uControl
Managing 911 Information

Important note regarding 911 service: VoIP 911 service has certain limitations relative to
Enhanced 911 service that is available on most traditional telephone service.
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Login to uControl

Open your web browser and go to https://ucontrol.thinktel.ca. Once there, you will be prompted to
login; simply enter the username and password that were provided to you when you opened your
account with ThinkTel. If you do not have the information at hand, please contact your Account
Manager or Account Relations Manager.
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Navigate the Management Menu

The first step in managing your 911 data is to choose 911 Management from the Management
menu.

o
Th’nk1-el Profile ~+  Services ~ Orders -  Billing~ Support~ Q
eI FiATE -2 N
911 Management
My Account - Company ABC My Recent Invoices cent Orders

Dashboard

Account Manager House Date Number Total Date Completed Date Data
Provisioning Device
Sales Agent 11-10 5877824115
Users
Account Relations Manager House - 5877824113
Contact Homer Sipsons
2014-11-10 5877824112
Type Commercial
2014-11-10 5877824102
Payment Option Cheaue o
Create Payment Profle 20141107 5877824108

My Numbers

@ Downioad All Search;

Number 4 parent Label Additional Label Offering Type

5877824102 5877824100 DID Details | Edit
5877824109 5877824109 Edmonton Standard Retail Sip Trunk SIP Trunk Details | Edit
5877824112 5877824109 DID Details | Edit
5877824113 A877824109 DID Details | Edit
5877824115 5877824100 DID Details | Edit
show| & v |enties Showing 110 5 of 5 entries w o~

911 Management Page

After selecting 911 Management you will be brought to a page listing your current 911 records.
ThinkTel Profile +  Services - Management ~  Orders ~  Billing ~ Support ~ Q

911 Management

@ Download List @ Download Missing @ Upload Changes

Search.

Phone First Name Last Name TransactionType Status

No data available in table

Show 50 v entries Showing 0 to 0 of 0 entries M K LI |

Above the table listing your current 911 records you will see four Tabs:

Create: Create a single 911 record for a number that currently has none.
Download List: Download a CSV file listing all existing 911 records.

Download Missing: Download a CSV file listing all numbers that do not currently have a 911
record.

Upload Changes: Upload a CSV or XLSX file to make bulk changes.

If you have any existing 911 records, then you will also see an Edit and Delete link in the
Action column



Create 911 Record

Upon clicking the Create Tab on the 911 Management page you will be brought to a page with a
blank form to fill out.

Create
911 Information
Number 5677824102

First Name

Last Name

Suite Number

Street Number

Street Name

City

Province

Postal Code

Transaction Type Add

Other Information

Choose Number

The first step is to choose the number for which you wish to add 911 information. Click the drop
down arrow and select the number from the list. The drop down only displays numbers on your
account that currently have no 911 information.



Create

911 Information

Number RATTE24102

- 5877824102

First Name 5877824108
BBT7E24112
BB7T7E24113

Last Name 5R77824115

Suite Number

Street Number

Street Name
City

Province Select an Option

Postal Code

Transaction Type Add

Other Information

TIP: If you have many numbers on your account, then you can optionally type in the first few
digits of the number while the drop down is selected. This will reduce the list to only those
numbers that match what you have typed; making the list much easier to navigate and to select
the number you want.

Enter Address Details

Once you have chosen the number you wish to add 911 information, then you are ready to enter
the address details. When you are satisfied everything looks correct, press the Create button.



Create

911 Information

Number

RATTE24102
First Name
Last Name ThinkTel
Suite Number 1506
Street Number 10250
Street Name 101 ST NW
City Edmonton
Province Alberts
Postal Code TR 3P4
Transaction Type Add

Other Information

Create Cancel

After clicking the Create button you will be brought to a page listing your 911 records and their
status.



ThinkTel

911 Management

@ Download List @ Download Missing @ Upload Changes

Phone First Name
6877824102

Last Name
ThinkTel

Show | &0 v entries

Profile ~  Services ~

TransactionType

Accepted OK

Showing 1 o 1 of 1 entries

Management ~

Orders ~

status

Add

Billing ~ Support~ Q

Search:

Edit | Delete

l«kn»m

Update 911 Record

Upon clicking the Edit link on the 911 Management page you will be brought to a new page
showing the existing 911 information for the number.



Edit : 5877824102

911 Information

Number RB77824102
First Name

il T ThinkTel
Suite Number 1506
Street Number 10250
Street Name 101 ST NW
L Edmonton
Province Alberta
Postal Code T5. 3P4

Transaction Type Modify

Other Information

Save Cancel

Change Address Details

Choose which information you wish to change or correct. When you are satisfied everything looks
correct, press the Save button.



Edit : 5877824102

911 Information

Number RETTA24102
First Name

LS T ThinkTel
Suite Number | 1504)
Street Number 10250
Street Name 101 ST NW
City Edmaonton
Province Alberta
Postal Code T5. 3P4
Transaction Type Modify

Other Information

After clicking the Save button you will be brought to a page listing your 911 records and their
status.



ThinkTel Profile ~  Services ~ Management ~  Orders ~  Billing~ Support- Q
—

911 Management

® Download List @ Download Missing ~ ® Upload Changes

Search:

Phone First Name Last Name TransactionType status

5877824102 ThinkTel Accepted OK Modify Edit| Delete

Show 50 v enies Showing 1o 1 o7 enres WK - WM

Bulk Create

For customers that order a large list of numbers and wish to update all numbers from
spreadsheet data or output from your existing administrative systems, we have provided a
method to bulk create 911 records.

Download Missing

The first step is to click the Download Missing link on the 911 Management page. This will
download a CSV file listing all numbers that do not currently have a 911 record, along with the
appropriate columns required by our upload page. In the example below, the file was downloaded
and opened in Microsoft Excel 2010.

Al - f< | Phone Number v
A [ € D E F G H | 1 K L M N o P a4

1 Phone NumtFirst Name LastName  Suite Numbe Street Numk Street Name City Province  Postal Code Transaction Type

2 | 5877824109 Add

3 | 5877824112 Add

4 | 5877824113 Add

5 | 5877824115 Add

6

7

3

9

10

1

12 _

13

14

15

16

17

18

19

20

21

22

23

24

= -

14 4 ¥ #| Missing911Subscribers_10112014 - %J [« 20|

Enter Address Details

The second step, once you have downloaded the CSV file, is to enter address details for each of
the numbers. If you only wish to create 911 records for a subset of the numbers, then simply
remove the rows you haven't filled out before saving.



A6 - fe v
A B € D E F G H | 1 K L M N o P &=
1 Phone NumtFirst Name LastName  Suite NumbeStreet Numk Street Name City Province  Postal Code Transaction Type M
2 | 5877824109 ThinkTel 1506 10250 101STNW  Edmonton  AB T5) 3P4 Add
3 | 5877824112 ThinkTel 1506 10250 101 STNW Edmonton  AB T5) 3P4 Add
4 | 5877824113 ThinkTel 1506 10250 101STNW  Edmonton  AB T5) 3P4 Add
5 | 5877824115 ThinkTel 1506 10250 101 STNW  Edmonton  AB T5) 3P4 Add
5 L]
7
8
9
10
1
12 -
13
14
15
16
17
18
19
20
2
22
23
24 B
= -
4 4 * | Missing911Subscribers 10112014 %1 [0EN I ] » [

NOTE: You should not change the header names, or modify data in the Phone Number or
Transaction Type columns. If you do, then uploading the file will very likely fail.

Save As CSV File

The third step is to save the updated CSV file locally on your computer. Where to save the file is
up to each individual user; however, you will have to remember where you saved it and be able to
find the file in subsequent steps.

For Microsoft Excel users, you must ensure the correct file type is chosen and choose Yes when
it asks to leave out incompatible features.

3] Save As - -
i
| = L. = Documents » uControl » Examples -
il ——— = =

File name: | rissing

Save as type: [CS'U’ (Comma delimited) (*.csv)

Authors: Add an author Tags: Add a tag

= Browse Folders Tools ~

missing.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

» T keep this format, wheth leaves out any incompatible features, dick Yes.
» To preserve the features, dick Mo, Then save a copy in the latest Excel format.
» To see what might be lost, didk Help.

®

LYe | [t | [ oo |




Upload Changes Page

The fourth step is to upload your previously saved CSV file back into uControl. This can be
accomplished by first clicking the Upload Changes link on the 911 Management page,
then Choose File on the Upload Changes page.

ThinkTeI Profile ~ Services ~ Management ~ Orders ~ Billing ~ Support ~ Q
—— T

Upload Changes
File Name [ Choisissez un fichier | Aucun fichier choisi

Uploaded file must be a csv or xlsx file
Please upload a 10 column csv or xlsx file with the following layout. We recommend submitting 200 numbers or less at a time.

Fhone Number,First Name,Last Name,Suite Number,Strest Number,Street Name,City,Province,Postal Code,Transaction Type
7805552222, John Doe, ,6,Acorn Cres,Somewhere, AB, T9X X9, Add Or Update Or Delete Or No-Change

Choose Previously Saved CSV File

How you choose the previously saved CSV file will be different depending on your browser and
operating system. Please consult your browser’s (Internet Explorer, Firefox, Chrome, Safari, etc)
documentation if you require details.

4= . b Libsarier » Decuments » uControl » Examples | 4y | Search Benpler

Oeganize = e fcdder = [ @

VT Favorites Documents Iibrar}"
B Desktop Eaamples

& Devmloads Name Dt ervodned Type Size
W Recert Places |2
b

Mrange by Folder ™

(k] missing.cov 2E-03-0811:53 ... Microsolt Excel C... KB

wa Libragies
9 Decurnents
1 My Documentr
s Public Docurnt
ot Music
b= Pictusres
H vidare =

File pammies  missing s - |AIHG "|
Open 7] [ Conce ]




Upload

Once you have chosen your file, it should display on the upload page and you are ready to click
the Submit button

ThinkTeI Profile ~ Services - Management ~ Orders ~ Billing ~ Support ~ Q
—_—

Upload Changes

File Name Choisissez un fichier | Aucun fichier choisi
Uploaded file must be a csv or xisx file
Please upload a 10 column csv or xIsx file with the following layout. We recommend submitting 200 numbers or less at a time.

t Name,Last Neme,Suite Number,sts Number, Street Neme,City,Province,Fostal Code,Transaction Type
Doe, ,&,Acorn Cres,Somewhere, AB,TSX 9X9,4dd Or Update Or Delete O No-Change

After clicking the Submit button you will be brought to a page listing your 911 records and their
status

ThinkTel Profile ~  Services ~ Management -  Orders ~  Billing~  Support~ Q
— e

911 Management

® Download List @ Download Missing ~ ® Upload Changes

Search:

Phone First Name Last Name TransactionType Status

5877824102 ThinkTel Accepted OK Modify Edit| Delete
5877824109 ThinkTel Modify Edit| Delete
5877824112 ThinkTel Modify Edit| Delete
5877824113 ThinkTel Modify Edit| Delete
5877824115 ThinkTel Accepted OK Modify Edit| Delete
Show 50 v entries Showing 1 to 5 of 5 entries M K - LI}

Bulk Update

For customers that manage a large list of numbers and wish to update many numbers from
spreadsheet data or output from your existing administrative systems, we have provided a
method to bulk update 911 records.

Download List

The first step is to click the Download List link on the 911 Management page. This will download
a CSV file listing all existing 911 records in the format required by our upload page. In the
example below, the file was downloaded and opened in Microsoft Excel 2010.



Reasty |

o

Emert Fage Layousd Famulas Data Eeview ik Team £ @ o g B

2‘- & it " - A, = . = n - o y e - E- >

S gy ol " Aw -‘T‘b El rﬁé % _iL_‘lE S Celete v E'ﬂ lfa_

Mg BB A EEREE D 9% WA T G| .| o 88 S2E
Cliphoard & Fart alignment . Murker Styfes Cells Ldsting

- " Sfi | Phone Numbae
Y B D) E F et e ] I ] e

1 First Name Last Mame Suite Number Strect Number Stract Name City Provinge Postal Code Transaction Type Status

2 4508680249 ThinkTel 1506 10250 101 5T MWW Edmonton AE TSI 3P4 NoChange Accepted OF

3 ASAE10039F ThirkTel 1506 10250 101 ST MAY  Edmanton AB T5) 3P4 Me-Change Accepted OF

& AFF100T0E ThirkTel 1506 10250 101 ST HAY  Edmonton AB T5) 3P Me-Change Accepted OK

a5 S1A5E7658D ThinkTel 1506 10250 101 STHAY  Edmanton AR T3l 3P4 No-Change Accapted QK

& SIAFETEEIL ThinkTel 1506 10250 101 ST R Edmanton AB Tal P4 Me-Change Accapted QK

7 S8TRARGI0 ThinkTel 1504 10250 101 T MW Edmonton AE THI3Pa Ne-Change Accopted OK

] B e ThirkTel 1506 10250 101 ST Edmanton AR Ta1 2R Ne-Change Arcepted OF

a SRTTIH0632 ThirkTal 1506 10250 101 ST Edmanton AB T51 3P4 Ni-Change Arvepted OF
1 SETTIR0633 ThinkTel 1506 10250 101 5T HAY  Efmanton AB T3l 3P MNo-Change Agcapbed OK
11 SRTTIE06E ThinkTel 1306 10230 101 STHAY  Edmanton AR Tal 5F4 Me-Change Accapted QK
12 SRTTIE06I ThinkTel 1506 W50 0L ST R Edmonton AB Tal aP4 Me-Change Accapted QK
13 Srrazieal ThinkTel 1506 10250 101 £T MW Edmanton AR TE 2R Ne-Change Accepted OF
14 SETTR20642 ThirkTel 1506 10250 101 ST AW Edmanton AR TSI 3P4 No-Change Arcapted OF
15 SETTR06A3 ThinkTel 1506 10250 101 STRAY  Edmanton AR T5) ZPd No-Change Accapted OK
16 SRTFIR0GA ThinkTel 1506 10230 101 STRW  Edmonton AE T5) 3P4 No-Change Accapted QK
17 FTATII134 ThinkTel 1306 W3230 101 STHW  Edmonton AB Tal P4 Me-Change Actapted QK
18 FrATEE1S ThinkTel 1506 10230 101 5T W Edmanton AB Tal 3P4 MeeChange Accepted OK
13
m ™ ol
W4 b W] D11Subsoribers_DR0ER01Z () tD 04 !

i oo (=)

Change Address Details

The second step, once you have downloaded the CSV file, is to modify address details. If you
only wish to update 911 records for a subset of the numbers, then you may simply remove the
rows or leave the Transaction Type as No-Change. Only records with Update as
their Transaction Type will be considered during upload.

3 “H' Calibri
) gy
Paste B I
Cliphoard &
2
A
1 Fhone Mumber
2 4508480249
25 A505A0029T
4 A50A00ENE
5 5145375680
] 5143576691
7 SETTSR0630
S SEFTHH063L
3 SETTHHOGI2
1 SBTTIR0G33
11 SBTTIE063D
12 SETTIH06A0
13 SBTTHH0GAL
14 SEFTHH0GA
15 SETTIR0GAT
16 SBTTIR0GA
17 TTEN124
18 TRATENLLS
13
Ready | T

il

T g Subscribers_ 0903201 {2).cov - Miceosols Bxcel

ey )

Fage Layoant Fommulas Data Review Wikt Team L= 9 o 8
= = = | .= = ) | Gepgene E v ﬂ
FERE - ‘3‘ 5S¢ Genew Pi.é J—ﬂ' g P oeete- - B Ifa
ToE S A EEWEE D 5o WA S S O | o it
fork o :'-'-:_r--en: - Numb-er Shyler '-"'::". l::.: g
- £ Distributal
B < LE] E F a H 1 ) L4
First Mame Last Name Sulte Number Street Number Streat Name City Provinge Postal Code Transaction Type Stakus
Gistributed 113% T4l Notre Dame West Maontreal GC H3C 36 Update laccepted OK
Distributed 1135 T40 Motre Dame West Mantreal QC H2C 36 Update sccepled OK
Distrikatel 1135 740 Notre Dame West Montreal QC HEC X6 Update e pted QK
ThinkTel 1505 10230 19157 N Edmonton AR TS 3P4 No-Change Acgepted OK
ThinkTel 1506 10250 191 5T My Edmaonten A8 TH 3P4 No-Change Accepted OK
ThinkTel 1504 10250 101 5T MW Edmanton A8 TS 3 No<Change Accepted DK
ThinkTel 1506 10350 101 5T wwd Edmonten A8 TS 3P4 No=Change Arcepted OK
ThinkTel 1505 10250 101 5T ! Edmonton AR TS 3P4 No-Change scepted OK
ThinkTel 1505 10250 10157 N Edmonton AR TS 3P4 No-Change Acgepted OK
ThinkTal 1506 10250 101 5T M Edmonten A8 TS 374 No-Change Accepted OK
ThinkTel 1506 10250 101 5T M Edmaonten A8 TS5 34 No=Change Arcepted DK
ThinkTel 1506 10250 101 5T Edmanten A8 TS 3P4 No=Change Arcepted OK
ThinkTel 1506 10250 101 5T K Edmonton A8 TS 3P4 No-Change Acepted OK
ThinkTel 1505 10230 101 5T ! Edmonton AR TSI 3P4 No-Change Acgepted OK
ThinkTal 1506 10230 191 5T My Edmonton A TH 3P4 No-Change Accepted OK
ThinkTel 1506 10250 101 5T MW Edmanten A8 5 3P4 No-Change Arcepted DK
ThinkTel 1506 10050 101 5T ww' Edmonton A8 Thy 30g No=Change Apcepted OK

20
M4+ W] 9115ubscibers D90G2012 (2) Y3
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NOTE: You should not change the header names, or modify data in the Phone Number column.
If you do, then uploading the file will very likely fail.

Save As XLSX File

The third step is to save the updated CSV file locally on your computer. Where to save the file is
up to each individual user; however, you will have to remember where you saved it and be able to

find the file in subsequent steps.

m?| . % Documents » uControl » Examples - E +4 ,I[ Search Examples = |
File name: changes -
Save as type [Exce] Workbook (*axdsx) v]
i Authors: Add an author Tags: Add atag |
7] Save Thumbnail '
¥ Browse Folders Tools - [ Save l [ Cancel ]

Upload Changes Page

The fourth step is to upload your previously saved CSV file back into uControl. This can be
accomplished by first clicking the Upload Changeslink on the 911 Management page,
then Choose File on the Upload Changes page.

ThinkTel Management -  Orders -  Billing ~  Support ~ Q

Company ABC (20003804)

Invoices | Payments | AR History | Charges = Subscripions = Service Schedules

Account | - Addresses | 911 Numbers | = 8IP Trunks = Bus Groups | Virtual Call Centers = Colacation
File Name Choisissez un fichier | Aucun fichier chaisi
Uploaded file mustbe a .csv or xisx file
Please upload a 10 column csv or xIsx file with the following layout. We recommend submitting 200 numbers or less at a time.
Phone Mumber, First Name,Last Name,Suite Mumber,Street Number,Street Name,City,Province,Postal code,Transaction Type
7805552222, J0hn Doe, ,6,ACOrN Cres, Somewhere, B, Tox 93,Add or update or Delete or No-change

Choose Previously Saved XLSX File

How you choose the previously saved CSV file will be different depending on your browser and
operating system. Please consult your browser’s (Internet Explorer, Firefox, Chrome, Safari, etc)

documentation if you require details.



(| 4o v Libsaries v Documents » By Documents v ulontrol » Examples
Oeganize = Mew feider = [l @
T Favoiites Documents library e r F b
B Desktop Examples
B Dewnlopds MNarme ' Date srseclified Type Size
U Reoent Places |
Y Dewogedx  ORGH1G. McowlbcdW.  1LKE
',;lil:-miu @miﬂhyw 2202091153 ... Microsoft Excel O 2KE
Jl- Kusic
B videes
B Cammdar 3
File prre changesada - |ﬁ.lfkl: ""|
[ open ] [ conca |
= = |

Upload

Once you have chosen your file, it should display on the upload page and you are ready to click
the Save button.

Upload Changes
File Name MiSSiNg.Csv.xIsk

Uploaded file must be a csvor xlsx file
Flease upload a 10 column csv ar xlsx file with the fallowing layout. We recommend submitting 200 numbers or less at a time.

Phone Mumber,First Mame,Last Mame,Suite Mumber,Street Number,Street Name,City,Province,Postal Code,Transaction Type
7885552222, John Doe, ,6,Acorn Cres,Somewhere,AB,T9X 9X9,Add or Update Or Delete Or MNo-Change

After clicking the Submit button you will be brought to a page listing your 911 records and their
status.



