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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 can be accessed from the following URL:

www.Virginmediabusiness.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 first login, 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 (a link 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’ve logged 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
e At least one digit
e One upper case letter
e One lower case letter

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

Change Password:

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

Mew password

Confirm new password
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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

Flease 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 Bl L) [

Model Answer 2
Question 3: Please enter 8 question of your own
What your favourite meal of the day?

Answer 3. Please enter 8 response to the guestion you have
chosen

Model Answer 3

o DacH to Romepsge
-
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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 ¥ You have successiully changed your security questions.

changed your security questions.

Us
L)éaUSINESS

My Accounts  Serviceability My Documents Orders Quotes Billing Incidents & R

28 Vaw tssans
New Panend Worke Nosi

Get in touch

Hello B!

Also of interest

> Track My Order
FAOs

hﬁhm

My Documents > Raise Incident > Request New User

S s

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
a view 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 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 @#3%.

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’t recall your password then at the homepage there is the option to request a reset.

Username

Password

‘ Forgot passv‘-mrtl?l
Then enter your username and you’ll be emailed a link to reset your password.

Forgot Password:

Please enter your username

Username

YourlUserlD

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 gain access 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

Request New User

Change Password >  Help >
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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.

U PR CLITLICH 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”
e 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 Customer - Contacts

» Contact

» Billing Contact

Delivery Contact

First Mame* First

Last Mame* Last

Email first.lastitest. com
Contact Tel® 01234 587850
Contact Mobile OTTTT 123456

i

Change Con

* Reguired Fieldsz

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:

Request new users

Review and change an existing user’s details
Adjust roles/permissions

Unlock user accounts

Delete user accounts

CONTACT US HELP > LOG OUT

BUSINESS

[V LILIEY My Network Serviceability My Documents Orders Quotes Billing

Customer Management

My Profile User Management
My WMB Contacts

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.

Request New User

Select Contact

User Details

UU=er First Name"™ |Fir5t | |Jzer Surname” ||_351 |
User Emai [ first last@test.com | User Typs Y Fleazs Seleot =l
User Contact Information

Departmant [Biling | Job Title |accounts Payatie |
Telephons |01234 EATEIO | Mobile Telephone |m 121455 |
Cffice Losstion [uk | Cffice Floor [Ground] |

* Required Fislds

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:

View Network Capacity Management
Raise and edit quotes

Raise and edit orders

Raise disconnection request

Track progress of all orders

Raise and edit incidents and requests
View Planned Works

View incidents and requests

View bill online

Raise change requests

View change requests

Access Control

Permissions

B Select A1l

[ Manage my detsils

L »

[ Register for My Bil

[ View 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 Search: tester

Name Email Username Status

A Tegter e g e = — ACTIVE E @
E

S Tesser o5 ~gal — — T

 Tester e —- - ACTIVE E @
E

Crarile Testerson S —— —— L

D Tester e —- - ACTIVE E @
E

E Tester — —_— — — T

FIES e - — ACTIVE E @
E

= Tester — —_— — — T

H Tester N—— - ACTIVE E m

ACTIVE E @

Tesher

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

Unlock a User Account

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

B7516863 i fhgpd bt LA G e g tgal Te ’ LOCKED
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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.

CONTACT US HELP » LOG OUT

S

BUSINESS

TPE.OSNTITM My Network Serviceability My Documents Orders Quotes Billing

Customer Management

My Profile User Management

My VMB Contacts

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

Service Relationship Manager
Billing

Incidents

Account Manager

Support

Orders and Provisioning

My Virgin Media Business Contacts

Service Relationship Manager

Name: Nams:

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

Name: Name:
Support Management Orders Provisions
Phaone (Landline): Phaone (Landline):
Phaone (Mobile): Phone (Mobile):
Support Email: Orders Email:
Owner: Engage Product Owner Engage External User Guide v1.11 Page 15 of 125
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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.

CONTACT US HELP » LOG OuUT

S

BUSINESS

[WITITICH My Network Serviceability My Documents Orders Quotes Billing

Custormner Management

My Profile User Management

My VMB Contacts

Remember: Password format requirements are as follows:

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.

Owner: Engage Product Owner Engage External User Guide v1.11 Page 16 of 125
Latest Update 18.03.19 Public



..
BUSINESS

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 » LOG OUT

S

BUSINESS

My Accounts My Network Serviceability My Documents Orders Quotes Billing

My Profile
My Profile
Name * [Name of User |
Username 307451 KirkpatrickA
Department | |

Office Location

Cffice Floor

Job title [ |
Email address* [Users email address| x|
Telephone | |
Mobile | |
Roles Super User

User Type External

Role Super User

Company TEST

BPFT Customer ID 30745

* Required Fields

Change my Security Questions m
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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 |;| amrkes Search:

Date Subject Message Status
230972014 1724 NEIE . P Unirecad

ZI0N2014 1723 s =y 3opmw —mmmagE - Lread

190092014 1127 i maECE Uninead
180972014 1249 Lo ok S )
15052014 0end7 L

1200572014 1553 e B F RO EW Lt
12052014 1553 S  ee "k

201315 dal) gl T% 3 5

2311/2013 1046 e

20112013 0217 R rem— S Ueed

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 thers
hitps.//engagetest2 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 function in 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.

CONTACT US HELP E > LOG OUT

BUSINESS

My Accounts My Network EYTNI-Ygiice My Documents Orders Quotes Billing

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.

Enter Post Code: 2 View Gonnectivity Results 3 Select Address Postcodes 4 View Network Build Requirements

Serviceability

Postcodes NE27 0QF
BR11JQ
1G11BY

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

Next

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 Address P 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 (/] (/]
IG11BY (/] (/]

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

Cancel
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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.

Bl Enier Fost 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 ]
BR11JQ* VIRGIN MOBILE 101 HIGH STREET BROMLEY =
IG11BY * Select an Address 3]

* Required Fields

Previous m

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 1 View Network Build Re

Serviceability - Virgin Media Business Connectivity Results

@ Tnis product is available at this site.

Q This product is available but the site you have selected is not serviceable

Address Postcode Ethemnet Cable Modem Ethernet Lite Broadband WBC
VIRGIN MEDIA STORE UNITE  SE137EP (/] /] (/] (]
8 LEWISHAM GENTRE LOND
oM Virgin Media Civils Required Virgin Media Civils Required Third Party Tail
VIRGIN MOBILE 101 HIGH ST BR11JQ [x]
REET BROMLEY
Wirgin Media Site Connected Virgin Media Site Connected Third Party Tail
VIRGIN MEDIA STORE 112AH  IG118Y (/] (/] (/]

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

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.

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”.
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Your document storage options are now displayed:

File Download [=23a]

Do you want to open or save this file?

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

dect? cvct R

From: engag

Open ] [ Save ] [ Cancel

ham your computer. f you do not trust the source, do not open or

l@' While files from the Intemet can be useful, some files can potentially
k.
= save this file. What's the risk?

Below is an example of the CSV export:

A B £ D E F G H I

1 Address Postcode SDH Ethernet ADSL ADSL2+ Cable Modem EthernetLite BroadbandFTTC

2 |VIRGIN MOBILE 101 HIGH STREET BROMLEY BR1LJQ Yes Yes Yes  Yes Yes Yes Access Type not available at this site.
3 VIRGIN MEDIA STORE 112A HIGH ROAD ILFORD IG11BY Yes Yes Yes  Yes Yes Yes Access Type not available at this site.
4 |VIRGIN MEDIA STORE UNIT 68 LEWISHAM CENTRE LONDON SEI37EP Yes Yes Yes Yes Yes Yes Access Type not available at this site.
Owner: Engage Product Owner Engage External User Guide v1.11 Page 21 of 125
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6. Quotes

Quotes

Create Quote
Point to Point Ethernet § Foint to Point Postcode Level Managed Intemet Access | Broadband and Phone

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 POI 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.

@3
BUSINESS

My Accounts My Network Serviceability My Documents Orders WelINCLy Billing

Create Quote

Point to Point Ethernet

Point to Point Postcode

Level

VPN

Managed Internet Access

Broadband and Phone
Saved Quotes
My Sites

Under the Quotes tab you can select from the following:

Point-to-Point Ethernet
Point-to-Point postcode level
VPN

Managed Internet Access
Broadband and phone

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:

KA Site: 2 Serviceability 3 Configuration 4 Sife 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) |

I O All other sites/addresses (Non-POls) I

Current stored PO sites:

Filter:

POI Site Add

Test Account 1 - NNE - Your PO ~
E14 244 - 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 9GE - Redbus Interchange London 1 - Telehotel Add + (v

Showing 1 to 22 of 22 entries

£

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 POI’. All of your POI 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.

Owner: Engage Product Owner Engage External User Guide v1.11 Page 24 of 125
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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 (D

Site Selection
The A End Site you have selected is:

Address Change Site A

RG2T9UP - 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

= o

Current stored sites Eilier The B End Sites you have selected are:
B263RZ- Site Address B263RZ - Site Address Remove
~

Add +
You can select a max of 50 sites.

B263RZ - Site Address

Add +

B263RZ - Site Address

B26IRZ- Site Address fad=

B263RZ - Site Address
Showing 1 fo 14 of 14 entries

Site not found? Please contact your Account Team.
£

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.

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 senvice 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

BBE9SBN E14244 €3 Mare info €3 Mors info (/]

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

You’ll now be able to 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 quote
names follow the same format. This will make it much easier for all your users to find and identify saved
quotes in the future.

H Serviceability ic 4 Site Configuration 5 Saved Quofe(s)

Select Product * C Mational Ethernet )
Quote Name ~ rEST
Contract term * O 1vear

[ 2vears

V¥ 2vears

[ 4vears

5 Years
Billing Frequency * Quarterly
Reporting Advanced Reporting
Edge QoS * No
Layer 2 Confrol Protocol * No E'
Is A End site an existing ENNI? * [ yeg
Specify ENNI bearer bandwidth * | 10 Gbps

* Required Fields

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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[ 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
to the highest B end Site bandwidth.

Bzarer 100 Mbps
Bandwidth®

NTU* Llcstel 24 Port
* Required Fields

5 Saved Quotefs)

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.

Default*

O 10 Mbps / 10 Mbps / Alcatel 8 Port
O 10 Mbps / 100 Mbps / Alestel 8 Port
[ 100 Mbps / 100 Mbps / Aleatel 8 Port

[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.

Owner: Engage Product Owner Engage External User Guide v1.11 Page 27 of 125

Latest Update 18.03.19 Public



..
BUSINESS

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

Show helpful info ®

A End Site Configuration B End Site Configuration
RG279UP VIRGIN MEDIA 10-14 SEEHE G e
BARTLEY WOOD BUSINESS PARK Default*

BARTLEY WAY HOOK

© 10 Mbps / 10 Mbps / Alcatel 8 Part
Please note that the A end bearer )
bandwidth must be greater than or equal © 10 Mbps / 100 Mbps / Alcatel 8 Port

to the sum of the B end Site bandwidths.
(J 100 Mbps / 100 Mbps / Alcatel & Port

Bearer Please Select C 100 Mbps / 1 Gbps / Alcatel 8 Port
Bandwidth*
NTU* Please Select O 1 Gbps /1 Gbps / Alcatel 8 Port

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

Create Custom Configuration temove Configuration
* Required Fields

Select
All

|
|
|
|
|

Postcode Address B End Configuration

RG278UP 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 A End B End Circuit Select
Name Quote ID Product site site Bandwidth Status Term  Install Rental e
TEST-2-34285-001- 5034723 Mational Test Account 1 - NNE RG2Z79UP -VIRGIN MEDIA 10- 100 Mbps OK 2yrs £1,805.00 £6,534.00

D&1216 Ethemet 14 - 100089611355

Click “Select Items” for the quotes you wish 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
quote 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:

|71 Select Sites 2 Select Access Methods 3 Serviceability 4 Product Configuration 5 Site Configuration 6 Results

Show helpful info ®

Site Selection

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

Please enter the full postcode.

Current stored sites: The sites you have selected are:
RG279UP - Full Site Address RG27IUP - Full Site Address
Remove
RG279UP - 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.

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

Show helpful info ®

Flease select af least 1 option to proceed

IPVEN [0 cable Modem ™ ADsL2+
O soH [0 Broadband FTTC
Ethernet

EVPN [0 Ethernet

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 I Select Acce. ethods icea 4 Product Configuration 35 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 guote.

@ Thesemviceis fully available

€ Service is not available

Sites EVPN IPVPN
Ethemet Cable Modem ADSL2+ Ethernet
Rez79UP @) €3 More info (/] (/] %

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

Previous

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
quotes in the future.

Bl Sedect Site: 3 [F] Salect Access Methods 3 [E] Servicestiity [l Product Gonl = Site Configurstion £ Results

Show helpful infe ®

Quote Mame * TEST
Select Contract Terms * O 1 Year

O 2vears

O 35vYears

[0 4vears

O svears
Billing Frequency * Quartariy ﬂ
Senvice Type * Please select []
Quality Of Service Enabled * Pleaze saizct [+]

* Requirsd Fislds

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 Select Site= > [ Select Access Methods 3 [Ell Senvicesbitty el Product Gonfigurstion

6 Rezuitz

Hold the Ctr key and zalect to choose multiphs sites. Filter @

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

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

El Sefect Sitez 3 B Select Access Methods ) [Ell Servicesbitty 3 [l Product Gonfiqurafion

Previous

6 Rezulfs

Site configuration - Step 1 of 2

Show helpful info @

MEZTOQF - VIRGIN MEDIA UNIT 2, NETWORK HOUSE NEW YORK WAY NEW YORK INDUSTRIAL PARK MEWCASTLE UPOM..., (being

configurad)

Access Circuit Cable Madem []

Please then choose “Next” to proceed.

e [

Select the Access Bandwidth and Installation Option from the drop down menu and for this IPVPN

example tick Homeworker if required.

Bl Sclect Site= » [B Select Access Methods 3 [Ell Servicesbity ) [l Product Gonfigurstion

6 Rezuitz

Site configuration - Step 2 of 2 - Cable Modem

Show helpful info (D

MNE2TOGF - VIRGIN MEDIA UNIT 2, NETWORK HOUSE NEW YORK WaAY MEW YORK INDUSTRIAL PARK NEWCASTLE UPON TYMNE, (being

configurad)
Arcess Flavour* On net
Access Bandwidth * Plesss salect ﬂ
Instaliation Option * Plesse Select |4
Selected CPE *
Homewarker O

* Required Fields

Repeat the process for the remaining sites and when finished, click Next to continue.
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™ [ Select Access Methods 3 Bl Serviceabiity 3 [l Product Configurstion. ite o & Resulfs
¥ 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.

" [ Select Access Methods

3 [E Serviceatbitity [l Product Configurstion 3 [l Site Configuration

Quote Resuits See all Saved Quotes

TEST-3-63T75-0101- 9043355 RG2TIUP RGZTIUP - 30 Mbps £3500.00 £5,472.00 VPN ER ] Ok (]
091216 VIRGIN MEDIA 10-
14 - 1D00BIET155

NE2TDOF ME2TOGF - 30 Mbps
VIRGIN MEDIA
UNIT 2 NETWORK
HOUSE -
47054633

TEST-5-637T75-002- 9043360 RG2TIUP RGZTIUP - 30 Mbps £3500.00 £5,165.00 VPN SyE Ok Q
081218 VIRGIN MEDIA 10-
14 - 1D00B3IE1155

NE2TDOF ME2TOGF - 30 Mbps
VIRGIN MEDIA
UNIT 2 NETWORK
HOUSE -
47054633

Retum to Home

Click “Select Items” for the quotes you wish 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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Saved Quotes

All saved quotes will be stored automatically for future reference. To view your saved quotes select “Saved
Quotes” from the “Quotes” tab.

CONTACT US

My Accounts

My Network Serviceability

My Documents

» LOG oUT

Orders [UNCE] Billing

Create Qucte
Point ta Point Ethernet
Paint to Point Postcode
Level
VPN
IManaged Internet Access
Broadband and Phone
Saved Quotes
Iy Sites

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

Saved Quotes

Search Fleaze Select [+| Date From DateTo | 10/1002014 H
My Quotes - Data
Snow H 25 50 100 perpage Filter page:
Guote Name GQuote ID ¥ Product Bandwidth A Sites User name Date Raised
USER GLIDE QUOTE_06691_01 SEEDIEZ Lezsad Lng 402 Mms RGZTILP FE35E SOV4S PTG LT
EVPN SLA CHECK_06820_00 SEE 1665 Ememet VPN 40 Mioges E835E RTS1188 0EN004
TESTINH_4E163_01 SEE1BIS NatonEl Ememet 1 Gops EM9GE B2SEET SOVAS RN 05MO2014
TESTINH_4902_01 SEE1E2Y NatonEl Ememet 1 Gops EM9GE B2SEET SOVAS RN 05MO2014
1750 RETEST!_29G85 0 04 SEE1SE3 Ememet Edensins 10 Mips 58355 58355 RTS11838 a4
1750 RETEST!_I297 0 03 SEE1S62 Ememet Edensions 100 Migs 58355 58355 RTS11838 a4
1750 RETEST!_85152 0 O SEE1561 Ememet Edensions 10 Gos 835E 835E R7511838 Sl P
1750 RETEST!_45084 0 @2 SEE1560 Ememet Edensins 1 Sops 58355 58355 RTS11838 a4
NE POI_OVST6 01 SEE1280 NaorglEmemel 2 Moms RGITILP RGITILP IVeSIRogersC  OTHO@04
EE FLUS POI_31659_01 SEE127S () Ememst Edenslons £ Mogs RGITILP RGITILP IVeSIRogersC  OTHO@04
+
BB OHaEE
Showing Page 1 of 9
Quick Guotes are beled R
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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.

Search| | [ Prease seiat Rlostefom [ |DateTo — B

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

The quotes will then be filtered accordingly, making it easier and faster for you to find the required quote.

Click on the 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 08891_01 SEEDEE Leased Line 432 Miops RGEITILP SEEEE TS Perrins 10102014
EVPN SLA CHECK 05820 032 1566 ] Enemet VPN 40 Wiops SEERE Rrs11559 0E102014
TESTINH_46165_ 01 S B MNatlonal EFemet 1 Gops E149ZE E2SEET SOT4S1EIngpatrices  0BHODI14
TESTINH_ 44202 1 SHE1E24 Natloral Ememeat 1 Gops E149GE E2SEET SOT4S1KInGpatrices, 08102014
1730 RETEST! 29385 0 04 153 Enemet Edenslons 10 Miops SEESE SEESE RTS1155 0E102014
1750 RETEST!_32257_0 03 5861562 Ememet Edenslons 100 Minps SE35E SE3EE RTS11588 GEHO 2014
1T RETEST! 85152 0 01 s abal Enemet Edenslons 10 Gops SEESE SEESE RTS1155 0E102014
1750 RETEST!_45084_0_02 5861560 Ememel Edenslons 1 Gops SE35E SE3EE RTS11588 GEHO 2014
WIE POI_0T5Me_ 01 SE1E80 Natlonal Enemet 2 Mibps REZTILP REZTILP 451 RogersC ara2014
EE PLUS POI_31659 01 SEE1FTA (30) Ememet Edenslons  © Mops REITILR REITILR 3T451RogersC Lipfa i) Y

This will then display the selected quote:

Quote Details - USER GUIDE QUOTE_06691_01

Product Name : Leasad Line
Quate 10 : 5RA203Z
Date Raized : 10102014
A Site B Site
Sitename hometown test 2 Sitename Virgin Sheffiald
Address VIRGIN MEDIA 10-14 BARTLEY WOOD Address VIRGIN MEDIA EVOLUTION HOUSE 1
BUSINESS PARK BARTLEY WAY HOOK CHIPPINGHAM STREET SHEFFIELD
Postoode RGZTSUP Postocode 5835E
Circuit Connectivity BTW PPC Circuit Connectivity BTW FPC
Configuration
Circuit Bandwidth Install Rental Product Term
4302 Mips £19.200.00 £25602.00 Lezsed Line 5

B0 i

LT

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
Order/Quote | ERE0A2
Caonfirm youwr email = first. lzst{@rtest. com

Copy another user on repliss
Froblem type = Prricing Query I;l

Froblem description This is a query with & quote.|

5371 remaining

* Reguired Fieldzs

The populated details will then be sent to the relevant team and you’ll receive the following confirmation:

Thank You

Your message has been sent someone will look at your request and contact you as soon 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

CONTACT US

HELP

BUSINESS

My Accounis My Neiwork

> LOG OUT

Serviceability My Documents Orders W IGry Billing

Create Quote
Paint to Paint Ethernet
Point to Point Postcode
Level
VPN
Managed Intemet Access
Broadband and Phone

Saved Quotes
Iy Sites
From the “Quotes” tab select “Point to 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.
Quote Name Prodwet 2 Product Configuration 3 Posicodes 4 Save Quotes
Choose quots name: | User Guide Indicative Quote
@ Custe Name % Enter in guots Line
Contract term: B 1 Year 0 2vYears O 3 Years
O 4ears F 5vears
Billing Freguancy = | Cusrtarhy I;”
Product: | National Ethamet =
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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.

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

* Reguired Fieldsz

Enter the required postcodes.

Now click “Next” to proceed.

Guote Name Produwct rodlie figuration / Posioodes 4 Ssve Quotes
A End Post Code B End Post Code Circuit Bandwidth: A end besrern B End Besrer:
- - 10 Mbps 10 Mbps 10 Mbps.
SHI5E RGZTSUP
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e Mame Froduct ] Froduc nfiguration

Guote Nam A End B End A End B End Circuit

e PostCode PostCode Bearer Bearer Bandwidth =E s FIELES Ems £ET

SEEEE REITILR 10 Miops 10 MIDps 10 Mips £ £3,165.00 Mational Emem 5 Of
ol

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

y LTS

our quote(s) have been saved.
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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.

CONTACT US HELP > LOG OUT

o=

BUSINESS

My Accounts My Network Serviceability My Documents Orders WU r3 Billing

Create Quote
Point to Point Ethernet
Point to Point Posicode
Level
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 | |Qu0te name |Z|| Date From I:I Date To 031172014

My Quotes - Data Displaying from 05/08/2014 to 03/11/2014

Show 25 50 100 per page Filter page: | |

Quote Name Guote ID ¥ Product Bandwidth A Sites B Sites User name Date Raised

IPVPN USERGUIDE TEST2_99409_001 5853899 IPVPN 10 Mbps
10 Mbps

i,
NATION ETHERNET USERGUIDE PL QUOTEf 5863766 (PL) 1 Mational Ethernet 1 Gbps KT1Mas Wit a M7 npatnek  21/10/2014

_60743_0Q03_01 A

W7 npatnek  22M10/2014

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

Froduct Name : Mational Ethernet
Quote 1D 5862114
Date Raised: 1001012014
A Site B Site
Sitename 19198015615935E1412940801147 Sitename Test Account 1-MNMNE
Address R K MOTORS 228 CHIPPINGHA STREET Address VIRGIN MEDIA 10-14 BARTLEY WOOD
SHEFFIELD BUSINESS PARK BARTLEY WAY HOOK
Postcode S9ISE Postcode RG279UP
Circuit Connectivity Virgin Media Civils Required Circuit Connectivity Virgin Media Site Connected
Bearer Bandwidth 10 Mbps Bearer Bandwidth 10 Mbps
Configuration
Circuit Bandwidth Install Rental Product Term
10 Mbps £0 £3,165.00 National Ethernet 5

Back ' Convert to Full Quote ' Query Quote

Now follow the normal Create a Quote process steps to proceed to completion.
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7.0rders

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 PROFILE 3 LOG OUT

My Accounts My Network Serviceability My Documents Orders EslICLE Billing

Create Quote
Foint to Point Ethernet
Paint to Point Postcode
Level
VEN
IManaged Internet Access
Broadband and Phone
Saved Quotes
My Sites

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

You’ll find a list of your “Saved Quotes” populated on-screen.
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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 | Mational Ethernet [=] |Product []| Date From Date To | 15/10/2014 Clear
My Quotes - Data Displaying from 17/07/2014 to 15/10/2014

Show 25 50 100 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. BIOZAD R7511889 131012014

NE QQ_87821_0Q05_01 5862398 (Q.Q) National Ethernet 2 Mbps B100H. BI0BAD R7511889 1311012014
NE QQ_59719_0Q04_01 5862397 (Q.Q) National Ethernet 2 Mbps B100H. BI0BAD R7511889 1311012014
NE QQ_22120_0Q03_01 5862396 (Q.Q) National Ethernet 2 Mbps B100H. BI0BAD R7511889 1311012014
NE QQ_57826_0Q02_01 5862395 (Q.Q) National Ethernet 2 Mbps B100H. BI0BAD R7511889 1311012014
NE QQ_00069_0Q01_01 5862394 (Q.Q) National Ethernet 2 Mbps B100H. BI0GAD R7511889 131012014
USER GUIDE INDICATIVE QUOTE_74838_0 5862114 (QQ) National Ethernet 10 Mbps 5935E RGZTIUP 307451PerrinC  10/10/2014
Qo1_01

TESTINH_46163_01 5861625 National Ethernet 1 Gbps E149GE B258ET 307451Kirkpatrick  08/10/2014

A
TESTINH_44802_01 5861624 National Ethernet 1 Gbps E149GE B258ET 307451Kirkpatrick  08/10/2014
A
NE POL_07576_01 5861280 National Ethernet 2 Mbps RGZTIUP RGZTIUP 307451RogersC  07/10/2014
o B
Showing Page 1 of 7
Quick Quotes are labelled QQ

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 B100H]
- 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
Configuration
Circuit Bandwidth Install Rental Product Term
2 Mbps £0 £4 995.00 National Ethernet 5
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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 9UP

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 Crder 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 andfor additional
cost for which You will be responsible.

= Subject to Virgin Media Business Limited order acceptance.

» Subject to Survey.

+ Prices are subject to VAT.

O Tickto accept

Click here for My Documents

* Required Fields

.

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 point in the saved orders page.

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

/3- Customer Details 3 ESenace 4 Circwit 3 Associated Orders/Motes E Order Detals

Check that the prepopulated details are correct, and then enter your PO and account number. A PO 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 Name * TestAccount 1 - Partiner Markets Bus Customer PO Mumber * 12345
Partners -CP

Company Reg No 30745 Customer Account Mumber ** 22222 E
BPT Quote Reference 58623499

Correspondence Address Correspondence Contact

Address Name Test Address Contact Name First Last

Address 1 Telephone 01234 567890

Town / City Town Mobile 07777 123456

FPostcode AB12CD Email firstlast@test.com

Count
:

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

4 Circuit 5 Associated Crders/Mofes B Order Defsils

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.

Confirm if you would be happy to accept early delivery
Confirm order type (new, upgrade, downgrade, move or amend)
Enter CRM reference number

Enter VLAN Tagging Scheme if applicable

Click “Next” to proceed.

ner Details 4 Circuit 5 Associated Orders/Notes 6 Order Details

Service

Service * Mational Ethernst Order Type New =

Order Date 15110/2014 Service Required Date ™ 26111/2014

Accept Early Delivery * Yes lz‘ Customer CRM Ref No * ( CRM1234 )

Qos Classification * Dot1p = VLAM Tagging Scheme * ( CVLAN12345 @ )
Performance Reporting Advanced Reporting Is QoS needed ? No

* Required Fields

= 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.

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

section.
e T
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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

AEnd* Please select B| AEnd* 40/100Mbit's RI45Mb [=]

A End Installation Address

Address UNIT 4B Floor* | |
SMALL HEATH BUSINESS PARK Room * | |
TALBOT WAY Rack * | |
Town BIRMINGHAM Contact First Name * | |
Country Contact Last Name * | |
Postcode B100H) Phone * | |
Email * | ‘

Does this property have any existing Virgin Media Business senices (excluding xDSL)? = New lz‘

Installation Details

A End Bearer Bandwidth 10 Mbps
Network Status Virgin Media Civils Required
NTU Alcatel & Port

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

Landlord/Managing Agent Contact Details

Are you the owner of this property * Please select B‘

Additional Info

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

Gircuit details (A1 to B1)

G000 remaining

* Required Fields

*Note: if NO" should Virgin Media Business serices 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 * Mo E

How many years are left of your lease? 125

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

Are you willing and able to provide a copy of your lease? Yes |Z|

|= the property a listed building? Yes E

Do you have the Landlord/Managing Agent contact details? * Yes lz‘ @
Contact First Name * First Contact Last Name * Last
Email * first last@test.com Phone * 01234 567890

Motes and comments

More details here]

Owner: Engage Product Owner Engage External User Guide v1.11 Page 48 of 125

Latest Update 18.03.19 Public



..
BUSINESS

Then add any additional site information.

Additional Info

Plesse provide detsils of any site specific information that Vingin Medis Business should be sware of . =

Circuit details (A to B)

G0 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.

Ts&Cs 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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Associsted OrdersMofes 6 Cwrder Detsils

Gircuit

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

iated Orders/MNotes 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(£) ;c:“']tla?g:?g:":” 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

Previous Submit Order

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

Cancel
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Saved Orders

CONTACT US HELP

D

BUSINESS

My Accounts My Network Serviceability My Documents Wolil1el Quotes Billing

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 Export WIP Order Tracker

Order Tracke Orders

Search | Order Status | @
Submitted
In Planning
In Delivery

My Order Tracker

Show 25 50 100 per page

Filter page: | |
Engage . CAL A End B End Order Last
Date W Order Detail ID CRMID Product Order T
D Reference Postcode Postcode ype Status Updated
09/03/20159 24026990  1196440-2088795 1 Mational E14 9GE B534 5TB New Submitted
Ethemet site/sernvice
09/0372019 24026914 1196439-2098805 Test MNational RG27 9UP B30 28D New Submitted
Ethemet site/senvice

In the orders tab you can search for an order by:

Submitted

All WIP

In Planning

Completed

Awaiting Customer Approval
Cancelled

Rejected

In Delivery

Pending Submission

Enter the information you hold about the order in the Filter page field and click “Search”.
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The orders will then be filtered 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 Export List Of Orders il Export Order Tracker
Order Tracker Orde
Search | Order Status Al Date From |07/09/2016 Date To |06/12/2016 %
My Orders Displaying from 07/09/2016 to 06/12/2016
Show 25 50 100 perpage Filter page:
Engage A End B End
D OrderID CRMID Product Postcode Postcode Order Type Order Status Last Updated
29/10/2016 16:59 9022982 11 Mational Ethernet  S935E S594P5 MNew site/service Awaiting 06/12/2016 11:31
Customer
Approval
31/10/2016 10:21 9024355 IPVPN S935E MNew site/service Awaiting 06/12/2016 11:31
Customer
Approval
311072016 12:36 9024537 IPVPN B435LU MNew site/service Awaiting 06/12/2016 11:31
Customer
Approval

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’

Order Tracking

From the “Saved Orders” screen you can view the progress of the orders you’ve placed with Virgin Media
Business.

Select the order you would like to view the progress of by clicking on the Order ID.

Saved Orders m

Search Fleaze S=lect g Date Frem |31/08:2014 Date To | 10/1002014 H
My Orders Displaying from 31/08/2014 to 10/10/2014
Snow ! 25 50 100 perpage Filter page:
A End B End
Diate Engage 1D Order I CRM ID Product Postcode —— Order Type Order Status
Processing SEEGZ TOEETS CRM1ZM55 Leased Line RGITILP S93SE Mew she'senice Suiemimed
Processing SEEITE TETST I3SET Maraged nemed SE35E M sRe'sanios Suemimed
Mooess
Proczssing 525519 TRV 4567 ManEged miem S33EE Nz shisanise Suenimad
Amrome

Click on the Order Details tab. Here you’ll be provided with an in-depth overview of the current status of
your order.
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Order Summary

Order Summary
Engage ID: BBE62032 Order 1D: TO2ETE
Address: Test Address 2 Cate: 11072014
2
Town Produwct: Leased Line
ABTZCD Order name: USER GUIDE QUOTE_DEE31_01
User name: W T451PeminG
A End Site Details B End Site Details
Festeode: RGZTSUF Fostoode: S8I5E
Bearer Bandwidth: 442 Wbps Bearer Bandwidth: 452 Mbps
Circuit Bandwidth: 442 Mbps

. i Total Guarterly =
Itemisation Total Installation Charges(£) Rental Charge £} Purchased Bandwidth
RGZTSUP <= 5535E £15,200.00 £5,400.50 442 Mbps
Total Charges £19,200.00 £6,400.50

Total Annual Rental Charge £25,602.00

Invoiced in advance as specified:  Quarterhy Minimum contract penied: 5

= Wiew full Order detalls

These include:

Order Detail ID —this is our 12 digit FORCE reference. This needs to be added to all
correspondence

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

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

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

Expedite Process Invoked — this confirms if you have selected the paid expedite option

Order Status - This will display the overall status of the order

Planned Install Date — this is the date the order should be installed

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

Product — this will display the product you have ordered

Customer Contact — the main customer contact

Bearer Bandwidth — the overall size of the circuit

Circuit Bandwidth — the circuit speed you’re ordering

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

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

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

Updates — this part of the portal will contain all KCI emails (Keep Customer Informed) that have
been sent to you. This includes all the milestone KCI mails along with ad hoc KCI emails
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¥ Order Detail ID® : 72 2-87129 Status Update : GREEN Planned Install Date :

Order Adnowledged In Flanning In Delivery Order Delivered
Status Update & GREEN Order Update We're progressing your order
Expedite Process Invoked @ No
Order Status Submitted Planned Install Date
Product National Ethernet Customer Contact e Prince
Bearer Bandwidth 1Gbps Circuit Bandwidth i 1Gbps
Your Order Contact at Virgin Media Business i System Administrator (SYSTEM)

A End Customer Contact Details:

AEnd Address  TELEH £ EAST CORMNDER AVENUE E14 244

HName aMes Jion Tedephone 1258777111
Email @y 222

B End Customer Contact Details:
BEnd Address MV KELLY LTD AMNGTON F

Name Telephone

Email e s1@test

Disconnections

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

Under the Orders tab select “Disconnection”.

My Accounts My Network Serviceability My Documents Helil:el Quotes Billing

Saved Crders
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”.

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
service/circuit to be disconnect to you.

=

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

[l Please Note H Customer Inf 3 Service 4 Product 5 Product Info 6 General Info
Customer Info
Business name: Test Account 1 - Pariner Markets Bus Partners  Salesforce name: Test Account 1 - Partner Markets Bus Partners
-CP
Contact first name*: Cathryn Contact last name* Hunt
Contact telephone*: 09090209090 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

Flease Select
* Required Field!
gL reldsz oioe
o | o [

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

e Data
e \oice

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

EVPN >,
Cancel Ethernet Extensions Previous 3

Ethernet Extensions +
High Capacity Service
IPVPN

Leased Line

MEVPN

MIA

National Ethernet

Off Net Bundle

Select the product against which the request is being raised.

Click “Next” to proceed.
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Please Note 2 Customer Info 6 General Info

Product Info

Bandwidth* 100Mb Circuit Ref*

CAL0000000 i)
A-End postcode* E14 2AA B-End postcode*

NE27 0QF
If there is an off-net element, Yes v &

does it need disconnecting?*

Contact details at site to be Disconnected

First name* First Last name*
Last
Telephone number* 01912308000 E-mail*

first last@virginmedia.co.uk|  x

* Required Fields

Cancel Previous @

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:

Bandwidth

Circuit Ref

A and B-End postcodes
Any off-net element
Site contact details

Click “Next” to proceed.

Please Note [ Customer Info Product Info

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

3010312012 (i}
Bill-end date 30/03/2018 (i) Rental*

£1,300pa (i)
Install Reference 123456-123455 (i) Notice period (days)

30 (i}
Full or partial disconnect* Full _ﬂ 0
Reason for disconnect* Site Closure - Business Still F[v]

Additional comments

255 remaining

* Required Fields

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

Billing account number your service is billed under

Disconnection date

Rental amount

Full or partial disconnection

Reason for the disconnection (leaving, upgrade, downgrade, relocation, site closure, other)
Any additional comments to support your request

Click “Finish” to submit your request.

:/ Disconnection request successful
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8. 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..

CONTACT US HELP » LOG OUT

=

BUSINESS

My Accounts WIIETEYSIIG @ Serviceability My Documents Orders Quotes Billing

Incidents & Queries
Raise Incident
View Incidents
Raise Request
View Requests

Planned Works

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

Incidents & Requests

Raise Incident |§ View Incidents Raise Request | View Requests Planned Works

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.

3 Site Search 4 Sites 5 Products 6 Izsue Type 7 Questions

Raise Incident - Contacts
Flease raise an Incident for any problems with your service. For eventhing else raise a Reguest.

Contact Mame = ncident Management -

waner [ S

Jute e

oy Do

o emer
Tt s ihaeha

et Wil

Bigs Borte

batie [ =rrarpin " uter
S errly

oo
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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 Sites 5 Producis 6 l=zsues Type 7 Guestions

Raise Incident - Reference

First Mame Incident

Last Mams Management

Email Address Sttt ] it S

Telephons Mumbsr 01245574848

Mobile Mumbser

My Refersnce ‘r'm.rRa"arar:sa{ 0

e

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

F.‘E-fs-.rs-.n;:s- /Sne Search 4 Sites 5 Products 6 Issue Type 7 Questions

Raise Incident - Site Search

Search Typs™ Post Code E

Saarch Term™ RGITIUFP ﬁ

Search on one of the following criteria:

Account Number
Circuit Reference

STD Telephone Number
Postcode

Serial Number

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.
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5 Products 6 Izzue Type T GQuesfions

GContscts Reference 3 Site Search ;
o /

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 |;|
m Previous

Now from the Products screen select the product required.

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

Contscts | Reference o [ Site Search > [l Sites € lssue Type 7 GQuestions
A Iy

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 clicking here

Product Name * IFVFN - CALDOS1852 [=]
= roore D

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.

bl Contacts el Feferance .':::- k)l Site Search E::::- Sites ¥ GQuestions
H H /H pd < |
_# I _

Raise Incident - [s5ue Type

lzzue Type ® Packst Loss E

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

FOUEZITTST ST 11:49 TRLEY. Karina FESEz rhermiRan latency
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Select from the drop down list the option which best describes the issue you’re experiencing:

Erroring, Latency, Jitter
Intermittent connection
No connection

Packet Loss

Routing Issues

Other Issues

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.

Contact Reference Sii Product: lszue Type / E Guestions

Raise Incident - Questions

FPlease answer these questions to help us better understand what the issue is. You will need to answer each question before you are able to proceed.

When did you first notice the problem ™ About 0530 lo:a}f.|

382 Remaining

* Reguired Fieldz, plesze enfer mors 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.

Issue Type

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.

Edit Answer

Edit Answer

Onhy happens when raining.

374 Remaining

* Required Fields, pleseze enfer more then 2 charsciers

m Previous

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

e have logged your issue and a member of our team will contact you shortly about this.
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View Incidents

You now have the facility to view the incidents that have been created.

CONTACT US HELP » LOG OUT

S
BUSINESS

My Accounts ETIVRTESIVATS'M Serviceability My Documents Orders GQuotes Billing

Incidents & Queries
Raise Incident
View Incidents
Raise Request
Wiew Reguests

Planned Works

View Incidents B

Search | Please Select |;| Date From | 02/05/2014 Date To [ 13/10:2014 H

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

Incident IO Site Product Created On Entered By Description Status

FONEZI1SeE LONDON PVYPN 1302014 11203 JT451Perrin WyRaNI rhermisent connaction Cpen

The following incident details will be displayed to the user as part of the incident view:

Incident ID

Site

Product

Created on date

Entered by

Customer incident reference

Short description

Incident status i.e. open/closed

I — this means the ticket was triggered by an alarm

You’ll also be able to 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 e

Search | Please Sslect = Date From | 027032014 Date To | 13/10/2014 H
Incident History Displaying from 02/09/2014 to 13/10/2014
Incident 1D Site Product Created On Entered By Description Status
003231588 LONDON PN 131002014 1103 HT4SIPRITING MyREn 234 rheImEEnt coTmECn Open
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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 (hame)

Edit Incident

Detailed information about Incident FO03231598 - Status: Open

Add Note
Note

Entered On =
‘When did you first notice the problem?

: 121002014 07451 PerminC
About 09:30 today. /'— 102
|= the issus happening 5t this site onby? |f not, plasse tell us sbout the other sige

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”).
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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 ) e
Search | My Reference |;| Date From | 02/0%/2014 Date To | 13102014 m H

Incident History Displaying from 02/09/2014 to 13/10/2014
Incident |0 Site Product Created On Entered By My Ref Description Status !
FOEZI15eE LONDON PN 1302014 1128 HT451PerrinC MR riermilent conneciion Open

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

e Enter the search criteria and click “Search” for the incident. The search is defaulted to the last 40
days, but you’re able to change this

e You may search for your sites using:

+ Site Name

* Postcode

»  Circuit Reference (for example: CALxxx, ENxxX, etc.)
e Line Number

* Account Number (voice only)

»  Serial Number

e Please enter at least 3 characters when searching for your site. The more specific your search term,
the quicker you'll find what you're looking for
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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
e 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”
Select the incident you wish to update and click “Add Note”

Enter the details you wish to add to the incident

Select “Save Note”

The system successfully stores the incident information

Edit Incident

Detailed information about Incident FO03231598 - Status: Open

New details added here)

Note Entered On Entered By
‘When did you first notice the problem? 13102014 307451 PeminC
Aot 0530 today. 11:03

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

CONTACT US HELP » LOG OUT

>3

BUSINESS

My Accounts [VIPRTPSAMNIE Serviceability My Documents Orders Quotes Billing

Incidents & Queries
Raise Incident
View Incidents

Raise Request
Wiew Requesis
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:

The change has no cost impacts

Requires no Virgin Media Business on-site resource
Has no impact on other customers

Does not cause disruption to service

Can be completed during normal business hours
Takes no longer than 15 minutes

Does not require any change to your current design

This is found in the My Network tab by selecting “Raise Request”.
It can also be accessed from the 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’ll then be asked to search for the site you wish to log a request against

e Select the product

e The short description is set to New Request (you are unable to change this)

¥ Questions

Raise Request - Issue Type

|ssue Type = Mew reguest

e - [

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”
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b Products b Issue Type
r /

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

Edit Answer

Example: Flease change to 3 dynamic IP.

351 Remaining

* Reguired Fislds, plesse enter more than 2 charsciers

Previous @

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 FOD3 99. We hawve logged your issue and a member of our team will contact you shortly about this.
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View Request

GCONTACT US HELP

BUSINESS

> > > LOG OUT

My Accounts [ITUENSUMNTW Serviceability My Documents Orders Quotes Billing

Incidents & Queries

Raise Incident
View Incidents
Raise Request

View Requests
Planned Works

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.

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

Request ID
Site
Product
Created on
Entered by
My Ref
Description
Status

Note: You’ll be able to export these details to a spreadsheet by clicking on “Export CSV” at the top of the
page. You’ll also be able to click on each of these column titles to sort their results by this field.

View Requests i

Ssarch | Plesse Select |;|J| Date From (020082014 | DateTo [13/10/2014 | E

Request History Displaying from 02/09/2014 to 13/10/2014
Request ID Site Product Created On Entered By My Ref Description Status
FOOEZ31589 LONDON PVPN 131020141215 TS5 1PerinG MyRequestiZd New request 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 (hame)

Edit Request

Detailed information about Request F003231599 - Status: Open Add Note
Request Note Entered On Entered By
Pleass provide us with the telephone number and name of the site contact. 12102014 207451 PerminC
Dave 01234 567850 12:15

Pleaszs outline the sccess times and preferred sccess days. |F site . More
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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:

Site

Request Number

Postcode

Product

My Reference

Status

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.

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).
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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 Free text 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 you wish to add to the request
Enter the request update details

Select to save the note

The system successfully stores the request information

Edit Request

Detailed information about Request F003231599 - Status: Open

Bave Request
Request Note Entered On Entered By
Pleaze provide us with the telephone number and name of the site contact. 131002014 J0T451PeminC
Dave 01234 557850 12:15
Pleaze outline the access times and prefersd scoess 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”:

Change ID

Customer Impact / Planned Works Summary
Status

Scheduled Start Date and Time

Scheduled End Date and Time

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
CALD114377 TEST ACCOUNT CF1 7TWW 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
Hew 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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9. 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 can also 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.

LAN (Local Area Network) Port Configuration

ACL (Access Control List) Modification

DHCP (Dynamic Host Control Protocol) Helper Modification
DHCP Pool Modification

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

e Add/Remove Netflow
o Add/Remove SNMP (Simple Network Management Protocol)

Modify LAN Port

CONTAGT US HELP > LOG OUT

&)

BUSINESS

My Accounts [TFEYAITSIM Serviceability My Documents Orders Quotes Billing

Incidents & Queries
Raise Incident
View Incidents
Raise Request
View Requests

Change Request
Modify LAN Port
ACL Modification
DHCP Helper Modification
DHCP Fool Modification
Add/Remove Netflow
Add/Remave SNMP
Submitted and Saved
Requests

Network Capacity

Planned 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 [GRRVITY

Choose sites

Find & select sites from below or add manually

Show Al Stored Sites Please select search

Add * for wildcard €}

_ CAL Circuit Bearer Management LAN
Postcod site N Hostn: Model
GSIcoae © Name Reference Bandwidth Bandwidth ostame © Flag Network IP

Mo data available in table
Select All Sites Deselect All Sites

Max 0 sites selectable.

stte not founc? RN

Selected Sites

- CAL Circuit Bearer Management LAN
Postcode Site Name Reference Bandwidth Bandwidth Hostname Model 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.
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Note: You can only make changes to IPVVPN and MIA products.

LAN Port Site Selecti 3 Configuration 4 Customer Details 5 Supporting Nofes 6 Order Review
Product *
O IpveN O wma

Choose sites

Find & select sites from below or add manually

Show All Stored Sites Please select search

Postcode Add = for wildcard €)
CAL Ref
Hostname

LAN Network IP
CAL Circuit Management LAN

site N Hostn Model
€ Hame Reference Bandwidth OSHame - Flag Network IP

No data available in table

Select All Sites Deselect All Sites

Max 0 sites selectable.

Choose Selected Sites

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

Postcode

CAL ref

Host name

LAN network IP

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’.

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

Product *

® PPN O wma

Choose sites

Find & select sites from below or add manually

‘Show All Stored Sites Please select search
Add = for wildcard @)

Show[[10 [ entes o
- CAL ircui Bearer Management LAN
Postcode Site Name Hostname Model
Reference Bandwidth Flag Network IP
CF1 TWw TEST ACCOUNT TEST TSET
CF1 TWWw TEST ACCOUNT TEST TEST
CF1 TWW TEST ACCOUNT TEST TEST1244

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

EEnooEnncE
Choose Selected Sites
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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 not found, 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 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 you need. Once you have
selected all your sites, click ‘Next’.

You’ll then be taken to the ‘Configuration’ page.
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LAN Port H Site Selection Configuratio 4 Customer Details 5 Supporting Noles 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
Postcod Site N Hostn Model
SICote ©NAMe  peference  Bandwidth  Bandwidth OSHIEME - Flag Network P status
CF1 Tww TEST TEST TEST

ACCOUNT

Search & add/remove/sites

Apply configuration
D 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 ] DHCP Helper ] pHCP Pool [ acL

Reset form

This will clear the form but maintain your site(s) selection

Apply Configuration

Here you can Add, Modify or Remove configurations for your chosen sites.
Click on the 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).

Enter your ‘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
VLANID *
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 8} Remove
Port Type * Flease select
Interface description

ax 32 chara
VLANID *

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.
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HSRP FEATURE
Select HSRP.

Enter Group Number, Virtual IP and Priority.

HSRP

Group Numbers 10
20
30
40

Virtual IP

Priority 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
DHCP Pool
Network Range & Subnet Mask | |
Exclude IP/Range * [1P Host I~
IP Address 1 [123.45411.222 |
IP Address 2 [ |
Min of 1 & Max of 2 IP Addresses
DHCP Option Number * [1234 | [123458 x| +Add Another
Min 1 pair & Max of 255 pairs
Domain name * |I&ct.lest co.uk |
DNS Servers * [T |
Min 1 & Max of 4
Default Gateway * testco.uk

ACL

Select whether you require a basic or advanced ACL mode.

For Basic ACL:

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 1P O upp
® p O icme
Source IP Range * 123.11.122.23 |[111.08.111.09 | |1000
Destination IP Range * 1122111221 [[1112211122 | 1234
+ Add Another
For Advanced ACL.:
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Enter your ACL advanced values in the text box provided.

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 = 01141234567

Mabile
Address

Address Title/ Name * 100

House Name/ Number * TEST

Street Name TEST

Town / City TEST

County TEST

Country TEST

Post Code ~ S83SE 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 +

PRE-NOTIFICATION CONTACT:

Enter details of your pre-notification contact.
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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 =

Mabile

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 *

Mobile

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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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’.

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:

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

Postcode site Name CAL Circuit Bearer Hostname Model —TErErEL UAL

Configuration

Reference Bandwidth Bandwidth Flag Network IP

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 ‘VLAN ID’.

Enter your desired ACL Mode — Basic or Advanced.

status

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

75-80).
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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 following:

[l DHCP Helper [ 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

5 CAL Circuit Bearer Management LAN Configuration
EEE L DI Reference Bandwidth Bandwidth M= —=1 Flag Network IP status
CF1 TWW TEST TEST TSET
ACCOUNT
Search & add/remove/sites
Apply configuration
D Add O Modify O Remove
Port Type * Please select
Interface description
Max 32 characters

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 ‘VLAN ID’.

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 following:

[l DHCP Pool [ Site Selection i 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

5 CAL Circuit Bearer Management LAN Configuration

Postcode SteName  poference  Bandwidth  Bandwigtn  ‘osoame  Model Flag Network P status
CF1 TwWw TEST TEST TEST

ACCOUNT
Search & add/remove/sites
Apply configuration
O Add O Modify O Remove
Port Type * Please select
Interface description

ax 32 cha

VLAN ID *

Network Range & Subnet Mask

Exclude IP/Range * Please select

DHCP Option Number * + Add Ancther

Min 1 pair & Max of 255 pairs
Domain name *

DNS Servers *

Min 1 & Max of 4

Default Gateway *

el 00 Configuration
his 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).
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Enter ‘VLAN ID’.

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

Enter the ‘Execute [P 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 Gustomer Details 5 Supporting Notes 6 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 changes to IPVPN and MIA products.
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Netflow [ Site Selectio 3 Configuration 4 Gustomer Details 5 Supporting Notes & Order Review

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

Please select search

Postcode Add * for wildcard @)
CAL Ref
Hostname
LAN Network IP
_ CAL Circuit Bearer Management LAN
FOEEETY SKeliae Reference Bandwidth Bandwidth Hostname Model Flag Network IP

Show All Stored Sites

Mo data available in table

Select All Sites Deselect All Sites

Max O sites selectable.

Choose Selected Sites

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

Postcode

CAL ref

Host name

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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Nefflow Sii e 3 Configuration 4 Customer Details 5 Supporting Notes £ Order Review

Choose Froduct & Type

Product *
® IPvPN QO 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

Add * for wildeard )

show| 10 entries Fiter ]
) CAL Circuit Bearer Management LAN
R Sicia Reference Bandwidth Bandwidth TS = Flag Network IP
CF1 TWwW TEST ACCOUNT TEST TSET
CF1 7WwW TEST ACCOUNT TEST TEST
CF1TWW TEST ACCOUNT TEST TEST1244
CH48 4EF LEES
SOLICITORS -
GRANGERD

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

[rvs J oeos L L Lo s o L
Choose Selected Sites

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 not found, you’ll need enter it manually.

Then click ‘Manually Add Site’.

site not ounc? | EEERIEIEIEEY

Please make sure site detalls 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 IP
B28 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123¢
Update
Selected Sites
. CAL Circuit Bearer Management LAN
FOSETLE FELETE Reference Bandwidth Bandwidth EHRETE s Flag Network IP
B28 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123.98 m
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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’ Netflow you’ll see the following screen:

Netflow Site Selectior [E]l Cenfiguratio 4 Customer Details 5 Supporting Notes & Order Review

Configure Sites
Selected Sites

Site Name CAL Bearer Frsrs Management LAN
Reference Bandwidth Flag Network IP
CF17wWw TEST ACCOUNT TEST TSET
CF1 7WwW TEST ACCOUNT TEST TEST
CF1 7WW TEST ACCOUNT TEST TEST1244
Apply configuration

Product: IPVPN

‘Which version of NETFLOW is required? *

Enter 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 \ersion5
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 Configuralic 4 Customer Details 5 Supporting Notes 6 ' Order Review

Configure Sites

Selected Sites

LAN

= oo e B .
CF1 TwWw TEST ACCOUNT TEST TSET
CF1 TwWw TEST ACCOUNT TEST TEST
CF1 TwWw 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.

Network IP

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 Contat

‘Change Address’.
First Name * DSDFSD
Last Name = DFSDF
Email * SAM@SAM.COM
Contact Tel * 01141234557
Mabile
Address
Address Title/ Name * 100
House Name/ Number * TEST
Street Name TEST
Town / City TEST
County TEST
Country TEST
Post Code * S83SE

Change Address

TECHNICAL CONTACT:
Enter details of your technical contact.

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

Owner: Engage Product Owner
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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 *

Mobile

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, then click ‘Next’.
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You’ll be taken to the Supporting notes screen:

Bl LAN Port M Site Selection [El Configuration K3 Gustomer Details i 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

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”.

You’ll be taken to the Netflow landing page.

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 %
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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 changes to IPVPN and MIA products.

Nefflow aci 3 Configuration 4 GCustomer Details 5 Supporting Notes 6 Order Review

Choose Froduct & 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.

Show All Stored Sites Please select search

Postcode Add * for wildeard €)
CAL Ref
Hostname

LAN Network IP
CAL Circuit Bearer Management LAN

SLPL Reference Bandwidth Bandwidth FIENEED L Flag Network IP

Mo data available in table

Select All Sites  Deselect All Sites

Max 0 sites selectable.

Choose Selected Sites

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

Postcode

CAL ref

Host name

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’.
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Nefflow Sit ecti 3 Configuration 4 Customer Details 5 Supporting Notes 6  Order Review

Choose Product & Type

Product =
® IPVPN O mMa

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

Choose sites

Find & select sites from below or add manually

Show Al Stored Sites Please select search

Add * for wildcard )

" CAL Circuit Bearer Management LAN

REEEERTS SIBLTLS Reference Bandwidth Bandwidth BT = Flag Network IP
CF1 TwWw TEST ACCOUNT TEST TSET
CF1 TwWw TEST ACCOUNT TEST TEST
CF1 Tww TEST ACCOUNT TEST TEST1244
CH48 4EF LEES

SOLICITORS -

GRANGE RD

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

I3 223 61 B B
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
the additional sites. Once you have selected the required sites, click ‘Choose Selected Sites’.

If your site is not found, 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 IP
B28 85E Test CAL1234 100mb 1Gb Host Model Mgmt 192.11.123.¢

Add +

Update

Selected Sites
. CAL Circuit Bearer Management LAN
e SRENS Reference Bandwidth Bandwidth O eccl Flag Network IP
B28 85E Test CAL1234 100mb 1Gb Host Model Mgt 192.11.123.98 Tl
Exit
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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:

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

Configure Sites

Selected Sites

Postcode site Name CAL Circuit Bearer Hostname Model Management LAN

Reference Bandwidth Bandwidth Flag MNetwork IP
CF17WW TEST ACCOUNT TEST TSET
CF17WwW TEST ACCOUNT TEST TEST
CF17wWw 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-String-2016-*
A min of 20 & max of 50 characters long & have all of the following - 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:
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SNMP [ Site Selection Configuratic 4 Customer Details 5 Supporting Nofes 6 Order Review

Configure Sites

Selected Sites

Postcode site Name :;';mnce gg::v':' h g::r;;i ot Hostname Model 'F":‘;:""eme"t 'ﬁ‘::m P
CF1 TWW TEST AGCOUNT TEST TSET

CF1 7ww TEST ACCOUNT TEST TEST

CF1 TWW TEST AGCOUNT TEST TEST1244

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

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 Change Contal

Address

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

Post Code * S035E Change Address
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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 =

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

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

First Name *
Last Name *
Email ~

Contact Tel *

Mobile

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:

Kl LAN Port [ Site Selection [El Coniiguration Customer Defails & 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

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’.

Kl LAN Port H Site Selection [l Configuration Customer Details Supporting & 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

Exit Previous
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Your request will be 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’.

CONTACT US » LOG OUT

My Accounts ITRTTSIVYI Serviceability My Documenis Orders Quotes Billing

Incidents & Queries
Raise Incident
Wiew Incidents
Raise Request
Wiew Requests
Change Request
Modify LAN Port
ACL Modification
DHCP Helper Modification
DHCP Poal Moedification
Add/Remove Netflow
Add/Remove SNMP
Submitted and Saved
Requests
Metwork Capacity
Planned Works

You’ll be taken directly to the change request tab in the saved orders page.

Saved Orders

Order Tracker Orders

Search | Request Status [v] [ [v] Date From [02/01/2017 | DateTo [0/0412017

My Change Requests Displaying from 09/01/2017 to 09/04/2017
Change User Request Submission Edit/ Cancel
Request ID SEPTEAETD  [Eire Name Status Date W Review Order
00322 Modify LAM Port  IPVPN Submitted 08042017 Review A
00321 SHNMP Managed Internet Access Submitted 0710472017 Review NIA
00320 Netflow Managed Intemet Access Submitted 071042017 Review A
00318 Netflow IPVPN Submitted 070427 Review MIA
00318 SHMP IPVPN Submitted 070427 Review MIA

Showing Page 1 of 1
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10. 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:

Your Point of Interconnect Sites

Your Interconnects and the available bandwidth on each
The Services you have on each Interconnect and their status
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 Metwork area of Engage. This is where you can manage all aspects of your service.

Network Capacity
[ Viw Al

POl Site Name POI Site Address POI Site Postcode
POl Site 1 Test Lid, 1 Capacity Street, Manchester,

W1 2YZ
Talehotal Test 35 Test Street. London, AB1 2CD 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 requests - raise
a reauest for a minor chanae to vour

Or if Network Capacity within the dropdown menu is chosen:

Owner: Engage Product Owner

Latest Update 18.03.19

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 required. Existing
sefvices can also be modified.

Engage External User Guide v1.11
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Hi A, *You have 502 New Messages and
0 New Planned Works Notices .

Get in touch

ALSO OF INTEREST

+ Generation IP
+ Business Blog
+ News and Events

+ Site to Site Connectivity
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My Accounts WUTRTITNY M Serviceability My Documents Orders GQuotes Billing

Incidents & Queries
Raise Incident
View Incidents
View Requests

Change Reguest
Modify LAN Port
ACL Modification
DHCP Helper Modification
DHCP Pool Modification
Add/Remave Netflow
Add/Remove SNMP
Submitted and Saved

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 1Gbps 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 .

POl Site Name T ane AQrESS e 7T ende

W1 ZYZ

CONTACT US

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

25, Test Sireet, London, AB12CD

INCIDENTS & QUERIES CHANGE REQUESTS
In this area, you can raise and frack the WHAT CHANGE DO YOU
status of incidents. Here's a quick REQUIRE?

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

Here you can configure and submit a + Generation IP
range of request changes to manage

your sites networks. It is possible to add * Business Slog

i new services to sites, or remove those » Mews and Events
incidents - search, view and update that are no longer required. Existing )
existing |nC|dent5. Raise requests - raise services can also be modified. + Site to Site Connectivity
a reauest for a minor chanae to vour
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Interconnects:
The information below shows the details of your 10Gbps Interconnects.

how heiphiinio )

Network Capacity

The sriloemabon biskow shows the Point of Inlerconnistl stes whens we connscd with you, as will as the 100 mlerconnects and serst et thal are
prorasionid on thismn Plaase select a now 10 Sbi thi reslabls Seroces agarsd a specific inbsonnect

POH e ) Nsree & PN [ Site) Poalcode PO [ Sile) Adideena
* BOH EITE 1 W1 YT TESTLTD, 1 CAPARCITY STREET, MAMCHESTER, W1 72
- TELEHOTEL TEST AB1 200 35, TEST STREET, LOMDOM, AR 200
Saarch

§ Poyizal BW § LogialBW @ Booked BW

Select a port to 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

Network Capacity

The mfarmation below shows the Pomt of Interconnect stes whare we connect with you, as well a3 the 10G mterconnects and servces that are
provisioned on them. Please select a row to see the avalable senvices aganst a specific interconnect

Export interconnects  search

POI [ Site) Name $ POI(Site) Postcode § POI{Site) Address 5
- POl See 1 w122 Test Lid, 1 Capacty Street. Manchester, WX1 2YZ
Searth
Interconmect Poet §  Interconnect Description § Physical BW § LogkalBW § BookedBW § Available BW §
YZ.METNET.18 1 CFL ntu-002 Test Network Capacity 2 (Oversubscn
- . P 20000 4
bod &
B-End CAL 8-End NTU $ Purchased BW $ BEnd Status $ Customer VLAN [
CALDDO00OSD NTU
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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.

i

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

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 one 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. Use the dashboard to identify an alternative Interconnect with capacity
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11. 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.

CONTACT US » HELP

s

BUSINESS

My Accounts My Network Serviceability NN NIeH Orders Quotes Billing

Documents may be stored by folder or individually, whatever your preference.

My Documents

You Are Here > Document Store

Folder{s)

Folder Type Folder Name [::h?fnlders gcnbc::ments
d Agresments 1 a
o Contract (] H
cl Engage Tems of Use 0 1
o Senice Dessriptions i 2
o TECE by Sendce 10 0
o Test il 0
c testing a 1
o User Guites 0 1
File Type Document Mame Publish Date Version
= Cusstiomer Seniice Description - Ethemet Edenslo  Mon 320 15 030300 B5T 2014 1.00
RSV Maneh 2
= Customer Senfice Description NE and EE+ Mon Sep 15 000000 EST 2014 100
= Engage Tems of Usevi Mon Sep 15 000000 BST 2014 100
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12. Sign up to MyaBill

Working smarter

CONTACT US HELP > LOG ouT
My Accounts My Network Serviceability My Documents Orders Quotes W:TIT]
My Bill
il Billing Hel,
Billing o el
Billing Video
My Bill | Biling Help | Billing Video | Register for My Bill Beglster for My Bil

If you have a My Bill account you can set up Single Sign On. This means you will 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.

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 on the Billing tab at the top of the homepage. Now select the “MyBill” option and you’ll be
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 MyBiIll account, then click on the link below to register.

http://www.virginmediabusiness.co.uk/Customer-area/Billing-Portal-Reqistration/
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13. 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.

> LOGOUT

-~ BUSINESS

My Accounts My Network Serviceability My Documents Orders Quotes Billing

Select the query type in the ‘How can we help’ drop down box.

Pricing Query

Product Query

Competitor Price Review
Change of Existing Service
Portal Feedback

Bulk Site Request

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.

Contact us
How can we help | General fesdback =]
Order/Quete/Account 1D (If |ABCI2,3
applicabls)
Mame * |First Last

Confiirm your telephons number = |g|234 EETESD

|
|
Confirm youwr email = |Fir5tLast@1JE¢.mm |
|
|

CC Email |

More Information = Enter your comments here.

= Send Message
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14. Product Configuration

AVAILABLE QUOTE TYPES
Product configuration is required during the quote and the order stage.

During the quote stage the level of configuration is dependent on the quote type.

Standard Address Postcode

National Ethernet
EE
EE+
LL
MiA

IPVPN

Even

Broadband & Phone

4
V4
v
v
v
v
v
J

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 select if 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 Accept Early 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

Confirm the A-End and B-End installation details such as:

The exact location in the building including floor, room and rack details

Site contact details including full name, telephone number and email

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 For the 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.
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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”

QoS — confirm if the circuit requires QoS or not

Layer 2 Control Protocol — confirm if the circuits required layer 2 control protocol or not

A-End and B-End bearer, the options are 10 Mbps, 100 Mbps and 1Gbps

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

»  Alcatel Hardened — select this NTU if the circuit is delivered in a room that is not in a
controlled environment

»  Alcatel High Bandwidth

» Existing — select this option if you already have an NTU with spare ports at the site

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 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

e The required circuit bandwidth — you can select one or multiple options with the available
bandwidths between 2Mbps up to 1Gbps
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POSTCODE LEVEL QUOTES

The following information is required for this quote type:

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 for you, but you can change
this if required. The options are “Monthly”, Quarterly* or “Annually”

Product

A-End and B-End bearer — 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)

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:

VLAN Tagging Scheme — in this section you need to highlight if you require a C_VLAN tag or not
Service Presentation for both the A-End and B-End — select between Port or VLAN presentation
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 2000Mbps is available on request
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

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
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 1Ghps the options are single or multiport EDX 1006 for the A-End and a single Port EDX
1002 for the 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:

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 bearer, 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)

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:

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

You’ll need to specify the port the service should be added to
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Leased Lines

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
required. The options are “Monthly”, “Quarterly* or “Annually”

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

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:

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

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

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:

Service Presentation — you’ll need to select the service presentation you need for this circuit for
both the A-End and the B-End

G.703 is 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 is either transported over
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

X.21 is an interface 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:

Exact address for all sites included in the quote

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
required. The options are “Monthly”, “Quarterly* or “Annually”

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 Access and 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 start is selected, the following security features can be selected:

+  BGP — Border Gateway Protocol (BGP) is the protocol which is used to make core routing decisions on
the Internet. It involves a table of IP networks or "prefixes” which designate network reachability
among autonomous systems (AS)

*  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:

Description — you can include a description for your requirement here

LAN presentation — the option available is dependent on the bandwidth selected

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

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

Do you want us 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 sent in 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 circuit is
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 Access type

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
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 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

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:

Exact address for all sites included in the quote

Access type

Phone numbers to the sites to improve the accuracy of the serviceability check for Ethernet lite

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

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

o 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

e Access bandwidth and port size, the options will differ based on the access type selected

e Selectthe 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

o If you selected Ethernet lite as the access type you’ll also need to define the contention ratio, select
between dedicated and shared

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

e 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 [For a more 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 term is 5 years

e The billing frequency is 1 month and it cannot be changed due to usage charges

e For each 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 menu if 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, minimum is 1 and maximum is 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 |f yes, you need to provide the MAC code and expiry date and the phone number

e You also need to confirm if you have an existing phone line to transfer in. If so, please select yes
from the dropdown menu

e If you have 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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