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Getting Started

Note: To initiate a Order Edit aka Sup, the order role must be enabled

There are three ways to access the Worklist to issue a Sup (edit)
Option 1: From Hamburger Menu Option 2: From Quick Lists Option  3: From My Orders
I Quick Lists My Quotes
= Quote Order Repair |My Orders |

| S Workists | Order Name My Repairs

= F TESTRENEWDECO06 My Reservations

Search Worklist

From the Order Worklist
1. On the search bar, enter the Order Name aka PON Number

2. Click the Hyperlink in the “Status” or “Milestone” column to open the order and initiate the edit aka sup

Quote | Request | Avalabilty | Maps | Reservations | Order | Voice | Repair

—

Filter by: All Companies V4 All Owners v Wavelength Solutions v All Activity Ve Dﬁ i
OrderName t, ProjectiD Product # =% Product Offering 4 =3 Submitted Date 1 Requested Due Date #; Status #, =% Miestone ty =
F TST081808562-001 Wavelength Solutions U3 Wavslength (Non-Optimized) 11/20/2023 InProgress emmm
F TESTWAVIOGOFFNET Wavelength Solutions Metro/National Wave (Optimized Service) 10/28/2021 02/04/2022 InProgress Acceptance
F WAVEBQITESTV Wavelength Solutions Metro/National Wave (Optimized Service) 08/28/2020 12/30/2020 InProgress Acceptance
F TESTWAVEOS1ESDA! Wavelength Solutions Metro/National Wave (Opiimized Senvice) 08/16/2020 12/29/2020 InProgress Acceptance
From the summary Mllestone Page ( Edit Order ) ( Cancel Order mDue Date Change )

1. Select the Due Date Change button L
2. Choose “New” Due Date

Calendar Requested Due Date

3. Add Remarks (as applicable) e T°0“;' e
Click Save & Submit Thursday

Note Eary Accaptance
*  Open a Care Request if you are unable to submit a Due Date Change. “ m
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Edit (Sup) Order

To Edit an order for initiating multiple changes

(Example Sublocation, LCON , Due Date) a P «
Edit Order Cancel Order | Due Date Change |
1. Select the Edit Order button - DA O ( : =

2. Click “Next” to step through the order Note

sections and locate the field(s) you wish to »  Price impacting changes (i.e. Address, Speeds, Performance,
Contract, Terms, etc.) are not allowed.

change +  Open a Care Request if you are unable to click Edit Order.

Click Save & Submit

TESTWAVIOGOFFNET M o 2 3 4 5
ProductSelactect Administration Configuration Contacts Delivery Summary
Admiristration
From Location:

Adcitional Location Details-Sub-Loc’s

Structure Type's Eleyation Type's Uit Types
SelsctStrucnre v Select Slevation v SalectUnit v
Structure Valve's Elevation Valus's Uit Value's
2 TELCO

End Customer Name's

To Locatior:

Adcitional Location Detals- Sub-Loc’s

Struoture Type's Elevation Type's Uit Type's
SeleciSiructurs v Select Eevation v Selectlnit W
Structure Value's Elevation Value's Uit Value's
SITCH

End Customer Name’:

Kr2ZEndUser

Cancel Order

To Cancel a pending order

(completed orders cannot be cancelled) (_ Edit Order ) ( Cancel Order ) ( Due Date Change )
1. Select the Cancel Order button

2. Click “OK” to acknowledge order
H H Order cancel fee charges may apply based on Master X
Cance”atlon dlSClOSUfe ServicesAgreemegt(MSK),gE:éUCTSchedu\e‘

Your cancel order has been submitted
3. View Worklist or Exit Page

Product Guide, and/or Tariff, as applicable. TSTAODT2UNI25

Co D )

Verizon Partner Solutions Exchange Training 07.23.24 2




