Easily manage your AT&T Collaborate™ orders

Administer orders through AT&T Business Center
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AT&T Collaborate on Business Center

Overview

i\ﬁ? Easily manage, make additions to, and customize your AT&T Collaborate orders.
Use self-service features to complete your orders quickly and efficiently.

Add and transfer phone numbers, manage directories, customize bundles and more all in

,\}‘l one place.
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AT&T Collaborate on Business Center
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3 © 2018 AT&T Intellectual Property. All rights reserved. AT&T, Globe logo, Mobilizing Your World and DIRECTV are registered trademarks and service marks of AT&T Intellectual Property
and/or AT&T affiliated companies. All other marks are the property of their respective owners.

(((©



AT&T Collaborate on Business Center

Log in to Business Center

View your inventory and
AT&T Collaborate services
through Business Center.

1. Loginto Business Center at
https://www.att.com/ebiz/registration/login.

2. The Business Center main dashboard appears.

Under Network Map, click All inventory.

3.  You can also click Collaborate Homepage in
the Additional Services widget.

Loginto Business Center

Email address

We've changed how you login to Business X

Center. If you've been using your username to

login, you'llnow use your email address instead.
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AT&T Collaborate on Business Center

Add new telephone number (1 of 3)

Determine where to add new
phone numbers by finding sites
within various locations.

— Alocation is a single entity, or address. A site is
within a location, such as a floor or suite.

— Next to Network Inventory is a number. This
represents the number of locations.

1. To add or hide filters, click the Filters tab
under Network Inventory. The items under the
Filters tab represent the number of active tickets
and alarms.

2. To add phone numbers to a site, click on the
Actions menu on the right and choose
Add service.

Manage Billing

Networklnventory|)

ed filters Search by

Filters

On.

T Collaborate » | Manage w Select

v

& Printinventory = Add location

Search

Please select in the dropdown

Save filter

AT&T Managed Internet Service X OpenTickets x
Status
123 ANY ST.
Active alarms ANYTOWN, OH 44313

United States of America

Opentickets 123ANYST.

ANYTOWN, OH 44313

Services United States of America

AT&T Business 123 ANY ST,
Voice Over IP
ANYTOWN, OH 44313
ATE&T United States of America
Collaborate
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AT&T Collaborate on Business Center

Add new telephone number (2 of 3)

Add phone numbers and
manage restrictions.

1.
2.

6

On the Manage Collaborate page, click Add Telephone Numbers.

The Phone Numbers page appears. Enter the quantity of phones you

need on the screen that appears.

Use the menu to add Caller ID.

Enter call restrictions using the menu. “Allow Collect Calling & 3rd Party

Billing” is selected here.

Special Requests are optional. You can:

Add a vanity number.

Add virtual phone numbers.

To add a virtual phone number, you will need to identify the calling
area. You can search for the calling area by Rate Code or Address.

Click Validate and you will see a green Verified button.

On the Success message that appears, click OK. Or, click Review Order.

and/or AT&T affiliated companies. All other marks are the property of their respective owners.

Transfer External Telephone Numbers |—_|/

Telephone Numbers

Add Telephone Numbers g

Phone Numbers
You can add local phone numbers or virtual phone numbers

How many phone numbers (]
doyouneed ?

2 | — SELECT
15

Call Restrictions e

Caller ID e

Quantities that exceed 200 may require
additional processing time. These numbers may
not be available for assignment right

Processing time for quantities over,

butis typically between 24 to 48 h

Allow Collect Calling & 3rd Party Billing

Special Request

processing time

Add local phone numbers o Add vanity number

To add local phone numbers, enter the guantity
of phone numbers you want and we will assign
numkbers that are local to your service address.

Add Virtual Phone Numbers

] Reserve Sequential TN

Comments

v SUCCESS

You've added 5 phone numbers

| O | Review order Cancel
- J
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Special requests and comments will require additional
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AT&T Collaborate on Business Center

Add new telephone number (3 of 3)

If you chose to review your order, a S BusinessConter _ase o

‘ My Profile

-

»

Dashboard > Inventory > AT&T Collaborate - Manage Collaborate > Order Review

page showing a summary of your Order Review
order appears.

T23ANY ST, ANYTOWN, OH, 44313

Contacts

— Ensure your order is correct then click Confirm at the
bottom of the page. Transport Service

A success message appears confirming your order is placed.

Telephone Numbers

Quantity
5 Added physical telephone Numbers
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AT&T Collaborate on Business Center

Manage directory listings (1 of 3)

Easily create orders to manage G _BusinomCotor_wmr s e

Dashboard > Inventory > AT&T Collaborate - Manage Collaborate

your directory |i5ting5_ Manage Collaborate + Totocaton B Discomestlocoton M Vi Orer

000000001

123 ANY ST, ANYTOWN, OH, 44313

Feedback

Expand

1. Return to the Manage Collaborate page
and click Directory Listings.

Contacts

Transport Service
2. The Directory Listings page appears. Click ¥ S BusinessCenter Mansge oo (R e w
P Directory Listings
Create LIStlng. Calling Features Add orEditD\'rect(}:yListings g

Caller ID and Call Restrictions L.’

¢ Back | " Order

Location Summary Site Name :

Site ID : 000000001

Feedback

Telephone Numbers

Transfer External Telephone Numb: Add Telephi Service Address : 123 ANY ST, ANYTOWN, OH, 44313
Transport Type: Transport Servics:
Directory Listings AT&T
7 @
Directory Listings (4 Additional Details ‘ =
. - 2 Create Listin 5
) i Directory Listing @
Equipment & -
The following phone numbers have been published in one or more directories. Tofind a el
new phene number to create alisting for, click Create listing 9
Seats
- Search by phone
Add Sears [ Delete Seats @ | L
number
Available phone numbers (1) Associated Listings (1) Listing Details

Bundles
0000000001 (MAIN) Add Listing Edit Listing Delete

Add Bundles [ Delete Bundles
Features
Add Features \—_/’ Delete Features W
123 ANY ST
000000001
ANYTOWN, OH
44313
—)
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AT&T Collaborate on Business Center

Manage directory listings (2 of 3)

Under New Directory Listing, enter your
company name and the information you
want to appear in the directory.

1.

All numbers in your inventory are listed.
— You can search any number without the area code.
— Enter one telephone number at a time.

— When typing the telephone number, a quick search will help you locate
the number in your inventory. When you enter the area code or any of
the consecutive numbers in the telephone number, the menu will show
all those numbers.

— Note: The telephone number does not have to be assigned to a seat to be
in your inventory.

Select the Service Provider. If you need help determining your local service
provider, click the ? button next to Service Provider to see a listing by state.

From the menus, select the directory type and select the listing option.

Click Save.
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New Directory Listing

Provide the 10-digit phone number you want listed

| 330-555-1111 Jo) |

Service Provider @ Publish Code (ALI Code)

ATET |

The preferred ALl coae fermat is 1-32 alpnanumeric

characters

Listing Name

| YourSampleCo.Inc.

Address

[123.-’-\NY ST, ANYTOWN, OH, 44213

City
[ ANYTOWN
State Zip Code
OH | 44313
Validate

Directory Type Listing Option

Loca ~ \dditional Main
Print Directory Category Code
White Pages Only A4 Listed

Cancel

Save
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AT&T Collaborate on Business Center

Manage directory listings (3 of 3)

A new page opens showing the
directory listing you added.

After you save to your listing, a success message appears confirming your
order is placed.

5.

10

Click OK on the success message
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New Directory Listing

Provide the 10-digit phone number you want listed

| 330-555-111 o |

Service Provider @

ATET v

Listing Name

Publish Code (ALI Code)

The preferred ALl coae format is 1-2 alpnanumeric

characters

| YourSampleCo.lnc.

Address

[123ANY ST ANYTOWN, OH, 44213

City

[ANYTOWN

State

OH v

Validate
Directory Type
Loca '

Print Directory

White Pages Only A4

8

1

S
(~ /

SUCCESS

'-\:v’ ”;’ You have added a new directory listing

S

Listing Option

Additional Main

Category Code

Listed

)

Cancel Save
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AT&T Collaborate on Business Center

Customize features (1 of 3)

Use Business Center to S ousnessComer e _sars (R dre

Dashboard > Inventory > AT&T Collaborate - Manage Collaborate

customize features on AT&T Manage Collaborate + tentooion & Doectacaion W v

000000001
CO | | a b O ra te ° 123 ANY ST, ANYTOWN, OH, 44313 Seats —
Add Seats |—_|/ Delete Seats @
Seat Types Assigned Unassigned
Contacts Basic Seat Package 1 1
AT&T Collaborate provides a catalog view so you . - r
. ranspor ervice o
can browse and add, delete or edit the seats, “ 3
- o
bundles, features and equipment you want. Calling Features E
. Caller ID and Call Restrictions I;,, H H
1. From the Manage Collaborate page, click the Click the + to expand categories
. : Telephone Numbers and view the details on the
edlt |C0n neXt to eqUIpment' Seats' bundles Transfer External Telephone Numbers L.’ Add Telephone Numbers L.’ Delete Telephone Numbers iﬁ'
or features to make an addition. features you already have.

Directory Listings

Directory Listings “

’Equipment £ ‘
Seats
Add Sears [ Delete Seats

Bundles +

Add Bund\esD’ Delete Bundles T

Features +

wﬁeatures = Delete Features M }

(@@
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AT&T Collaborate on Business Center

Customize features (2 of 3)

The catalog view appears.

2. Enter the number of seats to be added then
click Add on the right menu.

3. Click OK on the success message that appears.

The process and flow is the same for bundles, features
and equipment.

t::g Business Center

Manage Seats
Add New Seats

Location Summary

Assess Network

Manage Billing

‘ MyProfile W 7

¢ Back | "ww Order

Site Name :
Site ID : '000000001
Service Address : 123ANY ST, ANYTOWN, OH, 44313

Transport Typa: Transport Service:
AT&T

Feedback

Basic Seat Package
Totak 2
Monthly Cost

(per unit)
53495

Bundles

Features Equipment

2
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AT&T Collaborate on Business Center

Customize features (3 of 3)

The Order Review page appears.

1. Review your order and click Confirm.

2. A window appears showing the shipping address
information. If this is an equipment order, review
the shipping address and make edits as necessary.
Click Next.

3. The list of available dates and times appears.
Select a date and time for your installation from
the menu and click Next.

4. Add custom installation notes if applicable and
click Submit.

A success message appears confirming your order
is placed.

:"3 Business Center Manage Billing A &rverofie  w

Dashboard > Inventory > AT&T Collaborate - Manage Collaborate > Order Review

Order Review

000000001

T23ANY ST, ANYTOWN, OH, 44213

Contacts

Transport Service

Telephone Numbers

Seats

Quantity Seats Type

4 Basic Seat Package seats are being requested
Equipment
Quantity Equipment Type
e Equipment001

a

Shipping Method
Select Shipping Method

Standard v
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Shipping Information

f shipping to a different address than listed below
please enter anew shipping address

Street Address Line 1
T23ANY ST, ANYTOWN, OH, 44313 2

Street addressLine 2

Citv State ZIP code
Select Order Completion Date 4433
Select from available dates
-ICI ﬂlﬂlj-ii
Technicians required: 1 —————
Days required for installation: 1
Installation Type One Time Cost Installation start date: 10/23/2016
Custom Installation bnsrequiring multiple days, the

. ) ) will be sequential based onthe fir:
Your order requires multiple days for proper

installation. Please provide any additional
information and an agent will contact you to finalize
your installation details. Istomn installation.

-

Comments or Notes for Technicians

By requesting a custom installation, | authorize AT&
support staff to contact me to schedule this
installation.

(@@



AT&T Collaborate on Business Center

Transfer phone numbers (1 of 5)

Use AT&T Collaborate to transfer (port)

phone numbers to AT&T BTNs

Easily port phone numbers from another service provider to AT&T
Billing Telephone Numbers (BTNs).

1.

14

On the Manage Collaborate page, under Telephone Numbers

click Transfer External Telephone Numbers.

Enter your BTNs in the window that appears, indicate if it is a

full or partial port and click Save.

A verification message appears. Click Save.

Port Telephone Numbers

Business Center

Manage Billing

&y Profile

Dashboard > Inventory > AT&T Collaborate - Manage Collaborate

Manage Collaborate
000000001

123 ANY ST., ANYTOWN, OH, 44312

Contacts

Transport Service
“

Calling Features
Caller ID and Call Restrictions [

Telephone Numbers

Transfer External Telephone Numbers |—_|’

Port Telephone Numbers
Enter Billing Telephone Number (BTN)

i' 330-555-1111 |

B |

- - . S— “=—BTN's will be delayed.

Cancel

Enter Billing Telephone Number (BTN) Is this order a full port?

| 330-555-1111 |

- g Yes @ No
BTN has been Verified.

“ = Add additional BTNs

Order Submitted with Un-verified BTN's will be delayed.
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+ TestLocation W Disconnect Location

Add Telephone Numbers |—_|/ Delete Telephone Numbers [7]

Is this order afull port?

W iew Order

x

]

®

o

T

@

Expand d

+

o

-1

8

‘®

E

®

-

(&}

numbers under that BTN. A
partial port will transfer the
numbers you choose under

\_that BTN.

7 Afull port will transfer all )

J

+ +

+
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AT&T Collaborate on Business Center

Transfer phone numbers (2 of 5)

4.

15

The Order Review page appears. Click Telephone
Numbers for a summary of your order.

& Vv Profile

(7]
[s]
[s]

& BusinessCenter Manage Biling

Dashboard > Inventory > AT&T Collaborate - Manage Collaborate > Order Review

Order Review

Q000000

123ANY ST, ANYTOWN, OH, 44213

Contacts

Transport Service

[Telephone Numbers ]
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AT&T Collaborate on Business Center

Transfer phone numbers (3 of 5)

Review your order.

1. Click Confirm on the Review Order page. A pop-up
window appears.

2. Select from the available delivery dates in the
menu then click Submit.

3. A confirmation message appears.

:_'-"‘_._, Business Center  Manage Billing

Review Order

Phone Number

1BTNis being requested for Porting.

Confirm

Select Order Completion Date
Select from available dates
10/12/2016

Mote:For installations requiring multiple days, the
installation dates will be sequential based onthe first
date selected.

We have received your order.
We'll send you an email notification when your Submit

order is ready.
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AT&T Collaborate on Business Center

Transfer phone numbers (4 of 5)

After confirming your order date, you

will receive an email with the next
steps for partial transfers.

The subject line of the email will read: Action needed: Select
numbers to port (transfer) to AT&T Collaborate.

1. Click Select phone numbers.

-
‘g Action needed: Select numbers to port (transfer) to AT&T Collaborate

Dear Jane Doe,
Order Number 10100000000000001

Before we can continue with your order, you must select the phone numbers you
want to port (transfer) to AT&T Collaborate™. Click Select phone numbers.

Select phone numbers

+ We'll email you to confirm your service installation date and time.

What's next?

* After we activate your service, we'll email you to confirm your service is
working as expected.

For questions about your order, contact us Monday through Friday, 8:00 am. to
8:00 p.m. Eastern Time by phone at 877.246.0847 or live chat. To use live chat,
log in to AT&T Business Center, and then click Questions? Chat Live.

For help with Business Center, visit the Support page.

Thank you for choosing us,

AT&T

This email message was auto-generated. Do not respond to this email address.

5 2018 ATAT Intellectusl Property. All rights reserved. ATET, Globe logo, snd DIRECTV are registered trademarks and
Mobilizing Your Warld is a service mark of ATET Intellectual Property andlor AT&T sffiliated companies. All other marks are the
property of their respeciive owners.

Privacy Policy | Terms of Use
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AT&T Collaborate on Business Center

Transfer phone numbers (5 of 5)

The Order Capture Express (OCX) S| TEEE s

AT&T Technical Questionnaire

Please review your order details provided. The highlighted sections cantzin some additional information you need to process your order. To view the full Technical
° Questionnaire, please click here- 10 View Mode

Site Address

Address Type: O
Street Number Prefic
Street Number: 123 ANY ST.

‘Street Number Suffic:

On the initial page, you can review your site address and transferred phone
number information.

Directional:

Order Capture
Express [OCX]

Service Group ID: GrouplD_1

1. Check the box next to the numbers you would like to transfer.

3306551111 Yes

2. Click Add New BTN to add another BTN to your order. At this point, sossstrez -
you will also get the opportunity to select associated phone numbers. s -
3. Click View/Modify next to a phone number if you want to view or 8
select the number to be transferred to a BTN.

TELEPHONE NUMBERS START RANGE TELEPHONE NUMBERS END RANGE NOTES FOR TELEPHONE NUMBER

ViewModify

Confirm and Complete

4. If you want to continue adding to your order or return later,
click Save.

Listof Telephone Numbers Under 3305551111

5. Once you are done making edits, click Confirm and Complete. rerrres
Your previous provider will then process your request and AT&T will s

set up a new BTN for you.

Confirm and Complete

(((©
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AT&T Collaborate on Business Center

Get more information about Business Center

Learn how to use Business Center to help you manage, run, and grow your business.

Select Help from the top menu.

Business Center  Manage &Vverofie
Search help Hide
Welcome Jane Search
Enter search criteria ,0

Then enter your search
criteria or select a category.

Janes Board

Rename Help categories

Registration &login
Map - Network assets User information
Orders

Billing

= quicklinks @ Filter &) Legend ly Savedv

Hudson Bay

CANADA

Labzadar Network
Need more help?

Click Contact us.

(® Contactus

Page help

y oy —-H.TW
UNITED STATES 6 ? g

Clear search

Hide

Reports
What's new?
Training
Producthelp

3

x-—\\ o

Mexico

Click Chat available to chat with an

MEXICO

9:00 a.m. to 6:00 p.m. ET.

AT&T representative. Representatives
& are available Monday through Friday,

vvvvv

I

&) Feedback

Chat available

The Contact us page provides several
ways to reach us, including phone
numbers and a Send message link.

Business Center

Manage

Help

Registration & login

Contactus
+ Userinformation

Need technical support? We're here to help. Give us a call or send us a message.

+ Orders
+ EBilling (Generalsupport
Contact Your Account Representative
+ Network (v Phone 844 ATTeBIZ(544.288.3249)
Monday through Friday (» Phone 800-321-2000
Reparts 9:00am.to6p.m.ET

N . g Send message
+ What's new
Do you have a question or need support?
You can send us a message anytime and
we'll get back to you soon

Training

\_

~

+ Producthelp

Contact us

Service support

Need help ordering or managing a service? We're here to help. Give us a call or send us a message.

AT&T Threat Manager +

Cloud Solutions

Get service-specific
support here.
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