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Chapter 2:
Home / Landing Page
Overview
Introduction The Control Center Home/Landing Page module provides you access to all

modules within the system. This will provide you access to Remote Control,
Services, Billing, Service Management including Repair, Configuration Changes and
Circuit testing; Message center, access to Help & Training; and a link to contacts.

In this Chapter  This chapter contains the following topics.

Topic See Page

Overview 1

Control Center Landing Page Module 2

Accessing Services Module 5

Accessing Reports Module (Usage and Performance) 7

Accessing Billing Module 9

Accessing Service Management Module 10
Accessing Orders Module 11
Accessing Contact Management Module 12
Accessing Administration Module 17
My Contacts in Administration Module 19
Filter Contacts 21
View Contact Detail 23
Update Contact Information 23
Add Contact Type 24
Add Contact Phone 24
Create New Contact 26
Accessing Message Center 32
Customization of Portlets 33
Network Map Portlet 35
Accessing Control Center User Guides 38
Accessing Live Help 39
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Control Center Landing Page Module
Introduction The Control Center landing page provides you access to all the modules of the

Control Center system. The Home page is divided into two main sections; the left

side has access to the Modules, as described above. The rest of the page is
dedicated to the message center and portlets. The portlets are customizable
windows for your services.

The top of the page has some quick access links, including Help (which includes

Live Help Chat link), Contact Us (also includes Live Help Chat link), My Profile, and

tabs to the Wholesale home page, Products & Services, Customer Service, and
Manage My Account from the Control Center Landing page.

Sections and The table below describes the sections displayed on the Home/Landing Page.

Descriptions

Section

Description

Welcome
Message

Locate the Welcome message at the top of the screen. It
uses the first name on your profile.

Help ?

This is a drop down that gives you access to the following
information:
e Whois My System Administrator
e Live Help (Click to Chat)
e Email us at Control Center National Care
Request
e Callus at 1-800-291-7707 or 612-752-1397
e For billing specific issues please contact 1-888
496-7447
¢ View the Manage My Services Guide
e View Help Content
e View Control Center Guides
You will also find your name, your company name,
and the enterprise ID for the account.

My Profile

The My Profile application allows you to manage your
password, contact details and address information.

Contact Us

This link shows the Wholesale Contact Information. This
can either be calling customer care, submitting a National
Care Ticket, or Live Chat!

Logout

This link, located at the top of the screen, allows you to
log out of the Control Center system.

Megamenu

The megamenu is the gray bar across the top of all
Control Center screens.

It offers quick navigation to all menus and sub-menus of
Control Center, from other page in the portal.

Megamenu appearance is governed by user profile
permissions. Contact your system administrator to have
permissions applied to your profile.

Remote Control

This allows access into the Remote Control portal
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Services

This will allow access to the services that your CSA has
granted you permission to for your enterprise.

Reports

Usage and Performance/Network Performance

Billing

Only accessible if you have been granted permission.
This allows access to eBilling and Call Detail Records.

Service
Management

Only accessible if you have been granted permission for
Repair, and/or IP Configuration. This module has the
Repair, Configuration Changes and Circuit Testing
applications.

Orders

Only accessible if you have been granted permission for
Ordering. This allows self service of Order Status.

Administration

This will allow access to many applications which will vary
based on the permissions granted to you by CSA. See
the Accessing Administration Module section below for
more information on available applications.

Message Center

This section provides additional information about system
enhancements, maintenance schedules and promotional
details.

Customize My
Page

This link allows users to re-add portlets that have been
previously deleted from the landing page.

continued on next page
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Example

No other use of the material is permitted without the express written consent of CenturyLink.

An example of the Control Center Home page appears below.
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Accessing Services Module

Procedure Follow the steps in the procedure below to access the Services Module from the
home/landing page.

Step Action

1 From the Home/Landing Page, locate the Services module.
Example:

Services

@Tnll Free
@ Long Distance

@ IQ Networking

@Travel.fﬂuaineaa Card

Click on the desired Service and a drop down list will appear. This
allows direct navigation to the desired location.

Example:

Services

@ Long Distance
@ 1Q Networking
@ Travel/Business Card

Continued on next page
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Step

Action

Click on the desired product link.

Result: The corresponding screen for the product you selected is
displayed, in this case Toll Free inventory.

Control Center
Service Hub | Toll Free | E-Line | Long Distance | IQ Networking | Travel Business Card | Private Line

Inventory Reports Repair Service Status

View All (Default]
“ Searcn for... v Select criteria for search Advanced Search
Manage Views Download All

Records <1-250> of 13433 Next

800} 4 B0 iniimiag % Alloc, DTO

BO0MS AN B0t wim) Primary Call Plan CINTIGTITIR0

Note: you can return to the Control Center home/landing page by
clicking the Control Center link. You can also navigate to other products
in the Services module using these quick navigation links, without having
to return to the home/landing page.

Control Center

Toll Free | Long Distance | 1Q Networking | Travel'Business Card

Inventory Reports Repair Service
Status

The megamenu offers quick navigation to all menus and sub-menus of
Control Center, from any page in the portal. Appearance is governed by
user profile permissions. Contact your system administrator to have
permissions applied to your

profile.

Remote Control

CenturyLink Wholesale Solutions stomize My Page

Products & Services

Customer Senvice Cantar
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Accessing Reports Module (Usage and Performance)

Introduction The Reports module features a Usage and Performance application. This
Performance Reporting is displayed to users with correct permissions (namely 1Q or
Private Line. Contact your system administrator to have permissions applied to your

profile). This tool is on demand and almost entirely read-only, featuring both Passive
and Active Metrics.

This reporting is also available under other services such as iQ Networking, Private
Line, etc. For detailed information, see Chapter 6: iQ-DIA Application User Guide.

Step Action
1 From the Home/Landing page, locate the Reports module.

Drop down Usage and Performance, and select Network
Performance.

Reports

Ilsage and Perfoarmance
Metwark Performance
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Result: A new window will open, displaying the CenturyLink
Performance Reporting tool.

a\7p° ” CenturyLink Performance Reporting
= = CenturyLink*
i\ ; Local:5:37PM GMT:12:37AM

Enterprise: |~

Filters | [ Msp Refresh ] [ Map Search | [ Map Legena ] [ Msp Detsils ]

Select A Stete: ([comptete List) [ mep

Google
c

No other use of the material

Confidential
Copyright 2014. All rights reserved.
is permitted without the express written consent of CenturyLink.




Control Center User Guide May 2014

Accessing Billing Module

Procedure Follow the steps in the procedure below to access the Billing Module from the
home/landing page.

Note: eBill permissions are required to have access to this module and its functions.
Contact your system administrator to have permissions applied to your profile.

Step Action

1 From the Home/Landing page, locate the Billing module.

Example:

Billing

@ Add Accounts

@ Reports

@ cail Detail Records

Click on the desired item on the list and the drop down will appear.

Billing

all Detail Records (COR

¥

2 Click on the desired Billing link to view bill, reports, CDRs, etc.
For more information, see Chapter 8: eBilling Module guide.

Confidential 9
Copyright 2014. All rights reserved.
No other use of the material is permitted without the express written consent of CenturyLink.



Control Center User Guide May 2014

Accessing Service Management Module

Procedure Follow the steps in the procedure below to access the Service Management Module
from the home/landing page.

Note: Repair and IP Configuration permissions are required to have access to this
module and its functions. Contact your system administrator to have permissions
applied to your profile.

Step Action
1 From the Home/Landing page, locate the Service Management
module.
Example:

Service Management

e Repair

Q Configuration Changes

Q Circuit Testing

Click on the desired item on the list and the drop down will appear.

Service Management

2 Click on the desired Service Management link to view and create
Repair tickets, view and perform Configuration Changes, and view and
perform Circuit Testing.

For more information, see Chapter 9: Repair and Circuit Testing, and
Chapter 10: Configuration Changes.
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Accessing Orders Module

Introduction The Order Status application in the Orders module provides a self-service view of
the status of your order, based upon the job steps for your services. Order Status
offers simple or advanced filter functions, and customization of the default view.
Order Status will retain the data on Completed or Canceled orders for 90 days. New
orders are picked up by the system three times a day. Job step updates are near-
real time. For more information, see Chapter 11: Order Status User Guide.

Note: Ordering permissions are required to have access to this module and its
functions. Contact your system administrator to have permissions applied to your

profile.
Step Action
1 From the Home/Landing page, locate the Orders module.

Drop down the Order Status application, and select the Order Status
menu option.

Orders

Crder Status

Order Status

2 Result: the Order Status list is displayed.

kol Cante

Order Slatus

For more information, see Chapter 11: Order Status User Guide.
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Accessing Contact Management Module

Introduction The SWIP Contacts application in the Contact Management module provides a self-
service portal to add/edit SWIP contacts - applicable only when CenturyLink has
created the Org ID for the customer.

Note: Advanced and/or Admin permissions are required to have access to this
module and its functions. Contact your system administrator to have permissions
applied to your profile.

Step Action

1 From the Home/Landing page, locate the Contact Management
module.

Drop down the Contact Management application, and select the SWIP
Contacts menu option.

Contact Management

. SWIP Contacts

SWIP Contacts

2 Result: the SWIP Contacts search page is displayed.

Control Center
SWIP Contacts

Contact Management

SWIP Contacts
ORG ID:

OR

Account Number:

Clear Cancel
Action:
Search by ORG ID or Account Number.
An account number will have only one ORG ID.
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3 Result: the SWIP Contacts list is displayed.

= = CenturyLink~ v 1iez 1w Pome| .
Wholesale

Medium Business Laige Business

Wholesale | Services | Reports | Biling | Service Management | Orders | Contact Managernent | Administration

Control Center
SWIP Contacts

SWIP Contacts Org ID:AM 3
[ Create New SWIP Contact

Name: o0p Contact Type: Org Tech POC, Org Abuse POC, Edit
Admin FOC
E.mail Address: te:sk@c.com Switch Admin
Company: Tels

Name: Abracadabra Contact Type: Org Tech POC, Org Abuse POC Edit
E-mail Address: Abracadabra@home com Company: Abracadabra Delete
Name: G.M Contact Type: Org Tech POC, Org Abuse POC Eddt
£-mail Address: m@g com Company: 'AIRESPRING. INC Daleto
Name: king Contact Type: Org Abuse POC Edit
E-msil Address: kingadd@kingadd.com Company: kingdom Delete
Name: kumar, gauray Contact Type: Org Tech POC Edi
E-mail Address: gk@gk com Company: o
Contact Types:

Only one contact can be the Admin POC

Multiple contacts can be assigned as Org Tech POC and/or Org Abuse
POC

Actions include:
e Create New SWIP Contact
e Edit existing contact
o Delete existing contact
e Switch Admin
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Action: Click Create New SWIP Contact button.
Result: SWIP Contacts fields are displayed.

Wholesake Services Reports | Billing Sarvice Managemeni | Orders | Coninet Management  Administration |

Control Cefter
SWIP Contacts

Contact Management

SWIP Contacts Org ID0AlE x]
"Contact Type ™ ogTechree [ (ﬁg Abuse POC

“Contact Defined As - Seleel - 2@

*Last Name:

First Name:

Company Name:

Country: Location Details
“Adidress: Area:
*City: Area Value:
*StateiProvince: Location Designator 2.
*Postal Code; Location Value 2:
*Office Phoae Number: Type
“E-mall Address: Type Value:

Cancal

About Us | Careers | Site Map| Legal | Privacy Palicy | Taniffs | Contact Us
Large Business | Fagersl Govammeant | Siete & Lozst Govemment | Sducstion | Chanmal alignts | CONSUIEns | naustry Ansiysets | Systams INSQraloms.
Residentiel | Small - Medium Business | Whoiesale

Enter contact information and click Save button.

Contact Management

SWIP Contacts

*Contact Type: H
b [ Org Tech POC ANk For Role Contact type, Last Name and

N . . _ _ Company Name are required. Cannot enter
Contact Defined As: Select | @ First Mame. For Person Contact Type, First

and Last Name are required, and Company

*Last Name: Name is optional.
Role
First Name: Person
Contact Types:

Only one contact can be the Admin POC

Multiple contacts can be assigned as Org Tech POC and/or Org Abuse
POC

Contact Defined As:

Role — Last Name and Company Name are required, cannot enter First
Name (example of this would be a group such as a NOC)

Person — Last Name and First Name are required, Company Name is
optional
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5 Action: Edit existing contact
Edit fields and save changes by clicking Save button.

Control Center

SWIP Contacts
SWIP Contacts Org ID-ASSES Nl
*Contact Type: [~ Admin POC [+ OrgTech POC I Org Abuse POC
Contact Defined As: ROLE
Last Name: oop
First Name:
Company Name: Tels
*Address 1: EW
Address 2; |:
*City: Ew—
State/Province/Address I:
Line 3:
*Postal Code: E{)ﬂ‘
*Office Phone Number: E?m
E-mail Address: te e i
W (o
6 Action: Click Delete button on an existing contact:

Result: Delete Contact confirmation message window displays.

Pleass confirm you wish 10 delete this ¢ontact

T e

Select Confirm or Cancel.
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7 Action: Switch Admin
Select an existing contact, or enter new contact.
Click Save button. This will designate the contact as SWIP Admin POC.

SWIP Contacts

Contact Management

SWIP Contacts org lAmER
Create New SWIP Contact
Contact Type: [+ Admin POC

Create from Existing Contact

Contact: - Select - -
OR
Create New
Contact Defined As: - Select - - @
*Last Name:
First Name:

Company Name:

Country: Location Details
Address: Area:
City: Area Value:
State/Province: Location Designator 2:
Postal Code: Location Value 2:
Office Phone Number: Type:
*E-mail Address: Type Value:
Cancel

8 Error Message
The information entered was not valid. Pleas correct and resubmit.

Control Centor
SWIP Contacts

SWIP Contacts

I ! The information entered was not valid. Please cormect and resubmit. |

ORG ID WTA-123456
OR

Account Numbes:
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Accessing Administration Module

Procedure Follow the steps in the procedure below to access your Administration from the
landing page.

Note: You need to be setup with appropriate user permissions to have
access to all items in the administration section. Your CSA can assign
you the correct permission as appropriate.

Step

Action

1

From the Home/Landing page, locate the Administration module.
Example:

Administration

@ Wy Contacts
@ My System Admin

@ My CenturyLink Accounts

& weblinks

@) DownloadsiUploads

@ Support Center

Continued on next page
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Click on the desired Service and a drop down list will appear. This
allows direct navigation to the desired location.

Example:

Administration

A Profile |

| JReports I

L My Contacts |

oMy System Admin |

b R CATNOS IR SRt ol

(2 \iebLinks ‘

\. .Downicadsipioads |

L& /Support Center ‘

2 Click on the desired Administration link.

My Profile — Displays and allows you to edit your profile
information and Secret Question/answer/hint; reset password
Reports — Request and view 8xx/1+(ANI)/Calling Card reports
My Contacts — Contacts can be created at Enterprise, Account,
Location and Circuit level. Includes Responsible Individual,

Proactive Notification, Site, Technical contact types. Also
available under iQ Networking > Notify Contacts.

My System Admin — Provides list of users with administrative
access

My CenturyLink Accounts — Provides list of accounts in your
Enterprise

Weblinks — Includes links to Standard LATA/OCN Rates for
Resellers and IDDD Calling Card Access Numbers

Downloads/Uploads — CARE, CDR, Miscellaneous, INT files
Support Center — Overview of the home/landing page
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Note: you can return to the Control Center home/landing page by
clicking the Control Center link. You can also navigate to other products
in the Administration module using these quick navigation links, without
having to return to the home/landing page.

Control Center

My Profile | Reports | My Contacts | My System Admin
My CenturyLink Accounts | WebLinks | Downloads/Uploads
Support Center

The megamenu offers quick navigation to all menus and sub-menus of
Control Center, from any page in the portal. Appearance is governed by
user profile permissions. Contact your system administrator to have
permissions applied to your

profile.

Remote Control

CenturyLink Wholesale Solutions w

Products & Services

Customer Senice Lo oc;a Mantar

My Contacts in Administration Module

Introduction

Procedure

Contacts can be created at Enterprise, Account, Location and Circuit level. Includes
Responsible Individual, Proactive Notification, Site, Technical contact types.

Also available under iQ Networking > Notify Contacts.

To retrieve a filtered list of contacts, follow the steps below to apply your criteria to the
Contacts list so that only those contacts you wish to see will appear:

Note: Steps 3 through 9 are optional. You only need to supply enough information
to retrieve the contacts you want.
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Step

Action

Navigate to Administration, My Contacts.

This page is divided into three sections. The Filters section allows you
to narrow the list of contacts so you can more easily find the contact(s)
you want to see. The Functions section allows you to create a new
contact. The Contacts section displays a list of contacts you can edit or
delete.

rl'illeus I (Contacts(0-0 of 0 |

Search Lavel Contact
Entarpriss v Hams +
[Femmemmeee |He Comtacts Available.

Order Of Conbact

Level/Value E-mail Contact Tvos

Customer Name

w [Contacts(0-0of 0

Cust - A nt10 * Please enter at least three characters

w

Cirgust 10

Country
v

Shats
¥

City

w

Contact Type

w

Contact Nade

(—
[Funcﬁons |

Copnts Wew Corcac

In the Filters section, select from the Search Level drop-down list the
organizational grouping with which the contacts you seek are
associated.

From the Customer Name drop-down list, select the common-language
identifier for the customer with which the contacts you seek are
associated.

From the Customer Account ID drop-down list, select the unique
identifier for the customer account with which the contacts you seek are
associated.

In the Circuit ID field, type the unique identifier for the service element
with which the contacts you seek are associated.

Note: You can type an asterisk (one of these - *) at the beginning or end
of what you type here as a wildcard character. Wildcard characters
allow you to type a partial value to see all items containing that string.

From the Country drop-down list, select the nation with which the
customers you seek are associated.

From the State drop-down list, select the state or province with which the
customers you seek are associated.

From the City drop-down list, select the name of the city with which the
customers you seek are associated.

©O| 0| N o

In the Contact Name field, type the identifier associated with the contacts
you seek.

Note: You can type an asterisk (one of these - *) at the beginning or end
of what you type here as a wildcard character. Wildcard characters
allow you to type a partial value to see all items containing that string.
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10 Click Go button.

list.

Example:

Result: The system attempts to retrieve the contact records that match
your criteria, then refreshes your browser window. When the page
reappears, only those matching items should appear in the Contacts

Level/Valoe £ mall

Ovder
of

Contact

A

Fields and
Descriptions

The table below describes the fields displayed on the My Contacts screen.

Field Name

Description

Filters Section

Search Level

This drop-down list allows you to select the level at which you
want to search for a contact. Values you may see include:

o Enterprise

o Customer Account
o Location

o Circuit

o Contact Name

Note: If you select Location or Circuit, you must also provide
a Circuit ID.

Customer Name

This field allows you to select the customer name associated to
the contact.

Customer Account

This field allows you to select the customer account

ID identification associated to the contact.

Circuit ID This field allows you to type the circuit identification associated
to the contact or location.

Country This field is available if the location search filter is selected.
Type the country location associated to the contact.

State This field is available if the location search filter is selected.
Type the state location associated to the contact.

City This field is available if the location search filter is selected.

Type the city location associated to the contact.
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Field Name Description

Contact Type This field lists the roles available to a contact. Values you may
see include:

e Current Resp Individ
Maintenance
Proactive Notification
SWIP Abuse
SWIP NOC
SWIP ORG
SWIP Resource Technical
Sales Engineer
Serv. Del. Proj. Mgr
Site
Technical

Contact Name This field requires you to type the name of the contact(s) you
want to see listed.

= Click this button to apply the filter(s) you entered to the account
| =0 list. When you click this button, the system refreshes your
browser window, displaying only those accounts matching the
criteria you entered.

Functions Section

Create New Click this link to start the Create New Contact wizard.
Contact
Contacts Section
Contact Name This column displays the contact first and last name. Click the
link to view the contact details.
Contact This column displays the level associated to the contact first.
Level/Value On the right side of the slash is the value for the level
displayed.
Email This column displays the email address for the contact.
Order of Contact This column displays when the contact should be contacted.
Contact Type This column displays the contact’s role. The values you will
see include:

e Current Rep Indiv
Maintenance
Proactive Notification
SWIP Abuse

SWIP NOC

SWIP ORG

SWIP Resource Technical
Sales Engineer
Serv. Del. Proj. Mgr
Site

e Technical

i Click this icon to remove the selected contact from the system
permanently. When you click this icon, the system prompts
you to confirm your deletion. If you confirm, the system will
delete the contact information.
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Procedure Follow the steps below to view the Contact Detail. While viewing the Contact Detail,
you can perform the options under the Functions menu: Update Contact, Add
Contact Type and Add Contact Phone. These changes will be made to the contact
you are currently viewing.

Step | Action

Contact Detail

1 From the Contacts page, click the value in the Contact Name column for
the contact you want to see.

Result: The Contact Detail page appears, displaying the selected
contact.

Information For e . COM
Contact Detads
N ¢
Catogory: Szettc Dernen
E-mak - toO=
Time Joca;
Stones Active
Contact Types
Contact Type Order Of Concace: réfered. Prafarrad Mathod
& Proactre Nobhication PRIMARY OFFICE 247
Contact Phones
Phooe Phooe Related E- 1000 Country W00 Ty
Phone Mumbet Tyoe  ExtPIN _ mad Code Code

If making no changes, click the Done button to return to the Contacts
page.

Update Contact Function

2 From the Functions section, click Update Contact.

Result: The Update Contact page appears.

Moere Detalls Information For: CYNTHLAE TMCCOM.COM
Cantact Dwtail Update Contact (Reguired fields marked with ™)
Functions Cortact | cex |
Updabe Contact Name:*
ddd Comtact Typa Category:” Spacific Farpza bl
Add Contact Phana E-mail;™ | B I
Tirme
a1 H
Status:
—— ——
3 Enter a new contact name, select a new category from the drop-down

list, enter a new email address, click on time zone to select another
option, or select new status from the drop-down list.
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Click Submit button to save changes or Cancel to leave the page.. The
system will save changes and refresh the page.

Add Contact Type Function

From the Contacts page, click the value in the Contact Name column for
the contact you wish to view.

Result: the Contact Detail page appears, displaying the selected
contact.

From the Functions section, click Add Contact Type.
Result: Add Contact Type page appears.

Select the Contact Type from the list.

o

Select the Order of Contact from the drop from the drop-down list.

Select the Preferred Method of Contact by clicking the applicable
checkbox for Business Hours or After Business Hours.

10

Click Submit button.

Result: They system saves the information, then refreshes your browser
window. When the page reappears, a message at the top indicates the
success or failure of your action.

Add Contact Phone Function

11

From the Contacts page, click the value in the Contact Name column for
the contact you wish to view.

Result: the Contact Detail page appears, displaying the selected
contact.

12

From the Functions section, click Add Contact Phone.
Result: Add Contact Phone page appears.

13

Select the Phone Type description from the drop-down list.

14

Select the Country name from the drop-down list to populate the IDDD
country code.

15

Type the IDDD City Code if applicable.

16

Type the Phone number and extension if applicable.

17

If you chose a phone type of Text Pager or Email Pager, then type the
Related Email Address in the following format:
NPANXX1234@domain.com

18

Click Submit button.

Result: They system saves the information, then refreshes your browser
window. When the page reappears, a message at the top indicates the
success or failure of your action.

Fields and The table below describes the fields displayed on the My Contacts screen.

Descriptions

Field Name Description

Functions Section

Confidential 24
Copyright 2014. All rights reserved.

No other use of the material is permitted without the express written consent of CenturyLink.




Control Center User Guide

May 2014

Update Contact

This function takes you to the Update Contact page to change
the existing information for the contact.

Add Contact Type

This function takes you to the Add Contact Type page to add
additional role detail for the contact.

Add Contact

This function takes you to the Add Contact Phone page to add

Phone additional phone detail for the contact.
Contact Details Section
Name This field displays the name of the contact.
Category This field displays the category associated with the contact.
Values you will see include:

e Help Desk

e Network Management Services

e Operation Center

e Specific Person
Email This field displays the email address to reach the contact.
Time Zone This field displays the time zone in which the contact resides.
Status This field displays the current status of the contact as Active or

Inactive.

Contact Types Section

Contact Type

This field lists the roles available to a contact. The values you
will see include:
e Current Rep Indiv
e Maintenance
e Proactive Notification
SWIP Abuse
SWIP NOC
SWIP ORG
SWIP Resource Technical
Sales Engineer
Serv. Del. Proj. Mgr
Site
Technical

Order of Contact

This field displays which contacts should be contacted first.

Availability

This field displays when the contact is available either
Business Hours (BH) or After Business Hours (ABH).

Preferred Method

This field displays the best method to reach the contact. The
values you will see include:
e Emalil
Office Ph
Home Ph
Fax
Cell Ph
Num.Pager
e Text Pager
Note: if the option for numeric or text pager is selected, then
the phone number field is not required and defaults to (111)
222-333.

Preferred Method
Availability

This field displays the best way to reach the contact.

Contact Phones Section

Phone Number

This field displays the telephone number in which the contact
can be reached.
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Phone Type This field allows you to identify the kind of phone information
being added. Values you will see include:
e Cellular, Wireless or PCS
Fax or Facsimile
Home
Numeric Pager
Office, Work or Business
Text Pager or Email Pager

Phone Ext./PIN This field displays the extension or pin number to use with the
phone number on the same line.

Related Email If the type selected is Text Pager or Email Pager then this field
displays the email address for the device.

IDDD Country This field displays the IDDD Country Code for the country
Code associated to the contact.

IDDD City Code This field displays the IDDD City Code for the City associated
to the contact.

Click this button to return to the previous page.

Procedure The Create New Contact function allows you to enter the account and location
information with which your new contact will be associated.
Step Action
1 Navigate to Administration, My Contacts.
Under Functions section, click Create New Contact.
e —
rl'ilrers I .Cmmcts 0-0 of 0 |
E:t:':'::” = igf‘__‘ia"} Level /Value E-mail cg':f::tm EIE_'] =
':_7 PP — Mo Contacts Available.
w [Contacts(0-0of 0
:7 TR * Please enter at least three characters
Cirgust 10
Country
W
State
W
City
Contact Type
Contact Name
—
[Funnions I
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2 Result: the Create Contact — Step 1 of 2 screen appears.

Create Contact- Step I of 2

Craste Haw Contacy
|:ur-:m1-' hozourt hamar | =]
|:u|-.=m|-' Asssust B5 ...'l
|.-wr4-" S e

EE r Locations |
Canbunynic Cirgsit 101 —
|:p--.||,—. el ——

If you want to create...
An Enterprise level contact

3 Decide the level for which you want to create a new contact:

Then...
Proceed directly to the next Step.

Note: Enterprise is the default
Contact Level value.

A contact associated with a
specific Customer
Account Name

a. Select the Customer Account
Name from the drop-down
list.

. Proceed to the next Step.

O

A contact associated with a
specific Customer
Account ID

. Select the Customer
Account ID from the drop-
down list.

b. Proceed to the next Step.

QO

A contact for a specific
location

a. Type the Customer Account
ID.
b. Click Get Customer
Locations.
Result: The system takes
you to the appropriate page.
c. Select the location for which
you want to create a contact
d. Proceed to the next Step.
Note: A Customer Account ID is
required to search the customer
location list.

A contact at the Circuit ID
level

a. Type the Circuit ID or Search
CenturyLink Circuit ID.

b. Proceed to the next Step.

Note: Please type Circuit ID like

DS1IT-17% to get circuit list.
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4 Click Add Contact.
Result: The system saves your entries and creates a new contact
record.

5 Create Contact — Step 2 of 2 screen

Creale Contacl- Step 2 of 2

Cresie How Contaci - Cresie st Dvieprise levell 10: 3353463 Name: THAIHING TEAM

[Contac Detaily [Raduined feld sadkad with ™)
Contact Mame: "

CaRgsTe F— v
-l s~

| e gl ; ey BSnmaan .com )
g by

Tistah Forge™

Sontes Tvee:

Type the Contact Name.
Note: This field is required.

Select the Category from the drop-down list.

Note: This field is required.

6
7
8 Type the E-mail address.
9

Type the SWIP Handle if applicable.

10 Select the Time Zone from the drop-down list.

11 Select the Contact Type from the list box.
Note: This field is required.

12 Select the Order of Contact from the drop-down list.
Note: This field is required.

13 Select the Country Code from the drop-down list.

14 Type the IDDD City Code if applicable.

15 Type the Office Phone Number and Extension if applicable.

16 Type the Fax Number, Home Phone Number, Cell Phone Number,
Numeric Pager Number, or Related E-mail address as applicable.

17 Select the check box(es) for the preferred method of contact during the
labeled time frame, Business Hours (BH) or After Business Hours (ABH).
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18

Click Submit.

Result: The system returns a successful message.

Information For
Contact Datads
ha~e! TEST )OS
Catagory:
E-mat

Time Jore:
i
Contact Types
ContaX Type

TEST JONES

Order Of Contact Preferred Mathod Preferred Nethod Avadabiey

- P ' ve PRIMNARY EMAIL

PRINARY EMAIL B

Proactav PRIMA EMA 284
Nothicstion ! Ry . I

Contact Phanes

Phora Phone Related €- 1000 Country 3000 Coy
Phone Momber | Type BLPIN = Coce Code
T & (610) 215 opace 001

Fields and
Descriptions

The table below describes the fields displayed on the Create New Contact screens.

Field Name

Description

Create New Contact — Step 1 of 2

Customer Account

This field displays the common-language identifier for the

Name account with which your new contact will be associated.

Customer Account | This field displays the unique, provider-maintained identifier for

ID the customer account with which your new contact will be
associated.

Location This field displays the full address of the physical location

associated with the contact.

This button takes you to the Create Location Contact page for
the selected Customer Account ID.

CenturyLink
Circuit ID

This field allows you to type the CenturyLink Circuit ID for the
criteria to Get Customer Locations or Search CenturyLink
Circuit ID.

This button searches for a CenturyLink Circuit ID based on the
typed data or the location selected.

Contact Level

This field allows you to select the level to associate to the new
contact. The optional values are Enterprise or Customer.

Click this button to save your entries and proceed to the next
step in the Create Contact wizard. When you click this button,
the system remembers your entries, then takes you to the
Create Contact Step 2 of 2 page.

E

Click this button to return to the last page you were viewing
without taking any action.

Create New Contact — Step 2 of 2
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Contact Details Section

Contact Name

This field requires you to type the full name of the contact.

Category

This field allows you to select the category associated with the
contact. Values you may see include:

Help Desk

Network Management Services
Operation Center

Specific Person

Email

This field requires you to type the email address at which the
contact can be reached.

SWIP Handle

This field allows you to type the SWIP (Shared Whols Project)
handle for the contact.

Time Zone

This required field allows you to select the time zone in which
the contact resides.

Contact Type

This required field lists the roles available to a contact. The
values you will see include:

Current Resp Individ
Maintenance
Proactive Notification
SWIP Abuse

SWIP NOC

SWIP ORG

SWIP Resource Technical
Sales Engineer
Serv. Del. Proj. Mgr
Site

Technical

Order of Contact

This required field allows you to select the priority as to when
to reach this contact for the type assigned.

Contact Information Section

Country Code

This required field allows you to select the priority as to when
to reach this contact for the type assigned.

IDDD City Code

This field allows you to type the city code value.

Office Phone
Number

This field allows you to type the 10-digit phone number and
extension if available.

Fax Number

This field allows you to type the 10-digit fax number if
available.

Home Phone

This field allows you to type the 10-digit home number if

Number available.

Cell Phone This field allows you to type the 10-digit cell phone or wireless
Number number if available.

Numeric Pager This field allows you to type the 10-digit pager number if
Number available.

Email, Pager (Cell, [ If the type selected is Text Pager or Email Pager then this field
Text) allows you to type the email address for the device. You should

type the information as displayed in the example:
6145552432 @messaging.com

Preferred Method of Contact Section
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Business Hours

Business Hours (BH) are defined as 8 AM to 5 PM, Monday
through Friday. The information selected is displayed on the
Contact Details page availability as BH. The options available
are:

Email

Office Ph

Home Ph

Fax

Cell Ph

Num. Pager

Text Pager

Note: If the option for numeric or text pager is selected, then
the phone number field is not required.

After Business
Hours

After Business Hours (ABH) refers to anytime not defined in
Business Hours. The information selected is displayed on the
Contact Details page availability as ABH. The options available
are:

e Emalil
Office Ph
Home Ph
Fax
Cell Ph
Num. Pager

e Text Pager
Note: If the option for numeric or text pager is selected, then
the phone number field is not required.

Click this button to save the new information and return to the
Contact Details page.

This button returns the user to the Contacts page.
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Accessing Message Center

Procedure Follow the steps in the procedure below to access announcements in the message
center.
Step Action
19 From the Home/Landing page, locate the Message Center section of
the screen.
Example:

Message Center

Welcome back

A3 & CenduryLink ! Vhodesale cusiomer, you have socess to services you can depend on and & haipful
CemfuryLink' " sales and swpport isam. Every trme yow log in. youl be in congro

YWhai is Couvired Cieanie

2 From the Message Center section, click on the link or button at the
bottom of the message.

Result: The system displays the entire content for the message
selected.

You will notice that there are multiple messages that will cycle through.
This bar will allow you to stop on a desired message by selecting the
pause button. You can also select a message directly by clicking on the
circles.
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Customization of Portlets

Procedure Follow the steps in the procedure below to customize and use your portlets.

Note: The portlet section can be customized for your own personalization. You can
Restore (Gives a preview), Minimize (Removes Preview), Delete (Removes Portlet),
and/or View All (Navigate to the main page for that portlet.

Step Action
1 From the Landing Page module, in the right quadrant you will see the
portlets.
Example:
Q Caontrol Canter i i i
Wholesale Message Center ] .
Click 1o Chat
B ydw o et DpvtaryL itk ngw iiees ek 1o (R for imvmpdiati anioairi 38 yiur Sudatan? Tht on Hlp #5d
then Live Hep to siars chating raw

View Bills Summary

Active Ticket Summary

TollFree Reports Summary
1Q Summary

Dedicated LD Summary
TollFree Status Summary

Billing This is the portlet area. | & a]
2 Select the Portlet you want to modify click on the Restore &2 link.

Result: The portlet selected will now show a preview for that service.

Network Map & X A
View Bills Summary & X A
Active Ticket Summary & X A
TolliFree Reports Summary & x A
1Q Summary & X A
Dedicated LD Summary & X A
TollFree Status Summary

|
x
~

>

B001222222 8001222222 Prmary Cal Pan

...... 423 8002037428 Premary Cal Pan

8002239181 8002235121 Prevary Cal Pan
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Step

Action

Select the Portlet you want to modify, click on the Minimize B iink.

Result: The portlet selected will now not show a preview for that
service.

Select the Portlet you want to modify, click on the Delete Ed link of the
portlet you want to remove.

Note: Once a portlet has been deleted it can be restored by clicking
Customize My Page

Result: You will be able to add portlets back to the Landing Page.

;) Control Center

Vew B S

Select the portlet you want to add back.
Click on Add to Page.

Then click on Close Customization and the portlet will be added back
to the landing page.

Select the Portlet you want to modify, click on the View All Ed link.
Result: You will navigate to main page for the portlet selected.
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Network Map Portlet

Procedure

Follow the steps in the procedure below to use the Network Map portlet.

Note: The network map portlet will only show for users who have iQ Networking
circuits and have been granted the appropriate permission by their CSA.

Step

Action

From the Landing Page module, in the right quadrant you will see the
network map portlet.

Example:

Network Map - X A

| IQMET v| &

= % M MN I\M

wi
OR D WY S0
@ . oA
NV
th Pacific co KS qu Wy
Ocean A KY
O i OK AR Tl nC AIDERN.
3 c Q ms, e scglliil
. [}y North
Zon \ g i g
Gogg e r MexicoMap data ©2009 Tele Atlas - Terms of Use

Note: The green circles show circuit locations with no open repair
tickets.

The red triangle indicates a location with an open repair ticket.

You can mouse over each location and see the number and type of
circuits.

From this portlet you can also zoom in and zoom out on the map.

Continued on next page
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2 From the Network Map portlet select a location by clicking on a green
circle.

Result: A pop up will show the circuits, location and circuit type.

Each circuit is hyperlinked and when clicked will take you to a Circuit Info
pop up. If you click on View Detail it will bring you to an expanded detail

page.
= Bt [FET L — ]
orotwlo [
e €3
Bumenaey
FHamas
G Port Tipe M2 IMTERMET
Biling Typs FLAT
Spasd 1524 KBprs
Peabwres
Intagrated Wanagament ne
Location Mame BEL. eeaban - il
Sanice Location UMY - - S

If there are any repair tickets open on the circuit you can click on the
Tickets tab to see the ticket information.

Active Tickets

G
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From the Network Map portlet select a location by clicking on a red

triangle.

Result: A pop up will show the circuits, location and circuit type. You
then click on the Active Tickets tab and you will be able to see NTM

tickets for the location.

[ Croato Ticket @3}
Cosea osIT.

{TMlo

-~

Q PRIVATE
G PRIVATE
Q PRVATE
0 NYERNET
Q PRIVATE

Q0 PRIVATE

&3

Clicking on the hyperlink Ticket # will bring you to the repair detail
screen. Additionally you can click on Create Ticket and you will be

redirected to the repair create ticket module.
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Accessing Control Center User Guides

Procedure Follow the steps in the procedure below to access the Control Center User Guides.
Step Action
1 From the Landing Page module, click on the Help link.

Result: The Help Options drop down will appear.

AL .
== CenturyLink-

Wholesale

Customer Ser

| Custoenize My

Y Control Center

Wholesale Message Center

o o
lemue Cootrol Wholesale Calendar

Pioase vat e \ihsiesase C

=5

Services

Network Map

Whaw! Snow '
-

Click on View Control Center Guides. A new window will open with
links to the User Guides.

You can also click on the View the Manage My Services Guide link.
You will be directed the Control Center wholesale page. Once you scroll
down you will see the links to the Control Center User Guides.
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Accessing Live Help

Overview The Live Help (or Click to Chat) functionality is available for Wholesale customers to
initiate an instant message conversation with Wholesale Customer Care.

Procedure Help 2
A Live Help link is available on the ~ button. You can also click the Contact

Us link, and the Live Help link is also available on that screen.

Follow the steps in the procedure below to access Live Help.

Step Action

1
Help 7

From the Landing Page module, click on the - button.

Result: The Help Options will appear.

o ﬁ CenturyLink-
: Wholesale

Help Options ]

etraite U et

) Control Center
Wholesale Uwaamin "o

Services

You can also click the Contact us link, and the Live Help link is also
available:

= = CenturyLink- 1izen e aal K mmminimion i
Wholesale

L)| Eontact Information

et Custoesir Cane

Submit a Cook

Continued on next page
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From either location, click on the Live Help link. This is access to Click
to Chat functionality. If a user is available to answer your chat you will
see

By clicking on the Live Help link, you will get a pop screen.

R ot ey

T heelp us serve you better, please provide
somu infermation belere we begin yeur chal. Haw miay
Rmquained Hsms indicabad will v, 1 hielp you?

Ftart Chat =

Company and personal name are required, and phone number is
optional. Click the Start Chat button. A chat session will be initiated
with Customer Care.

If Customer Care is not available to answer your chat you will see
® | jive Help is not currently available.

Clicking on the * =¥ HEIE il result in a chat window appearing for
non-business hours.

You can copy the link
http://www.centurylinkapps.com/wholesale/nccc/index.cfm

Help ?
Or go to the i button or Contact Us link to access the Control
Center National Care Request form, which leads to the same URL.

Live Chat by

We value your business. Unfortunately, representati
currently unavailable due to high traffic levels OR yc
reached us outside our normal hours of business whi
8:00am-7:00pm CT, Monday - Friday (holidays exce

Please use the following URL to submit a
National/International care ticket for prompt resolut
issues pertaining to your account. A representative v
contact you within 2 business hours to discuss your |
Thank you!

http: / /www.centurylinkapps.com/wholesale /nccc/|
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