remarks may not have an asterisk by it but could
be just as important to the success of your order. The more information provided, the better.

Specltrum»
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UOC Marketplace Buyer

NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE

Lbser- chaveyah taeBehartes cam

-
Drser Craatan 1*] Fialds are required

ASR ADMINISTRATIVE SECTION

Wreet Crealsn Delads

Pleaze spezify the Product Narre
| LG SIWITCHIET CTHERNET GOt v
Salier,

Fequesied Uue Date®

Mifling Acrsunt Murbers

Spactrum (TWC_E2E) v
Astunty
| (M) it v
Please speeily the Umiversat Name,
LOC UNIVERSAL -
Creats =rorm lemplats: Enpedile
seicet Iomolate v -
- o Uit € = Nusres of lia ~
Addd Note -
Categery-
v
Noe

£ £ £ 2

N

Purchass Ordes Number [PONF*

F = 5end FOC Or v

€ azeermer Harne

Fespanss lype Hequester™

Qucts ALtharizas

Early Uale Acceplance

Farastags of Invarrare U

If you are unsure of what the field is requiring, simply click on the field name for additional information.

Example below displays the description of the Purchase Order Number (PON) field.

Fieguest Nurmber

BULH ALIAS NAME: Purchase Order Number [PON]
ACTMITY: install, Discornect, Record

DEFAULT VALUE: NONE

REQUIRED. Yes

DESCRIPTION:

Identifies the customer™s unigud purch

der o that suths the issuance of this

request or supplement,

NOTE 1: The Purchase Order Nimber may be reused after two years from the dus date of the oniginal request

Under the NC/NCI section, the first group of dropdown fields should be selected moving left to right.

Those fields will auto populate the last 3 fields.

'_I:}f NCI / SECNCI

Connection Type

Data Rate/ Bandwidth Profile

Bit Rate/Physical Interface Handoff Type
NC NCI
SECNCI

21 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
Prafe
Wk Chamaa s Vs <
& Warl i Rec [T | Secerds: 15677 1 Enpart dn C8Y
R Arran Aeguest ba [FOM  LIDC Slanas Drdar Fag A Misptans  GLADes Days|  Buper eren Ve
- & : ALCEFT
Seves Dagrche:
-
Linbgirs it o
L ACCERT |

Piadist Catiiag

Ciadin Draiiprgs

I - ®
e T o ALCCEPFT &1 @

COMFIRMED COMFLETE

Univarzal Oroer Product Crder rear Histery Seliliis —

| UDC UNIVERSAL . A |

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.

Spectrum»
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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.

GETTING STARTED

WorkList Result [Total Records: 1547]
Action Request No [PON]  UIOC Status
o | --PLEASE SELECT-- w PT-REG-TCDS- ACCEPT
“PLEASE SELECT— 0
=
i’ | --PLFA LECT--  w|  SVD2092022-04 ACCEFT

* On the order, you can add or change information that is unique 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.

23 enterprise.spectrum.com
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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.

Documents Section A~ |
i Add Documents s
Category Drder Attachment % v
Ach Filg Choose File | Mo file chosen 1 Documint Title ELECTORENTER KNLLK
Document I
Description

« Armmaximum of § attachments per order is allowed
« Maximum file size sllowed for upleading dacumant is 10MB
» Supported file formats are bsted in the Readme File

Dawnload Readme

12920 SPB IP_Justification_Form.xlsx Uploaded succesfully.

Attached Documents:

Category Document Title File Name Document Description Actions

General IF Justification Form 12820 SPB 1P [PJform [}
Note:

Document Section is always optional but if you decided to attach a document, the field with a red
asterisk is required at that time.

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

How to create a template

From Create order, select your Product Name and Activity type you would like to create an order
for (see Product Description chart for more information on Product Names). Fill out most or all the
information needed on an order. Click on More Actions and select Save as Template.

UOC Marketplace Buyer User: shavoyah foxBcharter.com

load Preferences WL ETLE SYFT EZ2E »

Motes w Save As Template

Universal Grder

I
UOC SWITCHED ETHERNET COMBINATION TE... ORDER FLAB  SELECT OROER FLAG v A
| ASR ADMINISTRATIVE SECTION ~
Customer Carrier Name | S¥YF ¥ Purchase Order Number [FON|* :l
Abbreviation .
Interexchange Customer TW25 ~ Customer Name [:

Service Center

Requested Due Date® Response Type Requested® F =Send FOC Or v
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Give your Template a general name and select from who it will be available to. Then click save.

t:.snw-u

For PIYE2EI2 Oniy
—— @

Note:
You can do this before or after submitting an order.

Bulk ordering

Click on Bulk Upload at the top of screen. Note: All order requests must be for the same Product
Catalog (Product Name).

- ' UOC Marketplace Buyer

Create Order Searc er Admi User Bulk Upload

Warklist

Select ASR Universal as the Universal Catalog, then select the Product Catalog (Product Name on
individual orders) to determine what type of order you are submitting. Export Order Sections should
be Universal Order and the Export Field section should be Include All Fields and Default Values. Then
click Export. This will open an excel sheet displaying all the fields you would see on an individual order.

Note:
All order requests must be for the same Product Catalog (Product Name).

ASR UNIVERSAL -

& CATED I

ASR END USER SFECIAL ACCESS
ASREVC STANDALONE
ASR SWITCHED ETHERNET COMBMATION TERMMNATING AT EU WITH EVC)
ASR SWITCHED ETHERNET TERMINATING AT EU
AZSR SWITCHED ETHERNET TERMINATING AT POP
Product Order | Univirsal & Fraduct Order ASR TRANSPOAT SPECIALACCESS

gniore Blank Felds

Export Drder Section

Export Flald Section :

ingbuce ML Finlds ® [ Include ANl Fields And Detault Values L1 I Exclude Fislds With A Detautt Value O !
Note:

The Product Catalogs should match the Product Names you see when you click to create an individual
order.

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.

Spectrum»
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Check on the Status of Bulk Ordering

To check on the status of a Bulk Upload, click on Search Bulk Order fill in one of the options listed to
find your bulk upload.

oo [

B Gt St Bl ol Bt

e Nama St TetsComsd  SwomaCewnd  GrrorCooel UpoadedBy Ui T v acarts

Note:
If there is an issue with one or multiple orders submitted on the excel sheet, a link will display in the
Error Records field. You can click on it and scroll to the end to see the issue.

Search for an order

Users can perform searches by entering information in the left panel of the Search Order screen. Use
any of the fields listed to enter as much information to locate your order. Then click Refine By. Results
will display in the right panel. The Left panel 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.

oG Wk B
[ a— - €
- isrhLisk Bagtt {Raksl Rassra 31|
e by Arman Faguaat e PONI  LUIOC Shahus Lo LA Ml
Em e
r
" e : i
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 Searchot

Unevarsal atatog-

Progurt Uatalng
E-ACTESS 9L X v

Status Groupings

Ctatus Indimdual.
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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.

WorkList Result [Tatal Records: 1430]

Expart As C5V

Action ReguestNo [PON]  LIOC Status Order Flag SLAMilesione  SLADue[Deys]  Buyert
T Cenarmed |
QATACCESSSO! ACCEPTED Fota ik Gnter Fiia ™ 5 a
: COMFIRMED

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

® Company O User

[ Set view as default

WorkList Result [Total Record

Refine By Action

Refine By ‘Reset. Manage Search

Saved Searches:

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

Manage Saved Search "
MWarme o -
] conFiRMED | | am
Universal Calaleg Product Catalag
| Select Universsl Catalog v i Select Product Catateg v

Status Groupings:

Select Status Groupngs

Select Status

180 frrder Id-

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 Action Request No [PON] uod
QAEACCESSS001 AC
e UOCO2112022 0005 AC
[ CONFIRMEDERL
[ comFIRMED EVFL
| COMFIRMED | EBUTEST1214-2 o

Click Reset to clear the search.

Spectrum»
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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.

fiork Queue

Rufine By £

Bugyer 10 GEHA)

Selle ID | CECI

Aclivily:

| = * |

Task Salus:

Start with clicking on Manage Search and selecting criteria from the next screen.

e PP T—— BE2

Trcler Mag

Soizer Srecr Fiag -

Spectrum»
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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 | Save

Then click Save.

Manage Saved Search

Hame OOCUMENTATION EXAMPLE m

Product Calalag

Universal Catalog:

Salact nwarsal Catalog

Status Growpings:

il COMFIRMED [109] x

Open [19%8) « 0
SLA Grougings Milestone SLA
Salect Status v EOLICT SLA MILESTONE ol

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

Manage Saved Search .
7

Mame |U[::'.Llr-:::mmllcw|-x.a.r~1pi:— |

| Saved search criteria successiully! I

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

Saved Searches:
| cElECT &

LEL

SEARCH

] cOMFIRMED EPL
[ conFiRMED EVPL
] coMFIRMED

] DOCUMENTATION EXAMPLE
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The WorkList Result updates to the selected search.

‘WarkList Result [Total Records: 1598)

Regquest No [PON| UOC Status

WAL~ ACCEFTED

RGE-D502 ACCEPTED

ALARRIEREVTI0S ACCERTED

Task Status  SLA Milestone

TR
COMFIRMED

Record

Change

In=sail

TWCEUOC -
AOOE%5ET1

TWCELDD Selett Order Flog
COo8s4991

TWCEUDE Select Order Flag
HODEATLAY

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

SYF W25

SYF TW25

WaorkList Result [Total Recards: 2484)

BuyerD(CCNA]  Seller IDNICSC]  End User

DISH WIRELESS

End User Address  Universal Catalog
1313 UDC UNIVERSAL
MOCHINGBIRD
LAME BEVERLY

HILLS CA #0120

BADL WHITE OAK

RD GARMER NC

27529

UOC UNIVERSAL

Craated Date -‘/I..lﬁlh:ﬁullybﬂn Last Submitted

05/0%/2022 05/0%/2022 uomuser
10:42:35 12:32-17
05002022 05/00,/2022 UOMUSer
09:37:45 12:03:50

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

NEW 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 Queue View £ Wkt

Action

Saved Searches

Universad Cataleg

Worklist Reaull [Total Records: 14360

Request No (PONI

ACCEPTED

ACCEPTED

Order Flag

SLA Milestone  SLA Oue (Depsl  Blpe

CONFIRMED

Ewport As OS5V

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.

31
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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 L Cueu Serice Admin End User Bulk Order Preferences

Work Queue View < Worklist b

® Compan WorkList Result [Total Records: 1550)

Rafine By Action Task Status Request Mo [PON] UOC Status

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.

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.

Specltrum»
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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

NEUSTAR UNIVERSAL ORDER CONNECT USER GUIDE

the criteria in the Refine By window or populating the desired fields in the WorkList Results fields.

Click the Export As CSV button.

W Lt Wil [Total Mecards 7

e

Aohgn Tk Siate  Fegquest Mo (POR|

CONTIRMED Saliil Ot Bl L L

P P Y . [

] T

Status Individual:

CONFIRMED (35 X

SLA Groupings:

JACARRIERSVZL]S

CONFIRMED

Milestone SLA:

83 work-Queue-Details.csv -~
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Managing inflight orders
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

WorkList Result [Total Records: 1430)

Action Request No [PON] uoc Status Order Flag SLA Milestone  SLA Due [Days]  Buye

ASOGES TEST2 RECEIVED TP ACCEPT = 01

Select Order Flag

AS0GEL TEST 1 RECENED Salect Order Flad TP ACCEPT -2 ol

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).

P
u - b
Ui Dt Doy - h
Fleece soscily e Pradue: e
LGOS SVATOHED ETHERNET COUWSIHATIOH TEAMELY w|
Bares
TWG_TEST (TAG_TEST) |
actramy
waa ~
LT URAVERISAL | =
UOE Order 10 - TWEELGE NODEE1E11
Liam Destrd= - G o
e Sam ey -~ N

RS FiuMiE” PON HADES TENT |

UDE Orderil TWEELOE KT [ A ADwSTRATVE SECTION

i S N IE‘
R ]
........... P pp— reicr o p—
TSR A - o I:I
arg, D Arz enn

Lt g HAE-0-1T 0E3HIS 1
&= S48 OO ared LR |
oper T [ = ;
Sebet |
Sear O S LY %
Hopartwrsien L RRouRET e

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.

@ RecevED

03/17/2022 B8:28:25 AM

ACCEPTED
S5LA Due [Days)--2

By ucmuser
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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.

GETTING STARTED

Updaze Order Details

0 ACCEPTED

T 106213 AM

COMFIRMED COMPLETED

W

|*| Fields are required

HOC UNIVERSA L
UOC Order ID : TWCEUOC DOTOF2TAT

| Uiniwer sl Order 1 Dirde: rder Histiory

Tabs

Universal Order

Description

Allows user to create responses.

Product Order

Do Not Use Product Order tab.

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.

Menperns lor Vorsn (G KSR (FTR Compleian | CTMSLETE = T LT A
Mmoo hor Veraven 163 Gomtwrmateem | CONFIRMLD O 10

A LR BP0

TORAM  View Duisks

30AM Vi Datas

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: 95]

Action TaskStatus  Request No [PON] U0C Status Order Flag SLAM

i =DE22 2 COMNFIRMED

| [ASRVIEW |

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

| UOC UNIVERSAL h

~

Custarner Qrder 1D I:I Grawp IO ]

The ASR View opens in a separate window. Utilize the horizontal and/or vertical scroll bars to view the
entire ASR.

ASR save

Users have the ability of saving the ASR order or responses such as Firm Order Confirmed (FOC),
Design Layout Report (DLR), and Completion notices from the Universal Order screen.

To save your order information, select the Request No (PON) to access the Universal Order screen.

Wi af Rl [Trls Sece-fi VES

ArvEn Magane Wa PIR 5L Bty WPOM  COC Deer b Oeae Tisg

— e
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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.

Update Order Details

Please specify the Product Name:
UOC DEDICATED INTERNET ¥
Seller:

Spectum (TWC_EZE) bd
Activity:

(R) Record (] Elslds are required
Associated Universal Catalog Name:

UOC UNIVERSAL - Universal Order

UBC Order ID : SYFTUDC RO2477201

UOC DEDICATED |

User Override 5ol

Order Summary * ASR ADMINISTRA

Request Number  ORTOS09SBFIAR Custirtiér Carrier.
Abbreviation

ate

TP Scheduled Da  08-14-2024

Prionty

[PON] EM1
. Desired Due Date®
Seller Order 1D 22831085 &
UOC Order 10 SYFTUOC RO25T Response Type Requested™
7201
Application ASR Service Center
Seller Order Nu 22831085 FRJEs
mber
Expedite
Seller Cireurt 1D 72.L1XX 00298
1.CHTR UNIT
Requested Dus D 08-18-2024
Cruantity

UOC Marketplace Buyer

Back To Results p_ﬁ h

O Select All
Order Conhnlh
Universal
O Product
O &SR View
Histary ‘h
O coMPLETE I01]
O coMFIRMED (01
O accepT jon)

[0 REQUEST [01] [SENT]

81642024 =)

F = Send FOC Qv

Interexchange Customer W25 ~

Selact -

C = Numiber of iin v

1

te

User: shavoyah foxficharier com

LW SYFT_EIE b

f & C v

CONFIRMED *

Q compLETE Y

L0 ap

ORDER
FLAG

Customer Name

Purchase Order Number®

Billing Account Number®

Guote Authorized

Case Number

Early Date Acceptance
Pereantage of Interstate
Usage

Quantity Service Address
Locations

End User indicator

<

2

L 1

ORTOA0¥SBFIARE
N1

62847001

Scroll to the bottom of the menu and click the Done button.

oA

Dverview
. COMPLETE

Lornimiay

[*iFnigs  Timsling

=g
Fequerths

nieer i
WOC L  Metes ORDER FLAG -
i '.:'_i'. I: w10 |

ASR £

Crtterar Carries dams SvF - Frachais Ora FONP DOF-DESC 2001231

AZErEngtan *

nteruschange Customer Serace TWIE - Custarrar Nama

Caster .
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The Print Order window appears; click Print to save a PDF copy.

Pring Order

BUYER D

TRADING PARTNER [SELLER

BUNER VERSOH [VER]

DRNFR TYFE USCONNEET GROFR ACTRATY

[ ASRVIEW i

ACCESS SERVICE REQUEST FORM

ADMIMISTRATIVE SECTION
CLNA: SYF ELCKI = TLLEELYII CHIR
PUIN : FMEACCESS LS ury

VER: L] BAN E

(8

DESENT :
ono

I

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

[

[EREPEE

EERAE RCETE TN T rE

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. ADDITIONAL INFORMATION Response Type D.

Response type ‘ Description

ACCEPT Acknowledgement

INFORMATIONAL Informational Only

CLEAR Clarification Clear
CONFIRMED Confirmation Notice
DLR Design Layout Report
COMPLETE Completion Notice
ERROR Error

JEOPARDY ERROR Jeopardy with Error

JEOPARDY Jeopardy

CANCELLED Provider Initiated Cancel
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Job aids
Dedicated Fiber Internet Access (FIA/DIA)

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.
e /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.

Example of printable view

By L L) L L ]
Tt Pt o ¢ g ram P i PR n-m_
By Vernae (Ve [} ot i (33
Coatas Ty [ R BBy JE
L | [
R e P

Apcess fuerace Regsd Form
AsrEraERs Secion
Orka L oy} FRL O AR DT
Py ESEAIELT T Lrind L]
- m A [
Lt
OEEnT 1 B el Pk
[ [GREE . ]
WgrEE (=]
ATT -]
LAk m
L L
L F
L]
FLUEARE (NBCTRSTCT SEMWICE WEMFY WO T T8 TRAPT I PEICE T D00
L :
[ S5 hisOw FLiER Dol gy
Sl el Wil IR LT 2w B
ATk L L e - LD
WTHEET T AN NTEEE L LC RN gﬂwﬂm
ey ALY
ATATE (=1
Corden] Barciir
. WL BRI RN ;—-—-mt
mat_ TELWS WIRECT -azia A ey ol S
Tk S BAITRCRE LAY . THLIS Er
Gy [ e § 1
Aktiria Dl fm s 8
.3 ¥ [T~ willind =NLLY
[T kL hadA " ACTEL RERERITER
Tollel: el
Lo L4
iy L
P Lo
(= 45 By wakim
ATATE n
o kel
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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
e 2 = Diversity

* 3rd Character - Secondary Location
* B = Diversity

UOC MarkEtplace Buyer User: shavoyah.foxidcharter.com

Search Order Work Queue Service Admin End User Bulk Upload Preferences DLIGEILE SYFT _EZE ~

Number

Order Type: ®@ Universal O

S Level of Service Name :l Service and Product :
R Enhancement Code
O setAs Default
Order Creation Details
SES LOCATION SECTION h A

Please specify the Product Name:

C Eth [ ice P

Seiler: Assignment

Spectrum (TWC_E2E) - Maximum Service Frame I:| Special Routing Code |:I
Activity: Size

[ (N Install v/ Remarks 124
Please specify the Universal Name:

UGOC UNIVERSAL V

Create From Template: SALI Address Detail Section -1 @ -~

| select Template v|

I Primary Location Indicator® Y = Primary Loc v Jack Status D = New demar v >

How to request Jumbo Frames

Jumbo Frames is indicated in the Maximum Service Frame Size (MSFS) field on the SES Location
Section. It should have a value of 9000.

Spectrum»
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Email Responses

* The order initiator will receive an email from uoc@transunionapps.com 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:

esporme for order. Request Mimber [PON) ;

Thanks,
UOC Administrator
Hiantar

FAQs
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.

5. Need additional help?

Portal Issues/Questions: DL.-CHARTER-CARRIERONBOARDINGSUPPORT@charter.com

Status updates: Submit a PON inquiry. Please see Neustar Order Insights user guide for more details.
Quotes: CarrierQuotes@charter.com

Billing ssues/questions: Carrier-BillingResolutionCoordinators@charter.com

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

©2025 Charter Communications. All rights reserved. Spectrum Enterprise is a registered trademark of
Charter Communications. All other logos, marks, designs, and otherwise are the trademarks and intellectual
property of their respective third-party owners. 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. Specrrum’
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