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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT 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 a list of errors which will need to resolve before you can
submit your order.

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

1. Ifan orderis Errored (CNR-E) back to you requesting clarification or changes, you will have 60 days to respond with
a SUP and provide those changes. If the order remains in Error (CNR-E) or Jeopardy with Error (CNR-F) status 60
days or longer will be canceled by Spectrum Enterprise.

2. Variable Term Agreement (VTA) field is required for all New Install orders.
* This determines the contract term and is necessary to process your order.

3. All Renewal only orders should use the Activity Type of R for Record.
» Renewal only includes- term/price change only.
* Renewal with speed, LOS, etc. changes should come in with an Activity of C for Change Order.

4. User required to use the Case Number (CNO) field to provide a quote number.
« If you received a Quote shell, place the quote number on the order for faster processing.
* |If Case Number (CNO) field is blank, then we will apply rate card if applicable.

5. A Project ID can be added to the order in the Project.
* If you received a Project ID, include it on the order in the Project field for faster processing.
« If Project field is blank, then we will look for a quote number in the Case Number (CNO).
« |If Case Number (CNO) field is blank, then we will apply rate card if applicable.
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

Important sites
Neustar Universal Order Connect Portal: https://marketplace.neustar.com. This portal works best in Chrome or Edge.

Logging into Neustar (aka TransUnion)
Navigate to the TransUnion (Aka Neustar) User Interface (Ul) from a browser window. Enter your email address as the
user ID and Password, then click Log in.

Welcome to TransUnion
Order Management Solutions (OMS) Portal

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

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 Neustar Exchange

s

Hoase m (TWC_PROD) v | Testacct (TEST_TPROD) v 07:44:49 (HHMMSS)

A B > m

Note: Use the Exchange Domain drop-down box to select the carrier you're submitting the order to.
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. Available upon request.

neUStar Neus‘tfrrl"rx_‘r”ﬁange

ranstnion® Company

Network/Access Services |>

Connect (UOC)

Universal Order [ -\ Order Insights (ON) ]
M
V

Analytics

OMS Anaiytics
(ANALYTICS)
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The UOC window opens with Work Queue selected as default.

b o
E WorkLict Result (Tetal Recards: 1549 m
P Action Raquest No [PONI  UOC Status Order Flag SLAMlestona  SLAL
fine By
[ers
-
= - 4
Product
£ =

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

UOC Marketplace Buyer

Work Queue View < Worklist
® Comp O Usel WorkList Result (Total Records: 1569) Export As CSV

Action Request No [PON] UOC Status Order Flag SLA Milestone SLAC
Refine By
EEA == -
Saved Searches.
Universal Catalog. & [ —— MEACCES P
Product Catalog:

o 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 Disregard this function, as users do not need service menu to place order.
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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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

Creating a new user
From the Neustar Exchange screen click on the Manage Users 8‘ in the left panel.

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

neustar

ATransUnion® Company

Network/Access Services %

7> Universal Order 7~ 2\ Orderinsights (Of)
{1} Connect (UOC) MY

A =2 >

7 OMS Analytics

(ANALYTICS)

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

neustar Neustar Exchange Logyed in do
Aranslirion® Sorpany Gt snavoyshax@charzr.com
Manage Users SYFT_E2E v
f
8
+ AddjUpdate Usrs —
A
Actions Email 1| FistMame 1 LastName 1 Services Roles  CompanyNeme | DomanName 1|  Username 1]
Fmail Firstname fastrame Servires Rales Custmar Name Cusmmer tsproame

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 Txchange Loggea in = o
Alransunio=® Cempany TR snavoyan.fox@charaniom
Manage Users / Add/Update Users
#
a
Company Name Sorvies ¥ Reles =
+ Specliam Yellow Flows Telew Selecl Servives e

LLGRRL Al /=rrname will he aite-gerer=red if not prowiesd,

Emails First Last Address Address Gily T fip Otfice Phans

Cell Pt u Acti
MName* Name# Line 1 Line 2 Code * e SRR i

" Invite Cancal
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

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

neu $tar Neustar 2_§r:‘fun,r

Manage Users / Add/Update Users

Lyt Al b sts gere aad ¢t eoonder

R, Loa Mibgram  lebibes

ot MNarvee barras et Lo 2

Oy

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 completion.

Once all the roles are assigned, click Invite. An email from ‘NoReply’ 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 user, click on Manage Users to get to the Manage Users screen.

neustar. Neustar Exchange

A B »

Search for user either by entering their email address or name and click on : to see options.

neUStal’ Jlmmr ’L’xﬁﬁangp Leggec in ax o

Manage Users SFEE v

+ AddUpdste Users

Actions Emall 1] Tirst Name 1 LastName | Roles  Company Name °© DomaioMave |  Usamame 1|

o tmabLsermame

Daote User
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

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

User Roles

OI_ADMIN_USER OI_USER OI_VIEWER

Menu 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_ADMIN_USER

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

User Management Roles

UVOC - User roles

Specltrum»
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Menu Description

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

UOC_Marketplace

: This user has the same permissions as the UOC_View_User.
View_User

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
Default_User New

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).

UOC_Marketplace
Super_User

Preference management to set notifications.

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

UOC_Marketplace following:

Default_User

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

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

User preferences

Users are able to set the preferences on the following screens:
e Search Order

* WorkList

e Service

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

Create Response  Search Order Work Queue Service  Admin  EndUser  BulkOrder  Preferences
Work Queue View £ Worklist
®c O Us WorkList Result (Total Records: 1552)

Specltrum»
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Select the screen from the Screen dropdown.

User Preference

Screen: /

Search Order
Worklist

Service

The screen opens with Available and Selected columns.

Q sEakr Q soan

Reguest Chzch = Action
Rozpanss Lhack Regquast No (FON|

DT St e

Qrger Flag
SLA misstens

<< S dum Idups)

EREE
EEDD

Uuyer verzon lver

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.

Icon 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.

= EAM

Specltrum»
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

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

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

Fill Color Font Color
- - !
r SLA missed ’-' ‘-0

m
.

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.

Creating an order
From the main screen, click on Create Order.

Create Order Search Order Vork Service Admin

From the left panel, select your Order Creation Details within the dropdown.

Specltrum»
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT

Description for each type of Product Name and when to use it.

Order request

Order request for New E-access
circuit to an NNI

E-Access Upgrade/Downgrade,
VLAN Changes, COS changes,
NNI Rehome, Renewal with
change to circuit

E-Access Renewal Circuit

E-Access Inside Move orders;
Address is not Changing

E-Access Outside Move orders;
Address is changing

E-Access Disconnect the UNI
circuit only

NNI Order request

NNI Upgrade/Downgrade

NNI Renewal Only

NNI Disconnect

Fiber Internet Access (FIA)/
Dedicated Internet Access
circuit request (DIA)

FIA/DIA Upgrade/Downgrade,
Block size change, BGP request

FIA/DIA Renewal Only

FIA/DIA Disconnect
Wave orders request

Wave Upgrade/Downgrade
Wave Renewal

Wave inside move; address not
changing

Wave outside move; address not

changing

Wave disconnect
Dedicated Port orders
Upgrade/Downgrade

Dedicated Port Disconnect

EVC Only for A-Location

EVC Only Upgrade/Downgrade,
VLAN change, COS change

12 enterprise.spectrum.com

Product name

E-Access

Combination New

E-Access No EVC Change

E-Access No EVC Record

E-Access No EVC Move

E-Access No EVC Transfer

E-Access No EVC Disconnect
NNI New

NNI Change
NNI Record
NNI Disconnect
FIA (Charter) New

FIA (Charter) Change
FIA (Charter) Record

FIA (Charter) Disconnect
Wave New

Wave Change
Wave Record
Wave Move
Wave Transfer
Wave Disconnect
Dedicated Port New
Dedicated Port Change
Dedicated Port Disconnect

E-Access EVC Only New

E-Access EVC Only Change

Activity type

GETTING STARTED

When to use

For the UNI side only; you will need to provide the NNI
circuit you would want to assign to

For the UNI side only

Renewal with no change to circuit; otherwise use Activity
type change

For the UNI side only
For the UNI side only

For the side only

For the NNI circuit only

For the NNI circuit only

For NNI renewal only with no changes to the circuit;
otherwise use Activity type change

For the NNI circuit only; cannot be disconnect if UNI
circuits still assigned

For FIA/DIA circuit request only; May require IPJ or BGP
forms add to the order

For FIA/DIA circuit changes only
For FIA renewal only with no changes to the circuit;
otherwise use Activity type change

For FIA/DIA circuit disconnect only
For wave orders only

For wave orders only

For wave orders only with no change to circuit; otherwise
use Activity type change

For wave orders only

For wave orders only

For wave orders only

For circuit that doesn’t connect back to an NNI
For circuit that doesn’t connect back to an NNI
For circuit that doesn’t connect back to an NNI

Must be accompanied by a sperate UOC Switched
Ethernet Terminating at EU order and linked together
using the Related PON (RPON) field

This request will not have option to include the
Z-Location address

Specltrum»
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

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

nice  Admin  EndUser  BulkUpoad 0o T2
e R b UniersalOnder | Product Order  Note
0 s

|| E-AccESS coMBINATION ORDERFLAG  <:(cct » oAl
Crder Creation Detals ‘ IRELOHET — [ ‘

Please specifythe Product Name:

RDER AND SERVICE PERIOD ~
E-ACCESS COMBINATION ~|
Seller: Select Spectrum Assigned Company. SELECT - Cusiomer Name® l:l
Spectru (TVIC_E2E) v Code .
Activity Customer FON® l:l Cus:omer Requested Due Date* E
instal Y] o R
ersr ol e, Service Tern Service Term Indicato™® E
CHARTER UNIVERSAL v A— e = . T
AddNate AL | svecrumouote s Spectrum Project# I
Category:
- Related PON Government | seecr vj
Note: Monthly Recurring Charge / Circuit® :l Non Recul Charge / Circuit* :l
— R N —
Class of Service® ‘ SELE V\
s | q

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.

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

* If 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.

et e B0 g v
B S T

— O LN EAL ~
. i
. C
""" 2 i e et L . A58 AGeN LT RATVE SECTON ~
A0 Nt -~ =

[ n o ¥

« |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 |

Spectrum»

13 enterprise.spectrum.com ENTERPRISE’



GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

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 such as the Select Spectrum Assigned Company
Code. 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.

UOC Marketplace Buyer

User: shavoych foxBcharter.com

Cuztomar Order IC

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 Customer PON field.

» 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.

NC / NCI / SECNCI A~
Connection Type mi Data Rate/ Bandwidth Profile ’W‘
Bit Rate/Physical Interface | 100 MBPS VI Handoff Type ‘ COPPER:‘ELECTV‘
NC KQA- NCI 04LN9.1CA

=\

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.

Spectrum»
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT

* Provide a document description.

¢ Then click Upload.

GETTING STARTED

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

Documents Section

Asd Documants -~
["'2’v dor At

- et —— ]

2920 SP8 1P _ustification_Form xiss Uplosded succestully
Altached Decuments

Categary Decument Taie. Fila Name Document Descriphon

Actions

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.

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: shevoyah foxidcharter.com

Admin End User Bulk Upload Preferences DETGETE SYFT_E2E v

© Back To Results ) 12 i & v

i CONFIRMED | COMPLETE
| |

>

* Thours 18mins ago L\
‘] Fields are required Edit Order Create New Order |

Universal Order Product Order Order History Notes ASR View
ASR EVC STANDALONE ORDERFLAG  Sclec: 0rder Fiag AP1 JSON

Full JSON
ASR ADMINISTRATIVE SECTION

Customer API

Buyer ID*

SYF v Request Number® ﬂ Save As Template

Site Survey Date Indicator [PRILOC] I':] Site Survey Date Indicator [SECLOC] |:|
Seller ID* |ﬁ| Customer l:l
Requested Due Date® ,7 y RTR* ’W
Ever® A=Stand Alone EVC  + ExXe | setect v
EDA Select vl AENG Select v
DATED I:] UNIT | C = Number of lines. trui v |

Give your Template a general name and select from who it will be available to. Then click save.

15 enterprise.spectrum.com
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Save As Template

TEMPLATE NAME*

Test E-Access No EVC h

TEMPLATE AVAILABLE FOR* SELECT TEMPLATE AVAILABLE FOR v ‘
SELECT TEMPLATE AVAILABLE FOR

For P2192422 Only ‘
For All Users

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

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.

- Vo Hake Bur

(c[0]

Once you select your order and open to view status, click on Edit Order to make changes.

.. " Q accept (
bosrncbicioode 92022 017519 PM CONFIRMED
3 By chuser

"] Felds are required Fdit Order Create New Order

UOC UNIVERSAL A

COMPLETE

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 once submitted.

*  Supplement type is auto-selected by the system based on the changes being made. Once an order is in canceled or
completed status, no further action can be performed.

¢ Once an order is in canceled or completed status, no further action can be performed.
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: 1567)

Action Request No [PON]  UOC Status C

ACCEPT

o - v V02092022-04 ACCEPT

Spectrum»
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

« 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.

Note: Best to search for existing orders in the Search Order section. This will pull up any order in the portal, regardless
of current status.

Bulk ordering

Click on Bulk Upload at the top of screen.

- Ly UOC Marketplace Buyer

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

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: 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. Then click submit.

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.

UOC Marketplace Buyer Ucer: chavoyah faxBchsrter com

Py ’ +

File Nome [=

From Date. | &

Bk Order Search Rasuit [Total Recards: 0] Export Ac CSV.

File Nama Staws. Total Count SuccessCount  Error Count UploadedBy  UploadTime-  Complation Tima

Nodatz found |

Spectrum»
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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. Only the column with the error will need to be updated.
Not the full spreadsheet.

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.

Note: Using Search Order tab is the best way to search for any order regardless of the status.

Note: Requested NO. (PON) is the best way to search for an order. You can use a % symbol to perform a wildcard
search. Example PON%.

o Manepisce B

. Wordsst Resut (Tetal Racards: 21

Actien Raquest No IPONI  UOC States Oger Py A Mlewte

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: >

Universal Catalog:

Product Catalog.

Status Individual:

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 [Total Records: 1430)

Actien Request No [PON] UOC Status Order Flag SLA Milestone SLA Due [Days) Buyer \

TP Confirmed I

ACCEPTED ottt TP -15 01
. CONFIRMED

Spectrum»
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GUIDE NEUSTAR NON-STANDARD UNIVERSAL ORDER CONNECT GETTING STARTED

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

@® Company O User WorkList Result [Total Recortl
(O Set view as default
Refine By Action
Refine By Manage Search
“ I PLEASE SELEC Vv
Saved Searches:
l SELECT v

Enter the name of the search, then select/populate the search criteria. Click Save when complete.

Manage Saved Search -

Universal Cataleg Product Catalog

Select Universal Catalog v | Select Product Catalog v

Status Groupings: Status Individual.

Select Status Groupings

SLA Groupings

Select Status

LIOC Orgier 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) vod

m Managa Search
[/
Savad Searchas:

CONFIRMED X -~

QACACCESSSO01 AC

SEARCH

D CONFIRMED EPL

[ conFRMEDR EvPL

| CONFIRMED I

Click Reset to clear the search.

EBUTEST1214-2 COi

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 from the Worklist screen and the Search Order screen.

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.

Spectrum»
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Refine By <
=
Buyer 1D [CCNA
> |
v
~ |
all
v
> |
v |
Tash Status:
Ml

Kame ENTER SEARCH

NAIION

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

Manage Saved Search

Name

Then click Save.

Manage Saved Search

Name DOCUMENTATION EXAMPLE

Universal Catalog:

Select Universel Catalog v

Status Individual

v CONFIRMED (109) x

SLA Groupings. Milestone SLA

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

Manage Saved Search o -

Name luo(:ur.rr:mAncwtxwm l

| Saved search criteria successfully! l

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

Saved Searches:

‘ SELECT A

SEARCH
[] conFIRMED EPL
[ conrFIRMED EVPL
[J CONFIRMED

IE] DOCUMENTATION EXAMPLE I

The WorkList Result updates to the selected search.

WorkLs ot Foat Raceeds 187] w

Action RequestNo [PON]  UOC Status Task Status  SLAMilestona  Activity RPON UOC Order Id Order Flag
ACCEPTED Record TWCEUOC n a0
RO0E94871 :
ACCEPTED Change TWCEUOC
£00894991
JACARRIERSVO05  ACCEPTED L1 Inszail TWCEUOL ik Rlii
CONFIRMED NCO397L61 =

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

WorkList Result (Total Records: 2486) 7
Buyer ID [CCNA]  Seller ID(ICSC]  End User End User Address  Universal Catalog mm-/mmm Last Submitted
SYF W25 DISNEY 1313 UOC UNIVERSAL  05/09/2022 05/09/2022 vomuser
MOCKINGBIRD 10:42:35 12:32:17
LANE BEVERLY
HILLS CA 90120
SYE W25 DISH WIRELESS 8404 WHITE 0AK UOC UNIVERSAL  05/09/2022 05/09/2022 uomuser
RD GARNER NC 09:37:45 13:03:50
27529

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

Manage Saved Search

Name NEW INSTALL SEARCH

Saved Search Criteria Deleted Successfully

Spectrum»
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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 <

’:] WerkLstResut Total Recors 1691 EaportAu L5V

F—— Action RequestNoPONI  UOCStatus  Order Flag SUAMilestone  SLADus (Da)l  Bupe

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.

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 Service Admin End User Bulk Order Preferences

Work Queue View < Worklist

® Compan ‘ WorkList Result [Total Records: 1550]

(

Refine By Action Task Status  Request No [PON] UOC Status
= =

Seved Searches: PTA

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.

WerkLint Bnast (Tcesl Mecords 1980(

Ratre By Acmare Tk Stwsse  Mageas e [PON DIC s Orger Flag A Mlsone  SUA Ous Dupd

Specltrum»
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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.

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.

WarkList Besult [Total Records ¥

R

Actizn Tamk Status  Reguest No [PON{ UCC Shata QOrder Rag SLAMisstone  SUAQue Dapsl  Buywr Version Mer) ﬁ’

CONTIRMTD

L e i
Status Individual. QACARRIERSV2406 CONFIRMED
v
SLA Groupings:
ECTSTA / v
Milectone SLA: / o———————1 PO— = et s s

8 Work-Queue-Detailscsy A

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 SLAMilestone  SLADue [Days]  Buye

RECEVED Select Order Flag TP ACCEFT -2 ol

RECEIVED Select 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).

Spectrum»
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Updare Orter Detats.

Puease zpacity e Proguc heme:
LIOC SYATCHED ETHERNET COMEINATION TERMELE v

]

Q nicento ]
VS daing s i CEFTED

Fegsertes Oue are

Baree,
TWC_TEST (TWC_TEST, -
sty
v |
o naveRaaL = /
UOC Order 10 : TWCELOC NOCES 1811 Urherza Croer 2.ct Oreee 9 ]
Ui Dt ¥ | [ 300 UNWERSAL -
— = o [:] o I:I
25T T RO PR

Sraerid WELUOT KO8T ASH ADMNISTRATIVE SECTION ~
Fosicamen AR Commamer Carrer Name Azomw i an®

stereiarage Cutemer Cemace Comes 3 Contamer Name |:'
C—T Semromn ]
L — sont vl
Wi
o RO L a

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.

Q ReCEIVED
03/17/2022 08:28:25 AM ACCEPTED
By uomuser SLA Due [Days): -

. H CONFIRMED |—-| COMPLETED |

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 JEOPARDY

TP ADDRESS ERROR

« 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.

Updaze Order Datails

Plzase specify the Product Name:

UOC SWITCHED ETHERNET TERMIN v
Buyer

Spectrum Yellow Flower Telecom (SYF v
Activity.

Disconnect v
Associatad Universal Catalog Nama:

UOC UNIVERSA)

UOC Order ID : TWCEUOC D01072741

L v

RECEIVED

Q acceeren
22 10:52:12AM CONFIRMED COMPLETED
uomuser
20ming ago

[*] Fields are required

Universal Order Produc

1 Order Order History asklist ‘.-sz--l
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Tabs Description

Universal Order

Product Order

Order History

Task list

Notes

ASR save

Allows user to view existing order.

Allows users to view existing order in Access Service Ordering Guide language.

After an initial order is saved or submitted, all versions and responses will be listed in descending
order, with the latest on top.

( Reagronae for Viesian

g

ASR [PON] Camplation - COMPLETE St

0A/11/2022 015131 PM

Visews Dutaits

Rezponze for Version :

Response for Version :

o

o3

Confirmation : CONFIRMED O

Acknowledgment : ACCEPT

08/11/2022 10:49:08 AM

08/11/2022 09:33:31 AM

View Uetaits

View Detaits

Requent Varsion : 03

0R/11/2022 09-33:28 AM

Viww Detnitn

Rezponze for Verzion :

Raquast Version : 02

0z

Acknowicdgment : ACCERT

US/D6/2022 10:24:19 AM

D5/D4/2022 10:24:10 AM

View Detaits

View Datails

Reponse for Varsion

01

Acknowtedgment | ACCEPT

0S/02/2022 (325,48 PM

Viws Detaits

Request Version : 01

08/02/2022 03:25:43 PM

View Detaltz

Clients do not have access to this tab’s features.

Allows users to add information and track the history for the life of an order — not visible on the
Spectrum Enterprise side.

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

= § ==
seten Raqusst N PON LOC St TakTena  HAMisse Al WPON OOl Orferfiag

- acze

# (Gocmn ~] cmmasssn  Acoms

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. Click on the print
Icon, select all the content and history you would like to save.

UOC Marketplace Buyer

User: shavoysh foxficharter com

Domain: NN

BulkUpload  Pref

Jpdate Order Datails.

Plesse specify the Product Name.

R) Record v

Associated Univarsal Catalog Name:
JOC UNIVERSA! v

UOC Order 1D : SYFTUOC ROZ677201
User Duerride v

Order Summary ~

Request Number  ORTOSOPSBFIAR

{PoN] EN1

Seller Order ID 22831085

UOCORerD  SYFTUOC RO267
7201

Application AsR

Seller Order Nu 22831085

mber

Seller Circult D 72.L10L002%6
1.CHTR

Requestéd Due D 0B-16-2024

TP Scheduled Da  08-16-2024
te

Cm @

[*] Fields are required

Universal Order |

UOC DEDICATED |

ASR ADMINISTRA!

Overview

Customer Carrier }

Desired Due Date®

Response Type Requested*

PROJECT

Expedite

uNIT

Quantity

() Select All
Order Content

ORDER Seloc Fla M-
FLAG

[F=SendFocoiv]

TW25 v

[

Sekect v/

€ = Number of lin v |
(Eo—]
—

~

Customer Name

ORTOB0SSBFIARE
N1

£2847001

Purchase Order Number®

Billing Account Number*

Quote Authorized

25 enterprise.spectrum.com
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Scroll to the bottom of the menu and click the Done button.

(-]

Overview
. COMPLETE
mmary

o v

(Ar Traine Create New Orr

UOCL  Netes ORDER FLAG -~
. — v =

ASR 2 -~

Click on Generate PDF and from here you can view, save, and/or print your order form.

Print Order

BUYERID: SYF
TRADING PARTNER [SELLER] : SPECTRUM
BUYER VERSION [VER] ot
ORDERTYPE: DISCONNECT ORDER
ACCESS SERVICE REQUEST FORM
ADMINISTRATIVE SECTION
CCNA: SYF
PON: PMEACCESS-DISCO
VER: 01
ICsC: W25
DTSENT : 08-29-2022-1025AM
DDD: 09-26-2022

SELLERID : Tvi2s
REQUEST NUMBER [PON]
CREATED DATE

ACTIVITY : DISCONNECT
ECCKT: 72L1XX 933194, CHTR
ary: 1
BAN: B
Clo m Generate PDF

List of possible response types

ADDITIONAL INFORMATION

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.

Response Type Description

ACCEPT
INFORMATIONAL
CLEAR
CONFIRMED

DLR

COMPLETE
ERROR

JEOPARDY ERROR
JEOPARDY
CANCELLED

26 enterprise.spectrum.com

Acknowledgement
Informational Only
Clarification Clear
Confirmation Notice
Design Layout Report
Completion Notice
Error

Jeopardy with Error
Jeopardy

Provider Initiated Cancel
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Email responses

* The order initiator will receive an email from uoc@transunionapps.com after submitting their order. By request only.

» 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:

Number (PON) :

Thanks,
UOC Administrator
Neustar

FAQ

1. 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.

2. When will UOC time out?
You will be logged off automatically after 24 hours.

3. Can agroup 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 gquestions or need assistance with your order, please reach out to the team/person assigned to your
account.

4. 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 Issues/Questions: Carrier-BillingResolutionCoordinators@charter.com

Received an Error: Email person on the response

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.

©2024 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. Spectrum’
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uoc@transunionapps.com
DL-CHARTER-CARRIERONBOARDINGSUPPORT@charter.com

CarrierQuotes@charter.com
Carrier-BillingResolutionCoordinators@charter.com
https://enterprise.spectrum.com/services/internet-networking.html
https://enterprise.spectrum.com/services/internet-networking.html
https://enterprise.spectrum.com/services/internet-networking/internet/fiber-internet-access.html
https://enterprise.spectrum.com/services/internet-networking/wan/ethernet.html
https://enterprise.spectrum.com/services/voice.html
https://enterprise.spectrum.com/services/television.html
https://enterprise.spectrum.com/

