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Virtual Front Office Training Leaderôs Guide
Below each slide are notes for the instructor of the course.  The text in italics are example 

dialog you can use while instructing.

Welcome Participants

Welcome to Virtual Front Office training.  This training will focus on Access Service 

Ordering functions.

Introduce yourself.

Everyone should have received the training presentation prior to this session.  I will be 

referring to it as we go through the training.  It will be used today to support the training and 

then after as a reference.
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Review the webinar software being used.

ÅYou will need to leave the Webinar to do the exercises.  You can click the URL link or 

hold down CTRL and ESC key to view the Start menu and open Internet Explorer.

ÅQuestions can be entered in the Chat section.  Also use this to enter questions you want 

follow-up on after the training.

ÅFeedback can be provided to the instructor using the ñraise handò icon at the bottom of 

the left side of the screen.

ÅYou can view these panes on the left or select to view full screen.  You just need to click 

this icon again to move back to view the panes.  
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Review Agenda

We start the agenda off with some general business information then move into an 
overview of Virtual front Office, followed by the Objectives.

We will then open up the application and walk through logging on and navigating the 
system, followed by Order and Order List.  Finishing Part 1 with ordering short cuts using 
ordering templates.

Templates in the Virtual Front Office application are partially completed orders.  It is 
typically set up to contain the basic information needed on orders of a similar type.  So that 
only the customer specific information needs to be entered.

Part 2 will review the functions that can be done to existing orders.  We will also review 
PreOrder Functions.   
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As you can see from the agenda the Virtual Front Office application is used to 

communicate with Trading Partner systems to perform order and preorder transactions.

Å It is web based and requires Microsoft Internet Explorer to run.

Å Although this training is focused on Access Service Requests (ASRs) the 

system also supports Local Service Requests (LSRs) and Trouble Ticket 

reporting.

Å The application houses business rules for the different transactions and 

validates the transaction before submitting to allow you to correct errors before 

they are found by Frontierôs systems.

Å All the ordering transactions are stored in Virtual Front Office, so you can 

reference them at any time.  We store both the request and all the responses 

received.  

Although this training is focused on the Virtual Front Office application, it is only one part of 

the solution.
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The entire system allows you to enter orders, pass them to the Frontier Provisioning 

systems, for processing and receive updated responses.

The Synchronoss solution provides this service using two applications:

ÅVirtual Front Office (VFO) ïthe order entry, order management component

ÅExchange Path ïthe Business to Business (B2B) interconnection gateway software.  

This application has two subcomponents:

ÅBusiness Rule Engine ïVerifies the data against the predefined business rules 

for Frontier and alerts the user of rule violations before transmission.

ÅTranslator ïTransforms the data into the electronic format supported by 

Frontier, (i.e., Mech Spec, UOM, Extensible Markup Language-XML).

The flow of orders is as follows:

1.Order is entered in the VFO GUI.

2.It is then sent to the Business Rule Engine to be validated.

3.If it is a valid order, itôs sent to the translator, which turns order into a format that 

matches the Frontier requirements and is sent.

4.Any responses back from Frontier are sent through the translator again, and arrive in 

VFOôs GUI to be displayed.
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Review the above objectives.

Todayôs objectives are to make sure you are able to:

Log into the application and navigate through the different functions.

Create, save, validate, and submit order transactions.

Create and apply templates

By the end of the session you will be able to:

ÅEffectively work with the Order List

ÅSuccessfully supplement orders

ÅSave Orders as new orders

ÅVoid Order

ÅWe will also make sure you have the knowledge to create, save, search and print preorder 

transactions
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We will now start working in the application.  You can follow along with the training 

presentation and take notes accordingly.  

The training approach used in each section is to demonstrate the functions, review the 

functions, give participants a chance to use the functions, and ending with a quiz.

As with any application it all starts with logging in.
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In this section we will cover:

Logging into the application - selecting Access as the Module for ASR transactions.

Changing passwords ïPasswords are case sensitive.  

Turning off the popup blocker for this application.

Navigating the Home Page.

Using the Home, About, Help System, and Logoff links. 

Using the Menu Tabs.

.
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Before you begin you will need three pieces of information:

1. URL to access the application 

2. User Name

3. Password

When you enter the User Name, it can be in any case, upper, lower, or combination.  
However when you enter your password, this must match the case used to create it. 

After entering your user name and password, select the Module you want displayed after 
you log in.  As stated before this system supports Access, Local, and TA.  You will select 
Access.

The first time you log in, you will probably want to change the password provided by the 
system administrator.  Click the Change Password check box  and click Login.

You will then be asked to enter a new password value.
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When you check the change password box a screen will appear to change your password.  

Just like most applications you need to enter your old password and then enter the new 

password twice.  This is just to make sure you donôt have a typo while entering it.

Passwords can be any combination of alpha, numeric or special characters. The password 

can be as short as one character or as long as 16.

You then click Update Password and verify the system accepted your request.
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Verify that the upper left corner of the screen shows ñSuccessfully Updated Password.ò  If 

so, you can then log in with your new password.

You will notice that the Module remains the module selected previously.  The system will 

now remember the module you last requested and display this value each time you log into 

the system.
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As mentioned earlier, the system uses pop-up windows a various points.  Depending on the 

security level of your browser, you may have issues with the application when it attempts to 

display a Pop-Up window.  

To prevent these issues, we recommend that you tell the system to allow pop-ups for this 

application the first time you log in and attempt to use it.  You will need to repeat this 

process if you switch to another computer.  You will also need to repeat this when you log 

into the production environment, since this will be a different URL.

On the browser menu bar, click Tools and then select Pop-up Blocker.  If the ñTurn-off Pop-

up Blockerò is grayed out, then no other actions are required.

If it isnôt grayed out, copy the URL for the application and select Tools > Pop-Up Blocker > 

Pop-up Blocker Settingsé.
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Enter the URL provided to access the application, click add.

You can then click Close and on the next screen click OK.

You are now ready to work with the application. 

Important note:  The browser menu options are not supported in this application.  So do 

not use the back button provided by the browser and instead only use the navigation in the 

window itself.

We will review the navigation of the application that you can use.  We will start with the 

menu options in the upper right corner of the screen.
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The first link called Home, is used to take you to the Order tab and show the order list.  You 

will find you spend most of your time with this screen since you can monitor your orders 

from this list.

To the left of Home is the module selection list.  If you want to change modules, select the 

module and click Launch.

To the right of the Home link is the About box.  This shows you the version of the 

application, who is logged in, and when the code was applied.  This might come in handy it 

something seems different and you want to see if the code has change.
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The next menu option is Help.  You can click Help if you want to review anything we have 

discussed here or you have questions about a function of the application.

To view the Contents, Index, or have access to Search function, click the ñShowò link in the 

upper left corner of the screen.  

The last option is Logout.  You will want to click Logout to exit the application.  It is 

important to click this selection so the system knows that you are no longer accessing the 

data.  This will help with the performance of the application.
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Virtual Front Office uses tabs for most of the major navigation.  These tabs do not need to 

be clicked, only hovered over.

When these tabs are hovered over, they will display a series of options to the user.  By 

clicking on one of these options, you initiate that function.

The Order Tab allows users to create a new Order, search Orders, save an existing Order 

as a new Order or template, view an Orderôs history,  create a response, Disconnect a 

circuit, and reassign an order to another user.

The Preorder tab allows users to create a new Preorder transaction or search previously 

saved Preorders.

The Template tab allows users to create new templates and to search through previously 

created ones.

Templates are partially completed orders that house data that is used over and over again.  

The purpose is to save time entering information when creating similar orders.  You can 

create templates for each reqtyp/activity or for each product type for a specific reqtyp

/activity.
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The icons that appear on the home page and other pages can be used to initiate functions 
also.  To see what an icon is used for, hover your mouse over the icon to read the tool tip.

Open Book:  This launches the History function. This function will allow you to see any previous actions that 
have been performed on this particular entry.

Sheet of Paper: This will add a Response to the entry. This is used primarily by the LEC responding to the 
order.

Funnel:  This launches the Filter function. The Filter function allows the user to narrow the records appearing in 
the Work List by some criteria. The Filter is also stored in the system so that the next time the user logs 
in, the previous Filter is automatically applied. Different filters are available in each of the modules.

Export List to Excel:  This will take the information currently displayed in the Order List and export it to an 
excel spreadsheet.

Return to Default Sort:  This takes the Order List and sorts it based on the most recent updates.

Refresh:  This will refresh the current window that the icon is displayed within. 

Disks: This launches the Save function. This will allow the user to save any changes to a currently displayed 
record. 

Printer: This will print the current order or History content. This function is valuable to provisioners who require 
hard copies of orders that have been placed or received.

Green Check:  This performs the Validation on the current order displayed. This is automatically performed 
when Submitting the order, but this gives the user the option of performing the GUI Validation manually. 

Running Man:  This launches the Submit function. The function first validates the order based on the rules built 
into the GUI. (e.g.: required fields, correct date and number formats, etc.). Once this GUI validation is 
completed, the order is sent to Exchange Path for Business Rule Validation. If the order passes the 
Business Rule validation, it is then sent to the Trading Partner.

Box above Note:  This will return the user to the Work List from whatever window is being currently displayed.
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Instruct the participants to log into VFO, add the URL to their ñFavorites,ò and ensure that 

the browser will allow pop-ups from VFO.

After everyone has completed the exercises and quiz questions review the answers.  

1. To perform ASR transactions, you must select Access.

2. Click the check box next to the Change Password option.

3. This is tricky because part of this answer is true.  However, since the User ID is not 

case sensitive the answer is false.

4. The user guides are part of the Help menu options.

5. The version of the application and install dates are housed in the About box.

6. If you click the tab the menu will disappear, so you need to hover your mouse over the 

tabs to use the menus.

In the next section we will review the most common function in the application - Creating 

Orders.



19

Besides logging into the application the next most common action is creating orders.
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In this section you will learn how to:

ÅCreate 

ÅSave

ÅValidate

ÅSubmit Orders

We will also review the forms that appear when you start a new order, the tool tips available 

to help you  complete the order, and how you can add sections or forms when multiple 

circuits are ordered.

If you are involved with wireless services and need to send a service request inquiry before 

sending the firm order request, in this section you will learn how to perform the two request 

functions that are part of the 4-Step Ordering Process.

Letôs get started.
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You start by hovering your mouse over the Order tab and selecting New.

The first field is the Order Number.  This is the same as the Purchase Order Number.  

Although the system generates a value you can change this to any alpha numeric value 

between 4 and 16 characters.  You can also include a hyphen in the PON.

The Receiver Code is where you can type either the ICSC code or the Telecordia

Registered name for the trading partner and the field will become a drop down list for you to 

select the appropriate ICSC code.  You should click the value that appears under the box to 

make your selection.  If the Guideline Version and Type of Request do not populate, then 

you need to do it again.  The system didnôt register your selection.  One tip is to click the 

tab key after populating the ICSC code.

The Guideline, Version, and Type of Request fields will be populated after the Trading 

Partner is selected.  Since the order can be a meet point order and involve other carriers, 

all registered ICSC codes are listed in the Receiver Code field.  Select the Controlling LEC 

ICSC code on this screen. 

The Type of Request defaults to Firm Order but the application also supports Service 

Requests for Wireless Facilities orders.

The Service and Type of Request will equate to a REQTYP on the order.  We will look at 

this more on an upcoming slide.

After you select an Activity then you can apply a template to the order.  We will discuss 

this more later in the training.

The Tracking check box, is used if you already sent the order using another means and 

now you are adding this to the application for manual tracking.  THIS SHOULD NOT BE 

USED WITH FRONTIER ïALL ORDERS SHOULD BE SUBMITTED.

Click Initiate to save this PON in the system and complete the order..
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This slide depicts the REQTYPE you want to generate and the criteria to use to determine 

the Service Type to select in VFO.  This assumes slide is assuming Firm Order is the Type 

of Request since the second character value is D.


