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1. Hello and welcome...

Welcome to Engage. It’s great to have the opportunity to work with you.

The world is becoming more complex. You need to extend the reach of your network, control costs and
ensure the security of your business — all while adopting new ways of working.

We're not claiming that solving such complexities is simple. But now we’re working together we hope that
Engage makes it easier and faster for you to get what you need. Then you can use the solutions you
choose to turn those everyday complexities into opportunities.

Delve into this user guide whenever you need help on the portal.
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2. Getting Started

The Engage portal canbe accessed from the following URL:

www.Vvirginmediabusiness.co.uk/engage

Supported browser versions —
Chrome v31 and above
Firefox v25 and above

IE8 and above

Safari (Mac) v6 and above

A shorter, Quick Reference User Guide has been put together too. This can be located in the ‘My
Documents’ section of the Engage Portal, alternatively click on the following link:

Quick Reference Guide

Once you have launched the site, please follow the on-screen instructions.

Login
At firstlogin, you'll be asked several questions to personalise and secure your account.

You should have received an email from us containing a username and password. If not, please contact
your system administrator.

Enter the login details provided — as indicated below — then click the “Login” button. Please note: your
username and password are case sensitive.

By logging into and / or by using the Engage portal you accept and agree to be bound by the Engage
Terms of Use (alink to the related document can be found near the bottom of the page).

Username

TestUser

Password

Forgot password?
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Initial Login Password Reset

Once you'velogged in, you'll be prompted to reset your password. This is your chance to create a personal
password that’s a little easier to remember.

Password format requirements are as follows:

e Minimum of eight characters

At least one digit

One upper case letter

One lower case letter

e One of the following special characters “@ #$ % ~

Change Password:

It must be 8 to 20 characters long with at least one digit, cne
upper case letter, one lower case letter and one of the following
special characters [@#5%.

Mew password

Confirm new password

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 5 of 144
© Virgin Media Business | Confidertial B U S I N E S S



Engage Portal User Guide

Security settings

We would like you to feel confident that any information you share with us will be kept safe. We ask you to
apply some personal security to your account, so that only you, and additional users requested by you, can

access your account.

Next you’ll be asked to set your security questions and answers. Simply select your options from the drop

down menus and create your personal answers.

You'll then be asked to provide a unique question and answer of your own, keeping things extra secure.

Make sure you store your answers somewhere safe, as they’ll be used to confirm your identity if you need

to reset your password in the future.

Set Security Questions:

Question 1

What is your favorite food? b
Please Select

What is the name of your first elementary/primary school?

What is the name of your high school/secondary school?

‘What is your dream car?

‘What is your father's first name?

What was the name of your first pet?
What was your favorite toy as a child?
When is your father's birthday?

When is your mother's birthday?

Bt Bu ) [

Model Answer 2
Question 3: Please enter s gquestion of your ocwn

What your favourite meal of the day?

Answer 3. Please enter a response to the guestion you have
chosen

Maodel Answer 3

. back to Homepags
Submit =
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Once you’ve set your security questions, you’ll be directed to the Engage homepage. A message will
display, confirming that your security question changes are complete.

X v You have successiully changed your security questions.

v You have s ur security questions

'If > HouE
U?USINESS

> WY PROFILE > .00 our

My Accounts  Serviceability My Documents Orders Quotes Billing Incidents & Requests

Hey, look how different | look!
- s = N\

LCHE (il N g
Hew Piannad Works Noti

Get in touch

Also of interest

BP, only you will see thi

FAQs

FAQs

hﬂﬁm

My Documents. Raise Incident Request New User >

-wm\ 2

You can update your security questions at any time by clicking on My Profile and then select change my
Security Questions.

How to change your password

To change your password, select the change password option under the My Account tab. You'll now have
aview on-screen similar to the box displayed below. Enter your new password and then re-enter for

confirmation.

Remember! Password format requirements are as follows, minimum of eight characters, at least one digit,
one upper case letter, one lower case letter and one of the following special characters“ @ #$ % ”.

Change Password:

It must be & to 20 characters long with at least one digit, one
upper case |etter, one lower case |etter and one of the following
special characters @#5%.

Mew password

Confirm new password

Now click “Change Password” to submit change. You'll be redirected to the homepage, where you'll
receive a confirmation message at the top of the page advising password change has been successful.
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Forgot your password?

If you can’trecall your password then at the homepage there is the optionto request a reset.

Username

Password

‘ Forgot password? I

Then enter your username and you’ll be emailed a link to reset your password.

Forgot Password:

Please enter your username

Username

YourlserlD

m back to Login

The email will take you to a page to answer your security questions and then you’ll be able to enter a new
password.
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Account locked?

After three failed attempts your account will be locked out. To gainaccess again, please contact your
Engage administrator.

Where possible please request a password reset on a second failed attempt to login. Otherwise your
account will lock on a third failed attempt.

@ Throughout Engage you may see tool tips which offer additional information or
guidelines. Simply mouse over the icon for details.

For example:

% Enter a postcode or keyword to find your site quickly!

Also on the homepage you'll see quick links to common areas of the Engage site:

i I&ﬂ

My Quotes Track My Order

Serviceability Check

Change Password
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3. My Account

Good housekeeping

You manage the information that we hold on your organisation, so it's important to keep the information in
this section up-to-date, as it will be used to automatically populate the order forms. Accurate information
will help to improve service delivery timescales.

[FYITITICM My Network Serviceability My Documents Orders Quotes Billing

Customer Management
User Management
My VMB Contacts

Change Password

MESSAGES

Customer Management

Company information:

Account Company [nformation Contacts

If you wish to edit your company details:
e Choose “Customer Management”
e Then “Company Information”
o Update the details as appropriate

e Once finished click “Save” at the bottom of the screen
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Contacts:

Company Information Contacts

Edit Cusfomer - Contacts

» Contact

» Billing Contact

Delivery Contact

First Mame" First

Last Mame" Last

Email* first.lzstitest. com
Contact Tel® 01234 5ETESD
Contact Mobile OTTIT 123455

* Reguired Fieldz

You can store different addresses for billing, delivery and general correspondence. Account information
can be amended by updating the relevant field/s, then click “Change Contact” when you have finished
making your changes.

Note: All fields marked with an asterisk are mandatory and must be completed in order to progress.

The functions described in this User Guide apply to most Engage users. The naming convention we've
adopted for this type of user is a Standard User. However, every customer organisation also has at least
one Super User who has additional rights and responsibilities. You'll find more details about these roles in
the User Management tab.
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User Management

By selecting the "User Management” option, those with permissions (Super Users) can:
e Request new users
e Review and change an existing user’s details
e Adjust roles/permissions

e Unlock user accounts

e Delete user accounts

YL ICl My Network Serviceability My Documents Orders Quotes Billing

Customer Management
User Management
My VMB Contacts
Change Password

MESSAGES

L BN

Create New User

To create a new user, enter the user’s details in the request new user section.

Ensure you select the Super User or Standard User from the “User Type” drop down menu. If you do not
select a user type you will receive an error message preventing you from further navigation, until a
selection is made.

User Details

Request New User

Select Contact

User Details

UUser First Name® |Fi|5t | User Surmame” |Last |
User Emai | first lzst@test.com | User Typs ( Fleaze Select [= )
User Contact Information

Department | Biling | Job Title |#coounts Fayatie |
Telephons |o-|254 EETESO | Mobile Telephons |mm 121455 |
Office Location (UK | Office Floor [Bround| |

* Reguired Fisldz

Next you can set the required access levels for the user. You have five permission options available.
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Tick the “Select All” box to choose all, otherwise tick each one according to your preference for example:

e View Network Capacity Management

Raise and edit quotes

e Raise and edit orders

e Raise disconnection request

e Track progress of all orders

e Raise and edit incidents and requests
e View Planned Works

e Viewincidents and requests

e Viewbill online

e Raise change requests

e View change requests

Access Control

Permissions

B Select All

[0 Manage my details

Lan »

[ Register for My Bil

[ wiew My Bill

To complete the user registration process or update 8 user, once you have clicked Save User you will need to click Finish to complete the process.

Click “Save User” to submit your request to the administrator. The new user will receive login details by
email.

*You can only choose the Network Capacity Management feature if your account has been activated for
this permission — if this feature has not been enabled for you, simply contact your Account team with your

request and they'll do the rest.
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Update User Details / Permissions

There may be times when you need to change the information or permissions that you have given your

users.

Alongside the user’s details on the right hand side of the list, click “Edit”. Use the Search bar to search by
name or navigate through the list using the directional arrows. Make your required changes then select
“Save” — the changes will take immediate effect.

Current Users

snow | 10 Ee‘nrl&a

A Tesler
B Tester
C Tesher
Crariie Teserson
D Tesher
E Tester
F Tesler
G Tesher
H Tesher

Tesher

Name Email

Username

Showing 1 to 10 of 11 entries {filtered from 25 total entries) E - H H

Search: tester

Status

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

1 3
1 3
1 3

Unlock a User Account

To unlock a user account click “Unlock” then select “Finish” — the user account will now be active.

B7516863 N ETEY

Engage ExternalUser Guide
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My Virgin Media Business Contacts

If you need any direct support, just give us a shout! We know how your account works and will put you in
touch with an account team representative to get things moving in the right direction.

PRI IEY My Network Serviceability My Documents Orders Quotes Billing

Customer Management
User Management
My YMB Contacts

MESSAGES

Under the Virgin Media Business Contacts section you will find the contact details for your support
functions:

e Service Relationship Manager
e Billing

e Incidents

e AccountManager

e Support

e Orders and Provisioning

My Virgin Media Business Contacts

Service Relationship Manager

Name: Name:

Service Relstionship Manager Billing Contsct
Phaone (Landline): Phaone (Landline):
Phaone (Mobile): Phone (Mobile):
Service Manager Email: Billingg Email:

Account Manager

Name: Name:

Fault Management Acocount Manager
Phaone (Landline): Phaone (Landline):
Phaone (Mobile): Phone (Mobile):

Incident Email: Account Manager Email:

Orders and Provisioning

Nams: Name:
Support Management Orders Provisions
Phaone (Landline): Phaone (Landline):
Phaone (Mobile): Phone (Mobile):
Support Email: Orders Email:
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Change Password

To change your password, select “Change Password” under the My Account tab. A box will display on-
screen, similar to that shown in the following screen shot. Enter your new password and then re-enter for
confirmation.

YT ICl My Network Serviceability My Documents Orders Quotes Billing

Customer Management
User Management
My VMB Contacts
Change Password

\

Remember: Password format requirements are as follows:

MESSAGES

- b o BN

e Minimum of eight characters

At least one digit

One upper case letter

One lower case letter

One of the following special characters “@ #$ % ”

Change Password:

It must be 8 to 20 characters long with at least one digit, cne
upper case letter, one lower case letter and ocne of the following
special characters [@#5%.

Mew password

Confirm new password

Change Password

Now click “Change Password” to submit your changes. You'll be redirected to the homepage, where you
will receive a confirmation message at the top of the page, advising that the password change has been
successful.
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My Profile

You can update your security questions or user details at any time by clicking on “My Profile” at the top
right hand section on the homepage.

CONTACT US HELP

s

T BUSINESS

My Accounts My Network Serviceability My Documents Orders Quotes Billing

My Profile

My Profile

Name * |Anulher Tester |

Username 207452TesterA

Department | |

Office Location
Office Floor

Job title

| |
Email address* | |
| |
| |

Telephone

Mobile

Raoles Super User

User Type External

Raole Super User

Company Test Account 1 - Partner Markets Bus Pariners
BPT Customer ID 30745

* Reguired Fislds

Change my Securty Questions @
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4. Messages

Keeping you informed

From time to time we’ll send you information to keep you up-to-date with what’s going on and any planned
changes that may affect you. When you login to Engage, you’ll see a message notification on the right
hand side of the homepage.

Hi Chris, You have 0 New Messages and 0
New Flanned Works Notices

When you click on the message link, messages will be displayed in list format.

My Messages
My Messages
Snow | 10 |;| anries Search:
Date Subject Message Status

23020141724 N S rk Unirecad

23014 1723 =2 2 v pEvEw Smiag = ez
1900972014 1127 i BSCE
1802014 1249 1wt cemaage

15052014 09d7 -

12052014 1553 e p— Unresad
120502014 1553 s e Ta Ueed

2212013 1051 o A THEL ™

221/2013 1046 T Ueead

2011/2013 0217 "t e 3 S —

Showing 1 to 10 of 18 entries. H n n H

Select the message you would like to read by clicking on the subject field.

My Messages

My recent message

Hi there

https://engagetest? systems. private

You can now read the content of your message on-screen. The status of the message will show as having
been read and will be automatically stored for future reference.

The Planned Works messages functionin the same way, please see section later in this document.
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5. Serviceability

Are you within easy reach?

The Engage portal has been designed to make doing business easier, faster and more flexibly.
Serviceability checks can now be performed instantly — saving you valuable time and helping us work
together, smarter.

My Accounts My Network ETITITFELONVM My Documents Orders Quotes Eilling

To verify site serviceability i.e. whether you are on-net or off-net, please enter the postcodes of each of
your sites, to check whether you are within reach.

1| Enter Post Codes 2 View Connectivity Results 3 Select Address Postcodes 4 View Network Build Requirements

Serviceability

Postcodes NE27 0QF
BR11JQ
1G11BY

Flease write or paste your postcodes in the space provided above - a Maximum of
50 are allowed within any one submission. Postcodes should be enfered
individually on separate lines with no additional characters (7@, etc).

Cancel m

Simply type in the postcode(s) — you can check up to 50 postcodes per search.

Click “Next” to view results of the available connectivity for those postcodes.

Enter Post Codes View Connectivity Resul Select Addre 4 View Network Build Requirements

Serviceability - Results

@ Tnis product is available at this site.

€3 This product is available but the site you have selected is not serviceable.

Postcode Virgin Media Connectivity 3rd Party Connectivity
SE137EP (%] (/]
BR11JQ (/] (/]
1G11BY (/] (/]

Wirgin Media Business will still be able to provide service for postcodes shown with 3rd Party Connectivity, however this will be using a 3rd party
supplier for the connectivity.
Previous m
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One of the following two connectivity options will be displayed on-screen:
e Virgin Media Connectivity
e 3" Party Connectivity

Click “Next” to continue.

Kl Enter Post Codes View Connectivity Results Select Address Po 4 View Network Build Requirements

Serviceability - Virgin Media Business Connectivity
Please select an address for each post code;

SE137EP * VIRGIN MEDIA STORE UNIT 68 LEWISHAM CENTRE LONDON ﬂ
BR11JQ* VIRGIN MOBILE 101 HIGH STREET BROMLEY ﬂ
1G11BY * Select an Address [v]

* Required Fields

Select from the drop down list of full postal address/es for each of your entries, then click “Next” to submit.

[l Enter Post Codes View Gonnectivity Results Select Address Postcodes [E] View Network Build Req

Serviceability - Virgin Media Business Connectivity Results Export to CSV

This product is available at this site.

€3 This product is available but the site you have selected is not serviceable.

Address Postcode Ethernet Cable Modem Ethernet Lite Broadband WBC
VIRGIN MEDIA STORE UNITE ~ SE137EP (%]
8 LEWISHAM CENTRE LOND
ON Wirgin Media Civils Required Wirgin Media Civilz Required Third Party Tail
VIRGIN MOBILE 101 HIGH ST BR11JQ (%]
REET BROMLEY
\irgin Media Site Connected irgin Media Site Connected Third Party Tail
VIRGIN MEDIA STORE 112AH  IG11BY

IGH ROAD ILFORD
\irgin Media Site Connected irgin Media Site Connected Third Party Tail Third Party Tail

Cancel

Results are displayed on-screen, showing if network is readily available for connection, or whether further
work will be required to get you up and running.

Click “Finish” when your search is complete. You'll be redirected to the homepage and a message will

display, confirming that your request is complete. The serviceability result includes the access types
available at the site so that you know if broadband, ethernet and SDH is available prior to raising a quote.

ability request completed
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At the top right hand corner of the screen there is an option available to export to CSV format for future
reference as per the example below. If this is required, click “Export to CSV”.

Your document storage options are now displayed:

(=]

File Download

Do you want to open or save this file?

A j MName: VME_AddressLevel 9102014 14 57.csv
d Microsoft Excel Comma Separated Values File, 5...

Type:

From: engag

dect? cvct R

Open ][ Save ][ Cancel J

While files from the Intemet can be useful, some files can potentially

l@’ ham your computer. f you do not trust the source, do not open or
- save this file. What's the risk?

Below is an example of the CSV export:

A B
1 Address Postcode
2 VIRGIN MOBILE 101 HIGH STREET BROMLEY BR1LIQ
3 VIRGIN MEDIA STORE 112A HIGH ROAD ILFORD IG11BY
4 VIRGIN MEDIA STORE UNIT 68 LEWISHAM CENTRE LONDON SE137EP

Engage ExternalUser Guide
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C
SDH
Yes
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D E F G H
Ethernet ADSL ADSL2+ Cable Modem Ethernetlite BroadbandfFTTC
Yes Yes  Yes Yes Yes
Yes Yes  Yes Yes Yes
Yes Yes  Yes Yes Yes
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6. Quotes

Quotes

Create Quote

Point to Point Ethernet | Mational High Capacity Services | Point to Point Postcode Level
Managed Internet Access | Install Services

Lpgrade/Renewal Quote Regquest | Saved Quotes | My Sites

In this section you can raise and view quotes for a number of products and service types. Each section
details the associated products, and will provide guidance on the requirements to submit your quote
successfully.

All of the sites you've added during the quote and order process are available in the “My Sites” section.
These include:

e Site—a physical location (building or office) used by your organisation

e POI(Points of Interconnect) —“Your POI" is a POl set up especially for your organisation. The
"Telehotel" is a POI that any customer can use

You're able to store details of your company's hubs and key sites. This will help you to speed up the quote
and order process since the information you have entered will automatically be populated into the order
form. Any information that has been saved and stored for each site can be used and accessed by all users
in your company. It's therefore important to get all the details right first time.
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Create Quote

Select Create Quote from the Quotes drop down box.

My Accounts My Network Serviceability My Documents Orders ESTGICES Billing

Create Quote
Foint to Foint Ethemet
Mationsl High Capacity
Sarvicas
Foint to Point Postoode
Lavel
VPN
Managed Internet Accass
Install Sanacas
Upgrade/Ranawal Quoba
Requas!
Saved Quales
ly Siles

Under the Quotes tab you can select from the following:

e Point-to-Point Ethernet

High Capacity Services

e Point-to-Point postcode level

e VPN

e Managed Internet Access

e Install Services

e Upgrade/Renewal Quote Request
e Saved Quotes

e My Sites

Note: To find out more about our products, please refer to the Products & Configuration section. If there
are products you can’t see but you're interested in, please speak to your Account Manager.
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Site-to-site Quote
Here is an example of how to request a Point-to-Point Ethernet quote:

[EA Site: 2 Serviceability 3 Configuration 4 Site Configuration 5 Saved Quote(s)

Show helpful info ®

Site Selection

Please select the sites you wish to use to prepare a quote.

* Add 1 A end site
* For a site to site quote, add 1 B end site.

* For a site to multi-site quote. add more B end sites

Choose an A End Site:

Choose which type of site to define as site A

|® Existing Point of Interconnect (Pol) |

| © Ailotner sites/addresses (Non-POIs) |

Current stored PQI sites:

Filter:

POI Site Add

Test Account 1 - NNE - Your POI ~
E14 2AA - London Telehouse East - Telehotel Add +

E14 244 - Telehouse 2 (Adjacent to T1 ) - Telehotel Add +

E14 9FJ - Redbus Interchange London 2 - Telehotel Add =

E14 9GE - London Telecity 2 (Harbour Exch) - Telehotel Add =

E14 3GE - Redbus Interchange London 1 - Telehotel Add = N

Showing 1 to 22 of 22 entries

[red

If you have a POI (Point of Interconnect) you'll be able to select this as you're A-End, by clicking ‘Add’ next
to where it says ‘Your PO/’. All of your POl sites will be available to select from the list, use the filter box to

quickly find the one you need for your quote.

If you do not have a POl you can search for an A-End by selecting
‘All other sites/addresses’ (Non-POI) and entering your postcode and selecting your address.
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Once you have selected your A-End you will need to select your B-End(s):

2 Serviceability 3 Configuration 4 Site Configuration 5 Saved Quote(s)

Show helpful info @

Site Selection
The A End Site you have selected is:

Address Change Site A

RG279UP - VIRGIN MEDIA 10-14 BARTLEY WOOD BUSINESS
PARK BARTLEY WAY HOOK Change

Site B Selection:
Search for a B end Site

Please enter the full postcode

cas oz =

Current stored sites Eilier The B End Sites you have selected are:
B End Address Add Address Remove All
E263RZ- Site Address B263RZ - Site Address Remove
~
Add = You can select a max of 50 sites.
B263RZ - Site Address
B263RZ - Site Address
Add +
B2B3RZ - Site Address Add +
LY

B263RZ - Site Address
Showing 1 fo 14 of 14 entries

Site not found? Please contact your Account Team.

Cancel @

Enter your postcode and click ‘Search’

Select your B-End(s) by clicking ‘Add’

If you want to prepare a Site to Multi Site quote then simply keep selecting and adding B-End sites

Once you have both an A-End and a B-End(s) selected click ‘Next’
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The serviceability results for your chosen sites will now be displayed to help you understand which
products are available. Click “Next” to move onto the next step.

Sites Serviceabil 3 Configuration 4 Site Configuration 5 Saved Quote(s)

Service Availability

Please find below details of the products available to select at the sites you have chosen. You may delete sites from the table should you find the
product you want is not available. A minimum of two sites should remain in order for you to proceed with the quote.

@ The service is fully available

€3 Service is not available

€3 Service is not available for site to multi-site

Site A Site B Ethernet Extensions Ethemet Extensions + National Ethernet

BB9SEN E14244 €3 More info €3 More info (/]

Please note: Non serviceable sites will not be considered for quote processing.

Previous %

Cancel

You'll now be ableto select the Product for which you wish to prepare a quote.

The Quote Name field is automatically populated with your company name to save you time. You can
however type over the pre-populated names. It's a good idea to agree a naming convention so that all
guote names follow the same format. This will make it much easier for all your users to find and identify
saved quotes in the future.

B Serviceability i 4 Site Configuration 35 Saved Quote(s)

Select Product * C National Ethernet )

Quote Name * U

v

Contract term * O 1 vear

O 2vears

M 3vears

O 4vears

5Years
Billing Frequency * Quarterly
Reporting Advanced Reporting
Edge QoS * No
Layer 2 Control Protocol * No
Is A End site an existing ENNI? * | ygg
Specify EMNI bearer bandwidth * 10 Gbps

* Required Fieids

Previous W

Next select the Contract term and Billing Frequency, Edge QoS and Layer 2 Control Protocol options. For
POl sites that have an ENNI enabled, you'll also be asked to select the correct option.

Please then choose “Next” to proceed.
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"SH Gonfigurstion 5 Ssved Quote(s)

[ Serviceability

Site Configuration

A End Site Configuration

RGZ73UP VIRGIN MEDIA 10-14
BARTLEY WOOD BUSINESS PARK
BARTLEY WAY HOOK

Please note that the A end bearer
bandwidth must be greater than or equal

B End Site Configuration

RGZ79UP VIRGIN MEDIA 10-14 BARTLEY WOOD BUSINESS PARK BARTLEY WAY
HOOK

Select ether a default configuration or create your own custom configuration. To proceed
to quote resulis click Next

Please note: incompatible options are hidden.

to the highest B end Site bandwidth.

Default*
Bearer 100 Mbgs
T [0 10 Mbps / 10 Mbps / Alcatel 8 Port
NTU*
Aleatel 24 Pon O 10 Mbps / 100 Mbps / Alcate! 3 Port
[J 100 Mbps / 100 Mbps | Alcatel 8 Port
* Required Fields [J 100 Mbgs /1 Gbps f Alcatel 8 Port

*g.g. Circuit Bandwidth 10 Mbps, Bearer Bandwidth 10 Mbps, NTU Alcatel & Port

Create Custom Configuration

Previous "

e Configure an A-End by selecting:
Bearer Bandwidth
NTU

e Selecting the bearer and NTU values will reduce the list of available options for your B-End site
making it easier for you to select the correct options

e Next configure your B-End

e Choose one of the default configurations or create a custom configuration by clicking on Create
Custom Configuration

e Select an A-End and click ‘Apply Configuration’

If you have selected multiple sites for your quote then you’ll see these displayed in a table below the
available configurations. Simply select the configuration you want for each of the sites and either apply the
same configuration to all sites by using the Select All feature or apply to multiple or single sites by ticking
the box next to the site and clicking on Apply Configuration.

..
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If you do make a mistake, you can select a site or sites using the tick and click on Remove Configuration.

Configuration i : 5 Saved Quote(s)

Site Configuration

A End Site Configuration

RG279UP VIRGIN MEDIA 10-14

BARTLEY WOOD BUSINESS PARK

BARTLEY WAY HOOK

Please note that the A end bearer

Show helpful info ®

B End Site Configuration
Select a configuration:

Default™

C 10 Mbps / 10 Mbps / Alcatel 8 Port

bandwidth must be greater than or equal O 10 Mbps / 100 Mbps / Alcatel 8 Port
to the sum of the B end Site bandwidths.

Bearer Please Select
Bandwidth*

NTU* Please Select
* Required Fields

Cancel

O 100 Mbps / 100 Mbps / Alcatel § Port

O 100 Mbps / 1 Gbps / Alcatel 8 Port

O 1 Gbps /1 Gbps / Alcatel 8 Port

*e.g. Circuit Bandwidth 10 Mbps, Bearer Bandwidth 10 Mbps, NTU Alcatel & Port

Create Custom Configuration Remove Configuration [-Apply Configurans

Postcode Address B End Configuration

RG27TSUP VIRGIN MEDIA 10-14 BARTLEY WOOD
BUSINESS PARK BARTLEY WAY HOOK

RG278UP VIRGIN MEDIA 10-14 BARTLEY WOOD
BUSINESS PARK BARTLEY WAY HOOK

RG27SUP LENOWO 240 BARTLEY WOOD
BUSINESS PARK BARTLEY WAY HOOK

B263RZ  EAGLE 2 HATCHFORD WAY
BIRMINGHAM

B263RZ EAGLE TWO HATCHFORD WAY
BIRMINGHAM

Please click “Next” to proceed.
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I Serviceability Configuration

[ Site Configuration

Hide helpful info ®

Please ensure that when you place an order for a service based on the Engage 'Saved Quote' that you have double checked that the address you
selected for the 'Saved Quote’ is 100% correct. If it isn't and the selected address is incorrect, you need to be aware that:

- Installation of the service will be attempted at an incorrect site address.
+ The pricing shown in the 'Saved Quote’ is invalid for installation at the correct site address

= You may be liable to pay us in relation to cancellation of your incorrect order and/or our costs incurred in connection with installation works for or
at the incorrect site address.

Please contact your Account Team if you can't find the correct site address that you need and provide them with the relevant correct information.
They will add the new correct address into Engage so that you can generate a new quote based on the correct site address.

Saved Quote(s)  Seeall Saved Quotes

Quote AEnd B End Circuit Select
Name Quote ID Product site site [ — Status Term  Install Rental (s
TEST-2-34285-001- 9034723  National  Test Account 1 - NNE RG279UP -VIRGIN MEDIA10- 100 Mbps ~ OK 2yrs  £1,805.00 £6,534.00

D61216 Ethemnet 14 - 10008961155

Return to Home

Click “Select Items” for the quotes youwish to save. There could be more than one quote listed if you
added additional quote configurations. If you have prepared a site to multisite quote then all B-End sites will

be listed in the column appropriate column.

To view all of your existing Saved Quotes click See all Saved Quotes.

Click “Create Another Quote” to save and start another quote. This will take you to the first page of the

guote journey — Site Selection.
Click “Order” to progress this quote into an order.

Your quote has now been stored in the “Saved Quotes” section.
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MIA/VPN Quote

Here is an example of how to request a MIA or IPVPN quote:

A Select Site 2 Select Access Methods 3 Serviceability 4 Product Configuration 5 Site Configuration & Resulls

Show helpful info ®
Site Selection

Please select the addresses you wish to use to prepare a quote.

Please enter the full postcode.

RG27 9UP m

Current stored sites: The sites you have selected are:
RG279UP - Full Site Address RG278UP - Full Site Address
Remove
RG27T9UP- Full Site Address You can select a max of 50 sites.
Add =+

Site not found? Please contact your Account Team.

Enter your Postcode and click ‘Search’.
Select your chosen site by clicking ‘Add’.

Once you have all sites selected click ‘Next’.
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Select which access methods you wish to quote for and click “Next” to move onto the next step.

A Select Access Met 3 Serviceability 4 Product Configuration 5 Site Configuration 6 Results

Show helpful info ®

Flease select at least 1 option to proceed

IPVEN [0 Cable Modem M ApsLo+
[ soH [ Broadband FTTC
Ethernst

EVPN [0 Ethernst

For a more accurate serviceability check please enter the phone number for each site - if you do not have this information we will use the
postcode.

The serviceability results for your chosen sites will now be displayed to help you understand which
products are available Click “Next” to move onto the next step.

Kl Select Sites [ Select Access Methods icea 4 Product Configuration 5 Site Configuration 6 Results

Service Availability

Please find below details of the products available to select at the sites you have chosen. You may delete sites from the table should you find the
product you want is not available. A minimum of two sites should remain in order for you to proceed with the quote.

@ Theserviceis fully available

€3 Service is not available

Sites EVPN IPVPN
Ethernet Cable Modem ADSL2+ Ethernet
rRe279UP @) €3 More info (/] (/] %

Please note: Non serviceable sites will not be considered for quote processing.

Now select the Product for which you wish to prepare a quote.
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& Rezulfs

Show helpful info (D

3 Serviceahilify 4 Product Configuradion

%

Fiease select at least 1 option to procesd

[ B Cable Modem O ADsL3+
O soH [0 Broadband FTTC
E[ Ethemst

EWFN O Ethemet

For a more accurate senviceability check please enter the phone number for each site - if you do not have this information we will use the
posteode.

ME27DQF - VIRGIN MEDIA UNIT :|

2. NETWORK HOUSE NEW
WORK WAY MEW YORK

INDUSTRIAL PARK

MEWCASTLE UFON TYNE

RGZTOUF - VIRGIN MEDIA 10- |:|
14 BARTLEY WOOD BUSINESS

FARK BARTLEY WAY HOCH

The “Quote Name” field is automatically populated with your company name to save you time. You can
however type over the prepopulated names. It's a good idea to agree a naming convention so that all quote
names follow the same format. This will make it much easier for all your users to find and identify saved
guotes in the future.

Kl Select Sitez ':}E Solect Access Mefhods ‘:}EIEm'ineab.l]'f?_‘,-' ) i 5 Sife Configurafion £ Resuitz

Shew helpful inde ®

Quote Mame * TEST
Select Contract Terms O 1vear

O 2Years

O zvears

O 4vears

[0 svears
Eilling Frequency * Quartery [+]
Service Typs * Flease salect [»]
Quality Of Service Enabled * Pleaze sslect [+]

* Required Fields

Next select the Contract term, Billing Frequency, Service Type and Quality of Service Enabled.
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Please then choose “Next” to proceed.

Select one of the sites in the box and click on Configure Selected Site(s).

Bl Seicct Sitee > [F Select Access Methods 3 Bl Servicestifty 3 B0l Product Gonfigurstion i y & Resultz

Hold the Ctd key and select to choose multiphs sies. Filtar @

NEZTDQF VIRGIN MEDIA UNIT 2, NETWORK HOUSE NEWW YORK WAY NEW YORK INDUSTRIAL PARK NE
RGZTOURP VIRGIN MEDIA 10-14 BARTLEY WOOD BUSINESS PARK BARTLEY WAY HOOK

 Previou:

Configure your site by selecting the Access Circuit from the drop down menu.

Bl Seiect Sitez > [E] Select Access Methods 3 [l Servicesbifty 3 B Product Gonfiguration i ’ & Resuffe

Show helpful info @
Site configuration - Step 1 of 2
NEZ70GF - VIRGIN MEDIA UNIT 2, NETWORK HOUSE NEW YORK WAY MEW YORK INDUSTRIAL PARK NEWCASTLE UPOM..., (being

configured)

Arcess Circui Cable Madem ﬂ

Please then choose “Next” to proceed.

Select the Access Bandwidth and Installation Option from the drop down menu and for this IPVPN
example tick Homeworker if required.

Bl Sciect Stez > [ Select Access Methods 3 Bl Servicesbiity 3 [0l Product Configurstion > [l Site Gar & Resuitz

Show helpful info @
Site configuration - Sfep 2 of 2 - Cable Modem
ME2TOOF - VIRGIM MEDIA UNIT 2, NETWORK, HOUSE NEW YORK WAY MEW YORK INDUSTRIAL PARK NEWCASTLE UPOM TYNE, (being

configured)

Access Flavour On net
Arcess Bandwidth Pleazz saizat ﬂ
Instaliation Cption * [Flease Select |4
Selected CPE *
Homewarker d

* Required Fields

Repeat the process for the remaining sites and when finished, click Next to continue.

..
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Kl Seiect Sitez ':j::» [ Select Access Methods Bl Serviceability [} Product Configuration it i & Reszultz

¥ VIRGIN MEDIA 10-14 BARTLEY WOOD BUSINESS PARK BARTLEY WAY HOOK RG27T9UP hide
Access Flavour Cin net

Access Bandwidth 100 Mbps

Circuit Size 30 Mbps

Selected CPE CISCO1921/K0 SKU 10030003

oS Template Required Mo

» VIRGIN MEDIA UNIT 2, NETWORK HOUSE NEW YORK WAY NEW YORK INDUSTRIAL PARK NEWCASTLE UPON TYNE NE2TOQF

Based on the information entered, Engage will now generate your quote(s) and display them in the Results
screen.

Kl Select Sitez - [ Select Access Methods 3 [Ell Senviceabifity 3 [l Product Confiqurstion 3 [l Site Gonfiguration

Quote Results See gll Saved Quotes

Select
Product Term  Status
tems
TEST-3-63775-001- o043350 REZTIUP RE2ZTIUP - 30 Mbps £300.00 E5.472.00 VPN 3yrs oK O
091216 VIRGIN MEDIA 10-

14 - 1D00B3IE1155

NE2TDGF ME2TEF - 30 Mbps
VIRGIN MEDIA
UNIT 2 NETWORK
HOUSE -
47064633

TEST-5-63775-002- 083360 RGE2TIUP RGZTILP - 30 Mbps £300.00 £5,165.00 VAN SyrE oK Q
481216 VIRGIN MEDIA 10-
14 - 1DO0BIET155

NE2TOQF NEZTOGF - 30 Mbps
VIRGIN MEDIA
UNIT 2 NETWORK
HOUSE -
470E4E33

Retum to Home

Click “Select Items” for the quotes youwish to save (there could be more than one quote listed if you
added additional quote configurations).

Click “Create Another Quote” to save and start on another quote.
Click “Order” to progress this quote into a full order.

Your quote has now been stored in the “Saved Quotes” section.
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HCS Quote

Here is an example of how to request a High Capacity Services Quote:

Quote For Point To Point Connection - National High Capacity Services

@ Site Selection Site selection
Product Configuration A
Quote + Acd Site
Site B

Select “Add site” under the Site A heading

Address

rg26uu Look Up Address

5 address found

RG26UU
® 350
BROOK DRIVE

RG26UU
O KLIKITLTD 450
BROOK DRIVE

RG26UU
O LOCKHEED MARTIN 350
BROOK DRIVE

RG26UU
O OSRAM LTD 450

Enter the postcode of your Site A and click on “Look up Address”

Select the appropriate Site A address and click “Add”

Similar to the steps above, choose the address for Site B
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Product Configuration

Bandwidth Bearer

10 Gbps A

Number of Wavelengths

Please Select hd

Billing Frequency

Quarterly v

Contract Term
O 3Years [ 4Years [ 5Years

Title for Quote

Generate Quote

Use the dropdown choices to configure your Bandwidth Bearer, Number of Wavelengths and the Billing
Frequency

Select the Contract Term by clicking one or multiple checkboxes depending on the term length you wish to
receive a quotes for.

Enter a title of your choice, in the Title for Quote field
Click on the “Generate Quote” button

Based on the information entered, Engage will now generate your quote(s) and display them in the below
the Generate Quote Button

Generated Quote

@ AZIM-4-93328-001-271020 Install Rental Total
4 Years £0 £ 36250 £ 36250

Proceed to Order View Quote “

You can now place on order by selecting a quote and then clicking “Proceed to Order” or alternatively
click on “View Quote” where you have further options, such as cloning a quote.

Your quote has now been stored in the “Saved Quotes” section.
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Saved Quotes

All saved quotes will be stored automatically for future reference. To view your saved quotes select “Saved

Quotes” from the “Quotes” tab.

My Accounts My Network Serviceability My Documents Orders ESTGICES Billing

Create Quote
Foint to Foint Ethame
Mationsl High Capacity
Sarvicas
Foint to Point Postoode
Lave
VPN
Managed Internet Accass
Install Sanicas
Upgrade/Ranawal Quoba
Regquas!
Saved Quabes

My Siles

All of your saved quotes will now display in list format, as per example below:

Saved Quotes

adband & Ph

Search Please Select []| D=te From Date To

1011072014

e

My Quotes - Data

Show ! 25 50 100 perpage
GQuote Name GQuaote ID X Product Bandwidth A Sites B Sites
USER GUIDE QUOTE_066a1_01 562 Lezsed Line 432 Mibps SAIEE
EVPN SLA CHECK 06820 002 3361666 Eemet VPN 40 Winges
TESTINH_ 46163 01 SEE1625 Mational Ehemet 1 Gops BRSEET
TESTING_ 44202 M 5361624 Mational Ehemet 1Gops B25EET
1750 RETEST! 28385 0 04 SIS Eremet Edenslons 10 Miops SAEEE
1750 RETEST! 3227 0 03 SEE15E2 Ermemet Edenslons 100 Mbps SAEEE
1750 RETEST! 85152 .0 M sS85 Ememet Edenslons 10 Gops SHEEE SHEEE
1750 RETEST!_45084 0 02 SSE15E0 Eremet Edenslons  1Gops
ME PO1_O75me 0 LI Mational Ememet 2 Mbps
EE PLUS POI_31859 M SEE1ITS (Q0Q) Ememet Edenslons  § MIDDS

: |
OB HO0H e

Showing Page 1 of 9

Guick Quotes ars labalisd B2

Filter pags:

User name
30745 1PerrinC
RT511888
SOT451KIrkpatricks
30745 1KirkpatrickA
RTS118388
RTS118388
RTS11888
RTS118388

745 1RDgersC

3745 1R0gersC

Displaying from 31/08/2014 to 10/10/2014

Date Raised

10102014
0102014
iy labea g B
0102014
03102014
03102014
0102014
03102014
2014
2014
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You can search for a quote (that has been created within the last 90 days) by product, quote name, quote
ID, A or B-End postcode, username or quick quote.

serc TR - L — = - |

Enter the information about the quote in the search field, and click “Search”.

The quotes willthen be filtered accordingly, making it easier and faster for youto find the required quote.

Click onthe Quote Id displayed in red font to select the quote.

Guote Name Guote 1D X Product Bandwidth A Sites B Sites User name Date Raised

USER GUIDE QUOTE _06821_01 Lezsad Line 4332 Mo REZTOLR SO3EE T4S1Perrint: 10102014
EVPN SLA CHECK 05820 002 Ememet VPN 40 Miops SE3SE RTS115589 G004
TESTINH_46165_ 01 Natioral Ehemel 1 Gops E148GE B25EET V4S5 KIngatrickd,.  08M02014
TESTING 44202 01 Kational Enemat 1 Gops E148GE B25EET FOT4S1KINgEArices. 08102014
1750 RETEST! 29385 0 04 Ememat Edenclhons 10 Miops SOEEE S93EE RTS8 G204
1T RETEST! 32297 0 03 Ememet Ederslons 100 Minps FEFSE SEEEE RTS11589 GEN0204
1750 RETEST! 85152 0 01 Ememat Edenclons 10 Ghps SOEEE S93EE RTS8 G204
1750 RETEST! 45084 0 02 Eremet Edenslons 1 Gops S835E S835E RTS11589 0104
WIE POI_0T5Me_ 01 Natioral Ehemal 2 Miops REITILP REITILP 451 RogersC N4
EE PLUS POI_31659_01 Eemet Edensions € Mips REZroLe REZraLe HT451RogersC Q72014

This will then display the selected quote:

Quote Details - USER GUIDE QUOTE_06691_01

Product Mame : Lezssed Line
Quate 1D : ERE2032
Diate Raized : 10102014
A Site B Site
Sitzname hometown test 2 Sitzname Virgin Sheffield
Address VIRGIN MEDIA 10-14 BARTLEY WOOD Address VIRGIN MEDIA EVOLUTION HOUSE 1
BUSINESS FARK BARTLEY WAY HOOK CHIFFINGHAM STREET SHEFFIELD
Fostoods REZTIUF Fostocode S535E
Circuit Connectivity BTW PPC Circuit Connectivity BTW FPC
Configuration

Circuit Bandwidth Install Rental Product
4302 Mips £19.200.00 £2560200 Lezsed Line 5

H m Queny Quote Create Order

From here you can “Edit’, “Query Quote” or “Create Order”.
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Edit — will take you through the above steps and allow you to make amendments.

Query Quote —takes you to the following screen so that you can contact us:

Query Quote
Send Query
Orrder/Quote 1D ERRZ0I2
Confirm your email * first. last{@test. com

Copy another user on repliss
Froblem typs * Pricing Cuery |z|

Problem description This is a query with a quote |

BET1 remaining

* Required Fields

The populated details willthen be sent to the relevant team and you'll receive the following confirmation:

Thank You

“four message has been sent someone will look at your request and contact you a8s socon as possible.

Create Order — please see the order section on how to progress the quote to an order.
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Create Postcode Level Quote

My Accounts My Network Serviceability My Documents Orders

Quotes BT

Create Quote
Paint fo Paoint Ethemet
Point to Point Postcode
Level
VPN
Managed Internet Access
Broadband and Phone
Saved Quotes
My Sites

From the “Quotes” tab select “Pointto Point Postcode level” as shown above, then:

e Choose a quote name

e Select required contract term
e Choose Billing Frequency

e Select product option

Click “Next” to proceed.

Guiote Neme Product

2 Produet Configuration 3 Postendes 4 Sawve Quotes

Choose quote name: | User Guide Indicative Quote

W Quotz Name . Enter in quote Line

Contract term: O 1 vear O 2vears O 32vYears
[ 4vears F 5vears

Billing Frequency * | Cuartarly E”

Product: | Mational Ethemet
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Now enter:
e A &B-End bearer requirements

e Specify circuit bandwidths required for each or all circuits

Click “Next” to proceed.

Quote Name Product / Product Configuration 3 Posteodes 4 Zawve Quotes
A end bearers © ‘2 Specified & 10 Mbps 2 100 Mbps
individualhy
Gbps
B end bearers * @ Specified @ 10 Mbps 100 Mbps
individualhy
Gbps
Circuit bandwidths * @ Al the same 2. Specified
individualhy
Choose Bandwidth = 10 Mbps |;|

* Reguired Fieldsz

Enter the required postcodes.

Now click “Next” to proceed.

sonfiguration / Posteodes 4 Eawe Quaotes
A End Post Code B End Post Code Circuit Bandwidth: A end bearer: B End Bearer:
- - 10 Mbps 10 Mbps 10 Mbps
5835E RGZTSUP
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Quote Name Product

GQuote Nam A End B End A End B End Circuit
e PostCode PostCode Bearer Bearer Bandwidth =E e FIEEIES LEms £EE

REITIUP 10 Mips 10 Miops 10 Miops £ £3,165.00 National Emem 5 O
=

Then click “Finish” to add to your saved quotes page and you’ll see the confirmation at the top of the next
screen.

v
LTS

..
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Convert a Postcode Level Quote to a Full Quote

If you want to turn a Postcode Level Quote into an order, you must first convert it into a Full Quote.
Select “Saved Quotes” from the “Quotes” tab.

Orders

My Accounts Serviceability My Documents Billing

My Network Quotes

Creste Quote
Point to Point Ethemet

Point to Point Postcode
VPN

Managed Internet Access
Broadband and Phone

Saved Quotes
My Sites

All postcode level quotes are flagged as “(PL)” so they can be easily identified.

To convert your postcode level quote, select the quote by clicking the Quote ID:

Saved Quotes

Broadband & Phone

Search userguide Quote name |Z| Date From Date To |03M11/2014
My Quotes - Data Displaying from 05/08/2014 to 03/11/2014
Show 25 50 100 per page Filter page:
Quote Name Quote ID'W Product Bandwidth A Sites B Sites User name Date Raised
IPVYPN USERGUIDE TEST2_59409_001 5863899 IPYPN 10 Mbps 813302 OT4SIrpatnck  22/10/2014
10 Mbps fhm r4 A

NATION ETHERNET USERGUIDE PL QUOTEf 5853766 (PL) National Ethernet 1 Gbps KT1Maa L DTS iripatnek  21/10/2014

_60743_0Q03_01

Any information you specified when creating the postcode level quote, will be pre-populated.
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At the bottom of the page, click “Convert to Full Quote”.

Quote Details - USER GUIDE INDICATIVE QUOTE_74638 0Q01_01

Product Name : Mational Ethernet

Quote 1D 5862114

Date Raised: 1010/2014

A Site B Site
Sitename 19198015615938E14129402801147 Sitename Test Account 1-MNMNE
Address R K MOTORS 228 CHIPPINGHAL STREET Address VIRGIMN MEDIA 10-14 BARTLEY WOOD

SHEFFIELD BUSINESS PARK BARTLEY WAY HOOK

Postcode S93SE Postcode RG279UP

Circuit Connectivity

Bearer Bandwidth

Virgin Media Civils Required
10 Mbps

Circuit Connectivity
Bearer Bandwidth

Virgin Media Site Connected
10 Mbps

Configuration

Product

Circuit Bandwidth

10 Mbps.

Back Convert to Full Quote

Install
£0

Query Quote

Rental

£3,165.00

National Ethernet 5

Now follow the normal Create a Quote process steps to proceed to completion.
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7. Orders

Let's get down to business

Raise Orders

Here we look at how you can raise an order from a saved quote. Remember, if you wish to convert a
postcode level quote to an order, it has to be converted to a full quote, and then saved before progressing

to order stage.

Select Quotes from the homepage tool bar tab at the top of the page.

My Accounts My Network  Serviceability My Documents Orders EeGGCEE Billing

Create Qunta
Foint to Foint Ethemet
Matiensl High Capacity
Sarvicas
Foint to Point Postcods
Lavel
VPN
Managed Internat Accass
Install Sarvicas
Upgrade'Renawal Quoba
Reguas!
Saved Quabes
My Siles

Now select “Saved Quotes” from the drop down list.

You'll find a list of your “Saved Quotes” populated on-screen.

..
BUSINESS

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 45 of 144
© Virgin Media Business | Confidertial



Engage Portal User Guide

Either Filter in the tool bar at the top, or scroll through the list until you locate the quote you would like to

convert to an order and click Quote ID. For this example we have used a National Ethernet order.

Search| National Ethernet [=]| |Product [=]| Date From Date To | 15(10/2014
My Quotes - Data Displaying from 17/07/2014 to 15/10/2014
Show 25 80 100 per page Filter page:
Quote Name Quote IDW Product Bandwidth A Sites B Sites User name Date Raised
NE CONVERT TO FULL QUOTE_41848 01 5862399 National Ethernet 2 Mbps B100H] BI08AD R7511889 1310/2014
NE Q0_87821_0Q05_01 5862398 (QQ) National Ethernet 2 Mbps B100H] BI08AD R7511889 1310/2014
NE QQ_55719_00Q04_01 5862397 (QQ) Mational Ethernet 2 Mbps B100H] BR0SAD R7511889 1302014
NE QQ_22120_00Q03_01 5862396 (Q0) Mational Ethernet 2 Mbps B100H] BS0BAD R7511889 13102014
NE Q0_57826_0Q02_01 5862395 (Q.Q) National Ethernet 2 Mbps B100H] BI08AD R7511889 1310/2014
NE Q0_00089_0Q01_01 5862394 (QQ) National Ethernet 2 Mbps B100H] BI08AD R7511889 1310/2014
USER GUIDE INDICATIVE QUOTE_74638_0 5852114 (QQ) National Ethernet 10 Mbps S93SE RG273UP 307451PerrinC 10/10/2014
Qo01_01
TESTINH_46163_01 5851625 National Ethernet 1 Gbps E149GE B258ET 307451 Kirkpatrick  08/10/2014
£
TESTINH_44802_01 5861624 Mational Ethernet 1 Gbps E148GE B258ET 307451 Kirkpatrick  08M0/2014
A
NE POL_07576_01 5861260 Mational Ethernet 2 Mbps. RGZTSUP RGZTSUP 307451RogersC  O7TM0/2014
| o &
Showing Page 1 of 7
Quick Quotes are labelled QG
s .
Once you have selected a quote you’ll move to the quote details screen.
. . ‘
Review the details then select “Create Order” to progress.
Quote Details - NE CONVERT TO FULL QUOTE_41848 01
Product Mame : Mational Ethernet
Quote 1D 5862399
Date Raised : 131072014
A Site B Site
Sitename 23 Sitename BI08AD
Address UNIT 4B SMALL HEATH BUSINESS PARK Address BAXTER STORY THE ORACLE BUILDING,
TALBOT WAY BIRMINGHAM ORACLE DRIVE BLYTHE VALLEY PARK
SHIRLEY SOLIHULL
Postcode B100HJ
- L . o X Postcode BI08AD
Circuit Connectivity Virgin Media Civils Required
Circuit Connectivity Virgin Media Site Connected
Bearer Bandwidth 10 Mbps
Bearer Bandwidth 100 Mbps
Conﬁgurar.fon
Circuit Bandwidth Install Rental Product Term
2 Mbps £0 £4 995.00 National Ethernet 5

I L
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The first screen in the order process is Virgin Media Business’ Terms and Conditions. Please read these
carefully before accepting.

[l Terms and Cond 2 Customer Details 3 Service 4 Circuit 5 Associated Orders/Notes & Order Details

Terms and Conditions

Address Name Test Customer 1 Billing Address
Billing Address 260

Town Hook

Postcode RG27 SUP

Country UK

Product Ethemnet Extensions

Ts&Cs * Virgin Media Business Limited standard terms and conditions which have been provided to you TEST shall apply
to this Order and the subseguent Contract.

* Please note that the Service You order may require Us to undertake installation work which may affect the
delivery time and/or Charges.

» Please note that if the Order Form You submit contains incorrect data this may cause delay and/for additional
cost for which You will be responsible.

* Subject to Virgin Media Business Limited order acceptance.

* Subject to Survey.

» Prices are subject to VAT,

[ Tick to accept

Click here for My Documents

* Required Fields

Delete M

Check the “Tick to accept” box if you're happy to accept the terms and conditions. You may also need to
update the billing address —if so click “Change Address”.

You can click the ‘Save’ button at any stage during the create order process and your progress will be
saved. This can be picked up at any pointin the saved orders page.

Click “Next” to progress to the customer details screen.

Customer Defails 2 | Senice 4 Gircuwit 3 Associated Orders/Moles & Order Details

yi

Check that the prepopulated details are correct, and then enter your PO and account number. APO
number is mandatory. You will not be able to progress without entering these details.

To make amendments to correspondence/billing addresses or contacts, select the “Change” option at the
bottom of each entry.

Then click “Next” to proceed.
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Customer Details

Customer Mame * Test Account 1 - Partner Markets Bus Customer PO Number * 12345
Partners -CP

Company Reg No 30745 Customer Account Number ** 22999 E
BPT Quote Reference 5862399

Correspondence Address Correspondence Contact

Address Mame Test Address Contact Name First Last

Address 1 Telephone 01234 567890

Town / City Town Mabile 07777 123456

Postcode AB12CD Email

first.last@test.com

=* Mote: Please confirm your existing Virgin Media Business account number to be used for this order

e

4 Gircuit 5 Associated Crders/Mofes B Order Defsils

Customer Details

The service screen requires you to add details of your Order Type, Delivery Date and CRM reference

number, as per the example below. Please note that you can locate the CRM reference on your original
quote.

e Confirm if you would be happy to accept early delivery

e Confirm order type (new, upgrade, downgrade, move or amend)
e Enter CRM reference number

e Enter VLAN Tagging Scheme if applicable

Click “Next” to proceed.
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Service

Service * MNational Ethernet

Order Date 15/10/2014

Accept Early Delivery * Yes E‘
Clos Classification * Dot1p E‘

Performance Reporting Advanced Reporing

* Required Fields

4 Circuit 5 Associated Orders/Notfes 6 Order Details
Order Type New E
Senvice Required Date ** 261112014

Customer CRM Ref Mo *

( CRM1234
‘ C-VLAN12345

Is QoS needed ? Mo

WVLAN Tagging Scheme *

)

** The date will give an indication for your requirements. However, Virgin Media Business work to standard target lead times, please contact us for
details. The delivery date will be confirmed following acceptance of the completed Order Form and will be subject to survey.

Note: if this is an amendment to an existing service, please provide circuit number(s)/referenceftelephone number(s) in the 'Additional Information’

section.

Engage ExternalUser Guide
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Now you’ll be presented with the A End site details screen requesting further details.

Enter all mandatory information to proceed.

National Ethernet Site Details

Service Presentation Required Standard Ethernet Physical Interface

AEng* Please select E|| AEnd* 10/100Mbit's RI45MB [=]

A End Instaliation Address

Address UNIT 4B Floor* | |
SMALL HEATH BUSINESS PARK Room * | |
TALBOT WAY Rack* | |
Town BIRMINGHAM Contact First Name * | |
Country Contact Last Name * | |
Postcode B100HJ Phone * | |
Email * ‘ |

Does this property have any existing Virgin Media Business services (excluding xDSL)? ** New =

Installation Details

A End Bearer Bandwidth 10 Mbps
Metwork Status irgin Media Civils Required
NTU Alcatel & Port

Which port number should the Service be added to? If none requested Virgin Media
Business will select the next appropriate

Landlord/Managing Agent Contact Details

Are you the owner of this property * Please select E||

Additional Info

Please provide details of any site specific information that Virgin Media Business should be aware of.

Circuit details (A1to B1)

G000 remaining
* Required Fields
**Note: if NO" should Virgin Media Business services not exist at the installation address it may be necessary to carry out cabling work into the building. Please

complete a way leave questionnaire to identify the most appropriate procedure and to help ensure the efficient installation of the service. Once the additional
information has been received and assessed we can determine an appropriate installation date.
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We want to reduce any potential order delays as much as possible. One way of doing this is processing
our wayleaves quicker. In order to do this, we very often need the specific information about the landlord

managing agent from our customers.

The mandatory questions below are presented on the ‘Circuit’ tab of orders for all products.

Are you the leaseholder/owner of this property? If you select Yes, then no further information is

required.

If you select No then a second mandatory question is presented allowing the landlord details to be entered

as this will help to speed up your order.
Landlord/Managing Agent Contact Details

Are you the owner of this property *

How many years are left of your lease?

Do you have authority to make changes internally to your building, including routing cabling?

Are you willing and able to provide a copy of your lease?
|= the property a listed building?

Do you have the Landlord/Managing Agent contact details? *

Contact First Name * First

Email * firstlast@test.com

Motes and comments

More details here |

Engage ExternalUser Guide
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Then add any additional site information.

Additional Info

Please provide details of any site specific information that Virgin Medis Business should be aware of. =

Circuit details (A to B)

G000 remaining
Click “Next” to proceed.

You'll be presented with the site details screen again. But this time it’s requesting further details on the B-
End site.

Enter all mandatory information to proceed.

Now you will have the A&B-End sites summary screen. Click “Next” to proceed.

Customer Details 5 Associated Orders/Notes 6 Order Details

» A-END 23 B100HJ

¥ B-END B908AD B90SAD

Senvice Presentation Required VLAN
Ethernet Physical Interface 10/100Mbit's RJ45Mb

Cancel Previous m

Add any further details that will help to progress your order. Click “Next” to proceed.
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isfed CrdersMofes

6 Cwrder Detsils

B0 remaining

Flease provide del

il

= of any site specific information that Virgin Media Business should be sware of. =

B0 remaining

== Note: nothing entered in this box shall vary any prowision of the Framework Masier Senaces Agreement applicable fo this Crder, which shall prevaill

- JU

ated Orders/Notes E Crder Cetails

The Order Details screen provides the full order form content and financial results:
e Section 1 — Customer Details
e Section 2 - Service
e Section 3 — Circuit Details
e Section 4 — Additional Information
e Section 5— Associated Orders
e Section 6 —Notes and Comments

e Section 7 — Billing Requirements
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Section 7:Billing requirements

itemisation Total Installation Charges(£) E‘;ﬁgﬁgﬂ;‘;‘l”{ o Purchased Bandwidth
B100HJ <-= B908AD £0 £1,248.75 2 Mbps
QoS Charges £0 £0
Reporting Charges £0 £0
Total Charges £0 £1,248.75
Total Annual Rental Charge £4,995.00
Minimum contract period: 5

Invoiced in advance as specified:  Quarterly

Submit Order

If all is ok, click “Submit Order”. Your order will be stored under the Saved Orders tab.
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Raise Orders (HCS)

Here we look at how you can raise HCS orders.

After selecting an existing HCS quote, you can create an order by clicking “Create Order”

Quote ID: 34725986

TESTACCOUNT 1 - PARTNER MARKETS BUS PARTN-7064-06

NHCS Circuits Contract term
1 5 years
Created on Valid til
28/09/2020 2711212020
Total
Circuits Sites
Install
Circuit1 - 2710 Gbps £24,260.00 Rental

£24,250.00
ANNUALLY

£0
£24,250.00

site A site B Create Order

SL39BA -1 CASTLE AVENUE DATCHET SLOUGH - SLZ5NS - 1 GOODMAN PARK SLOUGH -

100080368969 100080317534
Clone Quote

After selecting an existing NHCS quote, you can create an order by clicking “Create Order”

You can proceed to an order from a newly created quote, or you can choose an existing quote from your

saved quotes list.

Engage |D: 34725986
Order for National High Capacity Services (NHCS)

34725986 1 Syrs

28/09/2020 No of circuits Contract term

Order Status TO BE SUBMITTED -
Billing Summary

Registration number Engage Quote Reference Order Type Circuits

30745 34725986 e

*Your own reference number PQ Number Billing Account Number Circuits

Please Select v Biling Cycle
Contract Term
~Service Required Date € “Accept early delivery
08/02/2021 e Please select v Total Annually
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The Order screen prompts you to populate information related to your order in a single page. The first
section requires you to add additional details such as;

e Your own Reference Number
e PO Number

e Billing Account Number

e Service Required Date

e Confirm if you would be happy to accept early delivery

Please note, the Service Required Date will give an indication of requirements but the actual delivery date
will be confirmed at a later stage.

Scroll down to the Site Details to proceed.

Site Details 0/2 sites done

SL39BA - 2 CASTLE AVENUE DATCHET SLOUGH - SL25NS - 1 GOODMAN PARK SLOUGH -
100080368970 100080317534
SL39BA SL25NS

Click “Configure” to enter details of your first Site. This will display a pop up panel where you will be able
to add site details and well as enter any additional notes for the particular site.

We want to reduce any potential order delays as much as possible. One way of doing this is processing
our wayleaves quicker. In order to do this, we very often need the specific information about the landlord
managing agent from our customers.
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Site 1 On Net

1. SLJBA . 2 CASTLE AVENUE DATCHET SLOUGH - 100080368970

Address

2

CASTLE AVENUE
DATCHET
SL3GBA

Business Mame for sile Power Supply
test AC Power{gefault) W
*Floor

“Room

“Rack

2, Contact Details

Primary Contact [C] Use Primary as secondary Contact
*First Name *First Name:
Azim
“Last Name “Last Name
Akhtar
“Email *Email

azim.akhtarg@systems private
*Phone number *Phone number
0BB7E54334567

Alternate number Alternate number

5. Property Detalls

*Des this property have existing Virgin Media Business senices?

Plaase selecl ~

“¥Was this building buill before 2000 or refurbished prior to 20007 9

Flease select ~

“Are you the owner of the building

Fleaze select A

+ Add additional site details

The mandatory questions are presented in the Property Details section of the Site Details configuration
panel.

Are you the owner of this building? If you select Yes, then no further information is required.

If you select No then a second mandatory question is presented allowing the landlord details to be entered
as this will help to speed up your order.

Click “Save” and then proceed with the same process to configure details for your second site.
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Circuit Details

Site A1 Site B1

SL39BA- 1 CASTLE AVENUE DATCHET SLOUGH - 100080368969 SL25NS - 1 GOODMAN PARK SLOUGH - 100080317534

No of Wavelength

2*10 Gbps
Wavelength Client Interface Connector
1 LC (default) ~ 1310nm Single Mode v
2 LC (defaulf)

1310nm Single Mode

= Associated Orders

Add details here

= Notes and comments

Add additional comments here

After configuring the sites, scroll down to view the Circuit Details.
Choose the Client Interface and Connector for the Wavelength(s) from the dropdown menu.

You can also add additional comments in the Associated Orders and Notes and comments boxes.

Contact and Address

Billing Details

Contact Address
& Azim Akhtar RATEST
B4 azim.1akntar@virginmedia.co.uk 108 Mount Pleasant Road New Malden
0 o111111inm Surrey
0 ot KT3 3EN
(Chene) (Chense)

In the Contact and Addresses section, you canreview key contact details, as well as add and edit details
by using the “Change” button.

Billing Details
Item Installation Rental(Annually)
SL39BA <-= SL25NS £0 £27,500.00
(10 Gbps)
Subtotal £0 £27,500.00
Total £27,500.00

| accept terms and conditions

After viewing and accepting the terms and conditions, you can click “Submit Order”. Your order will be
stored under the Saved Orders tab.
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Saved Orders

eability My Documents el Quotes

Saved Orders
Disconnection

All saved orders will be stored automatically for future reference. To view your saved orders select “Saved

Orders” from the “Orders” drop down menu, as per the above.
All of your saved orders will be displayed in two tabs:
e Order Tracker

e Orders

In the order tracker tab you can view your Work in Progress (WIP) orders or filter to specific delivery

stages to give you the latest updates and progress of your order(s).

Saved Orders

Order Traci Orders

Export WIP Order Tracker

In the orders tab you can search for an order by:
e Submitted
e AlWIP
e In Planning
e Completed
e Awaiting Customer Approval
e Cancelled

e Rejected

Engage ExternalUser Guide
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Posicode

CV114AL

Cv3 6BP

Search | Order Status %
Submitted
In Planning
In Delivery
My Order Tracker
Show 25 50 100 perpage
Date¥  °"3%  Grjerpetailip  CRMID  COL Product A End B End
D Reference Posicode
15/09/2016 0O 910196-1250211 Mational E14 284
Ethemet
15/09/2016 0 905243-1280256 Managed B25 8ET
Intemet Access
15/09/2016 0 905249-1280255 National C\3 6BP
Ethernet
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e In Delivery

e Pending Submission

Enter the information you hold about the order in the Filter page field and click “Search”.

The orders will then befiltered accordingly, making it easier and faster for you to find the order required for

review. Click on the Order ID displayed in red to select the order.

Saved Orders

Order Tracker Orde

Export List Of Orders

Export Order Tracker

Search | Order Status

[>] A

Date From

07/09/2016

Date To

06/M12/2016

£ Em

Show 25 50 100 perpage

Engage

1D

29/10/2016 16:59 9022582

3102016 10:21

9024355

32016 12236 9024537

OrderID CRMID

111

Product

Mational Ethernet

IPVPN

IPVPN

A End
Posicode

S935E

S935E

B436LU

B End

Posicode

S594P5

Order Type

Mew site/zervice

Mew site/zervice

Mew site/zervice

Filter page:

Order Status

Awaiting
Customer
Approval
Awaiting
Customer
Approval
Awaiting
Customer
Approval

My Orders Displaying from 07/09/2016 to 06/12/2016

Last Updated

06/12/2016 11:31

06/12/2016 11:31

06/12/2016 11:31

For orders which have been saved during the order process stage, the status will show as ‘Pending

Submission’.

For orders which have been completed on your behalf by your Account Manager, the order status

will show as ‘Awaiting Customer Approval’

Engage ExternalUser Guide
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Order Tracking

From the “Saved Orders” scree
Business.

Select the order you would like

Saved Orders

n you can view the progress of the orders you've placed with Virgin Media

to view the progress of by clicking on the Order ID.

Search

Flease S=lect

E Date Frem | 21/08/2014 Date To 1071072014

e

My Orders

2 BNy

25 5D 100 perpage

Click on the Order Details tab.
your order.

Engage 1D Order I CRM ID Product Postcode O Order Type Order Status
Processing SEEGZ TEETS CRM1ZMSS Lezsed Line REITILP SEGSE M sRe'sanios Suemimed
Processing SEEITE TETST I3SET Maraged nemed SE35E M sRe'sanios Suemimed
AzoEE
Processing S55e19 TET 45673 Maraged intermed S838E Mew she'senice Suiemimed

Displaying from 31/08/2014 to 10/10/2014

Filter page:

AEnd B End

fmnace

Here you'll be provided with an in-depth overview of the current status of

Order Sumimary Order Details
Order Summary
Engage 1D0: BBEA0EZ Order 10 TOIBTE
ddress: Test Address 2 Diate: 1010:2014
z
Town Product: Leasad Lins
ABTZCD Order name: UUSER BUIDE QUOTE_08851_01
Uzer name: 207451 PermrinC
A End Site Details B End Site Details
Postonde: RGZTEUP Postoode: SEISE
Bearer Bandwidth: 42 Mbps Bearer Bandwidth: 42 Mbps
Circuit Bandwidth: 42 Mbps

Total Guarterly

Itemisation Total Installation Charges(E) Rental Charge (£} Purchased Bandwidth
RG2ZTIUP == 5535E £15,200.00 £5,400.50 452 Mbps
Total Charges £15,200.00 £5,400.50

Total Annual Rental Charge

Invoiced in advance 3= specified:  Quarterhy

These include:

Engage ExternalUser Guide
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= View full Order detalls
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e Order Detail ID —this is our 12 digit FORCE reference. This needs to be added to all
correspondence

e Progress bar —this displays a high level overview of the current order process

e Status Update —this is the current RAG status (red/amber/green)

e Order Update/Additional Information - This is more detail on the status of the order. E.g.
Wayleave in progress. Awaiting response from the solicitor

e Expedite Process Invoked — this confirms if you have selected the paid expedite option
e Order Status - This will display the overall status of the order
e Planned Install Date — this is the date the order should beinstalled

e Confirmed Install Date —this is the date your order was installed (only populated on completed
orders)

e Product —this will display the product you have ordered
e Customer Contact —the main customer contact

e Bearer Bandwidth —the overall size of the circuit

e Circuit Bandwidth —the circuit speed you're ordering

e Your Order Contact at Virgin Media Business —this is the person who is currently managing
your order

e A-End Customer Contact Details — this contains the A-End address, site contact name,
telephone number and email address

e B-End Customer Contact Details — this contains the B-End address, site contact name,
telephone number and email address

e Updates —this part of the portal will contain all KCl emails (Keep Customer Informed) that have
been sent to you. This includes all the milestone KCI mails along with ad hoc KCl emails
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REEN Planned Install D

Order Adinowledged In Planning In Delivery Order Delivered

Status Update # GREEN Order Update

& progressing your order

Expedite Process Invoked & No

Order Status Submitted Planned Install Date

Product National Ethernet Customer Contact i

Bearer Bandwidth 1Gbps Circuit Bandwidth i 1Gbps
Your Order Contact at Virgin Media Business i System Administrator (SYSTEM)

A End Customer Contact Details:
A End Address
Hame Telephone

Email

B End Customer Contact Details:

B End Address
Hame Tetephone
Email
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8. Disconnections

We understand that changes happen in any business, so we’ve provided you with the facility to cancel your
service online.

The Engage portal provides you with the ability to request disconnection of any one service at a time. Each
service must be entered separately.

Under the Orders tab select “Disconnection”.

eability My Documents WAl Quotes

Saved Orders
Disconnection

The first screen provides you with details of the conditions you’re agreeing to when requesting a
disconnection via Engage.

Once you have read the note and if you’re happy to proceed click “Next”.

¥l Please Note 2 Customer Info 3 Service 4 Product 5 Product Info 6 General Info

Please note

-

You must observe the service/circuit cancellation minimum notice requirements set out in the contract under which we provide the service/circuit to be
disconnected to you.

-

If the effective disconnect date you are requesting is earlier than the earliest disconnect date dictated by the minimum notice requirement you will be
charged for the service/circuit in full up to the end of that minimum notice period.

-

If the effective disconnect date you are requesting is prior to the expiry of the fixed minimum period for the service/circuit you may be liable to pay
cancellation charges and/or early termination charges.

-

We will treat the disconnect instruction you give us via the Engage portal as written notice given to us under the contract under which we provide the
servicelcircuit to be disconnect to you.

Please be aware that we will request that you specify a date of disconnection. We can’t guarantee at what
time during that date your disconnection will take place so suggest you plan the date carefully.

Please check the prepopulated details are correct and enter an additional email address that you would like
us to include in any correspondence.

Click “Next” to proceed.
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[l Please Note 3 Service 4 Product 5 Product Info 6 General Info
Customer Info
Business name: Test Account 1 - Partner Markets Bus Partners  Salesforce name: Test Account 1 - Pariner Markets Bus Partners
-CP
Contact first name*: Cathryn Contact last name™: Hunt
Contact telephone*: 09090309090 Contact email*: cathryn.hunt@systems.private
Sector: South Service Manager: Myles Anderson
Account Manager: Dan Frampton

* Required Fields

Cancel Previous M

4 Product 3 Product Info £ General Info

Service

Service™: Dists I;l

Please Select
* Reguired Field
gui ields -
=l B .

In the Service screen you'll need to advise of the type of service that you require ceasing.

e Data
e Voice

Click “Next” to proceed.

4 Customer Info 5 Product Info 6 General Info

[l Please Note

Product Info

Broadband

Broadband ADSL

* Required Fields Broadband Travel/Power
cctv

Dark Fibre

c : EVPN T -
ance Ethernet Extensions revious «

Ethernet Extensions +
High Capacity Service
IPVPN

Leased Line

MEVPN

MIA

National Ethernet
Off Net Bundle

Select the product against which the requestis being raised.

Click “Next” to proceed.

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 65 of 144
© Virgin Media Business | Confidertial B U S I N E S S



Engage Portal User Guide

Please Note Customer Info 3 i ] ,'_13 6 General Info
Product Info
Bandwidth* 100Mb Circuit Ref*
CAL0000000 o
A-End postcode* E14 2AA B-End postcode*
NE27 0QF
If there is an off-net element, Yes i] 0
does it need disconnecting?*
Contact details at site to be Disconnected
First name* [First Last name*
Last
Telephone number* 01912303000 E-mail*

first last@virginmedia.co.uk  x

* Required Fields
]|

The product info screen requires you to provide additional product and site information. (The fields in this
screen are specific to the product you have selected). Enter all the mandatory information, for example:

e Bandwidth

e Circuit Ref

e Aand B-End postcodes
e Any off-net element

e Site contact details

Mandatory fields are required to proceed with a disconnection request. If all mandatory information is not
provided, we may refer your request back to youto provide more information. In these circumstances your
request can be delayed and you will need to raise the request once all the information is entered,

Click “Next” to proceed.
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Kl Please Note 4 Customer Info ¥l Product Info

General Info
Billing account number* 123456789-01 (i) Service disconnect date®

3000312013 (i}
Bill-end date 30/03/2018 0 Rental*

£1,3000a (i}
Install Reference 123456-123455 (i) Notice period (days)

30 (i}
Full or partial disconnect* Full [v] (i)
Reason for disconnect* Site Closure - Business Still F[v]

Additional comments

255 remaining

* Required Fields

Cancel Previous m

The General Info screen requires you to provide further information to assist us in processing your
request. Enter all mandatory information to proceed:

e Billing account number your service is billed under

e Disconnection date

e Rental amount

e Full or partial disconnection

e Reason forthe disconnection (leaving, upgrade, downgrade, relocation, site closure, other)
¢ Any additional comments to support your request

Click “Finish” to submit your request.

¥ Disconnection request successful

We need to confirm the details of the disconnectionrequest. We will endeavour to do this within 5 working
days of receipt of your request. You will receive confirmation of the disconnection request, the date of
disconnection and any anticipated charges associated with the request. Please make sure you double
check this against your records.

We will then contact you once the disconnection is complete.
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9. Incidents and Requests

Raise Incidents

If you have an incident with your in-life service you can log, update and track the fault through to resolution
on Engage.

This is found under My Networks within the dropdown menu option Incidents & Queries..

My Accounts UITRCERIWEY M Serviceability My Documents Orders Guotes Billing

Incidents & Queries
Reise Incident
View Incidents
View Reguasis

Change Reguest
Modify LAM Port
ACL Modification
DHCP Helper Modification
DHCF Pool Modification
Add/Remove Metflow
Add/Remove SNMP
Submitted and Saved
Reguests

Metwork Capacity

Planned Waorks

| Click “Raise Incident”
under the Incidents & Requests option as per the above.

Incidents & Requests

This is the area where you and your colleges can raise and track incidents and minor change requests for your voice and data
products.

» Raise incident - facility to create incidents for services you have with Virgin Media Business in the event of a fault.

» View incidents - facility to search, view and update incidents that have already been logged with additional details.

» Raise requests - facility to raise a request for a minor change.

» View Requests - facility to search, view and update requests that have already been logged with additional details.

» View FPlanned Works - facility to view planned works that may be affecting your services with Virgin Media
Business.

Now select from the drop down list or enter the contact name. Alternatively, enter your Virgin Media
Business representative’s contact name. Then click “Next” to proceed.
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2 Reference 3 Site Search 4 Sifes 5 Products 6 I=zsue Type 7 Guestions

Raise Incident - Contacts
Flease raise an Incident for any problems with your service. For everything else raise 3 Request.

Contact Name * [Incient Management P
N s
piita Ra—a—
My
Yucm

Veliss® B idriad

m

Pt Wil
Wezs B rome
Lot [ =rwrsor ® e

L e -

3

You'll now be redirected to the raise incident reference screen. The contact details entered will be
automatically populated. Here you’re prompted to enter your own optional reference to help track the ticket.

4 ZSites 5 Producis 6 Issus Type 7 GQuestions
Raise Incident - Reference
First Mams Incident
Last Mams Management
Emasil Address it et e e
Telephone Mumbser 01245574548
Mobile Mumbser
My Reference “ourReference| {_u);.

£ e

Next you'll be taken to the “Site Search” screen to search for the site you wish to log a ticket against.

5 Products 6 I=zsus Type 7 Guestions

Raise Incident - Site Search

Search Type™ Fost Gode (=]

Search Term* RGZTIUP m

Search on one of the following criteria:
e Account Number
e Circuit Reference
e STD Telephone Number

e Postcode

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 69 of 144
© Virgin Media Business | Confidential B U S I N E S S



Engage Portal User Guide

e Serial Number

e Site Name
Note: You must enter a minimum of three characters.
Then click “Search” to proceed.

From the Sites screen choose the site affected from the drop down menu. Then click “Next” to proceed to
next step.

Contacts _' Referance Site Search / n Sites 5 Products 6 Izzue Type 7 Questions
4

Raise Incident - Sites
For some sites there will be more results than we can show you.
If your specific site is not visible below you might like to narrow you search settings by clicking here

Select Site = LOMDON |;|

Now from the Products screen select the product required.

Note: Only products relevant to the site selected will be available.

Coniacis Reference i Sites ; 3 g lsswe Type 7 Questions

Raise Incident - Products
For some sites there will be more results than we can show you.
If your specific product is not wisible below you might like to narrow you search settings by elicking here

Froduct Name = IFVEN - CALDOS1ESZ (=]
=

Your specific product is now visible. If you have multiple products select the relevant one from the drop
down menu. Then again click “Next” to proceed.

The next step is to select the type of issue you’re experiencing from the Issue Type screen.

2 E Froducts 3 [ Issue Type 7 GQuestions

GContacts

Raise Incident - [s5ue Type
Issue Typs * Packet Loss |;|

For your site "LONDON" and product selection "IPVPN - CALO051692" you have the following open incidents.

Incident 1D Created On Entered By My Ref Description View

FOOz1TraT IAOT04 1148 TILLEY, Karina PBESEZS riermiant ency
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Select fromthe drop down list the option which best describes the issue you're experiencing:
e Erroring, Latency, Jitter
e Intermittent connection
e No connection
e PacketLoss
e Routing Issues
e Otherlssues
Then again click “Next” to proceed.

Note: If you currently have open incidents raised, they’ll be displayed on-screen below the issue type
option.

Any further information required will be requested in the following screen.

Type / Quesfions

Raise Incident - Questions

Flease answer these guestions to help us better understand what the issue is. You will need to answer each guestion before you are able to proceed.

‘When did you first notice the problem? Aot 0530 t{:»:a‘,f.|

3EZ Rlemsaining

* Required Fields, please enfer more than 2 charscfers
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Once you have made your selections, please click “Next Question” and complete until all questions have
been answered. You can then proceed by clicking the “Finish” button.

Raise Incident - Questions

Flesse answer these gquestions to help us better understand what the issue is. You will need to answer each guestion before you are able to procee

‘When did you first notice the problem ™

Edit Answer

Edit Anzwer

Onhy happens when raining.

374 Remasining

* Reguired Fields, pleses enfer more than 2 charsciers

Previous

You'll then get a confirmation notice that the incident has been created.

i
v Thank you, your ticket number is FO0 We have logged your issue and a member of our team will contact you shorly about this.
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View Incidents

You now have the facility

My Accounts BTINEIIIE Serviceability My Documents Orders GQuotes Billing to VieW the inCidentS tha.t
have been created.

Incidents & Queries

Raise Incident
View Incidents
View Reguests

Change Request
Modify LAN Port
ACL Maodification
DHCP Helper Modification
DHCP Pool Modification
AddRemove Metflow
Add/Remove SNMP
Submitted and Saved
Requests

Metwork Capacity

Planned Works

View Incidents e

Search | Please Ssisct = Date From  |02/08/2014 Date To [13/10/2014 H

Incident History Displaying from 02/09/2014 to 13/10/2014

Incident ID Site Product Created On Entered By Description Status
FOEZIeE LOMDON FVPN 1302014 11208 TS 1PerrinC: My 3 riermient conneciion Open

The following incident details will be displayed to the user as part of the incident view:
e Incident ID
e Site
e Product
e Created ondate
e Entered by
e Customer incident reference
e Short description

e Incident status i.e. open/closed
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e | —this means the ticket was triggered by an alarm

You'll also be ableto click on each column to sort the results by this field and export a CSV file that will
show all incidents by clicking “Export CSV”.

View Incidents R ... - |
Search | Fleaze Szlect |;| Date From | 020972014 Date To | 13/1072014 H
Incident History Displaying from 02/09/2014 to 13/10/2014

Incident ID Site Product Created On Entered By Description Status
FO03231558 LOMDON FEN 13102014 11103 TS 1PEITING MyREM234 rREMMiment COMMection Open

The following incident details will be displayed when you select to view the incident details, by clicking on
the Incident ID:

e Public incident notes
e Entered on (date)
e Entered by (name)

Edit Incident

Defailed information about Incident F003231598 - Status: Open

‘ Add Motz '
Note

Entered On Entered By
Wihen did you first notice the problem?
About 05:30 today.

g . 1310:2014 J0T451PeminC
i 11:02
|= the issuse happening 3t this site only™ |f not, please tell us sbout the other side

If you see “More” this can be clicked to show further detail.

You can also “Add Note” if required (then enter details and “Save Note”).

Engage ExternalUser Guide

Engage_External_User_Guide_0521 Page 74 of 144 @@
© Virgin Media Business | Confidertial

BUSINESS



Engage Portal User Guide

Search Incident

This search will look for incidents that you have raised against the services you have with us. Under the My
Network tab select View Incidents, then enter your search criteria.

The following search criteria can be entered as part of the incident search:

Site — any text can be entered

Incident Number — any text can be entered
Post code — any text can be entered
Product— any text can be entered

My Reference — any text can be entered
Status — option of Open or Closed

Date From, Date To — you can select dates from a calendar and it’s not possible to select a date in
the future. The system will not allow you to select more than 6 months’ worth of data

Note: You’'ll also have the option to export the search results to a file by clicking “Export CSV” at the top of
the page.

View Incidents m

Search

My Reference = Date From (020082014 | DateTo [13/10:2014 H

Incident History Displaying from 02/09/2014 to 13/10/2014
Incident ID Site Product Created On Entered By My Ref Description Status !
FO0G231558 LONDON =EN 13102014 11108 TS 1PETING MM 234 riermient cOMMedtion  Open

Similar to the navigation process shown in above examples, please follow the steps required to
successfully search for logged incidents:
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+ Site Name

* Postcode
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e Line Number

*  Account Number (voice only)

e Serial Number
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o Please enter at least 3 characters when searching for your site. The more specific your search
term, the quicker you'l find what you're looking for

Update Incident
You'll have the facility to update incidents that have already been logged.
The following details can be completed as part of the incident update:
e Note
e Incident update recorded date
¢ Incident update entered by (name)
Note: You'll not be able to update a closed incident.
The below captures the steps required to successfully update incidents:
¢ Navigate to Incidents & Requests within My Network and select “View Incidents”
e Select the incident you wish to update and click “Add Note”
e Enter the details you wish to add to the incident
e Select “Save Note”

e The system successfully stores the incident information

Edit incidemnt

Detailed information about Incident FO03231598 - Status: Open

Mew details added here)

Note Entered Cn Entered By
‘When did you first notice the problem? 1312014 307451 PeminC
Abourt 0530 today. 11:03

|= the issue happening at this site onhy? |f not, please tell us about the other sites .. More
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Raise Request

My Accounts NIRRT M Serviceability My Documents Orders Quotes Eilling

Incidents & Queries
Raise Incident
View Incidents
View Requesis

Change Request
Modify LAM Port
ACL Maodification
DHCP Helper Modification
DHCF Pool Modification
AddRemove Metflow
AddRemove SNMP
Submitted and Saved

Reguests

MNetwork Capacity

Planned Works

Not only are you now able to log faults, you can also log a number of small changes, subject to the below
conditions:

e The change has no costimpacts

Requires no Virgin Media Business on-site resource
e Has no impact on other customers
e Does not cause disruption to service
e Canbe completed during normal business hours
e Takes no longer than 15 minutes
e Does notrequire any change to your current design
This is found in the My Network tab by selecting “Raise Request”.
It can also be accessed fromthe View Requests section.
The following steps are required to log a request:
e Enter the contact name for the ticket you're about to log

e You're now presented with your contact details and will now be asked if you have a reference you
would like to associate with the ticket

e You'llthen be asked to search for the site you wish to log a request against

e Select the product
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e The short description is setto New Request (you are unable to change this)

[

SLONs

H Froducis H /=su Tipe ]

|zsue Typs ~ Mew reguest

e You'll be asked one mandatory question: “Describe what you would like to change? Add as much
information as possible to help us resolve this request.” You can enter between 2 and 400
characters. Then click “Finish”

/} H Froducis /} B issue Tipe ! H Gu=stions

Raise Request - Questions

Please provide more information about your reguest. You will need to answer each gquestion before you are able to proceed.

Edit Answer

Example: Flease change to a dynamic IP.

351 Remaining

e The system successfully stores the incident information and presents a reference and unique
identifying reference for your request. Which appears at the top of the screen in a message, as per
below:

-
v Thank you, your ticket number is FOO We have logged your issue and a member of our team will contact you shortly about this.

..
BUSINESS
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View Request

My Accounts NIRRT M Serviceability

Incidents & Queries
Raize Incident
View Incidents

_ Raize Reguest

Wiew Reguesis

Change Reguest
Madify LAN Port
ACL Maodification
DHICP Helper Modification
DHCP Pool Modification
AddRemaove Metflow
Add/Remove SNMP
Submitted and Saved
Requests

MNetwork Capacity

Planned Works

The following details will be displayed as part of the request view:

e RequestID
e Site
e Product

e Created on
e Entered by
e My Ref

e Description

e Status

My Documents

You’'ll have the facility
to view the requests
that have been
created. This is found
in the new Incidents &
Requests section of
Engage, under View
Requests.

Note: You'll be able to export these details to a spreadsheet by clicking on “Export CSV” at the top of the
page. Youll also be able to click on each of these column titles to sort their results by this field.
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View Requests
Search | Flease Sslect [l Date From |02/09/2014 Date T |13/10/2014 H
Request History Displaying from 02/09/2014 to 13/10/2014
Request ID Site Product Created On Entered By My Ref Description Status
FOIEZI15e9 LOMDON PVYPN 1302014 1215 JT4s1PeminG MyReguestizs Mew reguest Open

The following incident details will be displayed when you select to view the incident details by clicking on
the Request ID:

e Public request notes
e Entered on (date)

e Entered by (name)

Edit Request

Detailed information about Request F003231599 - Status: Open m
Request Note Entered On Entered By
Please provide us with the telephone number and name of the site contact. 131002014 07451 PeminC
Dave 01234 56TESD 12:15

Flzas= outline the acoess times and prefemed acocess days. |f site . More

Search Request

You'll be able to search for requests that have been raised against the services you have with Virgin Media
Business.

The following search criteria can be entered as part of the request search:
e Site
e Request Number
e Postcode
e Product
e My Reference
e Status

e Date From, Date To —you can select dates from a calendar and it's not possible to select a date in
the future. The system will not allow you to select more than 6 months’ worth of data

Note: You'll also have the option to export the search results to a file by clicking “Export CSV” at the top of
the page.
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Follow these steps to successfully search for logged requests:
Navigate to My Network and select “View Requests”.

Enter your search criteria and select to search for the request. The default search is for 40 days’ worth of
requests, but you can amend this.

The system will retrieve the details of the request(s).

Update Request
You have the facility to update requests that have already been logged.
The following details can be completed as part of the request update:
e Freetext note
e Request update recorded date
Follow the steps below to successfully update requests:

¢ Navigate to My Network and select “View Requests”

Select the request you wish to update

System will prompt you to enter the details youwish to add to the request

Enter the request update details

Select to save the note

e The system successfully stores the request information

Edit Request

Detailed information about Request F003231599 - Status: Open

Save Request
Request Note Entered On Entered By
Please provide us with the telephone number and name of the site contact. 131002014 J0T451PeminC

Dave 01234 567830 1215
Please outline the scoess times and prefered scocess days. | site . More
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Planned Works

You now have the facility to view planned works that may affect your Virgin Media Business services. This
appears under the My Network tab under Planned Works. Any unread messages will appear in purple,
whilst read messaged will be in black. This is for each Engage user, rather than each customer.

» C00565323

¥ C00565322

Customer Impact There will be a degradation/loss of senvice Status Scheduled
during the scheduled timeframe whilst the
required maintenance work is completed.

Scheduled start dateftime 02/11/2014 00:00 Scheduled end dateftime 02/11/2014 05:00

Impacted Circuits*
Circuit Reference A End Site Name A End Post Code B End Site Name B End Post Code Product Name
CALD114377 TEST ACCOUNT CF1 7TWW National Ethernet

* Data products only

Only Planned Outages relevant to you will be displayed and the following details will be displayed to them
upon clicking “View”:

e Change D

e Customer Impact/ Planned Works Summary
e Status

e Scheduled Start Date and Time

e Scheduled End Date and Time

e Sites Affected

» C00565323

¥ C00565322

Customer Impact There will be a degradation/loss of senvice Status Scheduled
during the scheduled timeframe whilst the
required maintenance work is completed.

Scheduled start dateftime 02/11/2014 00:00 Scheduled end dateftime 02/11/2014 05:00

Impacted Circuits*
Circuit Reference A End Site Name A End Post Code B End Site Name B End Post Code Product Name
CALO114377 TEST ACCOUNT CF1 TWwW National Ethernet

* Data products only

You'll also receive a message about any Planned Works that may affect you. The message indication will
appear under Messages on the homepage.
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Messages

Hi Chris, You have 0 New Messages and 2
New Planned Works Notices

Follow the steps below to successfully view planned outages:
e Navigate to My Network and select “Planned Works”

e The system displays any outages that relate to your services
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10. Change Requests

You'll be able to configure and submit a range of change requests to manage your sites or networks more
efficiently. It’s possible to add new services to sites, or remove services that are no longer needed. Existing
services canalso be modified.
You'll be able to carry out the following type of change requests:
Routing changes & LAN features — edit the Local Area Network ports for sites and features.

e LAN (Local Area Network) Port Configuration

e ACL (Access Control List) Modification

e DHCP (Dynamic Host Control Protocol) Helper Modification

e DHCP Pool Modification
Monitoring —add or remove the network and IP (Internet Protocol) traffic configuration tools.

e Add/Remove Netflow

e Add/Remove SNMP (Simple Network Management Protocol)

..
BUSINESS
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Modify LAN Port

My Accounts My Network Serviceability My Documents Orders @Quotes Billing

Incidents & Queries
Raise Incident
View Incidents
View Requests

Change Reguest
Modify LAM Port
ACL Modification
DHCP Helper Modification
DHCP Fool Modification
AddiRemove Netflow
Add/Remaove SNMP
Submitted and Saved

Reguests

Metwork Capacity

Flanned Works

From the Home page select My Network and then select Change Request’ from the dropdown menu.

Alternatively, you can click ‘Change Request’ within the My Network landing page to take you directly.
Here you'll see a summary of your changes, as well as selecting the request type you're after.
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Change Regi

Change Request

What change do you require?

Here you can configure and submit a range of request changes to manage your sites networks. |t is possible to add new services to sites, or remove those that
are no longer required. Existing services can also be modified.

+ Select the request area from below or directly select the change

» Does it need to be added or removed

» The choose product it needs to be applied to

» If required set the configuration details

+ Add any additional helpful notes for us

+ Let us know who to notify, and set the request date & time

» Review and submit or save for a later date

Once submitted you will be notified that the request is open and pending, requests have a 10 working day lead time from submission. Changes can be made
outside of office hours or late hours for minimum disruption to services, however this will incur extra charges than if undertaken in office hours.

Submitted and Saved Requests

Routing Changes & LAN Features

Edit the Local Area Network ports - Modify L AN Port

for sites and their features. = ACL Modification
= DHCP Helper Modification
- DHCP Pool Modification

Monitoring
Add or remove the Network & IP = AddRemove Netflow
Traffic configuration tools. - Add/Remove SNMP

Now select ‘Modify LAN Port’

Please note the following steps also apply for the following change requests:
e ACL (Access Control List) Modification
e DHCP (Dynamic Host Control Protocol) Helper Modification
e DHCP Pool Modification

You'll be taken to the ‘LAN Port’ screen.
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Kl LAN Po 2 Site Selection 3 Configuration 4 Customer Details 5 Supporting Notes 6 Order Review

LAN Port

What change do you require?

Add or remove Local Area Network settings for sites. Additionally manage the sub features of the LAN these include the Dynamic Host Configuration
Poal, Dynamic Host Configuration Helper and Access Confrol List.

Please note work undertaken outside of office hours will incur additional charges.

In Hours - between 9:00 AM to 5:30 PM on weekdays (excluding bank holidays)

Qut of Hours - between 5230 PM to midnight and 7:00 AM to 9:00 AM on weekdays or any time (excluding midnight to 7:00 AM) during
weekends or public holidays.

Late Night Hours - Late Night hours between midnight to 7200 AM.

=

Here you’ll see a description of your changes, as well as a reminder of the ‘in hours’, ‘out of hours’ and ‘late
night hours’ times.

Now click ‘Next’.

You'll be taken to the ‘Site Selection’ page.

LAN Port A Site Selectio 3 Configuration 4 Customer Details 5 Supporting Nofes & Order Review

Product *

O IPVPN [GRRVIT

Choose sites
Find & select sites from below or add manually

Show All Stored Sites Please select search

Add * for wildcard €}

_ CAL Circuit Bearer Management LAN
Postcod: Site N Hostn Model
OSICOaE € Hame Reference Bandwidth Bandwidth ostname © Flag Network IP
Mo data available in table
Select All Sites Deselect All Sites

Max 0 sites selectable.

site not founc? RN

Selected Sites

CAL Circuit Bearer Management LAN

FISIETLE S Reference Bandwidth Bandwidth Hostname Flag Network IP

Mo data available in table

Here you can search for your pre-loaded sites, or manually search for the different sites.
First select the product you’d like to make the changes to.

Note: You can only make changesto IPVPN and MIA products.
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3 Configuration 4 Customer Details 5 Supporting Notes

LAN Port [ Site Selectio

& Order Review

Product *

O IPVPN O maA

Choose sites

Find & select sites from below or add manually.

search

Please select
Posicode
CAL Ref
Hostname
LAN Network IP
Bearer
Bandwidth

Show All Stored Sites

Circuit
Bandwidth

CAL
Reference

Postcode Site Name Hostname Model

No data available in table

From the drop down menu you can search for your sites via the following:

e Postcode

e CALref

e Hostname

e LAN network IP

Add * for wildcard )

Flag

Select All Sites

Management

LAN
Network IP

Deselect All Sites

IMax 0 sites selectable.

Choose Selected Sites

Alternatively, you can click on ‘Show All Stored Sites’ to show all the sites available to you.

Once you have selected which option you wish to search by, click ‘Search’.
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Kl LAN Port 1 Site Selectic 3 Configuration 4 Customer Details 5 Supporting Notes 6 Order Review
Product *
® PvPN O mia

Choose sites

Find & select sites from below or add manually

Show All Stored Sites

Please select search Clear

Add * for wildcard €

Show[10 [ entes fe ]
5 CAL Circuit Bearer Management LAN
Postcode Site Name Hostname Model
Reference Bandwidth Bandwidth Flag Network IP
CF1 7wWwW TEST ACCOUNT TEST TSET
CF1 TWW TEST ACCOUNT TEST TEST
CF1 7WW TEST ACCOUNT TEST TEST1244

Showing 1 to 10 of 44 entries
2 rows selected Select All Sites Deselect All Sites

s oo D B e L
Choose Selected Sites

Click on the site you wish to change. If you wish to select more than one site hold the ctrl key and select all
the additional sites.

Once you have selected all required sites, click ‘Choose Selected Sites’.
If your site is notfound, you’ll need to enter it manually.

Next to the ‘Site Not Found?’, click ‘Manually Add Site’

Please make sure site details you enter are accurate. If we're unable to find any site(s), we will not be able to apply this change to those site(s).

. - . CAL Circuit Bearer Management LAN
Postcode Site Name Reference Bandwidth Bandwidth Hostname Model Flag Network [P
B28 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123¢
Update
Selected Sites
- CAL Circuit Bearer Management LAN
RIS T Reference Bandwidth Bandwidth TSR S Flag Network IP
B238 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123.98 m

Exit Previous

Enter all your site information and click ‘Add’. Continue to add as many sites as you need. Once you have
selected all your sites, click ‘Next’.
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You'll then be taken to the ‘Configuration’ page.

LAN Port H Site Selection Configuratic 4 Customer Details 5 Supporting Notes 6 Order Review

Configure Sites

Choose sites to configure
Product: IPVPN

Select site from table below, then apply it's configuration

. CAL Circuit Bearer Management LAN Configuration
Postcode Site Name Hostname Model
Reference Bandwidth Bandwidth Flag Network IP status
CF1 TWW TEST TEST TEST
ACCOUNT

Search & add/remove/sites

Apply configuration
O Add O Modify O Remove
Port Type * Please select [~]

Interface description

WLAN 1D *

LAN Features

The following LAN features can be added, removed or modified or leave unselected if no changes required

[ HsrP [J  DHCP Helper [J pHcP Pool [ acL

Reset form

Apply Configuration

Here you can Add, Modify or Remove configurations for your chosen sites.
Click onthe site you wish to make changes to.

Then select Add, Modify or Remove option.

ADDING CONFIGURATIONS

Click ‘Add".

Select ‘Port Type’ from the drop down menu.

Enter an ‘Interface Description’ (if one is required).

Enteryour ‘'VLAN ID".

In the table, please enter the new IP addresses(s) and Subnet Mask(s).
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Apply configuration
® adg O Modify O Remove
Port Type * Please select

Interface description

VLANID *

IP Address & Subnet Mask

NEW IP Address & Subnet Mask

192.84.100.101 100

MODIFYING CONFIGURATIONS

Click ‘Modify'.

Select ‘Port Type’ from the drop down menu.
Enter an ‘Interface Description’ (if one is required).

Enter your 'VLAN ID’.

Please enter your existing IP address(es) and Subnet Mask(s) in the table, as well as your new IP

address(es) and Subnet Mask(s).

Apply configuration
O Add ®  Modify O Remove
Port Type * Flease select ~]

Interface description

ax 32 characte
VLAN 1D *
IP Address & Subnet Mask
EXISTING IP Address & Subnet Mask NEW IP Address & Subnet Mask
111.12.133.144 123 192.84.100.101 100
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REMOVING CONFIGURATIONS

Click ‘Remove’.

Select ‘Port Type’ from the drop down menu.
Enter an ‘Interface Description’ (if one is required).

Enter your ‘VLAN ID’.

Please enter your existing IP address(es) and Subnet Mask(s) in the table.

Apply configuration
O Add O Modify @ Remove
Port Type * Flease select

Interface description

WLANID *

IP Address & Subnet Mask

EXISTING IP Address & Subnet Mask

111.12.133.144 123

Once you have added, modified or removed configurations for your site, you can also add, modify or

remove Local Area Network (LAN) features to your chosen site.
The following LAN features can be added:

HSRP

DHCP Helper

DHCP Pool

ACL

Please note for MIA changes the only LAN feature which can be added is HSRP.

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 92 of 144
© Virgin Media Business | Confidertial

BUSINESS



Engage Portal User Guide

HSRP FEATURE
Select HSRP.

Enter Group Number, Virtual IP and Priority.

HSRP

Group Numbers 10
20
30
40

Virtual IP

Friority 100

DHCP Helper

Enter a minimum of 1 and a maximum of 4 DHCP Helpers.

DHCP Helper

DHCP Helpers * 119.10.123.45

Min 1 & Max of 4

DHCP POOL

Enter a Network Range and Subnet Mask (if required).

Choose whether you wish to exclude IP addresses or IP ranges from the drop down.

Enter minimum 1 and maximum 255 pairs of DHCP Option Helpers.
Enter the Domain name.
Enter DNS Servers.

Enter Default Gateway.
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LAN Features

The following LAN features can be added, removed or modified or leave unselected if no changes required

O HsrP [0 DHCP Helper M DHEP Pool O acL

DHCFP Pool

Metwork Range & Subnet Mask
Exclude IP/Range *
IP Address 1

IP Address 2

DHCP Option Number *

Domain name *

DNS Servers *

Default Gateway *

ACL
Select whether you

For Basic ACL:

IP Host >

123.45111.222

Min of 1 & Max of 2 IP Addresses

1234 123456 x + Add Another
Min 1 pair & Max of 255 pairs

testtest.co.uk

11111411111

Min 1 & Max of 4

test co.uk

require a basic or advanced ACL mode.

Select Action and Transport Values.

Enter a Source IP Range and Destination IP Range.

ACL
ACL Mode ® Basic O Advanced
Action * = Deny O Permit
Transport Values * O TCP O upbpP
® p O icmp
Source IP Range * 123.11.122.23 111.08.111.09 1000
Destination IP Range * 112211121 111.22.111.22 1234

For Advanced ACL:

Enter your ACL advanced values in the text box provided.
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Once you have selected your required LAN features, click ‘Apply Configuration’.
Repeat this process for all your chosen sites and then click ‘Next’.
You'll then be taken to the Customer Details screen.

Here you'll be able to enter and amend all company and contact details, as well as the preferred date for
the work to be carried out.

BILLING CONTACT:

Review your billing contact and address details. If this needs to be amended click ‘Change Contact’ or
‘Change Address’.

Billing Contact

First Name * DSDFSD

Last Name * DFSDF

Email * SAM@SAM.COM

Contact Tel = 01141234557

Mobile

Address

Address Title/ Name * 100

House Name/ Number * TEST

Street Name: TEST

Town / City TEST

County TEST

Country TEST

Post Code * 803E m
TECHNICAL CONTACT:

Enter details of your technical contact.

At least 1 contact must be entered, with a maximum of 3.

Technical Contact

You must provide at least 1 technical contact & max of 3

First Name *

Last Name *

Email *
Contact Tel *
Mobile
Add Another Contact +
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PRE-NOTIFICATION CONTACT:

Enter details of your pre-notification contact.

At least 1 contact must be entered, with a maximum of 3.

Pre-change Notification Contact

You must provide at least 1 pre-change contact & max of 3.

First Name *
Last Name *
Email *

Contact Tel *

Mobile

Add Another Contact +

TESTING NOTIFICATION CONTACT:

Enter details of your testing contact.

At least 1 contact must be entered, with a maximum of 3.

Testing Notification Contact

You must provide at least 1 Testing contact & max of 3.

First Name *
Last Name *
Email *

Contact Tel *

Mabile

Add Another Contact +

SCHEDULE:

Select the date you wish your changes to take place from the drop down menu.

Note: Changes must be scheduled at least 10 working days from the date of submission.

Select the preferred time for your change to take place from the drop down:
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o Late Night Hours —between midnight to 7:00 AM, change request charged at £750.00 per site.

e In Hours —between 9:00 AM to 5:30 PM on week days (excluding Bank Holidays), change request
charged at £500.00 per site.

e Outof Hours —between 5:30 PM to midnight and 7:00 AM to 9:00 AM on week days or any time
(excluding midnight to 7:00 AM) during weekends or public holidays, change request charged at
£750.00 per site.

Note: Pricing will vary according to existing contractual agreements. Please check with your Account
Manager for further details.

Schedule

Request Date * ddimmlyyyy A minimum of 10+ working days lead time applies from submission date.
Preferred Start Time * Please select
In Hours - between 9:00 AM to 5:30 PM on weekdays (excluding bank holidays), change

request charged at £500.00 per site.

Qut of Hours - between 5:30 PM to midnight and 7:00 AM to 9:00 AM on weekdays or any time
(excluding midnight to 7:00 AM) during weekends or public holidays, change request
charged at £750.00 per site.

Late Night Hours - between midnight to 7:00 AM, change reguest charged at £750.00 per site.

Once you have entered all your contact details and preferred date, please click ‘Next'.

You'll be taken to the Supporting Notes screen.

El LAN Fort H Site Selection Configuration A Customer Details Supporting 6 Order Review

Supporting notes

Please provide any additional information applicable to the requested actions and details of any site specific information that Virgin Media Business

should be made aware of.

enter some notes

1934 remaining

Exit Previous

Enter any additional notes or information and then click ‘Next’.
You'll be taken to the Order Review page, where you can review the details you've just entered.
There is an option to edit the details by clicking ‘Edit’ next to the section you wish to amend.

Once you have reviewed your options, click the box ‘I confirm I have read and understood the existing
Terms & Conditions’ and then click ‘Submit’.

Existing Terms & Conditions can be found by clicking on the Terms & Conditions link on screen.
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Your change request has now been submitted. You can now see your order in the ‘Change Request’ tab in
the Saved Orders section.

ACL Modification

For any ACL Modifications select ‘ACL Modification’ from the menu and follow the same steps as ‘Modify
LAN Port’ for your site selection (see pages 81-83).

Once you get to the configuration screen you'll see the following:

[ Site Selection ic 4 Gustomer Details 5 Supporting Notes & Order Review

Configure Sites

Choose sites to configure
Product: IPVPN
Select site from table below, then apply it's configuration

_ CAL Circuit Bearer Management LAN Configuration
Postcode Site Name Hostname Model
Reference Bandwidth Bandwidth Flag Network IP status

CF1 7wWw TEST TEST TSET
ACCOUNT

Search & add/remove/sites

Apply configuration
O Add O Modify O Remove
Port Type * Please select
Interface description
ax 32 characters
VLANID *
ACL Mode O Basic O Advanced

Exit Previous

Choose whether you wish to Add, Modify or Remove ACL.
Enter your ‘Port Type’.

Enter an ‘Interface Description’ (if applicable).

Enter VLANID’.

Enter your desired ACL Mode — Basic or Advanced.

Once you have configured your changes, please follow the same steps as ‘Modify LAN Port’ (see pages
89-91).
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DHCP Helper Modification

For any DHCP Helper Modifications select ‘DHCP Helper Modification’ from the menu and follow the
same steps as ‘Modify LAN Port’ for your site selection (see pages 81-83).

Once you get to the configuration screen you'll see the fallowing:

Kl DHCP Helper i Site Selection I 4 Customer Details 5 Supporting Notes § Order Review

Configure Sites

Choose sites to configure
Product: IPVPN

Select site from table below, then apply it's configuration

- CAL Circuit Bearer Management LAN Configuration
Postcode Site Name Hostname Model
Reference Bandwidth Bandwidth Flag Network IP status
CF1 wWw TEST TEST TSET
ACCOUNT

Search & addremove/sites

Apply configuration
O Add O Modify O Remove
Port Type * Please select

Interface description

VLANID *

DHCP Helpers *

Min 1 & Max of 4

Choose whether you wish to Add, Modify or Remove.
Enter your ‘Port Type’.

Enter an ‘Interface Description’ (if applicable).

Enter VLANID’.

Enter ‘DHCP Helper’ addresses.

Once you have configured your changes, please follow the same steps as ‘Modify LAN Port’ (see pages
89-91).
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DHCP Pool Modification

For any DHCP Pool Modifications select ‘DHCP Pool Modification’ from the menu and follow the same

steps as ‘Modify LAN Port’ for your site selection. (see pages 81-83)

Once you get to the configuration screen you'll see the fallowing:

6 Order Review

Ell DHCP Pool

[ Site Selection Configuratic 4 Customer Details 5 Supporting Notes

Configure Sites
Choose sites to configure
Product: IPVPN

Select site from table below, then apply it's configuration

_ CAL Circuit Bearer Management LAN
Postcode Site Name Hostname Model
Reference Bandwidth Bandwidth Flag Network IP
CF1 TWwW TEST TEST TEST
AGGOUNT

Search & add/remove/sites

Apply configuration

O Add O Modify O Remove

Port Type * Please salect

Interface description

VLAN ID *

Network Range & Subnet Mask

Exclude IP/Range * Flease select

DHCP Option Number * + Add Ancther
Min 1 pair & Max of 255 pairs
Domain name *
DNS Servers ™
Min 1 & Max of 4
Default Gateway *
Reset form
This will clear the form but maintain your site(s) selection

Choose whether you wish to Add, Modify or Remove.
Enter your ‘Port Type’.

Enter an ‘Interface Description’ (if applicable).

Engage ExternalUser Guide
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Enter VLANID’.

Enter your ‘Network Range’ and ‘Subnet Mask’ (if applicable).

Enter the ‘Execute IP Range’

Enter ‘'DHCP Option Number’ (you can enter a minimum of 1 and a maximum of 255).
Enter ‘Domain name’.

Enter ‘DNS Servers’ (you can enter a minimum of 1 and a maximum of 4).

Enter ‘Default Gateway’.

Once you have configured your changes, please follow the same steps as ‘Modify LAN Port’ (see pages
89-91).

Add/Remove Netflow

From the menu toolbar or landing page click ‘Add/Remove Netflow’.

You'll be taken to the Netflow landing page.

2 Site Selection 3 Configuration 4 Customer Details 5 Supporting Notes & Order Review

Netflow

A network protocol developed by Cisco for collecting |P traffic infoermation and monitoring network traffic. By analyzing flow data, a picture of network
traffic flow and volume can be built.

Please note work undertaken outside of office hours will incur additional charges.

In Hours - between 9:00 AM to 5:30 PM on weekdays (excluding bank holidays).

Out of Hours - between 5:30 PM to midnight and 7:00 AM to 9:00 AM on weekdays or any time (excluding midnight to 7:00 AM) during
weekends or public holidays.

Late Night Hours - Late Night hours between midnight to 7:00 AM.

Exit %

Here you'll see a description of your changes, as well as a reminder of the ‘in hours’, ‘out of hours’ and ‘late
night hours’ times.

Now click ‘Next’.
You'll be taken to the ‘Site Selection’ page.
Here you can search for your pre-loaded sites, or manually search for the different sites.

First select the product you'd like to make the changes to. And then decide if you'd like to ‘add’ or ‘remove’
Netflow.

Note: You can only make changesto IPVPN and MIA products.

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 101 of 144
© Virgin Media Business | Confidertial B U S I N E S S



Engage Portal User Guide

Netflow 4 Gustomer Details 5 Supporting Notes 6 Order Review

[ Site Sefectio

3 Configuration

Choose Product & Type

Product *

O IPVPN O ma

‘What type of change is required*
O Add O Remove

Choose sites

Find & select sites from below or add manually

Add * for wildcard €)

Please select search
Postcode

CAL Ref

Hostname

LAN Network IP

Bearer

Bandwidth

Show All Stored Sites

LAN
Network IP

Management
Flag

CAL
Reference

Circuit
Bandwidth

Postcode Site Name Hostname Model

Mo data available in table

Select All Sites Deselect All Sites

Max O sites selectable.
From the drop down menu you can search for your sites via the following:
e Postcode
e CALref
e Hostname

e LAN network IP

Alternatively, you can click on ‘Show All Stored Sites’ to show all the sites available to you.

Then click ‘Search’.
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Bl Netflow

3 Configuration 4 Cuslomer Details 5 Supporting Notes & Order Review

Choose Product & Type

Product *
® IPVPN O wmaA

‘What type of change is required*

® Add O Remove

Choose sites

Find & select sites from below or add manually

Show All Stored Sites

Please select search Ciear
Add * for wilde ard €
_ CAL Circuit Bearer Management LAN

RESETID SHteploe Reference Bandwidth Bandwidth M=rs o Flag Network IP
CF17wWw TEST ACCOUNT TEST TSET
CF17wWw TEST ACCOUNT TEST TEST
CF17wWw TEST ACCOUNT TEST TEST1244
CH43 4EF LEES

SOLICITORS -

GRANGE RD

Showing 1 to 10 of 44 entries
1 row selected

(oo Jomon D B o B s R [ |

Select All Sites  Deselect All Sites

Max 500 sites selectable.

Choose Selected es

Click on the site you wish to make changes to. If you wish to select more than one site hold the ctrl key and
select all additional sites.

Once you have selected all required sites, click ‘Choose Selected Sites’.

If your site is notfound, you'll need enter it manually.

Then click ‘Manually Add Site’.
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Please make sure site details you enter are accurate. If we're unable to find any site(s), we will not be able to apply this change to those site(s).

CAL Circuit Bearer Management LAN

Postcode Site Name Reference Bandwidtn Bandwidth Hostname Model Flag Network IP

B25 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123.¢

Update

Selected Sites
. CAL Circuit Bearer Management LAN
REEETLE SELETS Reference Bandwidth Bandwidth e e Flag Network IP
B238 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123.98 m

Exit Previous

Enter all your site information and click ‘Add'.

Continue to add as many sites as required.

If you need to remove any sites, then click the red bin icon.
Once you have selected all your sites, click ‘Next’.

You'll be taken to the ‘Configuration’ page.
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If you have chosen to ‘Add’ Netflow you'll see the following screen:

Site Selection Configuratio 4 Customer Details 5 Supporting Notes 6 Order Review

Configure Sites

Selected Sites

- CAL Circuit Bearer Management LAN
Postcode Site Name: Hostname Model
Reference Bandwidth Bandwidth Flag MNetwork IP
CF17TWW TEST ACCOUNT TEST TSET
CF1 TWW TEST ACCOUNT TEST TEST
CF1 TWW TEST ACCOUNT TEST TEST1244
Apply configuration

Product: IPVPN

Which version of NETFLOW is required? *

Enier Server IP Address & UDP Port Number *
IP Address UDP Port Number

12.101.135.186 100

Min 1 pair & Max of 3 pairs

=

Note: When adding and removing network configurations you can only make changes to all sites. You will
not be able to add or remove Netflow for individual sites.

From the drop down select which version of Netflow you require:
e Version5

e Version9

Enter new IP Address and UCP Port Number. You must enter a minimum of 1 and a maximum of 3
addresses.

..
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If you have chosen to ‘Remove’ Netflow you'll see the following screen:

A Site Selection Configuratic 4 Customer Details 5 Supporting Notes 6 Order Review

Configure Sites

Selected Sites

(REAETTD S (I;:ftmm:e g.:::::;dth g::rdi:idth O Mous ::;aﬂeme"t Il;l‘::vurk P
CF1 7WW TEST ACCOUNT TEST TSET

CF1 7WW TEST ACCOUNT TEST TEST

CF1 7wWwW TEST ACCOUNT TEST TEST1244

You are removing Netflow from sites. This change will apply to all the above sites.

Exit Previous

You'll then see all the sites you'd like to remove Netflow from.
Now click ‘Next’.
You'll be taken to the ‘Customer Details’ screen.

Here you’ll be able to enter and amend all company and contact details as well as a preferred date for your
change to be carried out.

BILLING CONTACT:

Review your billing contact and address details. If this needs to be amended click ‘Change Contact’ or
‘Change Address’.

Billing Contact

First Name * DSDFSD

Last Name * DFSDF

Email * SAM@SAM.COM
Contact Tel = 01141234557

Mabile Change Contat

Address

Address Title/ Name * 100
House Name/ Number * TEST
Street Name TEST
Town / City TEST
County TEST
Country TEST

Post Code * 5038E Change Address

TECHNICAL CONTACT:
Enter details of your technical contact.

At least 1 contact must be entered, with a maximum of 3.

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 106 of 144
© Virgin Media Business | Confidertial B U S I N E S S



Engage Portal User Guide

Technical Contact

You must provide at least 1 technical contact & max of 3

First Name *
Last Name *
Email *

Contact Tel =

Mabile

Add Another Contact +

PRE-NOTIFICATION CONTACT:
Enter details of your pre-notification contact.

At least 1 contact must be entered, with a maximum of 3.

Pre-change Notification Contact

‘You must provide at least 1 pre-change contact & max of 3

First Name *
Last Name *
Email =

Contact Tel *

Mobile

Add Another Contact +
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TESTING NOTIFICATION CONTACT:

Enter details of your testing contact.

At least 1 contact must be entered, with a maximum of 3.

Testing Notification Contact

You must provide at least 1 Testing contact & max of 3

First Name *
Last Name *
Email *

Contact Tel *

Mabile

Add Another Contact +

SCHEDULE:

Select the date you wish your changes to take place from the drop down menu.

Note: Changes must be scheduled at least 10 working days from the date of submission.
Select the preferred time for your change to take place from the drop down:
o Late Night Hours —between midnight to 7:00 AM, change request charged at £750.00 per site.

e In Hours —between 9:00 AM to 5:30 PM on week days (excluding Bank Holidays), change request
charged at £500.00 per site.

e Out of Hours — between 5:30 PM to midnight and 7:00 AM to 9:00 AM on week days or any time
(excluding midnight to 7:00 AM) during weekends or public holidays, change request charged at
£750.00 per site.

Note: Pricing will vary according to existing contractual agreements. Please check with your Account
Manager for further details.

Schedule

Request Date * ddimmiyyyy A minimum of 10+ working days lead time applies from submission date.
Preferred Start Time * Please select
In Hours - between 9:00 AM to 5:30 PM on weekdays (excluding bank holidays), change

request charged at £500.00 per site.

Out of Hours - between 5:30 PM to midnight and 7:00 AM to 9:00 AM on weekdays or any time
(excluding midnight to 7:00 AM) during weekends or public holidays, change request
charged at £750.00 per site.

Late Night Hours - between midnight to 7-00 AM, change request charged at £750.00 per site.
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Once you have entered all your contact details and preferred date, then click ‘Next’.

You'll be taken to the Supporting notes screen:

[l LAN Fort E Site Selection Configuration 3 Customer Details Supporting 6 Order Review

Supporting notes

Please provide any additional information applicable to the requested actions and details of any site specific information that Virgin Media Business

should be made aware of.

enter some notes

1934 remaining

Exit Previous

Enter any additional notes or information and click ‘Next’.
You'll be taken to the Order Review page.
You can then review all the details you've entered for each of your sites.

Once you have reviewed your options, click the box ‘I confirm | have read and understood the existing
Terms & Conditions’ and then click ‘Submit’.

Existing Terms & Conditions can be found by clicking on the Terms & Conditions link on screen.

Your change request has now been submitted. You can now see your order in the ‘Change Request tab in
the Saved Orders section.

Add/Remove SNMP

From the menu toolbar or landing page click ‘Add/Remove SNMP’.

..
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You'll be taken to the Netflow landing page.

EN SNMP 2 Site Selection 3 Configuration 4 Customer Details 5 Supporting Notes 6 Order Review

SNMP

Is a popular protocol for network management, used for collecting information from, and configuring, network devices, such as servers, printers, hubs,
switches, and routers on an Internet Protocol (IP) network.

Please note work undertaken outside of office hours will incur additional charges.

In Hours - between 900 AM to 5:30 PM on weekdays (excluding bank holidays).

Out of Hours - between 5:30 PM to midnight and 7:00 AM to 9:00 AM on weekdays or any time (excluding midnight to 7:00 AM) during
weekends or public holidays.

Late Night Hours - Late Night hours between midnight to 7-00 AM

Exit @

You'll see a description of your changes, as well as a reminder of the ‘in hours’, ‘out of hours’ and ‘late
night hours’ times.

Now click ‘Next’.
You'll be taken to the ‘Site Selection’ page.
Here you can search for your stored sites, through the drop downs in the search bar or manual site entry.

Please select which product you wish to submit your change request for. Also whether you wish to add or
remove Netflow.

Note: You can only make changesto IPVPN and MIA products.

Netflow 4 Site Sefectia 2 Configuration 4 Customer Details 5 Supporting Notes & Order Review

Choose Product & Type

Product *
O IPveN O ma

What type of change is required®
O Add O Remove

Choose sites

Find & select sites from below or add manually

Show All Stored Sites Please select search

Postcode Agd = for wildcard )
CAL Ref
Hostname

LAN Network 1P
CAL Circuit Bearer Management LAN

FERIELLD =l Reference Bandwidth Bandwidth Hostname Modef Flag Network IP

No data available in table

Select All Sites Deselect All Sites

IMax 0 sites selectable.

Choose Selected Sites
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From the drop down you can search for your sites via the following:
e Postcode
o CALref
e Hostname
e LAN network IP
Alternatively, you can click on ‘Show All Stored Sites’ to show all the sites available to you.

After you have selected which option you wish to search your sites by, click ‘Search’.

Kl Netflow

3 CGonfiguration 4 Customer Details 5 Supporting Notes 5 Order Review

Choose Product & Type

Product *
® IPVPN O ma

What type of change is required*
®  Add O Remove

Choose sites

Find & select sites from below or add manually.

Show All Stored Sites

Please select search m
Add * for wildcard €)
- CAL Circuit Bearer Management LAN

FEAETE SiplEms Reference Bandwidth Bandwidth Llushine ST Flag Network IP
CF1 7WW TEST ACCOUNT TEST TSET
CF1 7WW TEST ACCOUNT TEST TEST
CF1 TWW TEST ACCOUNT TEST TEST1244
CH4g 487 LEES

SOLICITORS -

GRANGE RD

Showing 1 to 10 of 44 eniries
1 row selected

1 2 [ B B 0 3 £

Select All Sites Deselect All Sites

Max 500 sites selectable.

Choose Selected Sites

Click onthe site you wish to change. If you wish to select more than one site, hold the ctrl key and select

the additional sites. Once you have selected the required sites, click ‘Choose Selected Sites’.

If your site is notfound, you'll need to enter it manually.

Engage ExternalUser Guide
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Next to the ‘Site Not Found?’, click ‘Manually Add Site’.

Please make sure site details you enter are accurate. If we're unable to find any site(s), we will not be able to apply this change to those site(s).

N ; N CAL Circuit Bearer Management LAN
Postcode Site Name Reference Bandwidth Bandwidth Hostname Model Flag Network IP
B28 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123¢
Update
Selected Sites
. CAL Circuit Bearer Management LAN
REEETLE SELETS Reference Bandwidth Bandwidth e e Flag Network IP
B238 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123.98 m

Exit Previous

Enter all your site information and click ‘Add’.

Continue to add as many sites as required.

If you need to remove any sites, then click the red bin icon.
Once you have selected all your sites, click ‘Next’.

You'll be taken to the ‘Configuration’ page.

If you have chosen to ‘Add’ SNMP you’ll see the following screen:

© Virgin Media Business | Confidertial B U S I N E S S
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SNMP Site Selection Configuratie 4 Gustomer Details 5 Supporting Notes & Order Review
Configure Sites
Selected Sites
- CAL Circuit Bearer Management

RETErio S Reference Bandwidth Bandwidth (e aeusl Flag Network IP
CF17WW TEST ACCOUNT TEST TSET

CF1 TWW TEST ACCOUNT TEST TEST

CF1 7WW TEST ACCOUNT TEST TEST1244
Apply configuration

NB: all sites must be in the same VPN

Product: IPVPN

Enter Server IP Address *

Min 1 & Max of 5
Community String *

CommoOn1ty-5tring-2016-*
A min of 20 & max of 50 characters |0I'Ig & have all of the Tol\owing - mixed case, one or more numerical digiTS

Note: When adding and removing network configurations you can only make changes to all sites. You're

not able to add or remove SNMP for individual sites.

ENTER NEW SERVER IP

Enter a Community String — A community string must be minimum of 20 and maximum of 50 characters

long and have all of the following — mixed case, one or more numerical digits.
An example of what one should look like has been provided to you.

If you have chosen to ‘Remove’ SNMP you'll see the following screen:

4 Customer Details 5 Supporting Notes 6 Order Review

SNMP S

Site Selection Configuratio

Configure Sites
Selected Sites

LAN
Network IP

Site Name CAL Circuit Bearer Hostname Management
Reference Bandwidth Bandwidth Flag
CF1 TWW TEST ACCOUNT TEST TSET
CF1 TWW TEST ACCOUNT TEST TEST
CF17WW TEST ACCOUNT TEST TEST1244

You are removing SNMP from sites. This change will apply to all the above sites.
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You'll see all the sites you're removing Netflow from.
Now click ‘Next’.
You'll be taken to the Customer Details screen.

Here you'll be able to enter and amend all company and contact details as well as a preferred date for your
change to be carried out.

BILLING CONTACT:

Review your billing contact and address details. If this needs to be amended click ‘Change Contact’ or
‘Change Address’.

Billing Contact

First Name * DSDFSD

Last Name * DFSDF

Email * SAM@SAM.COM

Contact Tel = 01141234567

Mobile

Address

Address Title/ Name * 100

House Name/ Number * TEST

Street Name TEST

Town / City TEST

County TEST

Country TEST

Post Code S93sE m
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TECHNICAL CONTACT:

Enter details of your technical contact.

At least 1 contact must be entered, with a maximum of 3.

Technical Contact

‘You must provide at least 1 technical contact & max of 3

First Name *
Last Name *
Email *

Contact Tel *

Mobile

Add Another Contact +

PRE-NOTIFICATION CONTACT:
Enter details of your pre-notification contact.

At least 1 contact must be entered, with a maximum of 3.

Pre-change Notification Contact

You must provide at least 1 pre-change contact & max of 3.

First Name *
Last Name *
Email *

Contact Tel *

IMobile

Add Another Contact +

..
BUSINESS
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TESTING NOTIFICATION CONTACT:

Enter details of your testing contact.

At least 1 contact must be entered, with a maximum of 3.

Testing Notification Contact

You must provide at least 1 Testing contact & max of 3

First Name *
Last Name *
Email *

Contact Tel *

Mabile

Add Another Contact +

SCHEDULE:
Select the date you wish your changes to take place from the drop down menu.
Note: Changes must be scheduled at least 10 working days from the date of submission.
Select the preferred time for your change to take place from the drop down:
e Late Night Hours —between midnight to 7:00 AM, change request charged at £750.00 per site.

e In Hours —between 9:00 AM to 5:30 PM on week days (excluding Bank Holidays), change request
charged at £500.00 per site.

e Out of Hours —between 5:30 PM to midnight and 7:00 AM to 9:00 AM on week days or any time
(excluding midnight to 7:00 AM) during weekends or public holidays, change request charged at
£750.00 per site.

Note: Pricing will vary according to existing contractual agreements. Please check with your Account
Manager for further details.

Schedule

Request Date * ddimmiyyyy A minimum of 10+ working days lead time applies from submission date.
Preferred Start Time * Please select
In Hours - between 9:00 AM to 5:30 PM on weekdays (excluding bank holidays), change

request charged at £500.00 per site.

Out of Hours - between 5:30 PM to midnight and 7:00 AM to 9:00 AM on weekdays or any time
(excluding midnight to 7:00 AM) during weekends or public holidays, change request
charged at £750.00 per site.

Late Night Hours - between midnight to 7:00 AM, change request charged at £750.00 per site.

Once you have entered all your contact details and preferred date, please click ‘Next’.
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You'll be taken to the Supporting Notes screen:

Bl LAN Port [ Site Selection Configuration A Customer Delails i & Order Review

Supporting notes
Please provide any additional information applicable to the requested actions and details of any site specific information that Virgin Media Business

should be made aware of.

enter some notes

1984 remaining

Enter any additional notes or information and click ‘Next’.

You'll be taken to the Order Review page.

Here all the details you entered for all the sites can be reviewed. There is an option to edit any of the
details by clicking ‘Edit’ next to the section you wish to amend.

Once you have reviewed your options, click the box ‘I confirm | have read and understood the existing
Terms & Conditions’ and then click ‘Submit’.

Existing Terms & Conditions can be found by clicking on the Terms & Conditions link on screen.

Your change request has now been submitted. You can now see your order in the ‘Change Request tab in
the Saved Orders section.

Saving your progress

You're able to save your progress at any point during your change request journey.

Simply click ‘Save’.
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Bl LAN Fort [ Site Selection [El Configuration ] Customer Details |1 Supporting No & Order Review

Supporting notes
Please provide any additional information applicable to the requested actions and details of any site specific information that Virgin Media Business

should be made aware of

enter some notes

1984 remaining

.
Your request willbe saved in ‘Saved Orders’ under the Orders tab.

To access saved or submitted orders you can go to the’ submitted and saved orders’ page and click on the
Change Request option within My Network

Alternatively, from the Home page go to ‘Change Request’ within My Network on the toolbar and click
‘Submitted and Saved Requests’..

Saved Orders

Order Tracker Orders Change req

Search | Request Status Al Date From  |09/01/2017 Date To | 08/04/2017 %

My Change Requests Displaying from 09/01/2017 fo 09/04/2017

Change ReaueatType Rl Erodet User Request Submission El:l'n._|I Cancel
Request ID Name Status Date ¥ REE Order
0o3z2 Modify LAM Port  IPVPN Submitted 08/D42017 Review TN
00321 SHMP Managed Intemet Access Submitted 07/04/2017 Review Ni&
00320 Netflow Managed Intemet Access Submitted 07/04/2017 Review N/
00319 Metflow IPVPN Submitted 07/0472017 Review N/A
00318 SHNMP IPVPN Submitted 07/042017 Review N/A
Showing Page 1 of 1
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You'll be taken directly to the change request tab in the saved orders page.

Saved Orders

Order Tracker Orders Change req

Search | Request Status Al Date From  |03/01/2017 Date To | 09/04/2017 @

My Change Requests Displaying from 09/01/2017 to 09/04/2017
Change User Request Submission Edit/ Cancel
Regquest ID HEgu= RN Mame Status Date W Review Order
00322 Modify LAN Port  IPVPN Submitted 0810472017 Review NIA
00321 SNMP Managed Intemet Access Submitted 07042017 Review NiA
00320 Netflow Managed Intemet Access Submitted 071042017 Review NIA
oo31s Netflow IPVPN Submitted 07/042017 Review MIA
00318 SNMP IPVPN Submitted 0710472017 Review NiA

Showing Page 1 of 1
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11. Network Capacity

This area allows you to manage the capacity of your 10Gbps Ethernet Interconnects which will give you the
ability to plan the Interconnect capacity growth and avoid delivery delays. You will only see this option if it
is has been enabled by your Service Relationship Manager or Account Manager, and if your user has been

granted the permission.
This area will allow you to view:

e Your Pointof Interconnect Sites

Your Interconnects and the available bandwidth on each

The Services you have on each Interconnect and their status

e A extract of your Interconnects and an extract of your services for an interconnect

This area can be accessed either from within the ‘My Network’ landing page available on Engage:

My Network

‘Welcome to the My Network area of Engage. This is where you can manage all aspects of your senvice.

Network Capacity
vew ]

POI Site Postcode

POl Site Name POI Site Address

WX12YE

Telehotal Test

35, Test Sireet, London, AB1 2CD

POI Site 1 Test Lid. 1 Capacity Street. Manchester,

AB12CD

INCIDENTS & QUERIES

In this area, you can raise and track the
status of incidents. Here's a quick
summary of the new features: Raise
Incident - should the worst happen, then
you can log a fault with us by raising an
incident for that particular service View
incidents - search, view and update
existing incidents Raise reguests - raise
a reauest for a minor chanae to vour

Or if Network Capacity within the dropdown menu is chosen:

Engage ExternalUser Guide
© Virgin Media Business | Confidertial

CHANGE REQUESTS

WHAT CHANGE DO YOU
REQUIRE?

Here you can configure and submit a
range of request changes fo manage
your sites networks. It is possible to add
new services to sites, or remove those
that are no longer required. Existing
services can also be modified.

Hi A, You have 502 New Messages and
0 New Planned Works Notices .

Get in touch

ALSO OF INTEREST

+ Generation |P

v Business Blog
+ News and Events

v Site to Site Connectivity
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My Accounts EUITEIENTNT N Serviceability My Documents Orders Quotes Billing

Incidents & Queries
Raise Incident
View Incidents
_ Raize Reguest
View Requests
Change Reguest
Modify LAN Port
ACL Modification
DHCP Helper Modification
DHCP Pool Modification
AddRemove Netflow
AddRemove SNMP
Submitted and Saved
Requests
Metwork Capacity
Planned Works

>

Point of Interconnect Sites:

View a list of your sites within this screen..

The information below shows the 10Gbps Interconnects we provide you with. If you need to see a list of
your 1Ghps Interconnects, please contact your Service Relationship Manager or Account Manager or the

MLE Customer Contact Centre

My Network

‘Welcome to the My Network area of Engage. This is where you can manage all aspects of your service.

Network Capacity

Hi A, You have 502 New Messages and

@ 0 New Planned Works Notices .

POI Site Name POI Site Address POl Site Postcode

PO Site 1 Test Ltd. 1 Capacity Street, Manchester, W1 2YZ
W1 2¥YZ

Telehotal Test 25, Test Sireet, London, AB12CD AB12CD

Get in touch

INCIDENTS & QUERIES

In this area, you can raise and track the
status of incidents. Here's a quick
summary of the new features: Raize
Incident - should the worst happen, then
you can log a fault with us by raising an
incident for that particular service View
incidents - search, view and update
existing incidents Raise requests - raise
a request for a minor chanae to vour

Engage ExternalUser Guide
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CHANGE REQUESTS

WHAT CHANGE DO YOU
REQUIRE?

Here you can configure and submit a
range of request changes to manage
your sites networks. It is possible to add
new services to sites, or remove those
that are no longer reguired. Existing
services can also be modified.

3

3

3

3

Generation IP
Business Blog
News and Events

Site to Site Connectivity
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Interconnects:

The information below shows the details of your 10Gbps Interconnects.

oD

Network Capacity

Show helphi nto. )

The riforrrbad Bisbow shons the Poand of Infentonris slis whens we connscd wilh you, 45 will a5 the 105 mlartonnscts and sersd &t thal ane
prorasiondsd on thasn Plaase select a row 10 Sbi the reslable seraces agarsd a specific inbsonnect

Expo interconnects  esch

POH | Site ) N § P [ Sile) Poalcods PO [ Sile) Adideeaa
* POISITE Wi YT TESTLTO, 1 CAPRCITY STREET, MAMCHESTER, WiC1 Y2
- TELEHOTEL TEST AB1 200D 35, TEST STREET, LOMIDOM, AR 200

St

Pryuical B ¢ Logeal B §

Select a portto see the services against a specific interconnect.

You can also export a list of all your POI Sites and the associated interconnect by clicking on Export
interconnects

Services:

The information displayed on this screen shows the services that are provisioned against your selected
Interconnect. To export a list of services against a specific interconnect click Export circuits
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>

Network Capacity

The mfarmation below shows the Pomt of Interconnect stes where we connect with you, as well as the 10G miterconnects and services that are
provisioned on them. Please select a row to see the avalable senvices aganst a specific interconnect

Export interconnects  search

POI [ Site) Name $ POl (Site) Postoode $ POI(Site) Address ]
~ POI See 1 w1 23 Test Lid, 1 Capacty Street. Manchester, WX1 2YZ
Searth
Interconmect Paet §  Interconnect Description § Physical BW § LogkalBW § Booked BW § AvailableBW §
WXYZMETNET.18 1 CFL ntu-002 Test Network Capacly 2 (Oversubsen .

bod 2 1)

Export circuits  Search

B-End CAL 8-End NTU § Pwchased BW $ B End Status § Customer VEAN $

If any of your information is incorrect, please contact your Service Relationship Manager or Account
Manager or the MLE Customer Contact Centre.

Each column header can be selected to sort that particular column. Additionally, if you need to search for a
particular Site, Interconnect, or Service, please use the search bars provided at each level.

Helpful Text

We have provided helpful text / definitions for the information we are displaying across the screens, please
refer to this functionality if need be; otherwise please contact your Service Relationship Manager or
Account Manager or the MLE Customer Contact Centre.
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interconnect can be selected to display the services on that interconnect. All bandwidths (BW) are shown in Mbps. Here are some definitions to help you
better understand the data being displayed on screen:

o Each Point of Interconnect site displays the interconnects you have available as well as a view of the capacity used on each. Additionally, each

Physical BW — physical capacity available on the port, this is the actual port speed and usually 10,000Mbps (10Gbps)ip=

Logical BW -maximum bandwidth that should be provisioned on a port, in accordance with your over subscription agreement. You can locate the details
of your over subscription agreement within your Master Services Agreement.

Available BW — this is the remaining bandwidth available to you. We calculate is as logical bandwidth minus booked bandwidth. If a minus value is
shown, it means the interconnect has exceeded the recommended booked bandwidth. If this happens, please contact your Service Relationship
Manager or Account Manager and they will look at the following options for you:

1.Provisioning a new Interconnect
2.Increasing your over subscription agreement, or applying a over subscription agreement if you don't already have cne in place.
Booked BW- This is the sum of the purchased bandwidths (EVC speed) of all services provisioned on this interconnect
B-end CAL - this is a unique circuit reference provided to an individual circuit
B-End Status -this shows the status of the Access Circuit at the B-end of the service
Up, Up- the circuit is physically and logically connected (things are working)
Up, Down - Interface admin enabled, however link is down (may not be physically or legically connected)
Down, Down - our management platform has detected a problem with the circuit
Purchased BW - The purchased bandwidth, or EVC speed for this service

Customer VLAN — the VLAN (Virtual Local Area Network) reference provided by you at the time of provisioning and used to hand-off the service at the
interconnect

If any of your information is incorrect, please contact your Service Relationship Manager or Account Manager or the MLE Customer Contact Centre

Next Steps
If you are nearing full capacity for one of your interconnects, there are a few options available to you:
1. Request a new Interconnect — Please contact your Account Manager to discuss options

2. Shift a service to an alternate Interconnect, to enable an upgrade — Please contact your Account
Manager

3. Usethe dashboard to identify an alternative Interconnect with capacity
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12. My Documents

Keep it safe and up-to-date

This area holds specific documents relevant to your services, such as product user guides, network
diagrams, the Framework Master Services Agreement (MSA) between us and the Engage Terms of Use.

Please make sure you always refer to the documents in this section, rather than locally saved versions, as

we update these documents regularly.

We'll take care of uploading all available documents. However, if you have any specific requirements for

storing any other documents, please let your Account or Service Manager know.

To view documents

You can access your stored documents by selecting the My Documents tab on the tool bar across the top.

My Accounts My Metwork Serviceability WINEBIANItY1eq COrders Guotes Billing

Documents may be stored by folder or individually, whatever your preference.

My Documents

You Are Here > Document Store

Folder{s)

FEITRER Fliz.ime [:Eh?lfjlders E;c?ments

c Agreements 1 a

o Contract [ ]

c Engage Tems of Use 0 1

o Senice Dessriptions i 2

o TECE by Sendce 10 0

(o Test il 0

o testing a 1

[ User Guides [ i

File Type Document Mame Publish Date Version
= Cusstiomer Seniice Description - Ethemet Edenslo  Mon 320 15 030300 B5T 2014 100
RSV Maneh 2

= Cusstiomer Seniice Description NE znd S+ Whor Sep 15 000000 BST 2014 100

s Engage Tems of Lisewvi Worl Sep 15 000000 BST 2014 100
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13. Sign up to MyBill

Working smarter

My Accounts My Network Serviceability My Documents Orders GQuotes Billing

My Bill
B.r'ﬂ."ng Billing Help

Biling Wideo

If you have a My Bill account you can set up Single Sign On. This means you will be able to access your sccount
from the Engage portal without having to use a separste login. You can view, print and query your bills all in one
nlara In fime we hnne tnrenfralise sl the funcfinns tn maks thinas s &fficiant a5 nossihls

Hi Another, You have 501 New

If you have a MyBill account, you can set up the Single Sign On feature. This means that you'll be able to
access your account from the Engage portal, without having to use a separate login. You can view, print
and query your bills all in one place. In time, we hope to centralise all the functions to make things as
efficient as possible.

Click onthe Billing tab at the top of the homepage. Now select the “MyBill” option and you'llbe
automatically redirected to the MyBill homepage.

Note: This option is only available to users who currently have a MyBill account. If you don’t currently have
a MyBill account, then click on the link below to register.

http :/AMww.virginmediabusiness.co.uk/Customer-area/Billing-Portal-Reqistration/
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14. Contact Us

To send us an email Click on “Contact Us” from the left hand side of the top tool bar or in the bottom right
hand corner of the homepage, and make your preferred selection from the options available.

CONTACTUS ~ HELB VHOME - MYPROFILE (YT

“BUSINESS

My Accounts My Network Serviceability My Documents Orders Quotes Billing

Select the query type in the ‘How can we help’ drop down box.
e Pricing Query
e ProductQuery
e Competitor Price Review
e Change of Existing Service
e Portal Feedback
e Bulk Site Request
e Raise A Complaint

General Feedback

Next enter Order/Quote ID — this will help us deal with your query efficiently.
Please check the pre-populated contact details are correct.
Enter any additional email address that you'd like us to include in any correspondence.

Under “More Information” please provide as much detail as possible, as this prevents continuous call
backs that may hold up your enquiry.
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Contact us
Contact us
How can we help General fesdback |;|
Order/Quote/Account 1D {If ABC1Z3
applicable)
Mams = First Last
Confirm your email * First. Last@test. com

Confirm your telephone number * (294 57890
CC Email

dore Information ®
More Information Enter your comments here.
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15. Product Configuration

AVAILABLE QUOTE TYPES
Product configuration is required during the quote and the order stage.

During the quote stage the level of configurationis dependent on the quote type.

Standard Address Postcode

National Ethernet
EE
EE+
LL
i
‘I‘PVPN

EVPN

Broadband & Phone

J
vy
4
v
J
i
i
4

Standard quotes require the least configuration since it’s using the most common configurations when
calculating the quotes. Standard quotes are only available for National Ethernet, Ethernet Extensions+,
Ethernet Extensions, Leased Lines and Managed Internet Access. All standard quotes are calculated in the
background to allow you to perform other tasks while the quote is being calculated. You can selectif you
want to be notified or not when the quote is available to view in the saved quotes section.

Address quotes are the most accurate quote type since it allows you to select the exact site, bearer,
bandwidth and required NTU/CPE.

Postcode quotes are only to be used when the exact address is not known, or when an indicative price for
multiple sites is required. Postcode level quotes do not take dig distance or required civils into account. All
postcode level quotes must be converted to address level quotes prior to being ordered. This quote type
allows you to enter your configuration details into a table. You can add multiple A-End and B-End with the
same or different configuration options.
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During the order stage, a final set of configuration is required to ensure that we have all the necessary
information to deliver the service you need when you need it.

The information below is required during the order stage for all products:
e Customer PO number —this is a required field and should reflect your internal PO reference
e Customer Account Number — select the account number that should be used for the specific order.
This can be selected from the dropdown menu. Additional account numbers can be added in the

Customer Management section

e Order Type —you need to confirm the correct order type. The available options are “New”,
“‘Upgrade”, “Downgrade”, “Move” or “Amend”

e Service Required Date —the earliest delivery date is showing by default, please change the date if
you require delivery at a later date

e AcceptEarly Delivery —the default option is “Yes”. If you're unable to accept an early delivery
please change this to “No”

e Customer CRM Ref Number — this field is your internal CRM reference number. You're able to
search for an order with this number, as well as the reference number provided by Engage and
Virgin Media Business

e Confirm the A-End and B-End installation details such as:

e The exact location in the building including floor, room and rack details

e Site contact details including full name, telephone number and email

e Confirm for both the A-End and B-End if sites have any existing Virgin Media Business service.
The options to select from are “Existing”, “Not Sure” and “New”

e Confirm for both the A-End and B-End if you're the owner of the property. The options are “Yes” or
“NO"

e Forthe sites where you’re not the owner you'll need to confirm the landlord/managing agent
contact details and the information listed below:

*  Number of years left on the lease

« If you have the authority to manage any changes internally to the building, including routing
cabling

« If you're willing to provide a copy of your lease
« If the property is a listed building
*  Confirm if you have the landlord managing agent’s contact details

« The landlord/managing agent contact details should include full name, telephone number and
email address

e Any additional comments that will help to deliver the service such as access, specific service hours
etc.

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 130 of 144
© Virgin Media Business | Confidertial B U S I N E S S



Engage Portal User Guide

National Ethernet and Ethernet Extensions+

ADDRESS LEVEL QUOTES
For this quote type you will need to specify the following:
e Exact address for both the A-End and B-End
e Quote name — this has to be unique for each quote

e Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

e Billing frequency — your default billing frequency will be pre-selected for you, but you can change

"«

this if required. The options are “Monthly”, “Quarterly” or “Annually”

e QoS - confirm if the circuit requires QoS or not

e Layer 2 Control Protocol — confirm if the circuits required layer 2 control protocol or not

e A-End and B-End beatrer, the options are 10 Mbps, 100 Mbps and 1Gbps

e A-End and B-End NTU —the options are:
« Alcatel 8 Port—select this NTU if you require no more than 8 circuits in the future at this site
* Alcatel 24 Port —select this NTU if you’ll order multiple circuits to this site in the future

e Alcatel Hardened — select this NTU if the circuitis delivered in a room that is notin a controlled
environment

« Alcatel High Bandwidth
« Existing — select this option if you already have an NTU with spare ports at the site

o Network delivery for both the A-End and the B-End. The options are “No Preference”, “On-net” or
“Third Party tail”. If you select “No preference” the quote will provide you with the best possible
price, whether this is using the last mile access from Virgin Media Business or one of our trusted
network suppliers

e QoS template —if you require QoS please select one of the following templates:

» Classic — historical National Ethernet settings with a single data class, therefore no differential
QoS is supported

* Complex Data Environments — for advanced data environments with different identified
application types

«  Converged Applications — mixed simple data and voice environments
«  Multi-Media Application — voice and video centric environments with simple data

« Advanced Environments — next generation application aware environments, with managed
CPE control elements covering voice, video and mixed data applications
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e The required circuit bandwidth — you can select one or multiple options with the available
bandwidths between 2Mbps up to 1Gbps

POSTCODE LEVEL QUOTES
The following information is required for this quote type:

e Quote name — this has to be unique for each quote. You can select to specify this as a default
value or individually in the quote table

e Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

e Billing frequency — your default billing frequency will be pre-selected for you, but you can change
this if required. The options are “Monthly”, Quarterly”“ or “Annually”

e Product
e A-End and B-End bearer — the options are 10Mbps, 100Mbps and 1Gbps

e The required circuit bandwidth — you can select one or multiple options with the available
bandwidths between 2Mbps up to 1Gbps

e Single or multiple postcodes for the A-End(s) and B-End(s)

ORDER STAGE

During the order stage in Engage you’ll need to define/confirm the following configurations in addition to the
standard questions that are asked for all products during the order stage:

e VLAN Tagging Scheme —in this section you need to highlight if you require a C_VLAN tag or not

e Service Presentation for both the A-End and B-End — select between Port or VLAN presentation

e Standard Ethernet Physical Interface — the circuit will be presented with either RJ45 Copper
interface for 10/100Mbps service or 1000Mbps fibre (singlemode 1310nm or Multimode 850nm) LC
for 1000Mbps as standard. A Copper, RJ45 presentation of 1000Mbps is available on request

o You'll need to specify the port the service should be added to. For the B-End site you'll need to
specify if Layer 2 Control Protocol tunnelling is required or not

e Layer 2 Control Protocol Tunnelling —to provide a completely transparent Ethernet transport
service, layer 2 control frame tunnelling (CFT) is used. This enables any frame that is passed to
the VM NTU from your network to be forwarded between your sites. The options include:

* On (standard set) as per the table below for site-to-site
«  Off (discard everything)

+  Bespoke (as agreed with pre-sales)

* Not applicable (not port-to-port)
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Ethernet Extensions

ADDRESS LEVEL QUOTES

For this quote type you will need to specify the following:

Exact address for both the A-End and B-End

Quote name — this has to be unique for each quote

Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

Billing frequency — your default billing frequency will be pre-selected, but you can change this if

LI

required. The options are “Monthly”, “Quarterly® or “Annually”

The required circuit bandwidth — there are only 4 available options, 10Mbps, 100Mbps, 1Gbps and
10Gbps

A-End and B-End NTU, the options are dependent on the circuit bandwidth:

Existing — select this option if you already have an NTU with spare ports at the site
For 10/100Mbps the options are single or multi-port EDX 100

For 1Gbps the options are single or multiport EDX 1006 for the A-End and a single Port EDX
1002 forthe B-End

For 10Gbps the options are Multi port TM 301 or Single Port TM 102

POSTCODE LEVEL QUOTES

The following information is required for this quote type:
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Quote name — this has to be unique for each quote. You can select to specify this as a default
value or individually in the quote table

Contract term — you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

Billing frequency — your default billing frequency will be pre-selected, but you can change this if
required. The options are “Monthly”, “Quarterly” or “Annually”

Product

A-End and B-End beatrer, the options are 10Mbps, 100Mbps and 1Gbps

The required circuit bandwidth — you can select one or multiple options with the available
bandwidths between 2Mbps up to 1Gbps

Single or multiple postcodes for the A-End(s) and B-End(s)
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ORDER STAGE

During the Engage order stage, you'll need to define/confirm the following configurations in addition to the
standard questions that are asked for all products during the order stage:

e Standard Ethernet Physical interface —this is dependent on the bandwidth you're ordering. The
circuit will be presented with either RJ45 Copper interface for 10/100Mbps service or 1000Mbps
fibre (singlemode 1310nm or Multimode 850nm) LC for 1000Mbps as standard for 1Gbps and
10Gbps services. For both the A-End and B-End you’ll need to select if the service is using an
Existing NTU or requires a new NTU

e You'll need to specify the port the service should be added to

..
BUSINESS
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Leased Lines

ADDRESS LEVEL QUOTES
For this quote type you will need to specify the following:
e Exact address for both the A-End and B-End

e Quote name — this has to be unique for each quote

e Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

e Billing frequency — your default billing frequency will be pre-selected, but you can change this if

LI

required. The options are “Monthly”, “Quarterly® or “Annually”

e Network delivery for both the A-End and the B-End. The options are “No Preference”, “On-net” or
“Third Party tail”. If you select “No preference” the quote will provide you with the best possible
price, whether this is using the last mile access from Virgin Media Business or one of our trusted
network suppliers

e The required circuit bandwidth — you can select one or multiple options with the available
bandwidths being 2Mbps, 2x2Mbps, 3x2Mbps or 4x2Mbps

POSTCODE LEVEL QUOTES

The following information is required for this quote type:

e Quote name — this has to be unique for each quote. You can select to specify this as a default
value or individually in the quote table

e Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

e Billing frequency — your default billing frequency will be pre-selected, but you can change this if
required. The options are “Monthly”, “Quarterly® or “Annually”

e Product
e The required circuit bandwidth — you can select one or multiple options with the available
bandwidths being 2Mbps, 2x2Mbps, 3x2Mbps or 4x2Mbps. You can select to specify this as a
default value or individually in the quote table
e Single or multiple postcodes for the A-End(s) and B-End(s)
ORDER STAGE

During the Engage order stage, you'll need to define/confirm the following configurations in addition to the
standard questions that are asked for all products during the order stage:

e Service Presentation —you'll need to select the service presentation you need for this circuit for
both the A-End and the B-End

e G.703is an ITU-T standard for transmitting voice or data over digital carriers such as T1 and E1.
G.703 provides specifications for pulse code modulation (PCM). G.703 s either transported over
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75 ohm co-axial cable terminated in BNC or Type 43 connectors or 120 ohm twisted pair cables
terminated in RJ48C jacks. The choice is carrier and region dependant

e X.21is aninterface specification for differential communications introduced in the mid-1970s by the
ITU-T. The Signal Element Timing, or clock, is provided by the carrier and is responsible for correct
clocking of the data. X.21 is primarily used in Europe and Japan
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Managed Internet Access

ADDRESS LEVEL QUOTES
For this quote type you will need to specify the following:
e Exact address for all sites included in the quote

e Quote name — this has to be unique for each quote

e Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

e Billing frequency — your default billing frequency will be pre-selected, but you can change this if

LI

required. The options are “Monthly”, “Quarterly® or “Annually”

e Network delivery for all sites. The options are “No Preference”, “On-net” or “Third Party tail”. If you
select “No preference” the quote will provide you with the best possible price, whether this is using
the last mile access from Virgin Media Business or one of our trusted network suppliers

e Accessand circuit bandwidths

e Core Management level, the options are “Full — With router” or Partial — No router”

e Secure MIA Firewall — the options are “ No, we’ll secure it ourselves “ or “ Quick start”

o If Quick startis selected, the following security features can be selected:

« BGP —Border Gateway Protocol (BGP) is the protocol which is used to make core routing

decisions onthe Internet. It involves a table of IP networks or "prefixes" which designate
network reachability among autonomous systems (AS)

e Threat Prevention
*  URL Web filtering
« Extended Wildfire

*  Customer CPE - select between a one box (combined firewall and router) or a two box
solution

ORDER STAGE

During the Engage order stage, you'll need to define/confirm the following configurations in addition to the
standard questions that are asked for all products during the order stage:

e Description —you can include a description for your requirement here
e LAN presentation — the option available is dependent on the bandwidth selected

e Do you have an existing AS Number? — Autonomous System (AS) is a collection of connected
Internet Protocol (IP) routing prefixes under the control of one or more network operators that
presents a common, clearly defined routing policy to the Internet. AS numbers are assigned in
blocks by the Internet Assigned Numbers Authority (IANA) to Regional Internet Registries (RIRS). If
you select “yes” you'll need to provide us with the existing AS number that you’d like to use

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 137 of 144
© Virgin Media Business | Confidertial B U S I N E S S


http://en.wikipedia.org/wiki/Internet
http://en.wikipedia.org/wiki/Autonomous_system_(Internet)
http://en.wikipedia.org/wiki/Internet_Protocol
http://en.wikipedia.org/wiki/Routing
http://en.wikipedia.org/wiki/Routing_policy
http://en.wikipedia.org/wiki/Internet_Assigned_Numbers_Authority
http://en.wikipedia.org/wiki/Regional_Internet_registry

Engage Portal User Guide

¢ Do you have existing Provider Independent (Pl) Address space? — provider-independent
addresses offer end-users the opportunity to change service providers without renumbering their
networks and use multiple access providers in a multi-homed configuration. If you select “yes”,
you'll need to provide us with the existing Pl address space that you intend to use with this service

e Do youwantus to provide IP addresses for use with this service? — an Internet Protocol address
(IP address) is a numerical label assigned to each device (e.g. computer, printer) participating in a
computer network that uses the Internet Protocol for communication. An IP address serves two
principal functions: host or network interface identification and location addressing. If you'd like us
to provide the IP address you need to let us know how many IP addresses you require. If you have
existing IP addresses that you intend to use with this service, please let us know who owns these
addresses
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IPVPN

QUOTE STAGE

IPVPN can be configured with a number of access types — Ethernet, Ethernet lite, SDH, Cable Modem,
Broadband FTTC, ADSL2+and ADSL.

IPVPN uses Multi Protocol Label Switching (MPLS) to deliver extremely high levels of security and traffic
performance. MPLS places information into packets and labels them according to one of eight different
classes of service (three for broadband), as specified by you. Each class has an assigned committed
bandwidth and is delivered across the network in accordance with the Service Level Agreement for that
class of traffic.

e Real Time 1 & 2 — a minimum bandwidth together with minimum loss, delay and jitter needs to be
provided. Real Time traffic in excess of that specified by you will be policed i.e. dropped, to
guarantee service quality for voice/video calls already established. Within the customer domain, a
Call Admission Control method, and some form of bandwidth reservation protocol is also desirable
for control of the voice traffic

e RealTime 1 — traffic sentin excess of the contracted rate is discarded. The maximum amount of
RealTime 1 bandwidth is 75% of the provisioned bandwidth or 50% if the access circuitis
10/100/1000Mbps

e Application 1-4 —the maximum amount of bandwidth that can be ordered per application class is
equivalent to the available bandwidth. The minimum amount of in-contract application 1-4
bandwidth that can be ordered is 10% of provisioned bandwidth with the minimum for any
individual class being 10Kbps or 1%, whichever is higher

e Customer Control —this is intended for signalling and control data in support of your multimedia
voice and video transactions. It’s separately specified from the RealTime 1 & 2 classes to ensure
that existing calls are not adversely impacted by the bandwidth needed to support signalling traffic

e Standard — standard class is designed for business applications that have no specific performance
requirement. Such traffic typically consists of email, intranet / internet HTTP traffic and FTP. The
minimum bandwidth available for this class is 10 Kbps or 5% of the provisioned bandwidth,
whichever is higher. Standard class traffic can use 100% of the provisioned bandwidth if no other
traffic is being transmitted at the same time
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You'll need to specify the following information during the quote stage:
e Exact address for all sites included in the quote
e Accesstype

e Phone numbers to the sites to improve the accuracy of the serviceability check for Ethernet lite,
Broadband FTTC and ADSL2+

e Quote name — this has to be unique for each quote

e Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

e Billing frequency — your default billing frequency will be pre-selected, but you can change this if

LI

required. The options are “Monthly”, “Quarterly® or “Annually”
e Service type — select Managed or Unmanaged
e Quality Of Service enabled —select Yes or No

e Select the access type required for each site — you can only selectthe access type that is available
at the site

e Access flavour for all sites — the options are “No Preference”, “On-net” or “Third Party tail”. If you
select “No preference” your quote will provide you with the best possible price, whether this is
using the last mile access from Virgin Media Business or one of our trusted network suppliers

e Access bandwidth and port size — the options will differ based on the access type selected

e Select the CPE—, the options will differ based on the access type selected

e Select the required QoS template

ORDER STAGE
During the order stage for IPVPN the following configuration options will need to be selected:
e Select the network topology — there are two options (Hub and Spoke or Full Mesh)

e Physical Interface — select the available options from a dropdown list

e Class of Service configuration — provide detail prioritisation as a percentage for the selection you
made during the quote stage
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Ethernet VPN

QUOTE STAGE
EVPN can be configured with two different access types Ethernet and Ethernet lite.
You'll need to specify the following information during the quote stage:
e Exact address for all sites included in the quote
e Accesstype
e Phone numbers to the sites to improve the accuracy of the serviceability check for Ethernet lite
e Quote name — this has to be unique for each quote

e Contract term —you can select one or multiple options with the minimum term being 1 year and the
maximum 5 years

e Billing frequency — your default billing frequency will be pre-selected, but you can change this if

required. The options are “Monthly”, “Quarterly® or “Annually”
e Quality Of Service enabled —select Yes or No

e Layer 2 Control Protocol — select Yes or No

e Select the access type required for each site — you can only select the access type that is available
at the site

e Access flavour for all sites. The options are “No Preference”, “On-net” or “Third Party tail”. If you

select “No preference” your quote will provide you with the best possible price, whether this is
using the last mile access from Virgin Media Business or one of our trusted network suppliers

o Access bandwidth and port size, the options will differ based on the access type selected
e Select the NTU

e Select the required QoS template form the following options:

» Complex data environments — for advanced data environments with different identified
application types

*  Converged applications — mixed simple data and voice environments
*  Multi-Media application — voice and video centric environments with simple data

« Advanced environments — next generation application aware environments, with managed
CPE control elements covering voice, video and mixed data applications

e If you selected Ethernet lite as the access type you'll also need to define the contention ratio, select
between dedicated and shared

Engage ExternalUser Guide Engage_External_User_Guide_0521 Page 141 of 144
© Virgin Media Business | Confidertial B U S I N E S S



Engage Portal User Guide

ORDER STAGE

During the Engage order stage, you'll need to define/confirm the following configurations in addition to the
standard questions that are asked for all products during the order stage:

e Service Presentation for both the A-End and B-End — select between Port or VLAN presentation
e Layer 2 control protocol — select the required protocol from the dropdown menu
e Standard Ethernet Physical Interface — the circuit will be presented with either RJ45 Copper

interface for 10/100Mbps service or 1000Mbps fibre (singlemode 1310nm or Multimode 850nm) LC
for 1000Mbps as standard. A Copper, RJ45 presentation of 1000Mbps is available on request

o You'll also need to specify the port the service should be added to
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Broadband and Phone

QUOTE STAGE
You'll need to specify the following information during the quote stage:
e Exact address for all sites included in the quote
e Foramore accurate serviceability check please enter the phone number for each site

e Select product —the selection will apply to all of the sites in your quote and the options are
broadband or broadband and phone

e Select the term —the minimum term is 2 years and the maximum termis 5 years

e The billing frequency is 1 monthand it cannot be changed due to usage charges

e Foreach site you'll need to select the required bandwidth from the dropdown menu showing all
available options

e Select your requirements for Static IP from the dropdown menuif this option is available for the
bandwidth you selected

e Select the install option from the dropdown menu
e Select the care level from the dropdown menu
e Select the number of phone lines required at the site, minimumis 1 and maximumis 10
e Select any additional phone features that you require
ORDER STAGE
e You'll need to confirm that your PCs meet the minimum specification required
e Confirm the telephone number of the line to be billed with the Business Broadband bundle

e Confirm if you have an existing broadband service to transfer — select yes or no from the dropdown
menu

e If yes, you need to provide the MAC code and expiry date and the phone number

e You also need to confirmif you have an existing phone line to transfer in. If so, please selectyes
from the dropdown menu

e If youhave a phone line to transfer, you also need to confirm the existing phone line provider, the
phone number and if a number port is required
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