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How to Use Guide: Bulk Account Maintenance

Last updated: 1/29/2013

Overview

Bulk Account Maintenance allows you to use a file upload process to make multiple Account
Maintenance changes within a single spreadsheet. This feature enables you to complete the
following account maintenance transactions for multiple wireless users at a time:

New Service Activation

New Activation and Keep Your Number (Port In)
Plan Change

Add / Remove Feature

Other Maintenance Transactions

Upload User Information

Table of Contents:

General Information

User Role Info

How To’s

General Information

Spreadsheet Requirements

It's important to format the spreadsheet prior to submission for the file to process successfully.
Below are some important points for formatting.

Notes:

Don't delete any row above the column headers on the spreadsheet.
o Don't delete rows 1 through 10
For each spreadsheet, the user must identify which rows on the spreadsheet should be
processed
o0 For each transaction please use the Mapping File and reference the tab for the
transaction you're completing to help you identify which columns must be filled
and the accepted format for each.
Each spreadsheet must be formatted as follows prior to upload:
o File name must not contain special characters or spaces
0 File name must only contain the following
= a-zorA-Z
= 09
= Hyphen or underscore

The file name can’t include spaces.

Except for “Mass Upload” in Verizon Enterprise Center, all Bulk Account Maintenance
templates must be saved as (.XLS)—Microsoft Excel 97-2003 format.
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Accessing the Bulk Account Maintenance Page

From My Business Account, hover your mouse over the Account Maintenance tab and click Bulk
Account Maintenance.

verizonwieiess [ I-TUT-TY Account Maintenance [elf 15

tilities

Account Maintenance

eck o

Search for Wireless Number & Keep
__‘.."J'ire.less ‘Number v |

Custom Applications

View all lines Transaction H  Bulk Account Mainterfance
Friends & Family Custom Applic_.._.._ a0

User Role Info

Bulk Account Maintenance is available to those user roles with “default” access to your
company’s billing accounts:

Primary Contact (MYPOC)
Administrator

Analyst

Maintain

Maintain & Pay

How ToO’s

New Service Activations/New Activation & Keep Your Number
Use New Activation & Keep Your Number when you need to bring an existing wireless number
from another wireless carrier to Verizon Wireless (also known as “port-in”). Otherwise, New
Service Activations is sufficient for most activation attempts.
First time user checklist for New Service Activation/New Activation & Keep Your Number:
When attempting to complete bulk activation online, we recommend working with your account
support team. Here is a checklist of what you should complete prior to your first order:

e Are you working with a current template?

e Are all the device IDs approved by Verizon Wireless?

e Are any device IDs already active? (If so, remove them from the spreadsheet.)

e Are all required fields populated on the spreadsheet?

e Does the Billing Info field(s) match the billing information on file?

e Are there any spaces in the IP Feature fields? (No empty spaces in these fields)
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e Was the spreadsheet saved locally as .XLS (Excel 97-2003) file before uploading?
¢ Does the contract term match your agreement with Verizon Wireless?

Note: These two options are not enabled by default. A customization request form must be
submitted by your assigned Business Sales Associate.

Check either radio button and click Continue.

Bulk Account Maintenance

Machine to Machine Management Center View Bulk Activation Status >

<
Bk Account Maintenance streamlines your account maintenance processing by providing you the ability to submit
tiple changes for multiple wireless numbers in a single spreadsheet.

() New Service Activations

(& New Activation & Keep Your Number
¢ Change Plan/Text/Data

¢ Add Remove Feature

() Other Maintenance Transactions What is included?

Cancel Continue <+
[ Cancel | Continue |

“New Service Activations” will display the following screen and two options to complete your
changes:

New Service Activations

| Option 1: Interactive Process |

Activate Lines Interactively 7 m

IOption 2: Upload Process I
Select the "Download” link to retrieve the template. Once all changes have been made save the
spreadsheet as a XLS flle. When you are ready select ‘Browse' to upload the spreadshest for
processing.

Download New Service Adivations Template #

Find Wireless number file for processing:

File Location [ Browse... | Upload & Continue

e Option 1 is interactive, and allows you to move through all of the activation steps online.

e Option 2 allows you to upload all of your data, such as device ID, price plan, features,
etc., into an Excel® file.
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Option 1

1. For new-service activations using Option 1, select Option 1: Interactive Process, and then
click Continue.

New Service Activations

Option 1: Interactive Process

Activate Lines Interactively # w ‘—

2. Enter the device IDs. If needed, enter the 4G SIM number.

Activate New Devices
Enter Your Work Zip Code:
20807

Enter Device IDs
Enter the Device ID for each device you want to activate. Need help finding the Device ID?
@ Enter a list of Device IDs.

Enter your device 103 in the designated column. i you are aclivating 4G devices, enter the 4G SIM in the column provided

4G SIM Only

8 + Add Ancther Device

Upload Device IDs from a file.

Upload Device I0s from a file you have edited on your computer. To avoid errors, use the template file provided

Download the Device ID tempilate file (XLS)

Notes:

e Some 4G devices have SIM cards physically “embedded” in them, and they don’t need to
be entered in this step. If you're unsure about this, check with your Verizon Support
Team before proceeding.

e If entering device IDs onscreen, you can activate up to 25 devices. If using Option 2
(upload), you can activate up to 500 devices.

e You don't need to enter 3G SIM IDs for 3G equipment types. Devices must be of the

same device type. An error message will appear if you attempt to activate a mix of device
types.

3. After you have entered the device information, click Continue.

Cancel m G —
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4. The system will automatically evaluate the information you have entered—either one at a
time if you enter them manually, or simultaneously if you have uploaded your information via
the spreadsheet. The progress bar will indicate the current status.

Navigating away from this screen will cause cancellation of your order.

LAl

Cancel

Note: You can cancel this step if needed. If you click Cancel, the entire order will be canceled
and must be resubmitted.

5. When the system validation is complete, you can evaluate the errors, if any are detected. Use

“Go Back” to correct any invalid device IDs. If you have numerous errors, you can download
a file for easier review.

Activate New Devices “
Review Problems

The folleming Danics s e nof valid of cannal be use

thiss lirme. Yau can cannue witiout ackivaing hese deces, or ga back and re-enles thy dovicn 105

Download Invakd Dewce Kis

1 12345678912 10 not provced for B

Show 10 ¥ rows Updaty

6. If you prefer to proceed with the device IDs that did pass validation, click Continue.
L - —

7. Begin to make your plan selections. The first step on this page is to choose to add your new
activations to an existing account, or create a brand new account. To do so, enter the existing
account number or use the search option to locate the information.

D I ETE o U i Biliag oM Firven & Cntim
Select Plans

Salnct Biling AcEaum using dcan () Frewr Siling accausi suraber or nelect Search.

© Verizon Wireless 2013 5



\—

VerizoNwvircless

8. Once the Billing Account information is entered, select from the Plan, Text and Data options.
These selections will apply to all of the devices you're activating. You'll only go through this
step once.

Swlzct Line Level Opticns: &

Chrats 5 par Raleann a3 Fades i e Aer

Package I Plan Catecory I I Jlulmssaqmcl Iti) Data I

1% agpw wnone 4 Select Plan:
-36B HABA VALY B3e umtinats Tl »  PuyPer Mataags SeatRecanad - -

I &

Note: Select service options that are consistent with device functionality. Selecting a plan, text,
data or feature option not consistent with device functionality may cause the order to fail. If you're
unsure about this, contact your Verizon Wireless Support Team.

9. Once all of the required selections have been made, click Continue.

10. Select any required and optional features for all of the lines. Click Continue.

gt (harge Frar Charge et v osamt
[ Y
R ] S S R B! TR BE BEBINT Tr (TR CHROM BT B O D A e
P e—r—

Linckad Pawim i

At v fe gy
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11. On the User Information page, enter the user information for each device to be activated.
User information can be uploaded using a spreadsheet, or it can be entered manually on this
page. Required fields are indicated, and all fields must be complete before you can move to
the next page of devices (if applicable).

Note: You can save some time by copying the information you entered and applying it to the next
user, if applicable.

= User Information
First Name® l
Last Name" [
Ermail* l
Cost Centar I
Apply ser Informatian & remaining lines on this page

12. On the Review and Confirm page, ensure all of the information is accurate. You can make
edits and remove any devices at this point. When ready, click Submit.

Activate New Devices

Review & Confirm

- " s Tk 190 8 B

Billing and Payment Method

B To
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13. You order has been submitted. You'll be brought back to the Bulk Account Maintenance
page, where you can check the status of your activation by clicking View Bulk Activation
Status.

Bulk Account Maintenance

—> View Bulk Activation Status | >

Bulk Account Maintenance streamlines your account maintenance processing by providing you the ability to submit
multiple changes for multiple wireless numbers in a single spreadsheet.

@ New Service Activations

F) New Activation & Keep Your Number

F) Change Plan/Text/Data

= Add Remove Feature

= Other Maintenance Transactions What is included?

= Upload User Information

Option 2

1. Within Option 2: In the Upload Process section, click Download New Service Activation
Template.

New Service Activations

Option 1: Interactive Process

Activate Lines Interactively ? T

I Option 2: Upload Process I —me

Select the "Download” link to refrieve the template. Once all changes have been made save the

Download MNew Senvice Activations Template #

Find Wireless number file for processing:

File Location Browse.... Upload & Confinue

2. Make the necessary New Activation and Keep Your Number updates to the spreadsheet.
Refer to the mapping guide and the tab for New Activation and Keep Your Number for details
on which columns must be filled and the formatting rules for each. If you have loaded price
plans and features on your profile, they will pre-populate at the top of the spreadsheet for
your new activation and keep your number updates.

Note: It is important that you are familiar with your price plan codes and the associated features

that coincide with the price plan you choose. There is no description provided on the spreadsheet
for the price plans and feature codes.
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3. Once you have completed the necessary columns as indicated in the mapping guide, save
the spreadsheet to a convenient location.

Notes:
e When naming the file, make sure you use only characters listed below:

A-Z

a-z

0-9

_ (underscore)
- (dash)

OO0O0OO0Oo

e Do not use spaces in the file name. The file cannot exceed 4MB in size.

e If you copy and paste into your spreadsheet, ensure you're pasting text only and not
formatted text, such as HTML or Rich Text.

4. Once your file is saved, close your spreadsheet and return to the transaction screen. Click
Browse to locate the .XLS file you just saved for your New Activation and Keep Your
Number/New Service Activations request.

Find Wireless number file for processing:

File Location:

5. Once you have located your file, double click on the file name. The file will populate within the
File Location field. Select Upload & Continue.

Find Wireless number file for processing:

File Location: CADocuments and Sett) (Ewss .. | Upload & Confinue |
_,__——’ Ll

6. If the file is formatted correctly and uploads successfully you will receive a confirmation
screen and confirmation number for your records.

Bulk Account Maintenance Confirmation

Your Confirmation Number: MB20558495

Your transaction has been submitted for processing. The processing time will vary based on the file size. The larger
the file the longer the upload processing will take. Once the system has processed all records on the uploaded
spreadsheet, you can view the details of the upload in Transaction History

Mote: If you have chosen to reset password, the default will be 1ast 4 digits of the Wireless Number

Transaction Histon
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Note: You can check the status of your bulk activation request by clicking on the View Activation
Status link on the Bulk Account Maintenance page.

Bulk Account Maintenance

< Machine to Machine Management Center View Bulk Activation Status | >

Bulk Account Maintenance streamlines your account maintenance processing by providing you the ability to submit
multiple changes for multiple wireless numbers in a single spreadsheet

(& New Service Activations

(O New Activation & Keep Your Number
5] Change Plan/TextiData

( Add Remove Feature

O Other Maintenance Transactions Whatis included?

7. On the Bulk Activation Status page, click the Order ID hyperlink to view detailed information,
or use the Search option to narrow down your results by Order ID, Date Submitted, Status or
User ID.

Bulk Activations Status

Information is available for up to 30 days.

Search for Order ID v‘l | Search Reset Filter

oo som

04/03/2012 —b VZB1000049494776 Processing MNew Service Only
03/28/2012 VZB1000049490760 Processing MNew Service Only
03/28/2012 VZB1000049490749 Failed MNew Service Only
03/28/2012 VZB1000049490721 Failed MNew Service Only
03/28/2012 VZB1000049490544 Failed MNew Service Only

Note: Initially, the Order ID will not be a hyperlink. After a period of time (depending on the size of
the upload), the Order ID number will change to a hyperlink.

8. A pop-up window will display details on the status of the activations.

Close (X
Bulk Activations Status

Crder IDx: WZB1000049494093
Status as of: 2012-04-02 11:04:35
Date Submitted: 04/02/2012

Total Submitted: 2

Pending:
Cancelled:
Completed:
Failed:

Download

Note: This window will display activation status based on current processing. To update the
information, close the window and click the order ID to refresh the contents.
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9. Click the Download button to retrieve a spreadsheet of activated devices, without waiting for
the order to fully complete. Like the status pop-up, the spreadsheet contents reflect current
processing. The file content will change as devices are activated. Devices that have been
activated will have a wireless number; devices that have not been activated will display
“pending” in the wireless number column.

Change Plan/Text/Data

Change Plan/Text/Data will display the following screen and two options to complete your
changes:

Change Plan/Text/Data

Enter up to five wireless numbers to complete a change to planitext/data (number format. joecoe00);

@ Option 1
[Coniue |

Option 2
@ Download the Change Flan/TextiData template to complete five or more changes to planftextidata.

Download Change Plan/TexData Template #

Find Wireless number file for processing:

File Location Upload & Confinue

Note: The first mobile number input within the field will populate once you hit Continue and land
on the Calling Plan Change page. The system will reference this number for price plan and
feature compatibility and will drive ALL of the changes for the rest of the numbers on your
request. If the rest of the mobile numbers entered are not compatible with the new price plan and
feature selected, the order will fail.

Option 1: You can manually enter the wireless numbers within the fields when completing a
change for up to five numbers. Below are the steps:

1. Select Change Plan/Text/Data from the Bulk Account Maintenance Options.

Bulk Account Maintenance

< Machine to Machine Management Center View Bulk Activation Status >

Bulk Account Maintenance streamlines your account maintenance processing by providing you the ability to submit
multiple changes for multiple wireless numbers in a single spreadsheet.

(O New Service Activations

(O New Activation & Keep Your Number
() Change PlanTextiDatd  f—

(O Add Remove Feature

(O Other Maintenance Transactions Whatis included?

e ] Conie
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2. Check the Agree to the Terms & Conditions pop-up box and select Continue.

Disclaimer Close (X

| agree to the following Terms & Conditions regarding BIC Discounts

here may be a pending promotional bill credit associated to one or more

of the wireless number(s). By proceeding you may no longer be eligible to
receive this bill credit.

=

3. Select the radio button and input the wireless numbers you would like to change within the
available boxes, then click Continue.

Change Plan/Text/Data

Enter up to five wireless numbers to complete a change to planftext/data (number format: xeeeee0es)
® 512-555-0000|

T

4. Next you will be brought through selecting the plan, selecting the features, reviewing the new
plan and confirming the changes.

. o e o™ 33 3330 e ad Gy

e

Select Line Level Dptions- @

Plan Categery ZiText Messaging Boata

Select Plan:
alcaretdn For ianions Tok s 9 |t omas i P

Notes:

To complete a plan change, all numbers must be eligible for the selected plan/feature you
are changing to. Device types must match the plan/features you request. The first
number within your request will drive the changes for all of the numbers selected

for the plan change. You will only be brought through the plan and feature selection
once, even if you requested to change multiple numbers.
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e Once the request has been submitted, you will be brought to a confirmation page that
includes a confirmation number for your records. You can check details on the status of
your order by searching with the confirmation number and Last Name of the requestor
under Transaction History.

Bulk Account Maintenance Confirmation

Your Confirmation Number: MB20558485

Your i Aion has been submitted for The processing time will vary based on the file size. The larger
the file the langer the upload processing will take. Onca the system has processed all records on the uploaded
spraadshest you can view the detalls of the upload in Transaction History

Mote: If you have chosen o reset password, the default will be Last 4 digits of the Wireless Humbar

Option 2: Change Plan/Text/Data for more than five lines can be completed via the spreadsheet.

Change Plan/Text/Data
Enter up to five wireless numbers to complete a change to plantext'data (number format; 0000000

EI [ Option 1 | | |
\ | | |

Continue

Option 2
@ Download the Change Flan/Text/Data template to complete five or more changes to planfextidata

Download Change PlanTextiData Template #
Find Wireless number file for processing:

File Location: | (Browse. ] Upload & Continue

The following steps will walk you through Change Plan/Text/Data for more than five numbers:

1. Select Change Plan/Text/Data from the Bulk Account Maintenance Options.

Bulk Account Maintenance

< Machine to Machine Management Center View Bulk Activation Status >

Bulk Account Maintenance streamlines your account maintenance processing by providing you the ability to submit
multiple changes for multiple wireless numbers in a single spreadsheet.

(& New Service Activations
® New Activation & Keep Your Number

& Change PlanTextData — ff—
(> Add Remove Feature

(& Other Maintenance Transactions What is included?
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2. Agree to the Terms & Conditions pop up box and select Continue.

Disclaimer Close (X

| agree to the following Terms & Conditions regarding BIC Discounts

here may be a pending promotional bill credit associated to one or more
of the wireless number(s). By proceeding you may no longer be eligible to
receive this bill credit.

3. Select the radio button and click the blue link: Download Change Plan/Text/Data Template.

Change Plan/Text/Data

Enter up to five wireless numbers to complete a change to planfextidata (number format: jeoe-iou-ioes):

3 — ] |
— R R—

® Download the Change PlanTextData template to complete five or more changes to plantextidata.

T Download Change Pian/TextData Template ? o

Find Wireless number file for processing:

File Location: | |[Browse... ]

4. Download the spreadsheet; indicate a request to change the plan by using an X in the
Update Information column next to the mobile number (see below).

BULK CPC ALL
Imporant Formatting Instruclions: Th
Choose the Mumbers Tab" and select

0D NOT DELETE ROWS 1-10 or CH

Mobile Telephon Lipdate Information
PR . o— |

G54-575-00
FT3EQ.08
727-215. X
A52-638- W
72573 X
72579
214-542-0
214542
ASN-ETL%

Note: Do not delete rows 1-10 of the spreadsheet.

5. Save your file to a convenient location. Remember not to use characters or spaces within
your file name when saving.

Note: Your file size cannot exceed 4 MB, and must be XLS in format (Excel 97-2003).
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Once your file is saved, close your spreadsheet and return to the transaction screen. Click
Browse to locate the file you just saved for your Calling Plan Change request.

Find Wireless number file for processing:

File Location:

Once you have located your file, double click on the file name. The file will populate within the
File Location field. Click Upload & Continue.

Find Wireless number file for processing:

File Location: ClDocuments and Sett] [CEmwEs
-——'-"'

| Upload & Confinue |

Now select the plan and features that you want all of the numbers on your spreadsheet to be
changed to.

Select Line Level Gptions- a R

Plan Categery ZiText Messaging Boata

Select Plan:
latcarebdn for usn e Toki S

Notes:

e When you complete a calling-plan change, all numbers must be eligible for the selected
plan/feature you are changing to. Device types must match the plan/features you request.
You will only be prompted to select the plan for the first line on your request. ALL
of the numbers on the spreadsheet will follow the same changes you select for the
first number.

e Once you have submitted your selected price plan and feature changes, you will receive
a confirmation screen and confirmation number for your records. You can check details
on the status of the spreadsheet by searching with the confirmation number and Last
Name of the requestor under Transaction History.
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Add / Remove Features
The Add/Remove Features will display the following screen and options:

1. Select Add/Remove Feature from the Bulk Account Maintenance Options.

Bulk Account Maintenance

< Machine to Machine Management Center View Bulk Activation Status >

Bulk Account Maintenance streamlines your account maintenance processing by providing you the ability to submit
multiple changes for multiple wireless numbers in a single spreadsheet.

(O New Service Activations
(@] New Activation & Keep Your Humber
(@] Change PlanText/Data

(O Add Remove Feature 44—

(O Other Maintenance Transactions Whatis included?

2. Check the Agree to the Terms & Conditions pop-up box and select Continue.

Disclaimer Close (3

| agree to the following Terms & Conditions regarding BIC Discounts

here may be a pending promotional bill credit associated to one or more
of the wireless number(s). By proceeding you may no longer be eligible to
receive this bill credit

Continue

3. You have three choices to identify the numbers you would like to update:

a. Manually input up to five numbers and click Continue. If using this method, input the

numbers to update and continue to Step 9.

Enter up to five Wireless Numbers

Enter up to five wireless numbers to Add and/or Remove Features (number format: soo-ooeo00):

b. Upload a list of wireless numbers via spreadsheet. If using this method, indicate your

changes next to the numbers with an X. Format and upload your spreadsheet and
continue to Step 9.

Upleoad a list of Wireless Numbers

Download the Add/Remove Feature template to complete five or more Add/Remove Feature changes.

Download Add/Remove Feature Template 2

Find Wireless number file for processing:

File Location: |(Browse

© Verizon Wireless 2013
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c. Use the Account Search to display a list of mobile numbers.

Account Search

Select an account to search wireless numbers
Select an Account v| Search

Extended Search Option
Extended Search allows you to identify wireless numbers using a specific criteria

4. For this example, we will select the Account Search method. Select the Account number from
the dropdown menu and click Search.
Account Search

Select an account to search wirele Qumbers

(82 00001  |v|

5. A list of mobile numbers associated with the account selected will display. Check the box
next to the numbers for which you would like to update the features.

Account Search

Select an account to search wireless numbers

Extended Search Option
Extended Search allows you to identify wireless numbers using a specific criteria

Search Results

JAKE Active 06/13/2013
JAKE Active 06/28/2013
JAKE Active 06/28/2013

6. If you aren’t familiar with the features for the numbers displayed, use the Extended Search
Option to identify numbers based on specific criteria.

Account Search

Select an account to search wireless numbers

Extended Search Option
Extended Search allows you to identify wireless numbers using a specific criteria

© Verizon Wireless 2013 17
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7. A pop-up window will display, allowing you to extend your search options based on Contract,

Features, Cost Center, etc. Use the + button to expand your search options.

Extended Search

=) | Contract Effective [ NO CONTRACT v]

I *‘i Upagrade Eligible (New |CURRENT v|

Upgrade Eligible (Mew Eve
Early Upgrade Eligible
NPA NXX

Cost Center

Plans

8. When ready, click Search.

9. Alist of numbers will display, showing only the numbers that match your expanded search
criteria. Check the boxes next to the numbers you would like to update.

Account Search

Select an account to search wireless numbers

B21 -00001 -]

Extended Search Option
Extended Search allows you to identify wireless numbers using a specific criteria

Search Results

Suspended & Eligible for upgrade

0 21 Active @ Eligible for upgrade

Note: You cannot select a suspended line.

10. Next, you will be brought to a page that displays your current features and a list of features
you can remove and/or add. Uncheck a box to remove an active feature or check a box to
add a new feature. Select the items you would like to add and/or remove, review your
selections and confirm your changes:

Additional Features

Streamlined Billing $0.00 $0.00 = | Active on 20z
MNationalAccess Roaming $0.00 $0.00 = | Active on 202
Detailed Billing $1.99 $1.99

Roadside Assistance - Single Line §3.00 §3.00 Iv' Add to All Lines
Family Group Contact §4.09 54,09 D

Note: All numbers you selected will follow the changes on this page; it will only be displayed
once.

© Verizon Wireless 2013
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11. When ready, click Continue.

12. A summary of your changes will display. This shows the amount of lines being updated and

the features you are adding or removing.

Features

Flease review your feature changes and select “submit™ to confirm.
| understand that existing features may be removed from this phone number if they are not compatible with my current plan.

Lo ramoerwes e

9 Lines Fremium Yoice Mail $1.99
Roadside Assistance - Single Line $3.00

Eamily Group Contact $4.99

13. Select an effective date for your changes and click Submit.

Please review your options concerning the feature addiremove effective date.
(Our recommendation is presented. However, you may select a different option.)

@] Future date: The effective date of your feature addiremove will be 04/23/2012 Recommended if you want to receive the benefit of your
current features for this billing cycle, and have your new feature add/remove take effect on the first day of your next billing cycle.

® Make effective today: The effective date of your feature add/remove will be 04/02/2012. Your feature add/remove change is effective today.
On your next bill, you may see a charge for a portion of the feature cost for any old features, calculated from the beginning of your billing cycle
through today.

Note: Once you have confirmed all feature changes and submitted, a screen will display with a
confirmation number for your records. You can check details on the status of your request by
searching with the confirmation number and last name of the requestor under Transaction
History.

Bulk Add / Remove Features

Your Confirmation Number: VZB4947331

The Bulk Account Maintenance - Bulk Add/Remove Features transaction has been
please go to transaction histery and search by the confirmation number.

Transaction History

Other Account Maintenance Transactions

Other Account Maintenance Transactions allow you to change user information, activate

equipment (on existing service), suspend service, resume service and reset voicemail password.

Note: Voicemail passwords will auto reset to 1+ the last four digits of the phone number. You

cannot select a custom password. You can make multiple changes to one mobile number within

this transaction spreadsheet (you will receive an email confirming which transactions were
successful and which failed). The Primary Contact, Admin and Analyst can request access to
update the Static IP and EHA Pool only via a customization request. Contact your support team
for assistance.

© Verizon Wireless 2013
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The following steps will walk you through Other Maintenance Transactions.

1. Select Other Maintenance Transactions from the Bulk Account Maintenance Options.

Bulk Account Maintenance

<  {+] Center
Bulk Account Maintenance streamlines your account maintenance processing by providing you the ability o submit
multiple changes for mulliple wireless numbers in a single spreadsheet

£ Mew Activation & Keep Your Number
) Change PlanTextiata

€3 Add Remove Feature

) Other Maintenance Transactions

) Upload User Information

[“Corce Y Contnor

2. Within this section, you have two options and files to download. If you would like to complete
changes to the account level, you would select Option 1. If you are completing changes to
specific mobile numbers, select Option 2.

Other Maintenance Transactions

Select either the Account or Wireless Number "Downlead” link to process multiple maintenance transactions. Once
all changes have been made save the spreadsheet as a CSV file. When your ready select ‘Browse' to upload the
spreadsheet for processing

count Transaction Template <+ Option 1

55 Number Transaction Template + Option 2

Find Account or Wireless number file for processing:

File Location Upload & Continue

Download the file that suits your changes by clicking on the blue link. For example: Account
level changes would be appropriate if you are looking to update an address that applies to
the account as a whole. If you are looking to update mobile-number information unique to a
user, such as name or address, you would select the mobile number file. For this example,
we will follow a Wireless Number Template.

3. The file will open with several pre-populated fields. The name, address and current device 1D
are displayed.

BULK_MTN_ALL

Important Farmatiing Insinuctions The fils must be properly formatted prior 1a the uplading
Choose the Mumbers Tab' and sole<t the Text option under the category séction. The Lipds
O NOT DELETE ROWS 1-10 or CHANGE teat in ROW 1 & ROW 10, These will cause t

TWirsleas Mumbar (Wirslags User Mame (s Updats Infarmstian * First Man™ Last Nar
1048 QRN WL Ek:l;‘-‘“““ WILLS
@5, = ROBBIE R\, 0N DBBIE RUNYON

CLAYTON HARTLEY CLAYTON HARTLEY

BETHAN HYDE BETHAN MYDE
MARY BREIG X

W GREG  GETTRNG
ROBAIE RUNYON ROBBIE RUNYON

4. Indicate the changes requested by placing an X in the Update Information column to indicate
which user/number you want to update. Next, select the transaction(s) you want to change
(i.e., suspend service, change voicemail password). For more information on what columns
must be filled out, please refer to the mapping guide and the tab that corresponds to the
transaction you are completing.

Note: There are four tabs in this Excel mapping file that relate to this transaction.
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Tip: If you are suspending a line of service, you must select one from each of these, the reason
for suspension and the suspend-billing options:

i. Suspend Lost/Stolen or Suspend Seasonal/Vacation

ii. Suspend with billing or Suspend without billing

5. Save your file to a convenient location. Remember not to use characters or spaces within
your file name, and save this file as XLS (Excel 97-2003).

Note: Your file size cannot exceed 4MB.

6. Once your file is saved, close your spreadsheet and return to the transaction screen. Click
Browse to locate the CSV file you just saved for your Calling Plan Change request.

Find Wireless number file for processing:

File Location:

7. Once you have located your file, double click on the file name. The file will populate within the
File Location field. Select Upload & Continue.

Find Wireless number file for processing:

File Location: CiaDocuments and Sett) EEass .. | Upload & Confinue |
[EBE _ P

Note: If the file is formatted correctly and uploads successfully, you will receive a confirmation
screen and confirmation number for your records. You can check details on the status of the
spreadsheet by searching with the confirmation number and last name of the requestor under
Transaction History.

Bulk Account Maintenance Confirmation

Your Confirmation Numbor: MBIDSS8495
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