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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

ÁGeneral Business

ÁOverview of Virtual Front Office (VFO)

ÁNavigating VFO

ÁPreorder Functions

ÁCreating Orders

ÁSearching, Filtering, and Viewing Orders

ÁSupplementing, Voiding, Inactivating, and Resending Orders

ÁCreating and Working with Templates

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, 

etc.)
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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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Systems
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Engine

Translator
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Training Objectives

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

ÁLog in and navigate through the application

ÁCreate, Save, Search and Print Pre-Orders

ÁCreate, Save, Validate, and Submit Orders

ÁUse the Order List to:

Á Filter Records

Á Search for Orders

Á View the Status of Orders

Á Resend Orders

ÁManage existing Orders:

Á View Response Details

Á Perform Supplements

Á Revert Orders to Previous States

Á Void Orders

ÁCreate, Search and Modify Templates



Logging into VFO and Navigating
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In this section we will review:

ÁLogging in and out of the application

ÁChanging your password 

ÁTurning off the Pop-up Blocker 

ÁUsing the Menu Options to:

Á Go to the Home page

Á Access the About box

Á Access the Help System

Á Logout of the application

ÁThe Order, PreOrder and Template Tabs
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Login

ÁAccess Internet Explorer.

ÁBrowse to VFO URL.

Á https://<host 

name>:<port number>

ÁEnter User Name.

ÁEnter Password.

ÁSelect Access Module.

ÁClick Change Password.

ÁClick 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 (Contõd)

ÁLogin, as usual, with the new 

password.
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Turn Off Pop-Up Blocker

ÁClick internet menu 
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Turn Off Pop-Up Blocker (Contõd)

ÁClick Privacy tab.

ÁClick under the Pop-up Blocker section.
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Turn Off Pop-Up Blocker (Contõd)

ÁEnter the URL for VFO.

ÁClick Add .

ÁClick Close .

ÁClick OK.
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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.
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Action Icons

View History 

Create Response

Filter Records

Export List to Excel 

Return to Default Sort

Refresh Screen

Save Order

Validate Order

Submit Order

Print Order

Go to Order List

Resubmit Transaction

Work List Icons Other Order Icons
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Exercise/Quiz   (https://vfoclec.frontier.com )

1. Log into VFO, turn off your pop-up blocker, and add this to your Favorites.  What 

module did you select when logging into the application?

2. If you wanted to change your password, how would you do it?

3. True or False:  User IDs and Passwords are case sensitive.  

4. True or False:  You can access the user guide by clicking the Help menu option.

5. True or False:  The version of the application and its install date are listed in the 

Help section of the system.

6. True or False:  You retrieve the Order, Pre-Order, and Template menus by 

clicking on the tab.

https://vfoclec.frontier.com/


Pre-Order Overview
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In this section we will review:

ÁCreating CFA inquiries 

ÁCreating Location inquiries

ÁViewing responses 

ÁCorrecting and resubmitting a preorder transactions

ÁPrinting queries and responses 

ÁSaving responses

ÁSearching for saved preorder transactions
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Creating a PreOrder

ÁSelect menu option 

PREORDER > New

ÁMessage ID auto-populates

ÁSelect ICSC (ICSC)

ÁSelect Service Type
Á CFA_INQUIRY

Á LOCATION_INQUIRY

ÁClick Initiate


