WOW PORT OUT BUSINESS RULES

Any questions concerning these processes may be directed to TeleOpsMgmt@wideopenwest.com.  


	GENERAL INFORMATION

	Company Name
	WOW! Internet Cable & Phone

	Wireless or Wireline
	Wireline

	Carrier Type: ILEC, CLEC or Reseller
	CLEC

	NPAC Registered Service Provider ID (SPID)
	4111, 6093

	OCN
	[bookmark: _GoBack]4111-IN, 667E-IL, 668E-MI, 735E-OH, 8390-GA, 6093-SC, 7779-AL, 66-TN, 8952-FL, 324-Valley AL

	Telephony Operations Hours
	Monday – Friday 7 AM to 5 PM CST



	LSR PROCESS

	1
	(NLSP) New LSP may request a CSR prior to LSR submittal.

	2
	(NLSP) New LSP completes and successfully submits an LSR to WOW.

	3
	WOW receives, acknowledges and reviews the LSR for accuracy and completeness.
· If error, go to step 4.
· If correct go to step 6.

	4
	WOW rejects the LSR and provides reason(s) for rejection within 4 Hours.

	5
	(NLSP) The new LSP corrects error(s) and re-submits LSR to WOW with new version. Go to step 3.

	6
	WOW will return a FOC with the due date and order number within 4 Hours.

	7
	WOW will issue necessary internal order(s) to port away TN(s).

	8
	(NLSP) New LSP submits pending port request subscription in SOA.

	9
	WOW will concur / release TN(s) in SOA, and initiate unconditional 10-digit trigger prior to port date.

	10
	(NLSP) New LSP completes port request. Prior to confirmed due date, if port date will be missed, a supplement or a cancellation is expected.

	11
	On due date plus one (DD+1), WOW will verify that TN(s) have been activated in SOA to the New LSP. 
· If not, go to step 12. 
· If active with New LSP, go to step 14.

	12
	If TN(s) are not active with the New LSP, a “Post FOC Jeopardy” notice will be sent for a supplement or a cancellation. 

Note: If there is no response within 5 business days, the order will be cancelled and the NLSP is required to submit a new LSR..

	13
	(NLSP) New LSP submits a supplement or a cancellation with a new version number.

	14
	If TN(s) are active with the New LSP in SOA, WOW will remove translations.






	LSR ACCEPTANCE WINDOW

	Monday – Friday
	8:00 AM to 1:00 PM CST Mon – Fri. 
Note: Orders received after 1 PM are considered next business day. 

	Saturday – Sunday
	No Requests/Responses 

	Holiday Closings
	New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Eve, and Christmas Day



	WOW PORTING INTERFACE

	Web Address
	https://sales.wowway.com/Porting/Login.aspx - Click Help - Click Request Access

	User Profile
	Each Local Service Provider (LSP) must request a valid Log-In before using the “WOW Porting Interface”. Please complete and submit to WOW the “User Profile” form. Once the request is verified and approved by WOW, a login will be assigned to each LSP. Each LSP will only be able to view their company specific requests, status and history. This form can also be found in Appendix A.



	CSR REQUESTS

	CSR Overview
	LSP may request a CSR prior to LSR submittal. WOW will provide a Customer Service Record (CSR) for telephone numbers that are active on our network. WOW will accept CSR requests from another LSP acting as an authorized agent for the customer. The LSP must have a Letter of Authorization (LOA) and retain it on file. WOW will provide the CSR to the originator of the request provided the mandatory fields on the CSR form are complete. CSR is a prerequisite to an LSR submission and a LSR can not be launched from a viewed CSR that is greater than 5 business days.

	CSR Response
	The CSR response to the requestor will contain the following information from WOW: Billing Information, Line Information, as applicable. 

	CSR Rejects
	CSR requests that cannot be processed will be rejected. The Reject Reason(s) will be listed on the CSR response returned to the CSR requestor.  

	CSR Escalation
	For escalation process and contact information, please refer to the WOW Escalation Process and Contacts. Once contacted, the WOW Representative will investigate to determine the status of the original CSR request. WOW will provide status within 2-3 business hours of receiving the initial escalation.




	LSR REQUESTS

	LSR Overview
	The following are the procedures associated with requesting an LNP Port Out from WOW. These procedures will be used for requesting LNP Port Outs where TN’s reside on WOW’s network.  To determine whether a port out request should be directed to WOW, the New LSP should check NPAC to verify the SPID of the current service provider for the telephone number(s) to be ported. The SPID is SIGECOM 4111 or Knology 6093. If there is not an active record at NPAC, the gaining LEC should check the OCN in the LERG to determine whether WOW is the current service provider.

Note: Prior to LSR submission, the new LSP must have viewed a valid CSR within past 5 business days.

	LSR Submission
	The LSR request must be submitted on-line via “WOW Port Out Tool”. If the “WOW Port Out Tool” is not available, the requesting LSP can submit an LSR request via e-mail to TeleOpsMgmt@wideopenwest.com.

	LSR Confirmation and Response
	Upon receipt of a complete and accurate LSR, WOW will issue a local service confirmation within 4 Hours. WOW will return the following on the FOC: Response date & time, Order number, Due date, TN(s), and WOW contact, should an SOA concurrence be required for escalation.

	Interval
	The LSR Confirmation will be sent within 4 Hours of a receipt of the clean LSR. WOW’s response interval does not begin until a complete and correct LSR is received from the new LSP. LSR’s received by WOW after 1:00 PM CST will be counted as having been received on the following business day. If no response in the specified time frame, a follow up call for status of the service request should be made.

Note: This does not include intervals when 3rd party providers are involved.

	Port Order Interval
	As noted previously, the interval does not begin until WOW has received a clean service request from the new LSP. If the service request is not received by 1:00 PM CST, the due date is moved out by one business day. Once the FOC is returned, WOW’s interval for processing port outs are as follows: (Simple Port) = 1 Business Day

	Supplemental Order
	New LSP must issue a supplemental order to WOW to identify any changes in due dates, as well as any changes or corrections to information provided on the original port out LSR. A supplemental order can only be sent after the original LSR has been rejected or confirmed. Please refer to the WOW Escalation Process and Contacts. Changes to original request that add an activity or additional numbers may impact the confirmed due date.  If WOW does not receive a supplemental order within 5 business days after the confirmed due date, the original port out request will be cancelled.

	Cancellation Requests
	WOW will process cancellation request from the new LSP if received within 4 business hours of confirmed due date and time. If a cancel request falls less than 4 business hours, please refer to the WOW Escalation Process and Contacts to speak with a representative.

	Expedite Requests
	Expedite requests will only be considered once a confirmation has been received by the new LSP. The new LSP is required to supplement the LSR for a new due date with a new version, and the expedite field populated. WOW will respond to expedite requests within 8 business hours. If an escalation is needed, please refer to the WOW Escalation Process and Contacts.





	
LSR REJECTIONS and RESPONSES

	Pending Install
	Requested TN(s) that is/are pending install will not be eligible for migration.

	Pending Disconnect
	Requested TN(s) that is/are pending disconnect will not be eligible for migration. Client will be required to contact WOW for further action on TN(s).

	Pending Move, Add or Change
	Requested TN(s) that is/are pending move, add or change will not be eligible for migration. Depending on the status, the new LSP will be instructed to resubmit at a later date or client will be required to contact WOW.

	Disconnected
	Requested TN(s) is/are disconnected will not be eligible for migration.

	Local Service Freeze
	Client will be required to contact WOW to remove local service freeze on account.



	ESCALATION PROCESS

	Guidelines
	WOW guidelines for escalations are as follows:
· Requesting LSP did not receive a response within the standard interval outlined in the process documentation.
· Allow 2-hour intervals for response at each level of escalation. 

When it is necessary to escalate, the requesting LSP should contact WOW and provide the following information:
· LSP Contact Name and Telephone Number
· BTN / WTN
· Customer Name
· Originating date of request
· Description/Reason for escalation



	ORDER ASSISTANCE/ESCALATION CONTACTS

	TeleOpsMgmt@WideOpenWest.com







APPENDIX A - CSR FIELD REQUIREMENTS
 
	CSR FIELD REQUIREMENTS

	CSR Field
	Required
	Field Rules

	1. Working Telephone Number (WTN)
	C
	Populate the WTN field. If WTN field is not populated, must populate Account Number field.

	2. Account Number
	C
	Populate Account number. If the Account Number field is not populated, must populate WTN field.

	3. End User Authorization
	Y
	Must populate in order to view CSR. Note: WOW will accept CSR requests from another LSP acting as an authorized agent for the customer. The LSP must have a Letter of Authorization (LOA) and retain it on file.


Note: Y=Yes, N=No, C=Conditional, O=Optional

APPENDIX B - LSR FIELD REQUIREMENTS

	ADMINISTRATIVE SECTION

	LSR Field
	Required
	Field Rules

	1. CCNA
	Y
	C1 will populate based on login ID

	2. PON
	Y
	· Allow up to 24 characters
· PON can not already exist for CCNA

	3. SUPTYPE
	Y
	· Choices are: Not Selected (Default), 1 – Cancel, 2 – New Due Date, 3 – Correction 
· SUPTYPE must = Not Selected if VERSION = 00, if does not equal, do not allow off tab and respond with following error message “SUPTYPE invalid for VERSION”
· Subsequent Version must not = Not Selected

	4. VERSION
	Y
	· 2 characters 
· C1 to auto populate VERSION – when Create LSR chosen, set VERSION to 00 
· Field not editable by LEC at version 00 
· Do not allow more then 8 versions (07), if LEC exceeds reject with following error message “Version exceeded – Please cancel and submit with new PON number” 
· Only exceed 8 versions (08) if SUPTYPE = 1 – Cancel

	5. DTSENT
	Y
	· C1 will Date/Time Stamp the LSR when “Submit” selected 
· Field will be grayed out until “Submit” selected 
· Tool Tip will state “DTSENT will be populated at time of Submit”

	6. DDD
	Y
	· Must be valid Month/Date/Year
· Valid date entered is based on REQTYP
· REQTYP CB = 5 Business days
· REQTYP BB = 10 Business days

	7. DFDT
	Y
	· If REQTYP = CB, DFDT must = 11:00 pm
· If REQTYP = BB, DFDT must = 7:00 am – 11:00 pm

	8. REQTYP
	Y
	· Choices Are: Not Selected (Default), CB – Number Portability Only, BB – Loop w/Number Portability

	9. ACT
	Y
	· Choices Are: Not Selected (Default), Full Migration, Partial Migration

	10. EXP
	N
	· Will only be available to select if latest version of PON is a valid FOC.
· Choices Are: No (Default), Yes

	11. SPID
	Y
	· Must be 4 digits
· If TN(s) going from facility base to resale, must note in remarks the incumbent LEC’s SPID

	12. AGAUTH
	Y
	· Must be checked

	13. AGDATED
	Y
	· Must be valid Month/Date/Year
· Cannot be > than 60 calendar days

	14. AGAUTHNM
	Y
	· Cannot be null

	15. TOS
	Y
	· Choices Are: Not Selected (Default), 1 – Residential, 2 – Business, 3 – Government

	16. RPON
	O
	Allow up to 24 characters

	17. RORD
	N
	Allow up to 24 characters

	18. LSPAUTH
	Y
	Allow up to 24 characters

	19. LSPAUTHDATE
	Y
	· Must be valid Month/Date/Year
· Cannot be > then 60 calendar days


Note: Y=Yes, N=No, C=Conditional, O=Optional
	CONTACT SECTION

	LSR Field
	Required
	Field Rules

	1. INIT_NAME
	Y
	· Allow up to 30 characters
· Field cannot be null

	2. INIT_PHONE
	Y
	· Validate for NPA/NXX format
· Field cannot be null

	3. INIT_EMAIL
	Y
	· Allow up to 50 characters
· Field cannot be null

	4. INIT_FAX
	Y
	· Validate for NPA/NXX format
· Field cannot be null



	REMARKS SECTION

	LSR Field
	Required
	Field Rules

	1. REMARKS
	C
	· Required if SUPTYPE=3



	END USER INFORMATION SECTION

	LSR Field
	Required
	Field Rules

	1. EUNAME
	Y
	Must = NAME field on CSR at time of “Submit”

	2. SAPR
	O
	

	3. SANO
	O
	

	4. SASF
	O
	

	5. SASN
	C
	· This field is pre-populated with option to edit

	6. LCON
	Y
	· Allow up to 30 characters
· Field cannot be null

	7. TEL_NO
	Y
	· Validate for NPA/NXX format
· Field cannot be null



	LINES SECTION

	LSR Field
	Required
	Field Rules

	1. Customer Lines
	Y
	· This field will display all the TN(s) on the CSR along with their TXNU

	2. Port to New Carrier
	Y
	· This field will be populated with the TN(s) from Field 1 that the carrier wants to port
· Must not be null

	3. Lines to be Disconnected
	C
	· This field will be populated with the TN(s) from Field 1 that the carrier wants disconnected
· Field must not be null based on activity type

	4. Lines to Remain with WOW
	C
	· This field will be populated with the TN(s) from Field 1 that the carrier wants to remain with WOW
· Field must not be null based on activity type

	5. Lines not found on the CSR that need to be ported
	N
	· This is a section for the carrier to populate TN(s) that they believe to belong to the client they are assuming however, the TN(s) do not appear on our CSR
· Must be valid for NPA/NXX/XXXX

	6. Remarks
	C
	· Must not be null if field 5 is populated


Note: Y=Yes, N=No, C=Conditional, O=Optional
		
