verizonvireless

How to Use Guide: Understanding a Company Structure

Last updated 3/29/2011

Overview

Creating a Company Structure allows you to organize accounts based on the way your company
is setup, for example, by department, cost center, or geography. Once the Company Structure
has been created, you can assign mobile telephone numbers, account numbers, and company
users. For example, you could assign responsibility for the Marketing portion of the Company
Structure to someone from your Marketing department.

Note: Company Structures do not change the association of a wireless number with its account in
the billing system. Instead, a Company Structure helps you view your charges in a way that is
more meaningful to you and your company users. By matching your Company Structure to your
organization, statement viewing and analysis become more meaningful. In addition, mobile
numbers and accounts can be assigned to only one folder within the Company Structure.
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e Wireless number maintenance

0 Assigning a wireless number

o0 Moving a wireless number

o Unassigning a wireless number
e Account maintenance

0 Assigning an account

o Moving an account

o Unassigning an account
e Commerce Cascade

0 Setting up Commerce Cascade
e Company Structure reporting

Benefits of a Company Structure

Offers a download and upload process

Can be reported against in the Reports tab

Allows you to trigger access and run reports using a single structure
Reduces management of multiple structures

Improves the wireless number assignment process
Communicates the quantity of unassigned mobile numbers

Company Structure versus Billing Structure

The Billing Structure is what Verizon Wireless uses to manage your wireless account(s). Billing
Structure is an option that allows you to grant account access to additional users in your company
at the account level. A Company Structure option enables you to separate the wireless number
from the bill account level, organize mobile numbers into folders, and subsequently grant access

to additional users in your company.

Creating a Company Structure

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports

Supp

Quick Tasks v | Settings v Utilities v Location: Choose Location | ¥

2. Gotothe “Company Structure” page.

Settings | v

Personal Settings
User Profile
Motifications
Email Alerts

Company Settings

Company Profile

Billing Accourts

Company Structurs effm—
Company Users

Paperless
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3. Enter a name and optional description for the Company Structure.

Create a new Company Structure.

Name: |;’-‘-.EC Company |

Description: | |

4. Click on the “Create” button to create the new Company Structure.

Create a new Company Structure.

|;’-‘-.EC Company |

Editing a Company Structure

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless
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3. Onthe left side of the “Edit Company Structure” screen, click the structure you want
to edit.

Search |Ser\fice Mumber x| | m

+ B spc compan

Name:

IAEIC Company

Description:

4. Make the desired changes to the “Name” and/or “Description.

Search ISeNice Number =] | m

+ E apc Company

Name:

IAEIC Company

Description:

5. Click the “Update” button.

Search | Sewvice Number =] [ m
+ E apc Companty
Name:
IABCCDmpan
Description:

6. Your screen will refresh to the “Edit Company Structure” page. To confirm your change,
click on the [insert round plus sign screenshot] to go to the “Company Structure Details”
page. Your change should appear under the “Details” tab.
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E ABC Company

Name:
ABC Company

Location:
ABC Company

Description:

Uploading a Company Structure
You would upload a Company Structure when:

e You are creating a new Company Structure where none existed before.
e You are completely replacing an existing Company Structure. Uploading a new Company
Structure will overwrite an existing Company Structure.

Note: Only the Primary Contact and Administrator roles have access to upload a Company
Structure.

Creating an upload template

Before uploading a Company Structure, you must create the upload file. Refer to the following
information and the sample templates below when creating the upload file.

e The first five rows need to be in the exact format as in the template.
e Element names (e.g., “FOLDER,” “MTN") are case sensitive.
o MTN = Mobile Telephone Number (your wireless number)
e Hierarchy Name (Cell A1) must match column B throughout the file.
e There cannot be any blank cells between items within a row.
Before you can assign an “MTN” or “ACCOUNT" to a folder, you must always have a
“FOLDER” row with no assignments to it.
Special characters (e.g., “?,” “&,” “%,” “/” and “\") are not allowed in folder names.
MTNs are not allowed in top level “FOLDER.”
The file must be saved and uploaded in .CSV format.
Maximum file size is 2 MB.

Sample upload template without users

Refer to this upload template
(https://b2b.vzw.com/support/pdf/CS_upload_template_withoutusers%2012.28.xls) as a
reference when creating your Company Structure upload file without users. You will need to
manually assign users after the Company Structure has uploaded.

Sample upload template with users
Refer to this upload template (https://stage-

b2b.vzw.com/support/pdf/CS_upload_template_withuser%2012.28.xIs) as a reference when
creating your Company Structure upload file with user information.
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This section provides a detailed explanation of the Company Structure upload file and is
recommended for technically proficient users.

Note: This guide references a sample upload file with a structure that has worked for other

companies. Yours may be structured differently.

Rows 1-5

Rows 1-5 must be formatted according to the following specs:

e Row 1: must contain the phrase “Hierarchy Name:” including the colon, followed by the
name of the Company Structure.
Row 2: must contain the phrase “Type: Business Hierarchy.”

Row 3: must contain the word “Date:” including the colon, followed by the date/time
formatted “MM/DD/YYYY HH:MM AM.”

e Row 4: must be blank.

e Row 5: must contain the phrase “NodeType” with this exact formatting.

] E ! C ] = E

1 |Hierarchy Mame: ABC Company

|2 |Type: Business Hierarchy

3 |Date: 11/27/2007 08:57 AM

4

5 |ModeType

b [FOLDER BC Company
7 |FOLDER ABC Company  US
8 |FOLDER ABC Company  Unassigned

9 |FOLDER ABC Company  Canada

10 |FOLDER ABC Company  US WWest
11 |[FOLDER ABC Company  US East
12 |FOLDER ABC Company  US Wyest Marketing
13 |FOLDER ABC Company  US West Sales
14 [MTH ABC Company  US 123-555-4567
A5 [MTH ABC Company  US 123-555-6789
B [MTH ABC Company  Unassigned 123-555-4321
A7 |MTH ABC Company  Unassigned 123-555-9576

18 [MTN ABC Company  US 123-565-1234
RERLA] ABC Company  Unassigned 123-555-5555
20 [T ABC Company  Unassigned 123-456-7890
21 [MTM ABC Company  US Wiest Warketing | 123-555-7777
22 |MTM ABC Company  Unassigned 123-555-1231

23 |MTM ABC Company  Unassigned 123-555-6543

24 |MTM ABC Company  Unassigned  123-555-0000
25 |MTN ABC Company  Unassigned 123-123-1234

26 |MTM ABC Company  Unassigned 123-123-85876
27 |ACCOUNT ABC Company  US WWest Marketing | 12345785-00002
28 [ACCOUNT ABC Company  Unassigned 123456789-00004
29 |USER ABC Company  US CEHTUG

30
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Folders
Rows 6-13 in this sample file contain the Company Structure folders.
Note: All folders must contain “FOLDER” in column A.

¢ Row 6 contains the root Company Structure folder.

ABC Comparny (3/3)

A B .

1 |Hierarchy Name: AEllC Company ; * OO tnassigned 508
| 2 |Type: Business Hierarchy + 1 Canad
| 3 |Date: 11/27/2007 0B:57 A -
4] = [ us @2

6 |FOLDER ABC Company | L] et
i |FOLDER AU Lompany  US = 1
'8 |FOLDER ABC Company  Unassigned . i
| 9 |[FOLDER ABC Company Canada *+ ] Marketing
10 |FOLDER ABC Company US West i
| 11 FOLDER ABC Company  US East * [ sales
12 |[FOLDER ABC Company US West Marketing
| 13 |FOLDER ABC Company U3 West Sales

14 MTN ABC Company US 786-385-6566
| 15 MTN ABC Company  US 786-385-6697

16 |MTN ABC Company  Unassigned 7B6-335-8792

A7 IMTN ABC Company  Unassigned 786-385-6922
| 18 |MTN ABC Company US 786-385-9029

19 |MTN ABC Company Unassigned 786-3859111
| 200 MTN ABC Company  Unassigned 78E-390-6063
| 21 MTN ABC Company US Wast Marketing 786-390-8345

22 \MTN ABC Company  Unassigned 7BB-877-3433

23 |MTN ABC Company  Unassigned 766-877-3746
| 24 | MTN ABC Company  Unassigned 786-877-5542
| 25 MTN ABC Company  Unassigned 786-377-6685

26 | MTN ABC Company  Unassigned 786-877-7463
| 27 |ACCOUNT ABC Company LS West Marketing 920016335-00002
| 28 |ACCOUNT ABC Company  Unassigned 920016336-00004

29 |USER ABC Company US CSHTUG
| 30|
| 31
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e Rows 7-9 contain the Level One folders.

= A | B | c D I E
| 1 |Hierarchy Name: ABC Company l *1 00 Unassigned 03
| 2 |Type: Business Hierarchy + Canal
| 3 |Date: 11/27/2007 08:57 AM S
4
E ModeType
15
7 ABC Company —
8 ABC Company ERTRR R
g + ] marketing
-__TE ampany |West i
| 11 |[FOLDER |ABC Company  US East _ * [ Sales
| 12 |FOLDER ABC Company US Wast Marketing
| 13 |FOLDER ABC Company  US West Sales
| 14 |MTN ABC Company US 786-335-8566
| 15 [MTN |ABC Company US 766-385-B657
| 16 |MTN ABC Company  Unassigned TBE-3358792
| 17 |MTH ABC Company  Unassigned 7BE-385-8922
| 18 | MTN |ABC Company US 78E-385-9029
19 [MTN ABC Company  Unassigned 786-335-9111
| 20 |MTN ABC Campany  Unassigned 786-390-6063 [
| 21 [MTH ABC Company US Wast Marketing 786-390-8345
22 |MTN ABC Company  Unassigned 78E-877-3433
| 23 [MTN ABC Company  Unassigned 786-877-3746
| 24 |MTH ABC Company  Unassigned 7BE-877-5542
| 25 [MTH ABC Company  Unassigned 786-877-6665
25 MTH ABC Company  Unassigned FBE-877-T463
| 27 |ACCOUNT |ABC Company  US |Waest Marketing 920015336-00002
| 28 |ACCOUNT ABC Company  Unassigned 920016336-00004
| 29 |USER ABC Company  US CSHTUG
| 30 |
|31
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Rows 10 and 11 contain Level Two or sub-folders. These sub-folders are located in the

“US” folder in this sample file.

= E 2BC company (33

e e = c o
1 |Hierarchy Mame: ABC Company
| 2 |Type: Business Hierarchy
| 3 |Date: 11/27/2007 08:57 AM
4
Ei ModeType
| B |[FOLDER ABC Company
| ¥ |FOLDER ABC Company US
| 8 |[FOLDER ABC Company  Unassigned
&FI‘)I OEE AL Comeany  Canads
10 |FOLDER ABC Company US West
11 |[FOLDER ABC Company LIS East
12 [FOLDER ADC company 0 VIES
| 13 |[FOLDER ABC Company US West
14 MTM ABC Company US 7B86-335-8566
| 15 MTN ABC Company  US 786-385-8657
16 |MTM ABC Company  Unassigned 786-385-0792
|17 [MTN ABC Company Unassigned 7BE6-385-8922
| 18 |MTH ABC Company LS 786-385-9020
19 MTN ABC Company Unassigned 786-3850111
| 20 |MTN ABC Company  Unassigned 78E-390-80E3
| 21 | MTN ABC Company US Vast
22 [MTN ABC Company  Unassigned TBE-877-3433
23 IMTH ABC Company  Unassigned 786-877-3748
| 24 | MTN ABC Company Unassigned T86-877-5642
| 25 [MTH |ABC Company  Unassigned 7BE-877-6EE5
26 |MTH ABC Company Unassigned T86-877-T463
| 27 |ACCOUNT ABC Company US |Waest
| 28 | ACCOUNT ABC Company  Unassigned 920016336-00004
29 |USER ABC Company US CSHTUG
|30 |
131
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e Rows 12 and 13 contain Level Three (second level sub-folder) folders. These folders are
located in the “West” sub-folder.

= E 2BC company (33

| A B c D = :

1| Hierarchy Name: AEIlC Company ! l — * [0 Unassigned 508

2 |Type: Business Hierarchy £ [ Casad

| 3 |Date: 11/27/2007 08:57 AM S

L 4 = [ Us @2)
5 |ModeType "

| 6 |FOLDER ABC Company R
7 |FOLDER ABC Company US =

8 |FOLDER ABC Company | Unassigned L
| 9 |[FOLDER ABC Company Canada + 1 1 marketing
10 |FOLDER ABC Company US West i
Sl EqinEe ARG Compane |10 Ezct / L] Sales
12 |FOLDER ABC Company US West Marketing

13 |FOLDER ABC Company US West Sales

BEBLGLL AHL Lompany U= J Db~ 300t

| 15 [MTN ABC Company  US 786-385-8607

16 |MTM ABC Company  Unassigned 786-385-0792

A7 [MTN ABC Company Unassigned 7BE6-385-8922

| 18 |MTH ABC Company LS 786-385-9020

19 MTN ABC Company Unassigned 786-3850111

| 20 |MTN ABC Company  Unassigned 78E-390-80E3

| 21 | MTN ABC Company US Vast Marketing 786-390-8345

22 [MTN ABC Company  Unassigned TBE-877-3433

23 IMTH ABC Company  Unassigned 786-877-3745

| 24 | MTN ABC Company Unassigned T86-877-5642

| 25 [MTH ABC Company  Unassigned 7BE-877-6EE5

26 |MTH ABC Company Unassigned T86-877-T463

| 27 |ACCOUNT ABC Company US West Marketing 920015336-00002

| 28 | ACCOUNT ABC Company  Unassigned 920016336-00004

29 |USER ABC Company  US CSHTUG

|30 |

|31
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Wireless numbers
Rows 14-26 in this sample file contain the company’s wireless numbers.
Note: All wireless numbers must contain “MTN” (Mobile Telephone Number) in Column A.
e The wireless number in row 15 is assigned to the Level One “US” folder.

e The wireless number in row 21 is assigned to the Level Three “Marketing” folder.
e The wireless number in row 24 is unassigned and can be located in the “Unassigned”

folder.
A | B | C | D L E F |

1 [|Hierarchy Mame: ABC Company
_2 |Type: Business Hierarchy
_3 |Date: 11/27/2007 03:57 A

4
8 |ModeType
_B |FOLDER ABC Company
_7 |FOLDER ABC Company  US
8 |FOLDER ABC Company  Unassigned

9 |FOLDER ABC Company  Canada
0 [FOLDER ABC Company  (US Wyest
11 |[FOLDER ABC Company  US East
12 |[FOLDER ABC Company  US Wiest Marketing
13 FOLDER ARG Company L2 et Zales
14 [T ABC Company  US 123-555-4567

[15 [T ABC Company  |US 123-565-6789

[16 [T ABC Company  Unassigned 123-555-4321

17 | WM ABC Company  Unassigned 123-555-8576

18 | MM ABC Company  |US 123-565-1234

19 | MM ABC Company  Unassigned 123-555-5555

20 |MTH ABC Company  Unassigned 123-456-7530

21 [MTN ABC Company  US YWest Marketing 123-555-7777
22 [T ABC Company  Unassigned 123-555-1231

23 [T ABC Company  Unassigned 123-555-6543

24 |MTN ABC Company  Unassigned 123-555-0000

25 [T ABC Company  Unassigned 123-123-1234

26 |MTN ABC Company  Unassigned 123-123-8576
et [ALLOURNT ZEC company 0o West harketing | 12345,/ 85-U000
(28 [ACCOUNT ABC Company  Unassigned  123456753-00004
28 |USER ABC Company US CSHTUG

30
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Accounts
Rows 27-28 in this sample upload file contain the company’s accounts.

Note: All accounts must contain “ACCOUNT” in column A.

e The account in row 27 is located in the Level Three “Marketing” folder.
e The account in row 28 is unassigned and can be located in the “Unassigned” folder.

A | B | C | D L E F |

1 [|Hierarchy Mame: ABC Company
_2 |Type: Business Hierarchy
3 |Date: 11/27/2007 08:57 At

4
8 |ModeType
_B |FOLDER ABC Company
_7 |FOLDER ABC Company  US
8 |FOLDER ABC Company  Unassigned
9 |FOLDER ABC Company  Canada
0 [FOLDER ABC Company  (US Wyest
11 |[FOLDER ABC Company  US East
12 |[FOLDER ABC Company  US Wiest Marketing
13 |[FOLDER ABC Company  US Wiest Sales
14 |MTN ABC Company (U3 123-5655-4567
18 [MTN ABC Company (U3 123-5585-6789
1B [MTH ABC Company  Unassigned  123-555-4321
17 [MTN ABC Company  Unassigned  123-555-9376
18 | MTN ABC Company (U3 123-555-1234
18 [MTN ABC Company  Unassigned  123-555-5555
20 |MTN ABC Company  Unassigned  123-486-7350
21 [MTN ABC Company  US YWest Marketing 123-555-7777
22 |MTN ABC Company  Unassigned  123-555-1231
23 |MTN ABC Company  Unassigned 123-555-6543
24 [MTN ABC Company  Unassigned 123-555-0000

25 |MTN ABC Company  Unassigned 123-123-1234
DR T ARG Company Unaceipned  193.105.007¢

27 | ACCOUNT ABC Company  US YWest Marketing | 123457859-00003

8 |ACCOUNT ABC Company  Unassigned 123456739-00004
e ZEC company 0o ConuG

a0
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Users
Row 29 in this sample upload file contains a company user.

Note: All users must contain “USER” in column A and must be identified by their user ID.

e The user in row 29, with user ID CSHTUG, is assigned to the “US” folder.

A | B | C | D L E F |

1 [|Hierarchy Mame: ABC Company
_2 |Type: Business Hierarchy
3 |Date: 11/27/2007 08:57 A

4
8 |ModeType |
_B |FOLDER ABC Company
_7 |FOLDER ABC Company  US
8 |FOLDER ABC Company  Unassigned
9 |FOLDER ABC Company  Canada
10 |[FOLDER ABC Company  US WWest
11 |[FOLDER ABC Company  US East
12 |[FOLDER ABC Company  US YWest Marketing
13 |[FOLDER ABC Company  US West Sales
14 [MTN ABC Company  US 123-555-4567
15 [MTN ABC Company  US 123-555-6785
1B [MTH ABC Company  Unassigned 123-555-4321
17 |MTN ABC Company  Unassigned 123-555-8576
18 [MTN |ABC Company  |US 1123-555-1234
18 [MTN ABC Company  Unassigned 123-555-5555
20 |MTN ABC Company  Unassigned 123-456-7850
21 [MTN ABC Company  US West Marketing 123-5885-7777
22 |MTN ABC Company  Unassigned 123-555-1231
23 |MTN ABC Company  Unassigned 123-555-6543
24 [MTN ABC Company  Unassigned 123-555-0000
25 [MTN ABC Company  Unassigned 123-123-1234
26 |MTH ABC Company  Unassigned  123-123-9376 | |
27 |ACCOUNT ABC Company  US YWest Marketing | 123457859-00002
Za lACCOUNT ARG Comoany  Unaceignad — {0545R750 A0004

3 |USER ABC Company  US CEHTUG I
ol

Uploading the Company Structure file

1. Click on the “Settings” dropdown.

ew  Account Maintenance

Quick Tasks

v

nags | v

sett
1k

Orders

Utilities | v

Billing

Reports

Supp

Location: Choose Location | V|

© Verizon Wireless 2011
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2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure.

Search | Service Number x| | Go |

E

ABC Company
Name:
IAEI C Company
Description:

© Verizon Wireless 2011
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4. Click the “Upload” button.

= B aBC company (5051
4+ ] unassigned 524
+ O

+ ([ usa

5. Click the “Browse” button. A “Select File” pop-up screen will appear.

ABC Company

Uplead File

Select File: Browse... «H

This stap uploads and replaces the axisting Comparry Structune.
Please include all wirgless numbers, evan if thiy were préviously assigned 10 another folder, otherwise thiy will be placed in the "Unassigned” folder
To ensure proper structure assignment, all users will need 10 bé manually re-assigned once the upload has been complated.

[toee ¥ ook

© Verizon Wireless 2011

15



\—

verizonwvireless

6. Select the file that contains the structure to be uploaded, and then click the “Open”
button.

Note: The upload file must be .CSV format.

2
Look jn: IE}ABE Compary j = 5 Ef-

5] ABC Company CS uploadz User.csy
5| ABC Company CS upload3 User.csy
L] ABC Company.csy

2] ABC inc[1]. .csv

S ABC inc[2],.csv

] ABC inc[3]. . csv

T]UATCS sub Folders no user.csv

L] UATCS csv
File name: IABE Company C5 uploadl.cav j Open
Files of bype: IAII Files [*%] j Cancel |

7. Click the “Upload” button.

ABC Company

Uplgad File

File ]C’\Dnmmem and Settii _ Browse..

Sale

This §lep upioads and replaces the edsting Compary Stuctune

Fleage include afl wirgless numbers, even ifthey warg priviously assigned to another folder, othenwise they will be placed in the “Unassigned” folder.
To efsure proper struclure assignment, all users will need to be manually re-assignad once the upload has bagn complated

8. Click “OK” to continue. You have now successfully uploaded the Company Structure file.

Microsoft Internet Explorer } |

%\ ? ) This file upload will overwrite existing company struckure and user associations.

Cancel |
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Downloading a Company Structure
A Company Structure can be downloaded, enabling you to edit the file and re-upload an updated
Company Structure. You can either upload a Company Structure without users or one with users
already assigned.
Downloading a Company Structure without users

This download will contain up to 20,000 accounts and wireless numbers.

Note: For a file that contains the entire Company Structure, see the “Downloading a Company
Structure with Users” section.

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks ¥ Settings| v | Utilities | v Location: Choose Location | V|
1[

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure you want to download.

Search | Service Number x| | Go |
E ABC Company
Name:
IAEIC Company
Description:
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4. Click the “Download” button.

= B aBC company (5051

4+ ] unassigned 524

¢

=

+

+

L
[
i
=

“Downiload

5. The “File Download” pop-up will appear. Click “Save.”

File Download 1 x|

Do you want to open or save this file?

X:] ] Mame; ABC Company.csy
Lt Type: Microsoft Office Excel Comma Separated Values File

From: b2b-uat.idc.vzwcorp,com

Open Save

harm your computer. If you do not trust the zource, do not open or

@ While files from the Internet can be useful, zome files can potentially
save this file. What's the risk?

© Verizon Wireless 2011
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6. The “Save As” window will display. Choose the file location, and click “Save.” You have

now successfully downloaded the Company Structure file.

Save I[E)ABE Company j Qo 5

Desktop

My Documents

File name: IABE Company. cay j Save
=

e
Cancel |
¥/

Save as ype: I Microzaft Excel Work sheet

Downloading a Company Structure with users

This batch download contains all accounts and wireless numbers in addition to user information.

To download this batch file you must first create a request for a batch download. Any changes
made to the Company Structure after this request begins to process will not be reflected in the
download.

Creating a request for a batch download

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports Supp

Quick Tasks v | Settings|w | Utilities | v Location: Choose Location | V|

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

COmpany Strudureh

Company Users
Paperless

© Verizon Wireless 2011

19



\—

verizonvireless

3. Click the “* " next to the Company Structure you want to download.

Search | Service Number x| | Go |
E’ ABC Compant
Name:
IABCCDmpany
Description:

4. Click the “Create” button to begin creating the batch download.

t: ABC Company

Details ~ Users Folders Accounts Lines and Services y

Hamy
ABC Eompany

Locafion:
ABC Eompany

Desdiption:

To reqdest a special batch download with the assigned users included, click on the create button below. Any changes to the Company
e after the batch job begins 1o process the request will not be reflected in the download.

Create New giopnipad Bicly, ghelele Bl Download Status: Download not created
5. When the confirmation screen appears, click “Create.” The request has been submitted.
You will be notified via email when the batch Company Structure is ready for download.

E aBc company

Create C Structure D load with Users

Are you sure? Requesting a Company Structure Download with Users will disable the ability to perform any updates
on the company structure until the download is complete.

Do you wish to continue?

[CancsTPERSwE

Note: The batch process runs three times a day (Pacific Standard Time): 9 a.m., 1 p.m.
and 4 p.m. For example, if you create the request at 4:30 p.m., the batch process will not
begin until 9 a.m. the next day. Depending on the size of the Company Structure, the
batch process may take up to one day to process.

Downloading the batch file

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|
4

b
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2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

COmpany Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure you want to download.

Search |8er\.fice Number =] | m

E

ABC Companty
Name:
IAEI C Company
Description:

4. Click the “Download Batch” button in the pane on the right.

search | Service Mumber =] | m m
= B asc compary (550 £ ABC Company
+ 20 Unassimed 524 . : 2
Detsils  Users  Folders  Accounts  Lines and Serices
* Ol
ABE Company
Location:
ABE Compary
Description:

T spocial batch with the assignied users included, click on the create bution Below. Ay changes to e Company
Structure afted e balch job begins Lo process he reques! will not be refiecled in the download

N Download Hatch | Delete Hatch | Download Status: Created on (/2048

I Dnrind § Upload |
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5. The “File Download” pop-up will appear. Click “Save.”

File Download 1[

Do you want to open or save this file?

ix:l' Mame; ABC Company.csy
| i Type: Microsoft Office Excel Comma Feparated Values File

From: b2b-uat.idc.vzwcorp,com

Open Save

harm your computer. If you do not trust the zource, do not open or

@ “while files from the Internet can be ussful, some files can potentially
save this file. What's the risk?

6. The “Save As” window will display. Click “Save.” You have now successfully downloaded
the Company Structure with user assignments.

Save ir: IE}ABE Compary j Qo 5 B | FEE

2x

File name: IABE Company. cay

Save as ype: I Microzaft Excel Work sheet

Save

Cancel

d
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User maintenance

Once a Company Structure has been created, all users are automatically placed in the
“Unassigned” folder. Users can be assigned to the entire Company Structure or to specific folders
within the Company Structure.

Assigning a user to the Company Structure

Assigning a user to a Company Structure gives the user access to the entire structure when
logged into My Business Account.

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks ¥ ngs | v | Utilities | v Location: Choose Location | V|

sett
1[

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure.

Search | Service Number x| | Go |
t ABC Companty
Name:
IABCCDmpany
Description:
Upiate
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4. Go to the “Users” tab.

E ABC Congany

Detaits  Users  Folders  Accounts  Lines and Services

| Torequestas
SHucture after

il bateh downboad with the assigned users inchuded, cl ctriate b
e balch job begins 1o process the request will not be reflected in the download

s o e Company

STy Download Balch

E Download Ststus: Crested on 0220408

5. Select “Unassigned” in the “View” dropdown menu.

E ABC Company

Details  Users  Folders Accounls ' Linesand Services

View: IAssagnad :H : __" :

l—m JNAas: 1 L
[~ rajesh akula

™ rajesh akula

I~ rajesh akula

[~ satya kante

[~ satya kante

[~ testtester

I testtester

N T

9 (of 9) records retumed.

m Deselect Al

0

6. Click the “Refresh” button. A list of unassigned users will appear.

L ABC Company
Details  Users  Folders =~ Accounts  Lines and Services
View: Im vI Filter: IFilst Name j 1

I At Oshinson
I~ rajesh akula
I rajesh akula
[~ ralesh akula
[ satya kante
[ satya kante
I testtester
I testiester

PR Py

9 {of 9) records retumed,

Select Al | Desclect All
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Check the box next to the user(s) you want to assign to the Company Structure.

E ABC Company
Details Users Folders Accounts  Lines and Services

View: IUnasmgnsd :I Filter: IFilst Name _"j I

I fest Tester
7 Fiew Only

2 (of 2) records retumed.

Click the “Assign” button.

E ABC Company

Details Users Folders Accounts  Lines and Services

View: IUnasmgnsd :I Filter: IFilst Name _"j I
I~ Test Tester

= View Only

2 (of 2) records retumed.

A list of the users assigned to the Company Structure will appear.

£ ABC Company
Details Users Folders Accoumts Lines and Services

View: IASSlgan _ﬂ Filter: IFilst MName _:] l

A0
I~ View Only
[~ raiesh
[~ rajesh
™ rajesh
[ satya k
I osatvak
[ testtester

=
e

0 (of 10) records retumed.
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Assigning a user to a folder

Assigning a user to a folder allows access to only the folders that have been assigned to that

user.

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks ¥ ngs | v | Utilities | v Location: Choose Location | V|

sett
1[

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure.

Search |wireless Numbers =] | m
t ABC Company
Name:
IABCCDmpany
Description:
Update

4. Click on the folder you will be assigning the user.

= B aBC company (5051
4+ ] unassigned 524
+ Ouw
#) [ usa _
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5. Goto the “Users” tab.

1 usa

Hame:
|usa

Location:
ABC Compafiusa

Description:)
USA

[orcaY ipone ] Do

6. Select “Unassigned” in the “View” dropdown menu.

1 usaA
Details Users Folders Accounts  Lines and Senvices

View: IAssignad Wﬂ I

0 (of 0) records returned.

7. Click “Refresh.” A list of unassigned users will appear.

1 usa

Details Users Folders Accounis Lines and Services

View: |Unassigned x| Filter: |First Name =

™ Test Tester

1 (of 1) records returned.

(Saectni Y Deseect [rssion
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8. Check the box next to the user(s) you want to assign to this folder.

C1 ousa
Detpils Users Folders Accounts  Lines and Services

View: [Unassigned | Fitter: [FirstName = w

esl Tester

1 (of 1) records returned.

[Soectnr Y Desoectar

9. Click the “Assign” button.

21 usa
Details Users Folders Accounts Lines and Services
View: IUnasmgnsd :I Filter: IFilst Name _"j I

= Test Tester

1 (of 1) records returned.

10. The folder will display the assigned user(s).

21 usa
Details Users Folders Accounts Lines and Services
View: I.Assignad :I Filter: IFilst Name _*j I

I~ Test Tester

1 (of 1) records returned.
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Unassigning a user

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “*” next to the Company Structure.

Search | Service Number x| | Go |

E:’ ABC Companty
Name:
IAEIC Company
Description:

4. Select the folder that contains the user(s) you want to unassign.

- B 8BC company (5/5)
4+ ] unassigned 524
+ Ouw
#) [ usa _
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Go to the “Users” tab.

1 usa
ount mes and >enaces

Hame:
|usa

Location:
ABC Compafiusa

Description:)
USA

[orcaY ipone ] Do

Check the box next to the user(s) you want to unassign.

1 usa
Details  Users  Folders Accounts  Lines and Services

View: IAssignad ;I Filter: IFilst Name _'d | W

esl Tester

1 (of 1) records returned.

[Sicinr Y Desoect | [tracson

Click the “Unassign” button. You have now successfully unassigned a user.

Note: Unassigned users will be located in the “Unassigned” folder.

1 usa
Details Users  Folders Accounts  Lines and Services

View: [Assigned =] Fitter: [FirstNeme ] [ Refrest |

[# TestTestar

1 (of 1) records returned.

[Soectnr Y Desoectar
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Folder maintenance

You can create a maximum of eight folder levels, including default-level folders and sub-folders,

to help you organize your users.

Default-level folder —= - E 2B Comoany (39
Sub-folders * 00 unassianeq S0
* J Canads
= [ Us Q2)
+ East
=[] st (M)

Adding a default-level folder

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|
4

b

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure.

Search | Service Number x| | Go |
EI’ ABC Company
Name:
IABCCDmpany
Description:
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4. Select the “Folders” tab. The Company Structure folders screen will appear.

E ABC Company

Details = Users Fol'ers Accounts  Lines and Services

Hame:
ABC Company

Location:
ABC Company

Description:

5. Click the “New” button.

E ABC Company

Details Users Folders Accounls = Lines and Services

Filter: [Folder =1
K

I Unassianed

usa

[ Wove ] Defete™)
6. Enter the “Name” and “Description” of the folder.

£ ABC Company

Details ~ Users Folders Accounts Lines and Services

Name:

]DeptA

Location:
ABC Company

Description:

7. Click the “Create” button.

£ ABC Company
Details ~ Users Folders Accounts  Lines and Services

Name:
Dept A

Location:
ABC Comparg

Description:

pocier]
e s
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8. The new folder will appear in the Company Structure.

Search [Wireless Numbers =] [ G0 ]

= [ ABC Compary (B8)

*+ ] Umassiined 524 e - :
- Detmils  Users  Folders  Accoants  Lines and Services

Adding a sub-folder

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks | w  Settings | v | Utilities | v Location: Choose Location | ¥

A

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

COmpany Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure.

Search | Service Number x| | Go |
E’ ABC Company
Name:
IABCCDmpany
Description:
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4. Click on the folder that will contain the sub-folder.

= B aBC company (8%

4+ ] unassigned 524

+

+

*

] Dent. &
O
[ usa

5. Go to the “Folders” tab.

1 Dept.A

Details

HNaime:

Users Folders Accounts Lines and Services

|Dept A
Location:

ABC CompamADept A
Description:

6. Click the “New” button.

Z1 Dept.A

Detpils Users Folders  Accounts  Lines and Services

Filter: |Folder

3|

7. Enter the “Name” and “Description” of the sub-folder.

C1 Dept.A

Details Users Folders Accounis  Lines and Services

Name:
et

Dept, A

Location:

Description:

ﬂl

Clear
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8. Click “Create.” You have now successfully created a sub-folder.

C1 Dept.A

Detpils  Users Folders ' Accounts — Lines and Services

Name:
West

Location:
Dept, A

Description:
,_ S
s

Moving a folder

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks v /| Settings|w| Utilities v Location: Choose Location | V|

A

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

COmpany Strudureh

Company Users
Paperless

3. Click the “*” next to the Company Structure.

Search |8er\.fice Number =] | m

E

ABC Companty
Name:
IAEI C Company
Description:
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4. Select the “Folders” tab.

1 Dept.A

Details ~ Users = Folders Accounis — Lines and Services

Name:

|Dept A

Location:
ABC CompamADept A

Description:

5. Select the box next to the folder(s) you want to move.

Z1 Dept.A

Details Users  Folders

Accounts  Lines and Services

Filter: |Folder

Wilp st

H |

6. Click the “Move” button.

Z1 Dept.A

Details Users  Folders

Accounts  Lines and Services

Filter: |Folder

7 Wiest

H |

I

7. When the “Move Company Structure Folders” page appears, select the new location for

the folder.

Move Company Structure Folders

This 100l allows you b organize wireless costs in a way thal is meaningful 1o your compary. You will create the sinucture thacugh a falderbased method directty onling. Go to the

‘Support link if you have questions, or choose Setup fo continug

Move Operation

From:
Copt &

West

Select Location

- E ABC Company ©

O R

2 Unassigned ©

21 Degt. A

G Ssﬂes'-‘—
Quke

Dusac
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8. Click the “Move” button. You have now successfully moved a folder.

Move Operation Select Location

Fi
D'::t].:A = E ABC Company ©

West * 21 Unassigned ©
* [ Dept. AC
+* [ Sales @
+ Ouke
+ Ousac
8 208.520.0244
@ 480-284.3097

o 5.4

Deleting a folder

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks ¥ Settings| v | Utilities | v Location: Choose Location | V|

A

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless
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3. Click the “* " next to the Company Structure.

Search | Service Number x| | Go |
E ABC Company
Name:
IABCCDmpany
Description:

4. Select the “Folders” tab.

1 Dept.A

Details ~ Users = Folders Accounis — Lines and Services

Hame:
|Dept A

Location:
ABC CompamADept A

Description:

5. Select the box next to the folder(s) you want to delete.

£ ABC Company

Details Users Folders Accounts = Lines and Senvices

Filter: [Folder =1

[ Move | Defete | New |
6. Click the “Delete” button.

£ ABC Company

Details Users Folders Accounts = Lines and Senvices

Filter: [Folder =1

¥ Dept A

[ Sales
UK

[T Unassigned
- usa
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7. A confirmation message will appear. Click “Confirm” to delete the folder. You have now

successfully deleted a folder.

= ABC Company
Details Users Folders MAccounts  Lines and Services
Delete Folder(s): Dept. A

This operation cannot be reversed. Deletion of a folder will resultin all information no longer being available to any user assigned
Do you wish to continue?

[CancerJeommem |

Wireless number maintenance

Assigning a wireless number

If you have the ability to shop online, and you have a Company Structure created, mobile
telephone numbers are automatically placed in the “Unassigned” folder, unless your company
has activated Company Structure Cascade. See the Commerce Cascade Section for more
details.

Note: A wireless humber can be assigned to only one folder or sub-folder.

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks ¥ Settings| v | Utilities | v Location: Choose Location | V|

A

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

© Verizon Wireless 2011

39



\—

verizonwvireless

Click the “* " next to the Company Structure.

Search | Service Number x| | Go |
E; ABC Compant
Name:
IABCCDmpany
Description:

Go to the “Unassigned” folder.

= B aBC company (771

Select the “Lines and Services” tab.

E ABC Company

Details = Users Folders Accounts = Lines and Services

Name:
ABC Campany

Location:
ABC Company

Description:

Check the box next to the wireless number(s) you want to assign.

21 unassigned

]

[=] (B
rfonoon 2131
w fposonosesa
rfpononoaesr

=l

511 (of 511) records returned. Page [T of35 Next 2

(Saectnr Y Descect (rssion
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7. Click the “Assign” button.

Z1 Unassigned

Filter: m

7 000:000.0911 =
 000-000:2131
= D00-0005669
[ 000-0003957
=
511 (of 511) records retumed Page [T of35Ned 2
[Desciect At
8. When the “Select Location” screen appears, choose the new location for the wireless
number.
Move Operation Select Location
Fi B
Jﬁ;gsigned - E ABC Company ©
208-220-0911 * [ Unassigned ©
208-351-56648 * [ Dept. A G
+ [ Sales ©
+ O uke
+ Ousac

Ciowe
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9. Click the “Move” button. You have now successfully assigned the wireless number(s).

Move Operation Select Location

From: =}

Unassigned - [ ABC Company ©
208-220-0911 * [ Unassigned ©
208-351-5669 + [ Dept. A "

+ [0 Zales ©
+ Ouke
+ Ousac

(e

Moving a wireless number

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless
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Click the “* " next to the Company Structure.

Search | Service Number x| | Go |
E; ABC Company
Name:
IAEIC Company
Description:

Choose the folder that contains the wireless number(s) you want to move.

= B aBC company (77
+ [ unassigned 522
# [ Dent. e
* [ sales
* 0w

* (] usa

Go to the “Lines and Services” tab.

1 DeptA

Details = Users Folders Accounts = Lines ans Services

HName:
|Dept A

Location:
ABC CompamADept A

Description:

Check the box next to the wireless number(s) you want to move.

Ol Dept.a

Details Users Folders Accounts  Lines and Services

e

@ foo-000-0511
I~ poo-000-2131

2 (of 2) records retumed.

(Sacctni f Deseect (v X trassion
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7. Click the “Move” button.

Ol Dept.a

Details Users Folders Accounts  Lines and Services
Filter: m

7 000-000-0911
™ 000-000-2131

2 (of 2) records retumed.
[Desdecar [irassior

8. When the “Select Location” screen appears, choose the new location for the wireless

number(s).
Move Operation Select Location
From: E
Drgyt]_A - E ABC Company ©
000-000-0911 * [ Unassigned ©
#  Dept. AT
* [ zales 3
* Ouke
+ O usac
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9. Click the “Move” button. You have now successfully moved a wireless number.

Select Location

- E ABC Company ©
* [ Unassigned
* [ Dept. AC
+ [ Sales &
¥ O uke
* O usac

Unassigning a wireless number

1. Click on the “Settings” dropdown.

ew Account Maintenance Orders Billing Reports Supp

Quick Tasks ¥ Settings| v | Utilities | v Location: Choose Location | V|

A

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless
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Click the “* " next to the Company Structure.

Search | Service Number x| | Go |
E; ABC Compant
Name:
IAEIC Company
Description:

Choose the folder that contains the wireless number(s) you want to unassign.

= B aBC company (77
+ [ unassigned 522
# [ Dent. e
* [ sales
* 0w

* (] usa

Go to the “Lines and Services” tab.

C1 Dept.A

Details = Users Folders Accounts = Lines ans Services

HName:
|Dept A

Location:
ABC CompamADept A

Description:

[cuncor Y vpase ] ot

Check the box next to the wireless number(s) you want to unassign.

C1 Dept.A

Details  Users Folders Accounts  Lines and Services

Tt o |

2 (of 2) records retumed.

(Saeci Y Deseiect (o X trasson
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7. Click the “Unassign” button to send the wireless number(s) to the ‘Unassigned” folder.

C1 Dept.A
Details  Users Folders Accounfs  Lines and Services

Filter:

000-000-0%11
213

2 (of 2) records retumed.

Account maintenance

Accounts can be assigned to a folder or sub-folder and moved to new folders as your company
changes.

Please be aware of the following:
e An account can be assigned to only one folder or sub-folder.
¢ When an account is assigned to a folder, the wireless numbers associated with that
account will remain unassigned and must be assigned manually.

Assigning an account

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless
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3. Click the “* " next to the Company Structure.

Search | Senvice Number

E

ABC Company

H | i

Name:

IAEIC Company

Description:

4. Goto the “Unassigned” folder.

= B aBC company (771

5. Goto the “Accounts” tab.

{ Unassigned

Details | Users conunts

Name:
Unassigned

Location:

ABC Companmynassigried

Description:
Unassigned

6. Check the box next to the account(s) you want to assign.

a Unassiﬁwd

Lines and Services

Filter: I

000000000001

13 (of 13) records retumed.

["Setect ail” | Desetect Al
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7. Click the “Assign” button.

_1 Unassigned

Filter: I

[ 000000000-00001

13 (of 13) records retumed.

Select All m Assign

8. When the “Select Location” screen appears, choose the new location for the account.

Select Location

- E ABC Company ©
+ [ Unassigned ©
+ [ Dept. A€
+ [0 Sales §
* Ouke
+ O usa

9. Click the “Move” button. The account has been assigned to the desired folder.

Select Location

- E ABC Company ©
* [ Unassigned
* [ Dept. AT
+ [ Sales &
# Ouko
+ O usac
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Moving an account

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports

Quick Tasks ¥ Settings| v | Utilities | v Location: Choose Location | V|

A

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings
Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “*” next to the Company Structure.

Search | Service Number x| | Go |

ABC Companty
Name:
IAEI C Company
Description:

4. Choose the folder that contains the account you want to move.

- B aBC company (77
4+ [ unassigned 522
+ (] Dept.a
# [ Soles ff—
+ 0w

* [ usa
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Go to the “Accounts” tab.

1 sales

Details Users Folders Accounts Lines and Services

Name:

Sales

Location:
ABC CompamiSales

Description:

s

Check the box next to the account(s) you want to move.

2 sales
Details Users Folders Accounts  Lines and Services

Filter: |

Emmﬂmmm

1 (of 1) records returned.

Select AlIl' §j Deselect All

Click the “Move” button.

21 sales
Details Users Folders Accourts  Lines and Services
Filter: |

[ 000000000-00001

1 (of 1) records returned.

Select AlIl' §j Deselect All
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8. When the “Select Location” screen appears, choose the new location for the
account(s).

Select Location

- E ABC Company
* [ Unassigned €
+ [ Dept. AR
+ [ Sales ©
Y Ouke
* O usa©

[ove']
9. Click the “Move” button. The account has been assigned to the desired folder.

Select Location

- E ABC Cormpany ©
* [ Unassigned €
+ [ Dept. A®
+ [ Sales ©
Y Ouke
* O usa©
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Unassigning an account

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “* " next to the Company Structure.

Search | Service Number x| | Go |

E:’ ABC Company
Name:
IAEIC Company
Description:

4. Select the folder that contains the account(s) you want to unassign.

= B aBC company (77
4+ [ unassigned 521
* (0 Dot < f—
+ [ sales
+ 0w

* [ usa
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5. Goto the “Accounts” tab.

1 Dept.A

Details Users Folders Accounts Lines and Services

Name:
|Dept. A

Location:
ABC CompamiDept. A

Description:

s

6. Check the box next to the account(s) you want to unassign.

C1 Dept.A
Details ~Users  Folders Accourts | Lines and Services

T mml vcrcs |

' J000000000-00001

1 (of 1) records returned.

[Saecti Y Deseiect (o X trasson

7. Click the “Unassign” button. You have now successfully unassigned the account(s).

C1 Dept.A
Details ~Users  Folders Accourts | Lines and Services

T mml vcrcs |

= 000000000-00001

1 (of 1) records returned.

[Saecti Y Deseiect (o’

Commerce Cascade

With Commerce Cascade, you can assign where a new user should be assigned in the Company
Structure while placing an order. You will first need to set up the Company Structure to be
included in the checkout process. Only the Administrator and Primary Contact roles can set up
the Commerce Cascade.
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Setting up a Commerce Cascade

1. Click on the “Settings” dropdown.

ew  Account Maintenance Orders Billing Reports Supp

Quick Tasks v Settings | v | Utilities | v Location: Choose Location | V|

2. Gotothe “Company Structure” page.

Settings | ¥

Personal Settings
Uszer Profile
Motifications
Email Alerts

Company Settings

Company Profile
Billing Accourts

Company Strudureh

Company Users
Paperless

3. Click the “Setup” button.

Edit Company Structure
Thig tool ows you b bt b away at i to your compary. You will tréate the struchure through a folder-based mithod directly onine. Go to the
Support ink & you have questions, or choose Setup to condnue.
search [Wireless Numbers =] [ bm
* B apc company £ ABC Comparny

Hame:

,A_BG Caompany

Description:
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4. Select the “Yes” button to enable setup of the Commerce Cascade.

" Indicates required field

Setup the required levels

\—

verizonvireless

Please indicate if the Company Structure should be captured for all users making online purchases. If yes, please
enter the field names to be presented on the order check-out page.

@q Yes
‘Nn
Lavel 1™

Lvel 2

Ligrel 37
Level 4 *

Level 5*
Level 6

Level 7~

What is the minimum number of
levels a user should be required
to complete, so that the new
wireless number is mapped
caorrectly to your company

structure? *

|Country
Examples: Folder 4, Folder 2

[Division

Examples: Police, Cost Center
ABC

[Area

[Region

|Ch annel

[Team

ILD cation

|None Z|
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Provide names for each of the levels in the Company Structure.

Note: The level name should describe the corresponding Company Structure folder level.
For example, enter “Area” in the Level 3 box if all the folders at Level 3 are names of
areas (e.g., Northeast, South, Midwest, and West).

* Indicates required field
Setup the required levels

Please indicate if the Company Structure should be captured for all users making online purchases. If yes, please
enter the field names to be presented on the order check-out page.

@ Yes

 No

Level 1+ |Country
Examples: Folder 4, Folder 2
[Division

Level 27 Examples: Police, Cost Center
ABC

Level 3 lArea

Level4* |Region

Level 5+ |Channel

Level6* [Team

Level 7 ILocation

What is the minimum number of
levels a user should be required
to complete, so that the new
witeless number is mapped IND“E’ 3
carrectly to your company

structure? *
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6. From the dropdown, select the minimum number of required levels an employee is
required to complete.

* Indicates required field
Setup the required levels

Please indicate if the Company Structure should be captured for all users making online purchases. lfyes, please
enter the field names to be presented on the order check-out page.

@ Yes

 No

Lasiae |Country
Examples: Folder 4, Folder 2
|Division

Level 2* Examples: Police, Cost Center
ABC

Level 37 |Area

Level 4 |Region

Level5* |Channel

Level 6™ |Team

Level 7+ |Lo cation

What is the minimum number of
levels a user should be required
to complete, so that the new
wireless number is mapped IN‘:‘"e LH_
cormeacty to your company ct number of reguired

structure? =

Update Level1-2
Level1-3
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7. Click the “Update” button to save your selections. You have now successfully set up the
Company Structure Commerce Cascade.

* Indicates required field
Setup the required levels

Please indicate ifthe Company Structure should be captured for all users making online purchases. Ifyes, please

enter the field names o be presented on the order check-out page.

@ Yes

 No

Level 1 * [Country
Examples: Folder 4, Folder 2
|Division

Lewvel 2* Examples: Police, Cost Center
ABC

Level 3° jarea

Level 4~ IRegian

Level 5 |Channel
|Team
|Locali|:|n
[Level1-2 =l

Company Structure reporting

1. Hover your mouse over the “Reports” tab.

ount Maintenance  Orders Billing Repo@ Support -

Overview
Quick Tasks v | Settings v Utilities gtion | Wireless Covy

Account Reports

Number Reports

Structures
s in a way thatis meaninaful to your com Advanced Reporting ture through a folder-t|
Setup to continue.

2. Gotothe “Structures” page.

jew Account Maintenance Orders Billing JGEICUEE Sup

Quick Tasks v Settings | v | Utilities

Humber Report:

Acture

Structures

wireless costs in a way that is meaningful to your com Advanced Réporting ture thrj
ns, or choose Setup to continue.
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3. Select “Company Structure” in the “Structure Type” dropdown.

Structures
Structure: Defaut  Position: Default

Manage | Semch Compate  Admin

* Indicabes roguired finid

Struchue Type: * Eiling Swucture

et e

ot

Etemont T |

st ST —

pst: ETr—|

Keyward: |

Search Scope " Entire Struchure & From Currend Lotation
ettt ot el

4. Make the desired filter selections.

Manage Search Compare Admin

*|ndicates required field

Please select structure criteria

Structure Type: * | Company Structure '[

Structure Name: W
Period: |Mar—DB j
Element: Im
Status: Im
Attribute: [Select ]
Keyword: I—

Search Scope " Entire Structure & From Current Location

Memo Bill Distribution m @

5. Click the “Submit” button.

Manage Search Compare Admin

*|ndicates required field

Please select structure criteria

Structure Type: * | Company Structure '[

Structure Mame: IAEIC Company 'l

Petiod: |Mar—DB 'l
Elerment: ISeIed "l
Status: |Se|ed '[

Atribute: ISeIed 'l

|

Keyword:

Search Scope " Entire Structure & From Current Location

Memo Bill Distribution @
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