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Overview 
 

Neustarôs Universal Order Connect is an application providing unified, simplified, and seamless user-oriented 

operations for: 

ƴ Any order 

ƴ Any standard 

ƴ Any trading partner  

Delivered in the right format, to the right destination with complete transparency and accuracy. 

 

 

 
 
 
 

Chapter 

1 
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High Level Architecture 

The following depicts the general architecture of how UOC works and where it resides. 

This user guide supports the functionality associated to the UOC Portal portion of the diagram. There is a 

separate API guide available. 

 

 
 

Benefits/Features 

Some benefits and features are: 

ƴ Buyer can place orders and/or trouble tickets and/or Seller can receive orders and/or trouble tickets   

ƴ Configurable Catalog Management 

o Admins set up and modify their catalogs, includes trading partner specific management 

o Users select which product from the catalog they want to use for their order 

ƴ Data Enrichment 

o Configurable modules to setup rules for Due Date, and PON etc 

o Configurable modules to manage NC/NCI/SECNCI, ICSC, and ordering and billing contacts etc 

o Highly adaptable for custom Data Enrichment 

ƴ Multi  Standard/Non-Standard Support ï ASR, LSR, Broadband, MEF, and Trouble Admin etc 

o Maintain a common look and feel at front-end for all products 

ï Standardized workflow and statusing 

o Support multiple Standards based backend integration 
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Audience 

The material presented here is directed to users of Universal Order Connect (UOC), product and marketing 

staff at customer sites, and Neustar staff members who interact with customers or the application in some 

capacity. 

Helpdesk/Support 

If you need technical assistance, please contact OMS Customer Support using any of the following      : 

Online: NeuSupport website (https://neusupport.neustar.com) 

You will need a user ID and password to log in to NeuSupport. To obtain one, call Neustar at (866) 638-9600, 

option 2 

ƴ E-mail clearinghouse@support.neustar 

ƴ Phone (866) 638-9600, option 2 

ƴ Mail : OMS Customer Support 

Neustar, Inc. 

1650 Lyndon Farm Ct. 3rd Floor 

Louisville, KY 40223 
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Getting Started 
 

Universal Order Connect (UOC) is a web-enabled software that can be accessed through your desktop  or laptop 

Internet browser. No additional software is required. Neustar deployment staff will facilitate the initial setup for 

your domain, but then your own User Administrator will  add the authorized users. 

UOC is currently designed and tested to work with Internet Explorer, Edge, Firefox, and Chrome. 

Safari is not currently tested or supported. 

To access UOC, contact your User Administrator for the URL, domain name, your user id and password. 

Note: To ensure that UOC pop-up windows function properly, make sure that any pop-up blocker  software is 

disabled. 

 

Landing Page 
 

Neustar has a single-sign on landing page to access all your applications. From the landing page, select 

Universal Order Connect (UOC) under Network/Access Services.  

 

Chapter 

2 



Universal Order Connect User Guide 
 

9 | P a g e 
 

 

Logging into UOC 
At the user icon, enter your domain and, at the lock icon, enter your password. Click the Log in button. 

 
 

! Important : The Username and Password fields are case sensitive. 

 

General Workflow 

The following depicts the general workflow that will  be followed in UOC: 

ƴ The boxes with the blue background depict the admin functions that impact order creation. 

ƴ The boxes with the green background depict the user functions for placing an order. 
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Entering or Selecting Data 

There are several ways to enter data as follows: 

ƴ Open Text boxes: Open Text boxes are blank boxes that you can click in and type information. 

Note: Do not use spaces at the beginning or end of text entries. 

ƴ Lists/Drop Downs: Lists display a set of items and may be identified by a down facing arrow: 

 

o If a down facing arrow is present against a field, then a value must be selected from the drop 

down. 

o If a down facing arrow is not present but drop-down listing values are available, you may 

select a value from the drop-down or type in your own value manually. 

ƴ Checkboxes: Checkboxes display a set of items and are identified by a box: 

 
o To select an item, select the box. 

 

ƴ Calendar: Clicking the calendar icon next to a date field opens a calendar from which you can select 

dates. Default calendar date is Today. 

! Important: Required fields are noted with a ñ*ò (asterisk). Incorrect or missing information in a 

required field generates an error message that prompts you to correct the error and resubmit the request. 

 

Navigating through the User Interface 

This section describes available methods for navigating through UOC screens. 

 

Back Button 

When using UOC, avoid using the browser Back button if it is enabled. There is a Back icon on some screens 

that can be used to move backwards. You can also select a different screen from the main navigation bar or, if 

available, a sub menu.  

Note: If  you inadvertently click the Back button on the browser, click the Forward  button to return the previous 

page. 
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Main Navigation Bar 

 

 

You can use the links on the top main navigation bar to switch between different screens. To select a new   screen, 

click on the option wanted and you will be hyperlinked to that screen.  

The screen that you are currently viewing is highlighted in green font on the main navigation bar. All other screen 

options are displayed in white font.  

! Important : You may not see all the options noted below in your main navigation panel. Options visible are based 

on how your domain was configured per contracts/agreements and user roles. 

 

 

Screen General Description Chapter 

Pre Order 
 

Allows a user to create (buyside) or respond (sellside) to a service 
availability request and/or quote request. Allows a buyer to convert the 
request to an order. 
 
Allows user to perform various pre-order transactions such as Location, 
CFA, TNI, etc inquiries. 

3 

Create Order Allows a user to create new orders. 4 

Search Order Allows a user to search for existing orders to modify, view, and respond 
etc. 

5 

Work Queue Allows a user to monitor or respond to orders via a worklist or dashboard 
view 
Allows a user to modify, view, and respond etc. to existing orders. 

6 

API Work Queue Allows a user associated to a seller domain to review orders prior to 
passing them to their internal applications via API for processing. 

7 

Circuit Insights 
 

Allows a user to view information pertaining to a circuit such as 

financial, network data, equipment, and history etc.  

8 

Trouble Ticket Allows a user to create, modify, view, respond etc to trouble tickets 9 

End User Allows user to manage End Users and their associated addresses 10 

Bulk Upload Allows a user the ability to download bulk templates and upload    bulk 
orders. 

11 

Preferences Allows a user to set their own screen preferences such as which columns 
to view and which order they want to view them 

12 

 

Timing Out of UOC 

 
You will  be logged off automatically, that is, ñtimed-outò, in the UOC Portal after 10 hours.  
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Logging out of UOC 

 
To log out of UOC, click the log out Icon on the top right corner of any screen. Note: This does not log you out of the 

single sign-on screen. 
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                                                                Pre Order 
 

 

After selecting ñPre Orderò on the Main Navigation bar, the Serviceability/Quote and Pre Order Transaction screen 

will be displayed. 

 

Users can create new pre order inquiries by selecting the Create Pre Order Request option from the sub menu.  

 

Users can view existing pre order inquiries that have been submitted to a trading partner/seller by selecting  the Pre 

Order Work Queue or AVQ/LI Work Queue options from the sub menu, locating the pre order transaction and 

selecting the hyperlink for that pre order transaction in the main panel.  

 

Create Pre Order Request 
 

There are various selections under the Create Pre Order Request sub section. Select an option from the drop down 

menu and you will be brought to the screen that performs the create request for that transaction.  

Note: All pre order options may not be visible based on the domain set up.  

 

Chapter 

3 
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The following pre-order create transactions are currently supported: 

 

Application Transactions  
 

Type Description 

MEF AVQ MEF AVQ Address Validation Qualification 

POQ/QUOTE MEF POQ Product Offering Qualification / Quote 

 

Allows a Buyer to check whether the Seller can deliver a 

product or set of products from among their product 

offerings at the geographic address or a service site 

specified by the Buyer; or modify a previously purchased 

product. 

Supported use cases: 

¶ Create Product Offering Qualification 

¶ Retrieve POQ List 

¶ Retrieve POQ by Identifier 

¶ Register for POQ Notifications 

 

BROADBAND SA/QUOTE SA or  

QUOTE 

Service Availability / Quote 

 

Allows a Buyer to query a seller(s) for end user location 

availability. 

LSR ADDRESS 

VALIDATION  

LSR AVQ Transaction Type = A:   

Validate an end user address using a working telephone 

number or the physical address. 

APPOINTMENT 

SCHEDULING  

AS Transaction Type = D:  

Reserve date and timeframe for service installation.  

COLLOCATION 

FACILITY 

ASSIGNMENT 

CFA Transaction Type = K:  

Validate UNE loops and splitters for collocation 

assignments terminating in a wire center. 

CUSTOMER 

SERVICE 

INFORMATION  

CSI Transaction Type = E:  

Provides access to data for the purpose of determining 

existing services for a specified end user.  Validate using an 

ATN or ECCKT.   

DIRECTORY 

LISTING INQUIRY  

DLI Transaction Type = T:  

Provides access to existing listing data for the purpose of 

viewing existing listings for the specified end user. 

Depending on the specificity of the info, the listing database 

will return either the requested listing or a list from which 

the requester must select a more specific listing and enter a 

new request. 

FEATURE SERVICE 

AVAILABILITY  

FSA Transaction Type = C, J, L: 

Provides access to the following: 

 

C = Service/feature availability 

J = Code inquiry (Loop Makeup (LMU)) 

L = PIC company codes inquiry (Inter/Intra LATA PIC 

Availability) 
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FIBER 

AVAILABILITY  

FA Transaction Type = N:   

Provides the facility availability environment at the end 

user location. 

 

LOOP 

QUALIFICATION  

LOOP 

QUAL 

Transaction Type = H:  

Used to determine xDSL extended loop lengths, 

qualification indicator, products available and if necessary, 

the reason the loop is not qualified for DSL. Validate using 

an end user address or WTN.  

SERVICE ORDER 

INQUIRY  

SOI Transaction Type = S: 

Used to query the Trading Partner about a request that has 

already been submitted.  

 

TELEPHONE 

NUMBER INQUIRY  

TNI Transaction Type = B:  

Used to request and reserve a TN(s) and assign the number 

to an end user.  

 

ASR future   

 

 

Action Buttons 

An action button is any button in the UOC portal that triggers an action, such as Submit or Validate. Action 

buttons that are unavailable are dimmed/disabled. Action buttons are located on the top right main panel of a 

screen if applicable. 

Create Pre Order 

The following actions are supported for creation of a pre order transaction: 

 

Button Description 

Clear Clears the main panel fields that were entered by the user and resets it to 

the initial pre-order create screen.  

Submit Allows a pre order to be submitted to the trading partner/seller. 

 

 

Validate Validates against business rules and returns errors on the UOC pre order. 

 

 
 
 

Validate 

After population of the pre order transaction, select the Validate button, if any required fields are not populated or 

there is a business rule error associated to a field, the errors will  display in red font     on the top of the pre-order screen. 
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You can select the error in red font on the top of the screen to be linked to the specific field in error so it can be 

corrected.  

If there are no validation errors after selecting the Validate button, then a ñValidation Successfulò message will be 

displayed advising that all required fields are populated and there are no business rule   errors that were found. 

 

 
 

 

 

Submit 

After population and successful validation of the pre order transaction, select the Submit button on the pre-order 

transaction so that it may be sent to the trading partner/seller. A message will appear on the top of the transaction 

advising if the transaction was submitted successfully as noted in the below sample message: 

 

 

 

 

If the transaction was submitted successfully then it will be available on either the Pre Order Work Queue or the 
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AVQ/LI Work Queue based upon the type of transaction. 

 

Help Text 

In order to see help text for a given field on a pre order, click on the field name and a pop-up will appear with any 

available help text. 

 

To close the box, click the Close button at the bottom right corner of the pop-up.  

 

 
LSR Transaction Activity 

 

For LSR pre-order, certain transactions require a transaction activity to be selected: 

 

Select the Transaction Activity, when required, based on below chart.  

 

Transaction Activity  Description Applies to Transaction Type (TXTYP) : 

A New Inquiry   B, C, D, E, H, J, K, L, N, S, T 

B Pre-posted Service Order(s) E, K, N, S, T 

C TN Confirmation Inquiry  B, E, K, N, S 

D Results E, K, N, S 

E Selection B, E, H, K, N, S, T 

F Facility Information  E, K, N, S 

K Cancel Selection or Reservation B, D, E, H, K, N, S 

R Reservation B, D, E, H, K, N, S 

 

 

Pre Order Work Queue 
The pre order work queue contains all pre order transactions that are not associated with an address/location inquiry 

transaction. 

 

There is a left panel Refine By and a main panel containing the pre-order transactions that have been submitted.  

 

 

 

 

 

 



Universal Order Connect User Guide 
 

18 | P a g e 
 

 

 

 

Refine By Left Panel ς Pre Order Work Queue 

The left hand panel contains the ñRefine Byò criteria. The following criteria are available: 

 
 

Refine By Field Description 

PROVIDER (SELLER)  or 

BUYER 

ƴ Allows search via Trading Partner 

ƴ Provides a list of Trading Partners for selection 

ƴ Allows single and multiple selections 

PRE ORDER STATUS ƴ Allows search via Status 

ƴ Provides a list of statusô for selection 

ƴ Allows single and multiple selections 

PRODUCT NAME ƴ Allows search via Product 

ƴ Provides a list of Products for selection 

ƴ Allows single and multiple selections 

CREATE DATE  

 

f- REQUEST DATE  

ƴ Allows search via From and To Create Date/Date that the 

transaction was submitted to the Trading Partner 

GROUP ID ƴ Allows search via a project name used to group a set of orders 

(mapped to order) 

END USER 
ƴ Allows search via an End User Customer 

CITY  ƴ Allows search via an End User City 

STATE ƴ Allows search via an End User State 

ZIP ƴ Allows search via an End User Zip Code 

UOC SA/QUOTE ID ƴ Allows search via a UOC SA/Quote ID 

BUYER GROUP SA/QUOTE ID ƴ Allows search via a Buyer Group SA/Quote ID used to group a 

set of pre-order transactions (not mapped to order) 

BUYER SA/QUOTE ID ƴ Allows search via a Buyer SA/Quote ID 
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Refine By Field Description 

SELLER SA/QUOTE ID  ƴ Allows search via a Seller SA/Quote ID 

 

 

Once the criteria is populated, select the Refine By button on the top of the left panel.  

To revert to the default search, select the Reset button.  

 

Wildcard Searches 

When you are selecting criteria for a search in the UOC portal, you may select a value from a list, enter a date range, 

or type a value in a field. In fields where you type a value into a field, you can use the % character to expand the 

scope of the search. 

%: Use % to represent one or more characters. 

Examples: 

Å Enter %123 to return matches that end with 123, such as 234123 and 78123. 

Å Enter 123% to return matches that begin with 123, such as 123456 and 12389. 

Å Enter 12%45 to return matches that have any number of characters between 12 and 45, such as 

126645 and 1288845. 

 

 

Display Result Main Panel ς Pre Order Work Queue 
The main panel worklist shall display all pre order transactions that are not Address or Location 

inquires based on the criteria selected in the left panel. The following fields shall be available:  

Main Panel Field Description 

BUYER SA/QUOTE ID  ƴ Use the populated value to hyperlink back into the pre order 

transaction screen 

ƴ Displays the buyer pre order ID for the associated pre order 

transaction 

SELLER SA/QUOTE ID  ƴ Displays the seller pre order ID for the associated pre order 

transaction 

TYPE ƴ Displays the type of pre order transaction that was performed 

PRE ORDER STATUS ƴ Displays the current Order Status associated to the pre order 

transaction 

 

END USER NAME ƴ Displays the End User associated to the pre order transaction  
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END USER ADDRESS ƴ Displays the End User Address associated to the pre order 

transaction 

SELLER or BUYER  ƴ Displays the Trading Partner associated to the pre order 

transaction 
 

SA STATUS Displays the Service Availability Status: 

ƴ On-net 

ƴ Near-Net 

ƴ Off-net 

SA RATING Displays the Service Availability Rating: 

ƴ Green 

ƴ Yellow 

ƴ Red 

DOWNLOAD SPEED ƴ Displays the download speed associated to the pre order 

transaction 

UPLOAD SPEED ƴ Displays the upload speed associated with the pre order 

transaction 

PRODUCT NAME ƴ Displays the Product Name associated to the pre order transaction  

PRODUCT TYPE ƴ Displays the product type associated to the pre order transaction 

PRICE MRC ƴ Displays the MRC returned from the seller for the pre order 
transaction 

PRICE NRC ƴ Displays the NRC returned from the seller for the pre order 
transaction 

TERM  ƴ Displays the Term (aka VTA) requested for the pre order 
transaction 

REQUEST DATE ƴ Displays the date the pre order transaction was submitted to the 

seller 

LAST ACTIVITY  

DATE 

ƴ Displays the Last Activity Date associated to the pre order 

transaction 

PON STATUS ƴ Displays the PON status associated to the pre order transaction 

GROUP ID ƴ Displays the Group ID associated to the pre order transaction 
which will map to the order 

 

 

Worklist Column Search 

The search bar on the top of each worklist column shall provide the ability to find a specific order or set of orders 

from the orders displayed in the worklist main panel. The orders displayed in the worklist main panel are based on 

the Refine By in the left panel.  

 

AVQ/LI Work Queue 
The AVQ/LI work queue contains only those pre order transactions that are associated with an address/location 

inquiry transaction. 
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There is a left panel Refine By and a main panel containing the pre-order transactions that have been submitted: 

 

 

 

 

 

 

Refine By Left Panel ς AVQ/LI Work Queue 

The left hand panel contains the ñRefine Byò criteria. The following criteria are available: 

 
 

Refine By Field Description 

REQUEST ID ƴ ID auto assigned by UOC for tracking 

STATUS ƴ Allows search via Status 

ƴ Provides a list of statusô for selection 

ƴ Allows single and multiple selections 

STREET ƴ Allows search via Street  

STREET NAME ƴ Allows search via Street Name 

STREET TYPE ƴ Allows search via Street Type such as ST, AVE, HWY, etc 

CITY  ƴ Allows search via City 

STATE ƴ Allows search via State 

COUNTRY ƴ Allows search via Country 

ZIP ƴ Allows search via Zip 
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Refine By Field Description 

WTN ƴ Allows search via working telephone number 

CIRCUIT ID  ƴ Allows search via Circuit ID 

CREATE DATE  ƴ Allows search via From and To Create Date/Date that the 

transaction was submitted to the Trading Partner 

 

Once the criteria is populated, select the Refine By button on the top of the left panel.  

To revert to the default search, select the Reset button. 

 

Wildcard Searches 

When you are selecting criteria for a search in the UOC portal, you may select a value from a list, enter a date range, 

or type a value in a field. In fields where you type a value into a field, you can use the % character to expand the 

scope of the search. 

%: Use % to represent one or more characters. 

Examples: 

Å Enter %123 to return matches that end with 123, such as 234123 and 78123. 

Å Enter 123% to return matches that begin with 123, such as 123456 and 12389. 

Å Enter 12%45 to return matches that have any number of characters between 12 and 45, such as 

126645 and 1288845. 

 

 
 
Display Result Main Panel ς AVQ/LI Work Queue 

The main panel worklist shall display all pre order transactions that are not Address or Location 

inquires based on the criteria selected in the left panel. The following fields shall be available:  

 

Main Panel Field Description 

REQUEST ID ƴ Use the populated value to hyperlink back into the pre order 

transaction screen 

ƴ Displays the Request ID auto generated by the pre order 

transaction 
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TYPE ƴ Displays the Type of pre order that is associated with the 

transaction 

ƴ Some samples are: 

         - LSR AVQ 

         - MEF AVQ 

STATUS ƴ Displays the last Status associated to the pre order transaction 

CUSTOMER ID  ƴ Displays the Customer ID associated to the pre order 

transaction 

STREET 

  

ƴ Displays Street associated to the pre order transaction 

CITY  ƴ Displays City associated to the pre order transaction 

STATE ƴ Displays State associated to the pre order transaction 

ZIP ƴ Displays Zip Code associated to the pre order transaction 

COUNTRY ƴ Displays Country associated to the pre order transaction 

WTN ƴ Displays working telephone number associated to the pre order 

transaction 

CIRCUIT ID  ƴ Displays Circuit ID associated to the pre order transaction 

CREATE DATE  ƴ Displays the Create Date associated to the pre order transaction 

LAST ACTIVITY DATE  ƴ Displays the Last Activity Date associated to the pre order 

transaction 

CREATED BY  ƴ Displays the Created By user associated to the pre order 

transaction 

UPDATED BY ƴ Displays the Updated By user associated to the pre order 

transaction 

 

 

 

Worklist Column Search 

The search bar on the top of each worklist column shall provide the ability to find a specific order or set of orders 

from the orders displayed in the worklist main panel. The orders displayed in the worklist main panel are based on 

the Refine By in the left panel.  
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Response Creation 
 

After selecting ñPre Orderò on the Main Navigation bar, the Serviceability/Quote and Pre Order Transaction screen 

will be displayed. 

 

Users can view & respond back to existing pre order inquiries that have been submitted by a trading partner/buyer by 

selecting the Pre Order Work Queue or AVQ/LI Work Queue  options from the sub menu, locating the pre order 

transaction and selecting the hyperlink for that pre order transaction in the main panel.  

 

PRE ORDER Responses 
 

In the Pre Order Work Queue, which contains all pre order transactions that are not associated with an 

address/location inquiry transaction, find the transaction that you want to view or respond to by using the left panel 

Refine By selections or locate it directly in the main panel. Once the transaction is found, select the Buyer SA/Quote 

ID  value to be hyperlinked into the pre order: 

 

 

 

 

Once you are in the pre order screen for a transaction that is not AVQ/LI, review the details and then select the Create 

Response button located in the top right of the screen.  

 

 

! Note: The screen will look different based on what type of pre order transaction you are viewing and responding to.  

 

If there is more than one option for a response, select the response that you want to provide for that transaction from 

the menu list provided. Here is a sample menu list of responses that can be provided for an LSR DLI (Directory 

Listing Inquiry) response: 
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Once a response option is selected from the menu list or, if there is only one response that can be provided, the screen 

will load with the appropriate fields associated with the response.  

 

The top portion of the screen will always contain the History for that transaction. Here is a sample history for an LSR 

Appointment Scheduling transaction: 

 

 

 

Under the Pre Order Transaction History: 

 

ƴ Action button(s) available such as Create Response, Reset, Submit, etc: 

 

 

 

ƴ Buyer submission form with any populated values  

ƴ Response fields for seller population 

 

Fill out the response section as appropriate for the pre order and then click the Submit button to send the response 

back to the buyer.  

 

You may also click the Reset button to reset the screen to the initial landing view prior to any changes.  

 

If you are entering a screen that already had a response submitted for that transaction then you can select the Edit 

Response button to modify the response if available.  
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AVQ/LI Responses 
 

 

In the AVQ/LI Work Queue, which contains only those pre order transactions that are associated with an 

address/location inquiry transaction, find the transaction that you want to view or respond to by using the left panel 

Refine By selections or locate it directly in the main panel. Once the transaction is found, select the Request ID value 

to be hyperlinked into the pre order: 

 

 

 

 

Once you are in the pre order screen for an AVQ/LI transaction, review the pre order transaction details and then 

select the Create Response button located in the top right of the screen.  

 

 

 

If there is more than one option for a response, select the response that you want to provide for that transaction from 

the menu list provided. Here is a sample list of responses that can be provided for an LSR AVQ response: 
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Once a response option is selected from the list or, if there is only one response that can be provided, the screen will 

load with the appropriate fields associated with the response. The top portion of the screen will contain the buyer 

submitted values and the bottom portion of the screen will contain the response fields for population.  

 

Fill out the response with the appropriate values for the pre order and then click the Submit button to send the 

response back to the buyer.  

 

You may also click the Reset button to reset the screen to the initial landing view prior to any changes.  

 

If you are entering a screen that already had a response submitted for that transaction then you can select the Edit 

Response button to modify the response if available.  

 

Action Buttons 

An action button is any button in the UOC portal that triggers an action, such as Submit or Reset.  

 

The following actions are supported for creation of a response: 

 

! Important : You may not see all the options noted below. Options vary per pre order. 

 

Button Description 

Create 

Response 

Allows a user to create a new response.  

 

 

Edit Response Allows a user to modify an existing response. 

Submit Allows a response to be submitted to the trading partner. 

 

Reset Allows the pre order response to reset back to when the transaction initially loaded from 

the work queue.   

Validate Validates against business rules and returns errors on the UOC response. 
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Order 

Userôs can create new orders by selecting the ñCreate Orderò option from the main menu.  

 

Userôs can view existing orders that have been saved in draft status or submitted to a trading partner/seller by selecting  

the ñSearch Orderò or ñWork Queueò options from the main menu, locating the order and selecting the order 

hyperlink.  

 

Note: Userôs will land on the Work Queue when first logging into the application. 

Order Left Panel 

 

Order Creation 

The left panel contains the Order Creation details. These fields will become non-editable once the order has been 

submitted to the trading partner. The following fields shall be available on new order creation: 

 

 
 

Chapter 

4 
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Order Creation Field Description 

Order  Type Options shall be Universal and Product. 

Only 1 option can be selected. The domain set-up shall determine 

which option you should always use. 

You may default the selection for this field by selecting the option 

you always use and checking the ñSet As Defaultò box. 

Please specify the Product Name Required to submit an order. 

 

From the drop down, select the Product Name from the Product 

Catalog that shall be applied to this order. 

 

Trading Partner (Seller) Required to submit an order. 
 
Drop-down containing your companies configured Trading 
Partners for which you are allowed to place orders. 

Select the Trading Partner that shall receive the request. 
Activity  Required to submit an order. 

 
Drop-down containing a list of activities: 

ƴ Install 

ƴ Change 

ƴ Record 

ƴ Inside Move 

ƴ Outside Move 

ƴ Disconnect 
 

Note: Which activities are available is based on product selection. 

 
Please specify the Universal Name Required when ñUniversalò is selected in the Order 

Type field. 

From the drop down, select the Universal Name that shall be 

applied to this order. 

Note: If the product name is selected first then the Universal 

Catalog shall be populated automatically if required. 
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Add Note 

You can add a note directly from the left panel. 

Note: On creation of a new order, this note will only be retained if the order is saved or submitted.  Perform 

the following steps to add a note: 

Step 1. Select from the Category drop-down. 

Step 2. Type the note in the Note field. 

Step 3. Hit the Save button. 

 

 

 

 

User Override 

After an initial order is submitted or saved, a user override section may be visible on the left panel of an existing order 

based on your user role. 

 

There are currently two options in the User Override section: 

o Supplement: To override the system determined SUP value upon submission of an order, select a 

value from the Supplement drop down. The value selected will  take precedence for that submission 

and no system determination will occur. The auto determined supplement value will resume upon 

future submissions for that order when there is no Supplement Override value. 

o Version: To override the system generated/incremented VER value upon submission of an order, 

type a two-digit VER value in the open text box. The value provided will take precedence for that 

submission and no system auto incrementation will  occur. The VER value will  continue to get auto 

incremented upon future submissions for that order when there is no Version Override value. 
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Summary 

After an initial order is submitted or saved, a summary section will be visible on the left panel of an existing 

order. 

Most fields are only visible in the summary when a value is populated for that field. Editable fields are always 

visible. 

The summary section will be a combination of order and response details and may contain some of the following 

fields: 

 

Field Values 

Request Number (PON) 
 

UOC Order ID UOC auto generated number 

Application  

Supported applications are ASR, Broadband (BB), 

MEF, LSR, Trouble Admin, etc 

 

Owner Userôs email or ID who owns the order 

Seller Virtual Order Number Seller order number for the virtual circuit  

Seller Virtual Circuit ID  

Buyer Virtual Circuit ID Reference  

Seller Order Number Seller order number for the physical circuit 

Seller Circuit ID  

Errors Will display errors associated to the following 

responses: 

ƴ TP REJECT 

ƴ TP ERROR 

ƴ TP ADDRESS ERROR 

ƴ TP JEOPARDY 

Requested Due Date Also known as DDD 

TP Scheduled Date Also known as DD 

TP Completion Date Also known as CD 

Created Date  

Last Updated Date the order was last modified 
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Buyer ID (CCNA)  

Seller ID (ICSC)  

Buyer Version Also known as VER 

Supplement Type  

Quantity  

Expedite  

Related Purchase Order Number  

Telecommunications Service Priority  

End User  

End User Address  

Buyer Order ID Editable 

Seller Order ID Editable 

Group ID Editable 

Displays the buyers internal grouped/project name for 

the order. This value is not sent to the seller. 

Requested Due Date Displays the buyerôs desired due date for the order 

TP Facility Date Displays the trading partner Due Date from the latest 

confirmation notice (FOC). 

 

When a combination order is split into two separate 

child orders and is not a disconnect then the date will be 

the latest date received between both child latest 

confirmation notices. 

 

When a combination order is split into two separate 

child orders and is a disconnect then the date will be the 

earliest date received between both child latest 

confirmation notices. 

 

When a confirmation notice has not yet been received, 

the customer requested/desired due date is displayed. 

TP Facility Scheduled Date Displays the trading partner Facility Due Date from the 

latest confirmation notice (FOC) when service Type is 

Trunking. 

TP Completion Date Displays the trading partner actual date of completion. 

Error(s) Will display errors associated to the following 

responses: 



Universal Order Connect User Guide  

33 | P a g e 
 

ƴ TP REJECT 

ƴ TP ERROR 

ƴ TP ADDRESS ERROR 

ƴ TP JEOPARDY 

 

 
Audit Trail 

After an initial order is submitted or saved, an audit trail will be visible on the left panel of an existing order. 

The audit trail is defaulted to an expanded view. To collapse the view, select the up arrow on the Audit trail box. 

To expand the view, select the down arrow on the audit trail box. 

The audit trail will provide a list of all statuses in descending order with the associated date/time stamp each status 

occurred along with the username. 

 

Superscript Values 

 

You may see a superscript value against a status in the audit trail as follows: 

 

 

     Values can be any of the following: 

 

Superscript Values Additional Info 

OI Indicates response originated from Order Insights 

FLUP-1/ FLUP-2/ FLUP-3 For TP INFORMATIONAL response originating from Neustar, to 

notify the buyer of which Neustar follow up was performed 1, 2 or 

3. 



Universal Order Connect User Guide  

34 | P a g e 
 

 

Order Main Panel 

The main panel shall be used to populate the order information as well as perform actions using the   action 

buttons in the top right. 

 

Universal Tab 

When Order Type selection is Universal in the left panel, the default tab on the main panel will be the              Universal 

tab. 

Multiple product names can be associated with the same universal allowing for single API order submission as 

well as other customized capabilities. Once a product name is applied to an       order by selecting a value in the Please 

specify the Product Name field drop-down in the left panel, the Universal name associated with that product will 

automatically be selected.  

Once the left panel Order Creation Details is populated, the main panel will be loaded. The product selected will 

dictate how the main panel lookséwhich sections and fields are available on the Universal tab, etc. You will not 

be able to select the product tab, if visible, when any required fields are blank on the Universal tab. The Universal 

tab should contain all the information a buyer needs to place an order. If any fields are defaulted, they may be 

over-ridden by the buyer. In contrast, the Product tab, if visible, should contain all the information a seller needs 

to receive an order. Many fields default on the product order that do not need to be provided by the buyer on the 

Universal. This makes the ordering simplified for the buyer since they are only providing the information that is 

unique while the seller is still receiving the format that they expect based on the supported industry standard, etc 

Buyer shall populate the Universal tab with the information required to place their order. Once the Universal order 

contains all necessary information, validate the order using the ñValidateò button located in the top right corner of 

the page. Note: The information populated on the Universal tab will be automatically mapped to the Product tab 

based on how the product is configured therefore viewing the product tab is completely optional when your Order 

Type is set to Universal.  

The buyer will need to resolve the errors received during the validation process so the order can be sent to the 

seller. Selecting the error from the top of the page will link to the field that needs to be corrected. Once the order 

is error free, use the ñSubmitò button located in the top right corner to send it to the seller. If the order is submitted 

prior to selecting ñValidateò and there are business rule errors then the status of the order will be changed to BR 

ERROR and the order will not be sent to the seller until the errors are resolved.   

The buyer may also use the ñSaveò button to save the order instead of ñSubmitò if  the key fields needed to save 

an order are populated: Request Number (PON), Buyer ID (CCNA) and Seller ID (ICSC). 

 

Product Tab 

When Order Type selection is Product in the left panel, the default tab on the main panel will be the     Product tab. 

Once the left panel Order Creation Details is populated, the main panel will be loaded. The product selected will 

dictate how the main panel lookséwhich sections and fields are available on the Product tab, etc. The product tab 

may contain defaults associated to the product selected and may be over-ridden by the buyer. The Product tab 

must contain all the information a seller needs to receive an order.  

The buyer shall populate the Product tab with the information required to place their order. Once the Product order 

contains all necessary information, validate your order using the ñValidateò button located in the top right corner 
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of the page.  

The buyer will need to resolve the errors received during the validation process so the order can be sent to the 

seller. Selecting the error from the top of the page will link to the field that needs to be corrected. Once the order 

is error free, use the ñSubmitò button located in the top right corner to send it to the seller. If the order is submitted 

prior to selecting ñValidateò and there are business rule errors then the status of the order will be changed to BR 

ERROR and the order will not be sent to the seller until the errors are resolved.   

The buyer may also use the ñSaveò button to save the order instead of ñSubmitò if the key fields needed to save 

an order are populated: Request Number (PON), Buyer ID (CCNA) and Seller ID (ICSC). 

 

Order History Tab 
 

 

 

Note: The Order History tab is not visible upon creation of an order. 

After an initial order is saved or submitted, an Order History tab will  be visible in the main panel of the       order 

directly following the Product tab. Any previously submitted versions of the order as well as seller responses shall 

be listed in descending order with the latest on top. 

Only those fields that are populated in the response from the seller are visible in the order history. If a field is 

not visible, then it was not provided back on the response from the seller.  

Select ñView Detailsò to view an order version or seller response. 

ƴ Selection of an order version will bring up a new tab with the order information. 

ƴ Selection of a trading partner response will  expand the row within the order history and display the 

response details. 

ƴ To collapse a response, select ñHide Detailsò. 

 

Superscript Values 

 

You may see a superscript value against an order or response in the order history tab. 

 

 



Universal Order Connect User Guide  

36 | P a g e 
 

 
The following values may be visible: 

 
 

Order 
 

Superscript Values Additional Info 

CH Indicates order originated from ClearingHouse 

 

Response 
 

Superscript Values Additional Info 

OI Indicates response originated from Order Insights 

FLUP-1/ FLUP-2/ FLUP-3 For TP INFORMATIONAL response originating 

from Neustar, to notify the buyer of which Neustar 

follow up was performed 1, 2 or 3. 

 

SUP Compare Tab 
 

After a version gets incremented due to a modification to an existing order, a SUP Compare tab will be visible in the 

main panel of the order directly following the Order History tab. 

 

 
 

Tasklist Tab 
Futureéthis tab is being revamped 

 

Notes Tab 

The Notes tab in the main panel of each order allows users to add information and track the history for the life of 

an order. The notes tab is always visible. 
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Add Note 

Perform the following steps to add a note: 

Step 1. Click the Notes tab to add a note. 

Step 2. In the Add Note pane, select a category from Category drop-down and add required text in 

the Note text field. 

Step 3. To add a document, select the Choose File button in the Attach File field, find the saved document 

and then double click it to upload. Enter the name of the document in the Document Title field 

associated to the attached document. 

Step 4. Click Save to save the note. 

 

Notes History 

Whether a note is added in the left panel or main panel, the Note History section will capture all notes in 

descending order based on the Created Date. 

Each column in the note history table is searchable and sortable. 

To sort, select the column header field name for ascending and twice for descending. 

To search, use the open text boxes under the column header field name and type in your search criteria. 

 

 
 

 

After saving or submitting the initial order, you may search based on a created date range. 
 






























































































































































































































