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Distributor/ Universal Partner: Account Management Navigation

Account/Sub-Accounts/Account

TOP Nawgatmp Men.U: The top Breadcrumbs: Reference the breadcrumbs to
Navigation b?r prowde.s.un.:k acces§ to determine the account level you are accessing.
Accounts, Trials and Billing information Click on a level to navigate directly to an account
related to the Partners and/or customers ; .
in the hierarchy
set up under your account. *
Simply click the tab of choice to navigate Accounts Trials Billing Ribbon Communications / Distributor 1 + @ ﬁn,..
directly to the area of interest. i & Avatar: Links you directly
to your account profile. This
Distributor 1 Custor“r'rer Por'ta\‘:}g. link allows you to switch
accounts or logout of the
.. ’ ortal.
Distributor Name: _-.u"" Search Hierarchy ", .. ’
The distributor or Universal ~_..=**™ Support Link: The
Partner Name appears at the “a" Name Account Reference Account Link Portal Link ‘\, ® support link provides qUiCk
top left of the page. access to support tools.
Add Account: Click the “““’ » Indirect Partner A = (1 Accounts) Customer Portal | BaCk/Up Arrow:
Blue Add Account button to . » . Indirect Partner B :; = Customer Portal 1 l Switch between the gIObaI
= H address book and the

set up a new Indirect Partner.
P personal address book.

o :: Page 1 of 1 20 réws ~
Indirect Partners: Each .= :

of the partners added will
appear beneath the distributor

name.
Expand Arrow: Click the ACCOUNT link: To View Customer Portal: To
expand arrow to view a the customer accounts access the Customer Portal
summary of partner for a specific partner, for a specific partner or
information. click the blue account customer, Click the blue link
Details specific to the partner hyperlink provided. provided on the row that
will appear below. correlates with the partner
Refer to the View or Update or customer of interest.

Existing Partner Section for
details
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Universal Partner: Account Management Initial Login View

Portal Level: The
breadcrumbs at the top right
of the screen indicate the level
being viewed.

Q ribbon o nts 5 J Universal Partner 1 A @ -

U n iversal Pa rtne r 1 Universal Partner 1 Customer Portal 9

o

Indirect Partner List: From

Name Account Reference w
the Universal Partner Level, a List of

Indirect Partners are displayed

LN
LN
"~
L
L
L
L
L
LN
L
L
L
L
L
L
L
L
L
.

» Indirect Partner A = (2 Accounts) Customer Portal

» Indirect Partner B = (1 Accounts) Customer Portal

Page 1 of 1 20 rows v
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&3 rivbon

Administrator Users: The initial
administrative User can set up
additional administrative by selecting
the Administrative Users Tab.

& ribbon

Manage Universal Partner 1

Invite Administrator Users:
Click the blue Invite
administrative user button.

Complete the fields listed in
the form provided:
« Email
* First Name
* Last Name

Uze the form below 10 inaite an Administrative User, Once submitted the user will receive an email This

coMains an acceptance link that wall then create the user account with the pre-selected roles

Universal Partner 1 ~ /] a

Email First Name Last Name
Role: Select the role from the =eererremresese. ‘Invite: Click the blue
drop -down menu provided *: Roles [ v] ______ £ Invite button.
+ Account Owner '
« Service Contributor Cancel | Account Owner
e Service Viewer Service Contributor

Your Ribbon Connect for Microsoft Teams Account

Email Invite: An email
is sent to the User with
instructions and link on
how to access portal.

*Important Note: Any Account Owner or Service Contributor roles created
are required to be an Authorized Purchaser as per the Ribbon Cloud Subscription
Agreement terms and conditions.

Repl % Reply All —> Forward
Ribbon Connect <noreply@rbbnconnect.com> © Renly © Renly orwar
To © Kendrick, Becky Mon 9/21/2020 8:44 AM

NOTICE: This email was received from an EXTERNAL sender

Dear Customer,

You are receiving this email because an administrator has invited you to access the Ribbon Connect for Microsoft Teams portal on behalf of Reseller
1. Please click on the link below to accept this invitation.

Accept Invitation

Regards,

The Ribbon Connect for Microsoft Teams Service
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Universal Partner: Adding an Indirect Partner Account

Portal Level: The breadcrumbs at
the top right of the screen indicate
the level being viewed.

wns®
s
ws
------
s
ws
.

Adding and Indil‘eCt Partner @ r|bboﬂ Accounts  Trials Billing Ribbon Communications / Distributor 1 4 &
Account: Click the blue Add Account —
button located at the top left of the-.., Customer Portal
page. .. — e oo o Shortcut: ciick the blue
Distributor 1 PrreUor T oM PR e assseseaee e customer portal link to navigate
Complete the fields listed directly to the customer portal to
in the form provided: .' Search Hierarchy begln service COangUrathn
Name: Indirect Partner Name UI R DEEE
Reference: Your internal or CRM reference .....esssssssssesssss=t""" Nome - N Reference: Your internal or
for the Indirect Partner company CRM reference for the Indirect
.. Primary Country Select.. Edit Available Services Partner company
- 2) Order Subscriptions
Plan Quantity Unit Price Total - .
Country: The Iocation Of TRIAL LIC FOR TRUNK USERS FOR CUSTOMERS (RC-DRAAS-TRK-TRIAL) [  aesssssssssisusseessasasaisssssssususanaNeuesssnassananununnnfuaunns Add BUtton. C-:IICk thhe
the Indirect Partner operation ( : |+ [ @ green button to adjust the
HQ quantity field.

TRIAL LIC FOR PBX USERS FOR CUSTOMERS (RC-DRAAS-PBX-TRIAL) n 0

3) Invite Account Owner

Note: The Unit price and
Total is only viewable by the
Emailladdress Account Owner.

Whilst creating an account you can optionally send an email invite for an account owner. User invitations can also be sent via the 'Account’ screen once setup is complete.

Email Address: The email address cancel [
of the Indirect Partner administrator

"~
L
"
0

Name Account Reference Account Link Portal Link

*-...... Add: Click the blue “Add”
button to process the order.

» Indirect Partner A = (1 Accounts) Customer Portal

> Indirect Partner B = Customer Portal

Page 1 of 1 20 rows v
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Universal Partner/Direct Partner: Creating a Customer

@ fivvon R . st bartner 11 ndivect Partner TIP: The breadcrumbs indicate the

""""" customer is set up under Indirect
Partner A. This can be used to validate
the customer is being added to the

Creating a Customer: Click the Add
Account button. And a form will appear.
Complete the fields in the form as detailed

below. Indlrect Partner A Indirect Partner A Customer Portal 3 right level
Account: Click the Add Account button
and a form will appear. Complete the fields in ..iccevievnneenns + Add Account

the form as detailed below.

1) Account Details

Reference: Your internal or CRM

Name: Customer Name ===ssesssresmunanaass Name Customer 3 Reference CRM Reference for Customer3 | [ssssssesassasassesdiumnass: reference for the order

i . Edit Available Services
. . P C
Country: The location of eeecerssssremsseenns Sy United Kingdom PP T T T T T E T T I T T E T T T T T ITTITIIIIIII I

the Customer

------ Quantity The quantity of
the required subscriptions

2) Order Subscriptions

Plan Quantity Unit Price Total - .
Unit Price and Total Cost:

WU (I R S ) x 4 EES usoizgo | . These fields are displayed at the Universal
Partner view and not displayed on the

PBX User (RC-DRAAS-PBX-SUB) u ; USD 6.00 USD 0.00 Partner or Custorner View.

3) Invite Account Owner

Whilst creating an account you can optionally send an email invite for an account owner. User invitations can also be sent via the ‘Account’ screen

once setup is complete.
" @ ...............

Email Address: The
email address of the *==* = ==r=reesnaruas Email Address admin@customer3.co.uk
Customer administrator

Add: Click the blue Add
----- button to complete order
setup.

Place Order X

You are about to place an order as Universal
Partner 1 with Ribbon Connect. The total
. ot will be:
* USD 12,00

By continuing you agree to the Ribbon

Note: This is the Ribbon electronic Order Form, only Connect Terms and Conditions. Place Order Confirmation: A confirmation
authorised users should be able to place an order on Set an optional reference for your order: window will appear to confirm order. Review details,
behalf of an Account s update optional order reference field.

SRR PlacoOrcer [ 1P TTENR Place Order: Click the Place Order

Place Order .

button to complete order setup.
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&3 rivbon

level view, locate the Indirect Partner

in the list and select the Account link ~"***+«..,
associated with the Indirect Partner.

LN
LN
L
"

L
......
L

Indirect Partner View: The

.
Py
.
----
s
.
s

customers for the Indirect Partner will
be viewable at this level. Click the
Portal Link to view users.

&3 ribbon

Jniversal Partner 1 Customer Porta

Universal Partner 1

+ Add Account

Name

Indirect Partner: From the top- e

Account Reference

Account Link

Portal Link

» Indirect Partner A Customer Portal

K
Page 10f 1 “"’

.
o"
.

.
.
o

Account Link: Click the
Account Link to navigate to
the customer level.

Tip: The Breadcrumbs in
the top right show the portal
is at the Indirect Partner’s

Level
£ ribbon + o
Indirect Partner A Indirect Partner A Customer Portal

Name Account Reference Account Link Portal Link

» Customer 2

[}
fa)
¢
S
o
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Distributor/ View or Update Existing Partner Account Details

Q rlbeﬁ Accounts Distributor1 A @ @&
Distributor 1 Pistibutert Customer bl -
Customer Portal Link: Once the
service order has been completed, click the
Name Account Reference Account Link Portal Link Blue Ilnk prOVided tO naVigate tO the

customer portal

¥ Indirect Partner A B ( ints] Customer Portal
Partner Name: The Partner Name Account Details show advanced fields
appears and can be updated in the field =rr====rrr=emmrrrannnmmnnnes .
) Indirect Partner A Reference @
provided.
- e emmrssssssssesssesessees Primary Country Jit Available Ser
Primary Country: view and update piss ngdom
the primary country previously entered
) ."- [l H
Subscriptions: A list of Subscriptions Viewg Acthe nly oo, SAVE: Click the blue Save
current active subscriptions You do not currently have any subscriptions button Zo savihény updates
) ) ou made on this page.
will be summarized here ) Y pag
Purchase Services
Plan Quantity Unit Price Total
TRIAL LIC FOR TRUNK USERS FOR CUSTOMERS (RC-DRAAS-TRK-TRIAL) n 0
TRIAL LIC FOR PBX USERS FOR CUSTOMERS (RC-DRAAS-PBX-TRIAL) n 0
Il ( Order Subscriptions ’
» Indirect Partner B E'.‘ .'. Customer Portal . Re..,
Page 1 of 1 2010ws v 3 : Order Subscription:

Once the quantity has been
entered, click the blue order
subscription button to
process services order.

Purchase Services: To
add services to this
account, click the green
plus sign and update the
quantity field.
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Universal Partner: Updating a subscription for a Customer

The Indirect Partner may from time to time wish to increase or decrease the Customer’s subscriptions, to achieve this:

@ ricoon nts Billr lsrss Patner |/ ndivect Princ AL, 0) | & 1 Validate Level: Double-check the

-------------
-----

level based on breadcrumbs

Select Partner: Navigate to the . ...eeesss=™™ ]ndirect Pa rtner A Indirect Partner A Customer Portal 9

+ Add Account arch H

Name Account Reference Account Link Portal Link

Indirect Partner Level of interest.

Customer: Select customer from
the list provided in name column..,,
Click the arrow ( expand) icon s,

‘e

]

*+,, P Customer2 Customer Portal
.

Customer Portal

]

E Customer 3 CRM Reference for Customer

Account Details: view and/or

update fields provided.

Name . a has S 2 c
Customer 3 Reference CRM Reference for Customer

it O i Save: Click the SAVE button

Update Quantity: an
Update Quantity menu will
o appear once the edit Icon is
selected. Update the quantity
in the field provided and click

Subscriptions: Scroll down to the
Subscription section. From here you = — Update Quantity P
P j YOU Subscnptmns Viewing
can select a service under the plan New Quantity

g S ‘40‘
T

column. Plan Status Quantity Unit Price L

Trunk User Trial Active, expiring in 25 days 25 e . the Update Quantity Button to
- complete.
. . Trunk User USD 3.00 USB-12:60 USD 18.00
111] Cancel Service: Select the ...eewseesesssrsssnnessessse Ly — T
Delete Icon to cancel the subscription. R —— e, Total Field: The amount displayed

‘ Update Subscriptions in the Total Amount Field will update

once the update Quantity is complete.

> : P—
,® Update Service: Click the Edit Icon to update the Update Subscription: Click the Update
subscription. An Update Quantity menu will appear once this is Subscription button to finalize the service
selected. subscription update.
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Universal/Direct Partner: Deleting a Customer

@ ribbon ccounts Indirect Partner A 4 @ &
Indirect Pa rtner A ndirect Partner A Customer Portal 9
Access the Active ...
subscriptions: Navigate to the
Name Account Reference Account Link Portal Link

appropriate customer or partner.

»  Customer 2 Customer Portal

Customer Portal

¥ Customer 3 CRM Reference for Customer

Account Details

Name

Customer 3 Reference CRM Reference for Customer
: . . Edit Available Services
Primary Country United Kingdom
Subscriptions Viewin, Plam : Guantity

Plan Status Quantity ‘,‘-" Unit Price Trunk: Liser (RC-DRAAS-TRUMK-SLIEH) . n

. H

ot H

Trunk User Trial Active, expiring in 25 days 25"' . e e P H

e FBX User [AC-DRAAS-PEX-SUE H n o

.* -

Trunk User Active[ g | et 4 4 USD 3.00 :

. H

View Subscriptions:
Navigate to the Subscription
section and click the Delete icon
for any active services.

PEX User USD 6.00

...................................... ate Quantity: Update the
antity for all active services to “0”

Update Subscriptions: Click the
Updated Subscription button once all active
services quantities are set to “0”.

Note: There is no explicit delete function for the
Customer or Indirect partner. The portal will
automatically remove Customer and associated data
14 days after there are no active subscriptions.



