Control Center User Guide August 2011

Chapter 1:
Getting Started
Overview
Introduction This chapter explains how to configure your browser for the Control Center system,

as well as logging into and navigating in Control Center.

In this Chapter  This chapter contains the following topics.

Topic See Page
Overview 1
Configuring Your Browser 2
Adding Trusted Sites 4
Enabling Automatic File Downloads 6
Pop-Up Blocker 8
Pop-Up Blocker Settings (Without) 8
Pop-Up Blocker Settings (With) 12
Control Center Login Page 16
Wholesale Customer Service 17
Self Registration 19
Requesting a New Password 25
Accessing Control Center 29
Permissions 31
Navigating Control Center 35
Control Center Landing Page 36
Accessing Online Help 38
Accessing Live Help 39
Logging Out 42
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Configuring Your Browser

Introduction If you use Microsoft Internet Explorer (IE), you must configure your browser in
order to use Control Center. You must configure the Temporary Internet Files
setting to avoid problems with the system.

Note: If your browser is Netscape or Firefox, you do not need to configure any
settings.

Procedure Follow the steps in the procedure below to configure the Temporary Internet Files
setting for internet explorer.

Step Action
1 From the Tools menu, select Internet Options.

Result: The Internet Options window appears.

General | Security | Privacy | Content | Conmections || Programs || Advanced

Home page
Iﬁ *ou can change which pags ta use for your home page:
Addiess | TR <t.net ]

[ Use Cunent | [ Use Defauh | [ UseBlark

Temporary Intemet files
<y Pages you view on the Intemet are stored in a special folder
 for quick viewina later

[Delete Cookies.. | [ Delete Fies... | [ Seftings

Histary

The History folder contains links to pages pou've visited, for
quick access to recently viewed pages.

Days to keep pages in histony: 0 % || ClearHistory

[ Caolars... ] [ Fonts... ] [ Languages. ] [Accgsslblhty..]
2 From the Temporary Internet Files section of the General tab,

click Settings... .

Result: The Settings window appears.

Settings EJ

Check For newer versions of stared pages:
S "
€Y o =

OEvEry time you start Internet Explorer
() Automatically

O MNever

Temporary Internet: files Folder

Current location:  C:\Documents and Settingsiutepilocal
Settingsi Temparary Internet Files)

Amount of disk space ko use:

J 23 me

[ Move Folder. .. ][ Wiew Files. .. ][ Wiew Objects. .. ]

Continued on next page
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Configuring Your Browser, Continued

Procedure (continued)

Step Action

3 Select the Every visit to the page radio button.

4
Clickl__0%__J

Result: Internet Explorer records your selection and closes the
Settings window, returning you to the Internet Options window.

5 | cliek__o%__]

Result: Internet Explorer commits all the selections you made and
closes the Internet Options window.
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Adding Trusted Sites

Introduction

Procedure

In order for the Control Center and Remote Control applications to work effectively
under a high security setting, we recommend you add the following application URLs

to your designated trusted sites:
e https://control.centurylink

.com

e https://rmc.centurylink.com

Follow the steps in the procedure below to designate your Trusted Web Sites.

Step

Action

1 From the Tools menu

Result: The Internet

, select Internet Options.

Options window appears.

Internet Options

General | Security | Privacy | Content | Connections || Programs || Advanced

Home page
Iﬁ *ou can change which pags ta use for your home page:

Addiess: ttp: Ehe: ek, net |

Px

[ Use Cunent | [ Use Defauh | [ UseBlark

Temporary Intemet files

< Pages you view on the Intemet are stored in a special folder
\ for quick viewina later

[Delete Cookies.. | [ Delete Fies... | [ Seftings

Histary

The History folder contains links to pages you've visited, for

@ quick aceess to recentl viewed pages.

Days to keep pages in histony: 0 % || ClearHistory

[

Colors.. | [ Foms..

] [ Languages... | [[Accessiilty... |

2 From the Internet Options window, click on the Security tab.

Result: The Security screen appears.

Internet Options

General | Seculity | Privacy | Content | Cornections | Programs || Advanced

Select 2 Web content zane to specily its secuily settings.

Q0

Localintranet  Trusted sites

Restricted
sites

Internet

This zone contains all'web sites you
haven't placed in other zones

Security Jevel for this zane

Custom
Custom setfings.
- To change the settings, click Custom Level
- To use the recommended settings, click Default Level

[ Customlevel. | [ DefauitLevel

Continued on next page
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Adding Trusted Sites, continued

Procedure (continued)

Step Action

3 From the Security screen, click on the Trusted Sites (0) icon.

4| Gliok L_Sites.. |

Result: The Trusted Sites window appears.
Trusted sites

You can add and remove Web sites from this zone. All web sites
in this zone will use the zone's security settings.

Add this Web site ta the zone:
https: [frmequest, com|

web sites;

http:jideskopweb. quest. net A
http: fidoweb, qwest, net B
http: /ftheg. quest.net
http:fisdg

https:ffcontral. quest, cam -

[CIRequire server verification ¢https:) for al sikes in this zone

5 In the Add this Web site to the zone field, enter
https://control.centurylink.com.

§ ookl e ]

7 In the Add this Web site to the zone field, enter
https://rmc.centurylink.com.

8 Click L& |
9 Click [L].
10 Click [L].

Result: The Control Center and Remote Control applications are added
to your trusted web sites.
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Enabling Automatic File Downloads

Introduction To automatically proceed with file downloads from the Control Center or Remote
Control applications, this section provides you instructions on how to proceed with
this setting.

Procedure Follow the steps in the procedure below to define your Download settings.
Step Action
11 From the Tools menu, select Internet Options.

Result: The Internet Options window appears.
Internet Options Egl

General | Security | Privacy | Content | Cormections | Programs || Advanced

Hame page
% *rou can change which page to use for your home page.
Addiess: ikkp:/ftheq. quest net |

[ Use Current ] [ Use Default ] [ Use Blank.

Temparary ntemet files
w  Pages pou view on the Intemet are stored in a special folder
Y for quick viewing later,

[Delete Cookjes... ] [De\eleflles..] [ Seftings..

Histary

The Histor folder cantains links t pages you'vs visited, for
quick access to recently viewed pages.

Days ta keep pages in history: 0 % || ClearHistory

[ toos. ][ Foms.. | [ Languages.. | [Accessbiy.. |
12 From the Internet Options window, click on the Security tab.

Result: The Security screen appears.
Internet Options

Genersl | Secutity | Privacy | Content | Connections | Programs | Advanced

Selsct a'wieh content zons to specify its security setings.

® «@ 0 @

Intemell  Localintranet  Trusted stes  Restricted
sites

Internet

This zone containg all 'Web sites vou

haven't placed in other zones
Security Jevel for this zone

Custom
Custam settings.
- To change the settings, click Custom Level
- To use the recommended settings, click Default Level,

[ LCustom Level... ][ Default Level ]

Continued on next page
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Enabling Automatic File Downloads, continued

Procedure (continued)

Step Action

From the Security screen, click

13 Cuztorm Lewel... ]

Result: The Security Settings window appears.

Enable radio button.

Security Settings
Settings:
g LNET Framewiorkerefiant companents | o~
& n components nat signed with Authenticode
() Disable
(@) Enable
() Prampt
% R:un components signed with Authenticode
() Disable
(®) Enatle
'_'j ) Prompt
ActiveX controls and plug-ins
@ @ Automatic prnmpsnganr ActiveX controls
(@) Disable
"i ) Enable —
v P oo d i L =
Reset custom sethings
Reset to: | Medium v
14 From the Security Settings window, locate the Download (%5 Dovnioads)
options.
15 From the Automatic prompting for file downloads option, click on the

16| gl o J

Result: You will be prompted with the following warning.

Warning!

! Are you sure you want o change the security settings for this zons?
e

7 |ciel2es ]

18 Click M.

Result: You now have the ability to automatically open files, forms, etc.
found in the Control Center or Remote Control applications.
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Pop-Up Blocker

Introduction If you use Windows 2000 and XP/IE (5.5 or 6.0), you must configure your browser
settings to allow the ability to open or save forms/documents after selecting any
Control Center web links.

Pop-Up Blocker Settings (Without)

Procedure For users without a Pop-Up Blocker, please follow the steps in the procedure
below to configure your settings.

Step

Action

19

Open Windows Explorer.

Result: The Windows Explorer appears.

Continued on next page
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Pop-Up Blocker Settings (Without), continued

Procedure (continued)

Step

Action

20 From the Tools menu, select Folder Options.

Result: The Folder Options window appears.

Folder Options

General | view | File Types || Offine Files

Tasks
@1 1
) Use windows classic folders

Birowse folders

(%) Open sach folder in the same window

() Open each folder in its own window

Click items as follows

() Single-click to open an item [point to select]

(%) Double-click to open an item [single-click to select)

BRestore Defaults

PR

21 From the Folder Options tabs select File Types.

Result: The File Types window appears.

Folder Options

General | View | File Types | Dffline Files

Fiegistered file types:

Extensions

e [NOME)
(4D (NONE)

IC2) INOME)  File Folder

I INOME]  Folder

@ [NOME] Help and Support Center protocol

B MIAME Y leberinnt Clonrbons

New

Dretails for AudiaCD' file type

Opens with:

To change settings that affect all ‘AudioCD' files, click Advanced

Continued on next page
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Pop-Up Blocker Settings (Without), continued

Procedure (continued)
Step Action
22 From the Registered file types section of the File Types tab, search for
the DOC extension
Result: The Folder Options window appears.
Folder Options E]El
General | View | File Tvpes | Dffline Files
Reaistered file types:
Extensions | File Types ~
@ DIF o
DISCO  ‘'web Service Discovery File
o Jocument
I@DDEH Microzoft Word HTML Document
@;}DDEM DOCHMHTML File:
1@‘ DOCA...  Microsoft Word <ML Document
I AAT  dimsncft by fned Torandain st
e
Details for DOC extenzion
Opers with @ Microsoft Office Word
Files with extension 'DOC" are of type Microsoft Word Document’
To change settings that affect all Microsoft Word Document’ files,
click Advanced,
23 From the File Type tab, select Advanced.
Result: The Edit File Type window appears.
Edit File Type 3
@ Microsoft Word Document
Actions:
Edit Mew, ..
o
ooen
Prink
Open as Read-Only
Prinkko
[ Confirm open after download
O -
[ Ok ] [ Cancel ]
24 From the Edit File Type window, uncheck the Browse in same window
option.
Continued on next page
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Pop-Up Blocker Settings (Without), continued

Procedure (continued)

Step

Action

25

ciec 2]

Result: Windows Explorer records your selection and closes the Edit
File Type window, returning you to the Folder Options window.

26

Click

Result: Windows Explorer commits all the selections you made and
closes the Folder Options window.

Note: This will enable forms/documents to be opened in MS Word
rather than opening them in an IE browser. You will be able to resize and
save the document. If other document extensions are needed, please
follow steps 1-8 in this section for each file type.
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Pop-Up Blocker Settings (With)

Procedure For users with a Pop-Up Blocker, please follow the steps in the procedure below to
configure your settings.
Step Action
27 Open Windows Explorer.
Result: The Windows Explorer appears.
Y 1]
Mo w ;.,,w.? e el - gj“‘
Continued on next page
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Pop-Up Blocker Settings (With), continued

Procedure (continued)
Step Action
28 From the Tools menu, select Folder Options.
Result: The Folder Options window appears.
Folder Options E|E|
General | View | Fils Types | Offiing Files
Tazks
% @B how common tasks in folders
() Use Windows classic folders
Browise folders
% (%) Open each folder in the same window
() Dpen each folder in its own window
Click items as follows
() Single-click ko open an item [paint ta select]
() Double-click to open an item (single-click to select)
29 From the Folder Options tabs select File Types.
Result: The File Types window appears.
Folder, Options Elg‘
General | Wiew | File Tvpes | Offiine Files
Registered file ypes;
Ertensions  File Types »
L AudioCD
% [NONE]  Drive
(D INONE] DD
ICDINONE)  File Folder
ICDMONE)  Folder
Iﬂ [MOME] Help and Support Center protocol
A NIONEY enbminnt Tl b \
Hew
Details for *AudioCD" file type
Opens with:
Ta change settings that affect all ‘udioCD’ files, click Advanced.

Continued on next page
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Pop-Up Blocker Settings (With), continued

Procedure (continued)
Step Action
30 From the Registered file types section of the File Types tab, search for
the DOC extension
Result: The Folder Options window appears.
Folder, Options E|E|
General | Wiew | File Tupes | Difline Files
Registered file twpes:
Estensions  File Types ~
2 DIF DV
DISCO  “Web Service Dizcovery File
i wiord Document
@ DOCH...  Miciosoft Word HTML Document
@DDEM DOCMHTML File
I!@DDD(... Microsoft Wiord #ML Docurment
Wbl ro T [T TP IS SN .t
=
Details for DOC' extension
Opens with: @ Microsoft Office ‘word
Files with extension 'DOC" are of type Microsoft Word Document.
To change zettings that affect all 'Microsoft Word Document’ files,
click Advanced.
31 From the File Type tab, select Advanced.
Result: The Edit File Type window appears.
Edit File Type 2 X
|Ej Microsoft Word Document
Actions:
e
DOpen Ed
Print
Open as Read-Only
Printto
] confirm apen after download
[ always show extension
I K I [ Cancel ]
32 From the Edit File Type window, uncheck the Confirm open after
download option.
Continued on next page
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Pop-Up Blocker Settings (With), continued

Procedure (continued)

Step Action

33 From the Edit File Type window, uncheck the Always show extension
option.

34 From the Edit File Type window, check the Browse in same window
option.

35
cliek %]
Result: Windows Explorer records your selection and closes the Edit
File Type window, returning you to the Folder Options window.

36

Click

Result: Windows Explorer commits all the selections you made and
closes the Folder Options window.

Note: This will enable forms/documents to be opened in MS Word
rather than opening them in an IE browser. You will be able to resize and
save the document. If other document extensions are needed, please
follow steps 1-10 in this section for each file type.
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Control Center Login Page

Description The Control Center Login page provides you a welcome to the Control Center
application, access to a demo of the system, information on self registration, the
ability to request a new password, access to contact information and general
CenturyLink information at your fingertips; including:

e Business Solutions
e Customer Service

e CenturyLink.com

e About CenturyLink

Note: The “Find a CenturyLink Representative near you.” functionality is not
available for Wholesale customers; please contact the Wholesale National Service
Delivery Center at 1-800-291-7707 to locate your local CenturyLink representative.

Example An example of the Control Center Login page appears below.

Q TN IR W EISYTE - carch Qwest Large Business [o}
Qwest - ;

BUSINESS —
Large Business Products Resource Center Manage My Services

Manage My Enterprise Services

—

How we protectyour
User D If you are new to QControl you can register for RN
QControl access here. All you need is a copy of
Click on the Register button to request access to
. ) QControl's full suite of network management
tools. For Further assistance...

Large Business

o Qwest Control Help Desk
Register (22 Call 877-726-6875 or

Ema

Manage your other Qwest Accounts:

Wholesale Customers

Qwest Control Customer Care
Center

at 1-800-291-7707 (or) 614-215-
33
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Wholesale Customer Service

Procedure If you need to find your account contacts, have a question about a product or
service, or are having a technical difficulty, follow the procedure below to contact us.

Step Action

37 From the Control Center Log In page look on the right hand side. You
can either call or send a ticket to our centers.

Wholesale Customers

Qwest Control Customer Care
Center

at 1-800-291-TF07 (or) 614-215-
3303

Submit 8 Qwe=t Control

Mational Care Ticket

38 If you want find out more wholesale information from the Control Center
Log In page, click on green down arrow.

Result: A list of Business Channel Selector displays.

Continued on next page
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39

From the drop down screen, select Wholesale.
Result: The Wholesale Landing Page screen appears.

SO ==arch Quwest Vinoksale Q

Wholesale Products & Services Customer Service Manage My Account

Promotions & Programs Resources Local & Access
Agent Program Subscribe to Notices All System Tools Services and Information for

National Reseller Program Glossary Network Maps CLECs, ILECs, IXCs, and Wireless

Wholesale Trade Show Schedule Training information Territory Maps
Qwest's Data/lP Focus Wnolesale Calendar USOC/FID Finder
Qwest Wholesale - Bestin Class for

40

From the Wholesale Landing Page screen, you can click on Products
& Services, Customer Service or Manage My Account. If you want to
find the Qcontrol user guides select Manage My Account. Under the
Qcontrol section click on Click here to view the Control Center User
Guides.

18
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Self Registration

Procedure If you are a new user to the Control Center system, you may self register for access
to Control Center's full suite of management tools.

Follow the steps in the procedure below to self register for access to the Control
Center system.

Step Action
41 From the Control Center Log In page, click on the Register >> button.

Result: Step 1 of 5 screen appears.

Step 1 of 5: Enter Personal Information

Take control of your enterprise communications! With Qwest Control, you can manage your bills and payment
options online with eBilling, as well as obtain secure access to a wide variety of network management, system
administration, and reporting tools supporting 2 broad range of Qwest services.

Complete the steps below to set-up a User ID so you can access eBilling functionality. For other products
suppaorted by Qwest Control, please contact your Sales representative. If your organization already uses Qwest
Control, simply contact your System Administrator for access to additional products.

Fields marked with a "' are required.

User Name:™ |—|
First Name:* |—|
Last Name:* |—|
E-mail address:* |—|
Confirm E-mail address:* |—|
Phone:* I_”_”_”_|
T
I

Follow the steps and notice that there are required fields.

Enter a username, hopefully something that is rememberable
Enter your first name

Enter your last name

Enter your email address

Enter your phone number

Enter fax and pager

Continued on next page
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Self Registration, continued

Procedure (continued)

Step Action

42
Click

Result: Step 2 of 5 screen appears

Step 2 of 5: Enter Authentication Information

the fields below.

Qwest—=

Spleitaf Service™ [P P ——

55504 © May 1, 2002
Summary
¥ Previcus Balance
) T iy
Baance Forward Ery
 Nrw Charges
O . "

Tetst Now Cravges | s

TOTAL AMOUNT DUE $35.04

In order for you to register with Qwest Control, you must be an existing customer. You will need your most recent
invoice to provide the authentication information necessary to process your account. Depending on the type of
invoice, you will be asked for different information. Please use the illustrations below to locate this information on
the first page of your monthly invoice. Enter your account number and the additional appropriate information in

Januay 15 B0
Toics 503487975 (@
Biling Cyche 187-56

Page 1
CAPP RAMCH INC., THE
Eggount 5136530 @
Phone # 712-433-1546
Payment summary
Erevious balance

Faymentis) recenad, Thank yau

Adjustmants bo previous balance

Current gros s charges

Diseounts, Promatians, & S

Tanes

Amount dus

D pccount Number
il Date (MM/DD/YYYY)

€ 7otal Amount Due

€ Invoice Number

Click on the Upload File link, enter the account information and save it as .csv file. Now click on browse button to
locate the file you saved or enter the path and filename in the box below:
Upload File

Browse...

[ erevisus |

[ mext | [cancel]

Follow the steps and fill in the fields with an Account Number and
Invoice Number

Continued on next page
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Self Registration, continued

Procedure

(continued)

Step

Action

43

Click

Result: Step 3 of 5 screen appears

Step 3 of 5: Register Additional Accounts

You can register multiple accounts in Qwest Control. For added security, you will need to have a copy of a recent
paper invoice (bill date with last three months) to register a new account. Customers who have a Local Services
Invoice enter the "Account Number,” "Bill Date,” and "Total Amount Due” fields. Customer who have a Long
Distance Invoice enter the "Account Number” and "Invoice Number”

Januay 15 2000
rrice SOMETITT
/ Biling Tyele: 18756
-
Qwest = Page
Splritof Servics et st CAPP RANCH INC., THE
Egcount § > @
ot O Due O Phone # 712-433-1546
5504 © May 1, 2002
Payment summary
Brevious balance
Summary

Payment(s) receirad, Thank you

¥ Pravious Baisnce
“narim

Papet s 24 Thl o B s Py Lo 10 previous balance
Baisece Farward 200
Current gross charges
¥ rerw Crarges -,
Dt L 1 Discounts, Fromations, & Surcharge:
Totas Mew Charges 5 e Taws
TOTAL AMOUNT CUE $55.04

Amount due

©Total Amount

) .
T Invoice Number

D Account Number 2 Bill Date (MM/DD/YYYY)

1 O qLs @ QLD 12345678 | 1 1008416363
#2 O qs O qb
#3  Oaqs O alb
#4 C qLs O qb
£5 O qLs © gLp

|
|
|
|
#6 Oaqs Oabp |
|
|
|
|

&7 O oLs O QLD
£8 C qLs O qb
] O qLs © gLp
#10 O aqs O o

previous | | next | | Cancal |

If you would like to include additional account numbers key in the

additional Account Number and Invoice Numbers.

Continued on next page
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Self Registration, continued

Procedure (continued)

Step Action

44
Click

Result: Step 4 of 5 screen appears

Step 4 of 5: Verification

Shown below is a summary of the reaistration information you entered during the process. Please review this
information for accuracy before completing the registration. You may use the Back button to navigate to screens
on which you may wish to make changes. Click the Next button to complete the registration process.

Verify Registration Information

User ID selfregistersd
First Name Self
Last Name Register
E-mail address emailaddress@account.com
Telephene Number (202) 992-1234
Fax Number
Pager
Account Information
Account Number Bill Date (MM/DD/YY YY) Total Amount Due Invoice Number
Account 1 123456789 1008416363

| previous | | Next | | cCancel |

Verify that the information that you have keyed so far is correct.
If there is anything incorrect click on the “Previous” button.

Continued on next page
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Self Registration, continued

Procedure (continued)

Step Action

45
Click

Result: Step 5 of 5 screen appears

Step 5 of 5: Final Confirmation
User Password/Security Question

Password:® |T|
Confirm Password:* lT‘
Secret Question:* Favorits IceCream -
Question Answer:™ lr‘
Hint for your question and answer:* lﬁ‘

| previous | | Submir | [ Cancal

Key in a password. Password must include a number.
Select Secret Question from drop down

Key in Question Answer

Key in Hint for your question and answer

If you ever forget your password you will be asked for the answer
to your secret question prior to your email being emailed to you.

Continued on next page
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Self Registration, continued

Procedure

(continued)

Step

Action

46

i BB

Result: A confirmation page will appear. Once your CSA
approves your request you will then be able to login into Qcontrol

Congratulations! Your new account(s) has been added.
Your login information shall be e-mailed to you.

Your userid: selfregister99

If you need immediate assistance, please call 1-877-726-6875 or 1-877-QCONTRL

24
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Requesting a New Password

Procedure

You can request a new password from the Control Center system by accessing the

Forgot Password link on the Control Center Log In page.

Follow the steps in the procedure below to request a new password.

Step Action
47 From the Control Center Log In page, click on the | forgot my
password link.
Result: The Forgot Password screen appears.
Qwest Control®
Fargot Passwaord
Enter your username and email address below. If it matches an
existing account we will e-mail a new password to your registered =-
mail address.
Ernail
48 In the Username field, enter your Control Center username.
49 In the Email field, enter your email address.
50 Cree |
Click L= ]
Result: The next Forget Password screen appears
Qwest Control®
Forgot Password
Please answer the security question which you have choosen at the
time of registration.
SecretQuestion: Favorite sport
Answer: * |—|
51 In the Answer* field, enter the answer to your secret question

Continued on next page
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Requesting a New Password, Continued

Procedure (continued)
Step Action
Click L=t
Result: A confirmation screen will appear
Congratulations. You have successfully reset your password. An email will arrive shortly with your new password.
Please click to return to the Login page
53 Click =
54 Click [ click to proceed ]
Result: The Control Center Log In page appears with a message
indicating your new password has been emailed to you.
gister | ContactUs Q
Qwest Q
BUSINESS S
Large Business v Products Resource Center Manage My Services
Manage My Enterprise Services
Y
How we protect your
UseriD If you are new to QControl you can register for EorRage
QControl access here. All you need is a copy of
Password your bill. )
Click on the Register button to request access to _
M’ > QContral's full suite of network management
tools. For Further assistance...
255U Large Business
e  Rester 83 colerr s serer
Manage your other Qwest Accounts: e or
Wholesale Customers
Quwvest Control Customer Care
Center
at 1-800-291-7707 (or) 614-215-
3303
\ J :
55 Once you have obtained your new password from your email application,
enter your Username in the Control Center Log In page.
56 In the Password field, enter your new password.
Continued on next page
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Requesting a New Password, Continued

Procedure (continued)

Step Action
Click .

Result: The Reset Your Password screen appears.
User SetUp Actions

* Indicates Required Fields
Username: test1Z@eZe.control.qwest.com
Your Current Password: * I |

New Password: * [ |

Confirm Password: * | |

12 In the Current Password field, enter the new password provided.
13 In the New Password field, enter your desired password.

Note: Passwords in Control Center must be at least 8 characters in
length and contain at least one numeric or symbol character. These
values are case sensitive and old values may not be reused.

14 In the Confirm Password field, enter your desired password exactly as
you entered it in the New Password field.

57
58

Continued on next page
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Requesting a New Password, Continued

Procedure (continued)

Step

Action

59

In the Current Password field, enter the new password provided.

60

In the New Password field, enter your desired password.

Note: Passwords in Control Center must be at least 8 characters in
length and contain at least one numeric or symbol character. These
values are case sensitive and old values may not be reused.

61

In the Confirm Password field, enter your desired password exactly as
you entered it in the New Password field.

62

C|iCk[ Reset Password ]

Result: The confirmation screen appears

Qwest Control Security Process.
You have successfully reset your password. Click below to
proceed to the home page.

63

Result: The Control Center Home page appears.
Welcometest! | Logout | MyProfie | ContactUs | Help Q
oweste &

WHOLESALE
v Products & Services Customer Service Manage My Account

) acontrl ‘

Wholesale Message Center
- Wholesale Training

Traininn document now availahle
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Accessing Control Center

Overview

Software
License
Agreement

Passwords

Procedure

You may log into the Control Center system by directly accessing the link below or

typing the URL in your Internet Browser’s address window:

https://control.centurylink.com

Each user is required to accept a software license agreement upon first accessing
the Control Center system. All use of the Control Center system is subject to the
terms and conditions of the license.

Control Center prompts you to change your password upon first login into the
system. In addition, passwords expire every 90 days and the system will prompt you
to change your password.

Follow the steps in the procedure below to access the Control Center system.

Step Action
64 In your browser’'s Address bar, enter the URL for the Control Center
system.
Result: The Control Center Log In page appears.
o Contact Us Q
Qwest Q'
BUSINESS r—
Large Business Products Resource Center Manage My Services
Manage My Enterprise Services
s
How we protect your
User D If you are new to QControl you can register for o ]
QcControl access here. All you need is a copy of
Password your bill )
Click on the Register button to request access to _
m >>) QContral's full suite of network management
tools. For Further assistance...
Large Business
_ 3 Qwest Control Help Desk
Manage your other Qwest Accounts “ T?T—?MSFE or
Wholesale Customers
Qwest Control Customer Care:
Center
at 1-800-231-7707 (or) 614-215-
L ) 3208
65 In the Username field, enter your unique user identifier.
Note: If you do not know your username, please contact the Wholesale
National Service Delivery Center at 1-800-291-7707.
66 In the Password field, enter your password.

Continued on next page
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Accessing Control Center, Continued

Procedure (continued)

Step

Action

67

Click ﬁ -4

Result: Control Center verifies your user information. If you entered
everything correctly, the Control Center Home page appears.

Q Welcome test! | Logout | MyProfie | ContactUs | Hep [EERoeeIEreEE Q

Qwest

WHOLESALE
Wholesale v Products & Services Customer Service Manage My Account

) acontrol Coomic e @3

Wholesale Message Center

. Remote Control
Wheolesale Training

Trainina document now Available

Note: If you entered something incorrectly, an error message appears.
Try logging in again, making sure you enter everything correctly. If you
still cannot log in, please contact the Wholesale National Service
Delivery Center at 1-800-291-7707.
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Permissions

Overview

Permission
Assignment

Passwords

Control Center
Permissions

Control Center defines several permissions for both the Control Center and Remote
Control system; these permissions allow the user to perform specific tasks. As a
Customer System Administrator you can choose from any or all of the defined
permissions to assign to your user. In addition, you will have control of the billing
accounts each user has access to.

Note: Certain permissions are granted to the user by default when the user account
is created. As the Customer System Administrator, you cannot delete these
permissions. You may only delete permissions granted to the user after the user

account is created.

A Customer System Administrator (CSA) has the ability to assign one or more
permissions to each user account. Each permission allows a pre-defined series of
tasks. Your users can only perform those tasks associated with their assigned
permission(s). Likewise, your users cannot perform a task if they have not been
assigned the associated permission.

Note:

In order for a user to have access to both the Control Center and Remote

Control functionality a permission must be assigned to the user for both applications

by the CSA.

Passwords in Control Center must be at least 8 characters in length and contain at
least one numeric or symbol character. These values are case sensitive.

Control Center prompts you to change your password upon first login into the Control

Center system.

The table below provides the available permission names and descriptions for the
Control Center system.

Permission Name

Description

ANI Admin User

Group that gives access to admin functionality in LD

Group

ANI Basic User Group that gives access to basic functionality in LD
Group

Data Admin User Members of this group have comprehensive access to the
Group Data product features (both present and future).

Data Basic User Members of this group have view only access to the Data
Group product information.

eBill Admin User Members of this group have comprehensive access to the
Group eBilling functionality for this product (both present and future).
eBill Advanced Members of this group can manage eBilling features and
User Group functions.

Continued on next page
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Permissions, continued

Control Center
Permissions

(continued)

Permission Name

Description

eBill Basic User

Members of this group have view only access to the eBilling

Group information.
Hosting Admin Members of this group have comprehensive access to the
User Group Control Center functionality for this product (both present and

future).

Hosting Basic

Members of this group have view only access to the Hosting

User Group product information.
IP Configuration Members of this group can create and monitor IP configuration
User Group requests. Configuration requests can be IP Addressing,

Routing or DNS requests.

iQ-DIA Admin User
Group

Members of this group have comprehensive access to the
Control Center functionality for this product (both present and
future).

iQ-DIA Basic User
Group

Members of this group have view only access to the iQ-DIA
product information.

Repair Admin User
Group

Members of this group have comprehensive access to Repair
features (both present and future).

Repair Advanced

Members of this group can create and modify repair tickets.

User Group

Repair Basic User | Members of this group have view only access to repair tickets.
Group

Toll Free Admin Members of this group have comprehensive access to the Toll
User Group Free product features.

Toll Free Members of this group can view and modify Toll Free features
Advanced User and functions.

Group

Toll Free Basic Members of this group have view only access to Toll Free
User Group product information.

User Management
Group

Members of this group can create, modify and delete users.
This includes assigning and removing permissions and
assigning or removing accounts to/from a user.

Continued on next page
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Permissions, continued

Remote Control
Permissions

The table below provides the available permission names and descriptions for the
Remote Control system.

Permission Name

Description

Std Switched User

Members of this group have a standard access to the Switched
services in Remote Control™,

Std Switched — No
eBill

Members of this group have a standard access to the Switched
services in Remote Control, excluding access to eBill
functionality.

Std Dedicated
User

Members of this group have a standard access to the
Dedicated services in Remote Control.

Std BOTH Swi &
Ded

Members of this group have standard access to BOTH
Switched and Dedicated services in Remote Control.

Std BOTH Swi &

Members of this group have standard access to BOTH

Ded — No eBill Switched and Dedicated services in Remote Control,
excluding access to eBill functionality.

Supervisor Members of this group have a supervisor access to Switched

Switched services in Remote Control, including deleting or changing
user passwords.

Supervisor Members of this group have a supervisor access to Dedicated

Dedicated services in Remote Control, including deleting or changing

user passwords.

Supervisor BOTH
Swi & Ded

Members of this group have supervisor access to BOTH
Switched and Dedicated services in Remote Control,
including deleting or changing user passwords.

Service Status

Members of this group have view only access to the Service

Only Status functionality.

eBill Only Members of this group have access to the eBill functionality
only.

PIU Only Members of this group have access to the PIU functionality

only.

Std BOTH Swi &
Ded —no My
Account & no
Billing Disputes

Members of this group have standard access to BOTH
Switched and Dedicated services in Remote Control,
excluding My Account and Billing Dispute functionality.

Supervisor BOTH
Swi & Ded —no My
Account & no
Billing Disputes

Members of this group have supervisor access to BOTH
Switched and Dedicated services in Remote Control,
excluding My Account and Billing Dispute functionality.

eBill & Download

Members of this group have access to the eBill and Download

Only functionality only.
Online Order Members of this group have access to the Online Order Forms
Forms Only functionality only.
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Navigating Control Center

Overview Each tool in Control Center is structured into levels that allow quick and easy access
to your account information.
e Modules are the highest level of organization within the system.
e Applications are the individual services available to you within each
Module. For example: Data and Toll Free are applications within the
Products module.
e Menus allow you to find what you need within each Application; sub menu
items may exist.
e Screens are the lowest, base level. Screens allow you to view and work with
your service components. Screens are grouped under Menus.
Modules The Control Center system consists of modules including the following:
e Home: General Control Center Notices
e Services: Detailed product information including Inventory, statistics, and
configurations.
e Billing: View bills and run summary reports.
e Repair: View and enter repair tickets for your products.
e Administration: Create and manage your users of Control Center.
e Remote Control: Provides a seamless login to the Remote Control system.
Applications Applications are independent systems within each Control Center Module. The
Control Center system is dynamic, so within each Module you will only see those
Applications that apply to your services.
For example, if you do not receive Frame or ATM services, you will not see the Data
application under the Products Module. When you select a Module from the title bar,
the application associated with the Module appears below that Module.
Continued on next page
34 Confidential

Copyright 2011. All rights reserved.
No other use of the material is permitted without the express written consent of CenturyLink.



Control Center User Guide August 2011

Navigating Control Center, continued

Menus

Screens

Filters

Functions

Screen Data

Menus organize the screens within an application into logical groupings. When you
select an application, the associated Menu appears beneath the application name.

Each menu may have more than one screen associated with it. If this is the case,
moving the mouse over a Menu item introduces a list of its screens to appear.
Clicking a menu name takes you to the first screen associated with that Menu.

Screens are the lowest level of navigation in the Control Center system. Screens
allow you to access detailed information about your products and to enter the
information necessary to manage and configure your service components.

Many screens are divided into sections. These sections give you options for working
with the data displayed in the screen. As you move through the system, you will note
that many of these sections are consistent regardless of the screen you are viewing.

Any screen that displays a large volume of information, such as a list of service
components, will have a Filters section. This section allows you to enter specific
criteria for the items you want to see listed.

For example, on the View Alarm Status screen, you can create a filter so that the
screen will only show alarms that are currently open.

Some screens display information to which you can add. These screens will have a
section called Functions. The Functions section gives you options for working with
or adding to the data on the screen.

For example, the Network Groups screen (under Products > Data > Inventory) has
an option to create a new Network Group in its Functions section.

Typically the information on a screen is organized in a table format. To access more
information about any item in a table, click on the item’s name.
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Control Center Landing Page Module

Introduction

Sections and
Descriptions

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 quadrants; the left
side has access to Services, Billing, Repair, and Administration. The rest of the
page is dedicated to the message center and portlets. The portlets are customizable
windows for your services.

In addition to these quadrants, you can also access Help (which includes Click to
Chat), Contacts, Profile, and tabs to the Wholesale home page, Products & Services,
Customer Service, and Manage My Account from the Control Center Landing page.

NOTE: Once you have navigated away from the landing page you can always return
to the landing page by clicking on the Qcontrol in the upper right and side or clicking
on the Manage My Account.

The table below describes the sections displayed on the Landing Page module.

Section Description
Logout This link that is located in the top middle section of the
screen, allows you to log out of the Control Center
system.
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!

Help This is a drop down that gives you access to Live Help
(Click to Chat), main contact information, navigation to
User Services Guide, and Help Content.

You will also find your name, your company name, and
the enterprise ID for the account.

Tab bar These tabs allow direct access to the Wholesale .com site

pages. This includes;

e Wholesale — Main Wholesale Home page

e Products & Services — Shows all Products and
Services that wholesale offers

e Customer Service — Main Wholesale page to contact
us

e Manage My Account — Allows navigation back to
Qcontrol

Remote Control | This allows seamless login into the Remote Control

module

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

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

Repair Only accessible if you have been granted permission.

This allows access to create and view repair tickets.

Continued on next page
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Administration

This will allow access to many modules which will vary
based on the permissions granted to you by CSA. A full
list of modules is located below.

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.

Example

An example of the Control Center Home page appears below.
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Accessing Online Help

Overview Each Control Center module provides a help file. By clicking on the Help link at the
top of each page You can then click on Live Help, Manage My Services Guide or

Help Content.

Procedure Follow the steps in the procedure below to access Online Help from the Control
Center system.

Step

Action

68

To access Online Help file for any screen, click the help link Mm_
the upper right hand side of the screen.

Result: The Help screen appears as a separate window on top of your
current screen.

L AL Lt aLia

|

Call us at 1-800-291-7707 or 614-215-3303

Far billing specificissues please contact 1-888
496-7447

Wiew the Manage My Sen

Test User
QOWEST WHOLESALE TEST CHAMGE.
ID: 9846870

69

Live Help will give you access to click to chat. Control Center National

Care Request will send a ticket to the national care center. Manage My
Sercice Guide gives access to the Qcontrol user guides. Help Content
will give you access Qcontrol Help system.
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Accessing Live Help

Overview The Live Help functionality is available for Wholesale customers. This module will
allow you to start a chat session with a CenturyLink wholesale service
representative.

Procedure Follow the steps in the procedure below to access Click to Chat.

Note: Click to Chat is also available by clicking on Contact Us and clicking

on the ‘Go’ button next to Live Chat!

Step

Action

From the Landing Page module, click on the Help link.

Result: The Help Options drop down will appear.

| BCamiial

e wider

Message Center S —————

Continued on next page
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From the Help Option dropdown, 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

® | jye Help is available.

By clicking on the =251 you will get a pop screen.

f": Chat Window - Windows Internet Explorer provided by Gwe... B@‘z|

& | https:[fsales liveperson.net/hc 1487128/ ?cmd=filedfile=visitarWantsToChatfsite= % 5

Live Chat by

To help us serve you better, please provide H E'I Iﬂ

some information before we begin your chat. How may
Required items indicated with *. I hElp 1!.I'll'.il.l?
What is yvour name? *

|TE5t |

Phone Mumber
| 3039921234 |

%J Local intranet H100% T

Fill in your name and select Start Chat. A chat session will be initiated
with a CenturyLink wholesale representative.

Continued on next page
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70 From the Help Option dropdown, click on the Live Help link. This is
access to Click to Chat functionality. If there are no CenturyLink
wholesale users available to answer your chat you will see

® | jye Help is currently not available.

non-business hours. You can click on the URL embedded within the
chat window and fill out a National care ticket.

1[= W 111 OO0W o 1INAOWS INLErne XplOre provided p (hwre L]

£ | https:ffsales liveperson.net/hc) 1487 128/ 7cmd=Filedfile=visitarwantsToChatfsite= ﬁ

Live Chat by

We value your business. Unfortunately none of our
representatives are available at this time due to Please leave
high traffic levels OR you have reached us outside a message
our normal hours of business which are 7:00am-
7:00pm CT, Monday - Friday (holidays excepted).

Please use the following URL to submit a
Mational/International care ticket for prompt
resolution to issues pertaining to your account. A
representative will contact you within 2 business
hours to discuss your request. Thank you!

This live chat is
[ McAfes SECURE

TESTED 22-MAR

http:/ /www.gwest.com/wholesale/nccc/index.html

< | &
Submit | w
IDu:une Unknown Zone (Mixed) H00% v
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Logging Out

Overview You may log out of the Control Center system by accessing the logout link at the
top of any screen within the system.

Procedure Follow the steps in the procedure below to logout of the Control Center system.
Step Action
71 To log out of the Control Center system, click the logout link

(

Result: The Wholesale.com screen appears.

at the top of the screen
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