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Using Adobe Connect

We are using Adobe Connect to present this training.  
Here are some tips when using Adobe Connect.  

1. To do the exercises, just hold down the CTRL 
key and click the ESC key, you will be able to 
switch between applications

2. Enter questions for Frontier or the instructor in 
the Chat section.  Send the question to everyone 
in the meeting.

3.
button 

4. Provide feedback to the instructor using the 
feedback button/raise hand button.
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Agenda

ÁOverview of VFO

ÁObjectives

ÁGetting Started and Navigating VFO

ÁCreating Orders

ÁCreating and Working with Templates

ÁWorking with the Order List 

ÁWorking with Orders

ÁPreorder Functions

ÁQ&A
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What is Virtual Front Office (VFO)?

ÁGateway between service/network providers

ÁAccessible via a web-based GUI 

ÁAllows ordering of local and access service requests and trouble ticket 

reporting with local exchange carriers

ÁPerforms automatic validation of service requests

ÁStores and maintains all service requests submitted and subsequent 

notifications received (i.e. FOC, Clarification, DLR)
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VFO Overview

ÁThe Virtual Front Office (VFO) application is connected to 

another application called, Exchange Path, which is made up of 

two components.
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Objectives

By the end of this training, you will be able to:

Á Navigate the VFO system

Á Create, Validate, Save, Transmit, and Print Orders

Á Create and Use Templates

Á Create, Transmit, Save, Search and Print PreOrders

Á Filter the Order List

Á Search for Orders

Á View Responses

Á View Summary Reports 

Á View  Order  Histories

Á Supplement Orders 

Á Void Orders

Á Inactivate an Order

Á Save Orders as New Orders



Logging into VFO and Navigating

7
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Login

Á Browse to VFO

http://<host name>:<port number>

Á User Name, Password

Á Module ïSelect ñLocalò

Á Change Password

Á Login
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Change Password

ÁEnter Old Password.

ÁEnter New Password.

(May not exceed 16 characters)

ÁReenter New Password.

ÁClick Update Password. 
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Change Password (continued)

Á Login as usual with the 

new password.
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Allow Pop-Ups from VFO

ÁClick internet menu Tools > Pop -up Blocker.

Á If Turn Off Pop -up Blocker is grayed out, then no action is required.

Á If not, click Pop-
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Turn Off Pop-Up Blocker (Contõd)

ÁEnter the URL for VFO.

ÁClick Add .

ÁClick Close .
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Home Page Navigation

System Menu

Click page number 

or arrow to view 

additional results

Scroll Bar to 

view all 

orders on the 

page
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Using Menu Options

ÁClick HOME when you want to return to the ORDER tab.

ÁClick ABOUT when you want to know what version of VFO you are using.
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ÁClick HELP when you want assistance with VFO.

ÁClick LOGOUT when you are not using the application.

Using Menu Options (Contõd)
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Menu Tabs

Hover your mouse over the tab to view the menu options.


