Order Portal
User Guide



This document will help guide you through the Network Control Order Portal. It will provide
explanations on the typical order portal functions and options. Your exact portal may have different
options than described in this document.

You will be provided a unique weblink for your company order portal. Please do not share this link
outside of your company.

After accessing into the order portal, you will be taken to a page with several form buttons along with a
description of what that form is used for.
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Telecom Chaos Simplified

This is a demo setup of the Network Control order management portal for our clients. Each portal can be customized to meet the needs of each client

_ Request new or replacement service for phones, smartphones, data cards, or tablets.
Device Request

. Order chargers, cases, and accessories for mobile devices.
Accessories Order

Add features to an existing mobile account: International travel features, text messaging, etc
Add / Remove Features.

N s Change of Financial Responsibility in or out of the corporate account with device ordering
Change of Billing Responsibility Order

Move an existing line of service to a new carrier
Change Carrier

— Submit an upgrade eligibility check for your mobile device er request coniract end date. (US and Canada users only)
Check Upgrade Eligibility / Contract

) Request assistance with a device
Device Problem

-~ Schedule disconnection of mobile and other services for an empleyee or former employee
Disconnect Service

N N Request audio conferencing services
Audio Conferencing

eFax request form
Electronic Fax

The forms located on your portal may vary from what is shown in the picture above.

A description of each form is located to the right of the button. Select the form button on the left for
the form you wish to access.

Please start at the top and work your way down through each section of the form. What you select in
each step with a button or checkmark, will open up new options on the form for you to create your
request.
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Requestor

e | am submitting this request for myself
Use this option if the request is for you. You will be required to enter your contact information.

e | am submitting this request for another employee
Use this option if the request is for another person. You will be required to enter their information
along with yours.

MOBILE PHONE OPTIONS
Type of Service Request

e New Line of Service
Select this option if you don’t already have a corporate number and would like a new number on the
corporate account.

e Replacement or Upgrade Device
Select this option if you already have a corporate number and would like a new or different device
ordered for you.

*Note* If your number is personally paid for, then the Change of Billing Responsibility Order form would
be the form you select to move the number to the corporate account. From that form, you can request
a device if needed.

REQUEST TYPE

Features Request Type

e International Travel Features
Select this option if you are going to be travelling outside the US or if you are going to be on a cruise
ship.

e Domestic Service Features
Select this option if you need additional plans/features on your phone while you are in the US.

Employee Information

This is where you fill in the details about the person needing a device or assistance. On most forms,
there is a Lookup button which allows you to populate some of the employee details.

The lookup usually uses an employee ID/number or employee’s email address. The field to the left
of the Lookup button will tell you which format your form uses. Enter the employee ID/number or
employee email into that field and then press the Lookup button. The form will populate the

details.
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Required fields are identified with a red asterisk (*).

Employee Information

Employee Email Address

Lookup

Please enter your email address and click on the lookup button to autofill your employee information

Employee Number
Cost Center
Business Unit
“First Name
Middle Initial
The information that is populated here comes from information provided to us from your company.

If there are required fields that aren’t populated during the lookup process, you will need to fill in
that information before submitting the request.

Approver Information

This section is usually filled out during the employee lookup process. This person will receive an
email notification that a request has been submitted and will be required to review the request and
either approve or deny the request.

At this point, if the request is approved, Network Control will start processing the request.

3|Page



