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This User Guide is designed to provide a clear understanding of The Contact Management Service.

The guide contains: -
= How to log on to the system and accessing the Contact Management Home Page

= Receiving Site Visit requests and managing the responses

= How to conduct searches

There are a number of symbols throughout the User Guide, the symbols and their meaning are
included below.

Information

Warning

Area of interest

Mouse click required

Keyboard entry required
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2.1 Log onto the Contact Management system

The portal Login Page looks as follows....

(= Login - Windows Internet Explorer

6 ~ [Elwoimiover o ean 3] %] [ e o =8

{ File Edt  View Favortes Took Help

| Favorites | <ls &) Home £ Logn &) Wb i collen v ) xoserve - Q Project XO Industry Info « Xoserve

| @toon [

xoserve
.

- 1 @ - Page- Sefety~ Tods~ @~ 7

LOGIN HELP

If you are experiencing difficulty accessing the senice, please contact your Local Security Officer
a for assistance. Should you be unsure who to contact within your organisation, please contact
UserID [ ] Xoserve at 0845 6000506 who will be able to assist you

Password* | |

[0 1saree with the Terms of Use LOGIN

Forgot Password?

Limited 2011 - All d
J
red in England an, ompany

Step 1 — Enter your User ID
Step 2 — Enter your Password
Step 3 — Tick the box to agree to Terms of Use

Step 4 — Click Login

t Explorer

3w [©] 11101//x00i0601 xoserve.corporg.net

] [#2][%] [2 tve search [E2E
Eile  Edt  View Favorites Tools Help
e Favories | % 2] Home ] Login £ /el e Ll = 8] xoserve - @ Project X< Industry Info « Hoserve
| @Lodn = fi v E) LY dw v page~ Safety - Took - @

xoserve

LOGIN HELP

If you are experiencing difficulty accessing the service, please contact your Local Security Officer for
assistance. Should you be unsure who to contact within your organisation, please contact Xoserve at
User ID * DMSP ] 6000506 who will be able to assist you.

Password®  [eeee |

! [ |agree with the Terms of Use LOGIN

Forgot Password?
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2.2 Contact Management Service Page

The following Service Page will appear....

gki)’é hetps om/am_login/LandingPage jsp Lo-a o] £ Home
File Edit View Favorites Tools Help
)
xoserve —— —

Contact Management System n

Contact Management Access Control

@ Copyright Xoserve Limited 2012 - ARl Rights Reserved
| |

There are two services on this page:-
= Contact Management
= Access Controls

Click Contact Management and this will take you to Contact Management home page.

File Edit View Favorites Tools Help
xoserve —— cacur

-

Contact Management Access Control

© Copyright Xoserve Limited 2012 - Al Rights Reserved
|

0 Click Xoserve logo and you are taken to Xoserve.com



l 2.3 Contact Management Home Page

= home - Windows Internet Fxplorar

Blo Edt View Favorites Tooks Help

xoserve

Contact Generator

L - DMQ 20001522 || oMa-20001495 ALwa
Data Amend Service | -select- =l | Contact Us
DMQ-20001870 ALWQ
DMQ-20001885 ALWQ Cantaots Queuss
- Invoicing Service | —select— v DMQ-20001622 ALWQ

DMQ-20001491 ALWQ

Search Options.

Contact Reference Number | ] Find Advanced Search

B3 Data Ciarification

®© Copyright Xoserve Limited 2011 - All Rights Reserved

Xoserve Limited. Registered Office 1-3 Strand, London WC2N 6EH. Registered in England and Wales. Company No. 5046877 VAT Registration No. 851 6025 43

Done 3 Localintranet Ga v iz -

The Contact Management home page incorporates 5 different areas within the system, these are:

Zone 1

Contact Generator — This section is not applicable to you.

Zone 2

My Tasks — This section includes all tasks you have assigned to yourself

Zone 3

Recent Activity — This section details the last 10 actions you have performed. For example, closing a
Contact and responding to a Data Clarification (DC).

Zone 4

Contact Support — This area is made up of ‘Contact Us’ and ‘Contact Queues’. Contact Us details
useful contact details for some of the services that Xoserve provide. Contacts Queues takes you to an
area that lists outstanding Contacts for your organisation that require investigation.

Zone 5

Search Options — This section includes a variety of search facilities. Contact Reference Number
Search and  Advanced Search will find Contacts raised in The Contact Management system. Data
Clarification search returns Contacts that are currently at DC stage of the process.
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3.1 File Formats l

How Information is passed between Xoserve and the MRA

Notifications from Xoserve to the MRA will now be downloaded via Contact Management. The Meter
Read Agency will receive the following Notifications via the following File Formats:

File Name File Type Originator Description

MJO Output File CMS Must Read Notification

LTO Output File CMS Level 3 Warrant Notification
RJO Output File CMS Must Read Rejection Notification

The MRA will respond to the Notifications by uploading a response file. The Meter Read Agency will
upload the following response files:

File Name File Type Originator Description

MJI Input File MRA Must Read Notification Response

LTI Input File MRA Level 3 Warrant Notification Response
RJI Input File MRA Must Read Rejection Response

Please note that the data items provided by Xoserve and supplied by you will be no different to that
used in the legacy process.

A number of validations will be carried out against each of the MJI. LTI & RJI files. The validations are
as follows:

Record Level (functional) Validations
= CRN and MPRN combination should match data in the system (MJI, LTI & RJI Files)
= Comments should be provided when meter reading is not provided (MJI, LTI & RJI Files)

= Upon Meter Read Agency response the Log Number/CRN contained within the file should not be
previously recorded (MJI, LTI & RJI Files)

= Meter Read Agency submitting the response should be same as the organisation for which the
contact was logged (MJI, LTI & RJI File)

= Non-Editable fields sent out in output file (MJO, LTO & RJO Files) should match input file (MJI, LTI
& RJI Files)

= Read date should be provided when meter read is available (LTI File only)

= MSN should be provided when meter and is available (LTI File only)

More Information regarding the File Formats can be found on Xoserve.com at the following link :

6 http://www.xoserve.com/index.php/our-systems/uk-link-documentation/


http://www.xoserve.com/index.php/our-systems/uk-link-documentation/
http://www.xoserve.com/index.php/our-systems/uk-link-documentation/

3.1 File Formats l

Must Read files optionality

Below are some of the editable fields in each of the Must Read input files (MJI, RJl and LTI) and
whether they are Mandatory, Optional or Conditional Mandatory.

MJI
METER_READING Conditional Mandatory Mandatory if ‘Comments’ has not been populated
CORRECTED READING Conditional Mandatory Mandatory if ‘Comments’_has not been pop_ulated and a CSN was
— provided on the RJO file
UNCORRECTED_READING Optional
TIME_OF_READ Optional
MAKE Optional
MODEL Optional
DIALS Optional
COMMENTS Conditional Mandatory Mandatory if ‘Meter_Reading’ has not been populated
VISIT_1 Conditional Mandatory Mandatory if ‘Meter_Reading’ has been populated
VISIT_2 Optional
VISIT_3 Optional
LETTER_DATE Optional
RJI
Conditional
METER READING Mandatory | Mandatory if ‘Comments’ has not been populated
Conditional | Mandatory if ‘Comments’ has not been populated and a CSN was provided
CORRECTED READING Mandatory | on the RJO file
UNCORRECTED_READING Optional
TIME_OF_READ Optional
MAKE Optional
MODEL Optional
DIALS Optional
Conditional
COMMENTS Mandatory | Mandatory if ‘Meter Reading’ has not been populated
Conditional
VISIT 1 Mandatory | Mandatory if ‘Meter Reading’ has been populated
VISIT 2 Optional
VISIT 3 Optional
LETTER_DATE Optional
LTI
Conditional . -
DATE_READ Mandatory Mandatory if ‘Meter_Reading’ has been populated
Conditional
METER_READING Mandatory | Mandatory if ‘Comments’ has not been populated
Conditional

MSN_ON_SITE Mandatory if ‘Meter_Reading’ has been populated

Mandatory
CORRECTOR_SERIAL_NUMBER_ON_SITE | Optional

Conditional | Mandatory if ‘Comments’ has not been populated and a CSN was
Mandatory | provided on the LTO file

CORRECTED_READING

UNCORRECTED_READING Optional
Conditional i I
COMMENTS Mandatory Mandatory if ‘Meter_Reading’ has not been populated

10



3.2 Download File

Download File
Below will show you how to Download the MJO File (MRA Request)

Step 1 — Click Download File

7> home - Windows Internet Explorer

Flo Edt View Favorites Tools Help

xoserve

Ciose Windaw

e

MUR-20169358 ALWQ GG US
MUR-20169365 ALWQ
MUR-20160341 LTIR Contacts Queues
MUR-20168048 CLRD
MUR-20168138 LTIR

MUR-20167736 LTOD
MUR-20169700 RJIOD
MUR-20160691 RIOD
MUR-20169688 RJOD
MUR-20167763 RJOD

DataAmend Sevice [ —select- )]
B ricing sewico [Coome= Wl
[ & [T Upload Filo

Download Download File

BB Fue searcn

B stevien

Search Options

Xoserve Limiled. Registered Office 1-3 Strand, London WC2N SEH. Registered in England and Wales. Company No. 5046877, VAT Reglstration No. 851 6025 43

S Local ntranst Ta- | Wioow -

Step 2 — Select MJO from File Type pull down

Step 3 — Click Download Result, Save File to your specific folder/Shared area

= File Download - Windows Internet Explorer

: Ble Edt View Favortes Tools  Help

xoserve

Close Window

Home=> File Download Queues
TYPE : ORIGINATOR : FNLN EMAIL ADDRESS : GFMO1@sd.com
CRN : SSC: GFM TELEPHONE NO :

[File Type Download Result Cancel

MJO

LTO
RJO

yright Xoserve Limited 2012 - All Rights Reserved

|
Xoserve Limited. Registered Office 1- nd, London WC2N 5EH. Registered in England and Wales. Company No egistration No. 851 6025 43

ocal intranet 3 | ®iooe - ]

o If you require to go back to Contact Management Click the Cancel button.
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3.3 MUR File Processing Tool I

MUR File Processing Tool— (Should you wish to use it)

Below will show you how to use the MUR Processing Tool
Step 1 — Open the MUR File Processing Tool

Step 2 — Click Enable Macros

Security Warning E|

"Ci\Documents and SettingstEamonn, DarcyDeskkopMUR File Processing Tool
w3.xls" contains macros,

Macros may contain viruses, It is usually safe ko disable macros, but if the
macros are legitimate, you might lose some functionality,

Disable Macros ] [ Enable Macros ] [ Mare Info

B3 Microsoft Excel - MUR Fila Processing Tool v3.xis
{d] e Edt Vew Insert Fgrmat Yook Qata  Window Help

L e 3 b | | B e 0 ) B E o VAL W [Bl 0 B S0 o\ B 7 U R RS o o i
L e 2 Ty m | Sali By g3 | o Reoly with chaoges. .. Eod Review... [
036 - ~
CTaT—8® T ¢ T o T & T F T 6 TR T T T 9 T R T T T WM [ N e T o [ "R T &8 T 75
port MO/ LT0 / RIO File

You have imported the file

i

2

2 Chaose and Import File
8

8

W74 v w\Start { mported Fle £ Fle Creator £ Sheeti /. < |
iDtaw = L | Autoshepes= N N 1O 1o ol & (8] Lal | O - - A-=m= @ @
Ready N

Step 3 — Select Start Tab, Click Choose and Import File Button

6 Data Deletion Warning will popup, Press OK

12



3.3 MUR File Processing Tool I

MUR File Processing Tool

Step 4 — Locate downloaded MJO File

Step 5 — Click Open

Please Select the file you would like to open

Look in: |E:| Mew Folder (2) Iv;| @ -~ | ﬁ X [ EH v Tools -
_2 @ w01, PMOO01S0.MIC
My Recent
Dacuments

@

Deskiop

My Documents

My Compuber

-

1 File name: = = |
il Open
Iy Metwark, | \I‘\ [ ]
Flaces Files of Lype: |MUR Files (*.mjo; *.lko; *.rjo; *.*) v| Cancel

Impart complete,

Please input your updates and then click the

wpork File button on the Start tab,

Step 6 — Click OK

6 This will then Import the data from the MJO file into Tab 2 of the MUR File Processing Tool

13



3.3 MUR File Processing Tool

MUR File Processing Tool

Step 7 — Click on second Tab Imported File

Step 8 — Highlight Imported data (Columns A-H without headings), right click and copy

3 Microsoft Excel - MUR File Processing Tool v3-1.xis

i) ple Edt Yiew [nsert Format Jools Data  Window Help

RN N T NN A SR N e A IR J0 Y 0 W 0 I - ]

L Sl o | 2o |2 Wy 3| e Beolwith changes.. tod Review.,. i
] -

A B [ c [ o T E I = [ G | H [ I I J T
File XXX01.PNO00000.MJO was imported.
Log Number MPR [ Addross Bost.Cods Acooss Motor Location Cortector Serial Number_Meter Reading Corroctod Reading U

L4l 1 T T BEY. T T
5] 2 2 2 2 MLB BEY 2 2
5| 3 3 3 3 MLE BEY 3 3
A 4 a 4 4 MLEBEY 4 4
] 5 5 5 5 MLB BEY 5 5
o] 6 6 6 6 ML BEY 6 6
o 7 7 7 7 MLB 8E' 7 7
i 8 8 8 8 MLB BEY 8 8
2] 2 9 9 9 ML BEY 9 g
3] 10 10 10 10 MLS BEY 10 10
D) 11 11 11 11 MLB BEY 11 11
5] 12 12 12 12 MLB BEY 12 12
6 13 13 13 13 MLB BEY 13 13
7] 14 14 14 14 MUS BE 14 14
EEY 15 15 15 15 SAT1 4HN 15 15
BEX 16 16 16 16 SA11 4HN 16 16
20 17 17 17 17 B33 00H 17 17
21 18 18 18 18 SW7 LY. 18 18
22 19 19 19 19 CF3 58L 19 19
2 20 20 20 20 W11 10F 20 20
24 21 21 21 21 NP4 5YE 21 21
[25] 22 22 22 22 WAID0 1EL 22 22
26 23 23 23 23 M16 0UN 23 23
27} 24 24 24 24 LD3 DBN 24 24
28| 25 25 25 25 WA14 2HY 25 25
29 % % % 26 CVa7 ONR % 2%
50 27 27 27 27 AL 2JY. 27 27
E 28 28 28 28 LE2 3BA 28 28
EZ 29 29 26 815 2RX 20 26
33} a0 30 E 30 NP7 5Y8 a0 a0
= 31 31 31 31 CVE BJA 31 31
35 32 32 a2 32 M12 5LE 32 a2
36 | 33 33 33 33 NN11 4HB a3 33
a7 3 3 a4 34 N2 0BG 3 3
30 35 35 35 35 RMB 20A 35 35
39

40

AR

42

43 |

44

a5

46

a7

48 ~
14« » »\ Start ) Imported File { File Creator /. < i | >
Ready Countmz4s UM

Step 9 — Click File Creator Tab and Click the Clear Existing Data button

B Microsoft Excel - MUR File Processing Tool v3.xls
i3] Mle Edt  View Insert Pormat  Jools Data  Window tHelp

e 3 e 0 D | A e A0 e E DL AL e B o =u -l[Blz n
et i o o (oo ) o gy e pah et chcer oo I
B3 - A M
A B C [ ] | E | F | G I e

[CMS Upload file creator MRA Short codo: K
2

1. Seloct a file type to croate: Standard MRA Return file Clear existing data

2. Paste correctly fo ted daj 14

3. Click Export button Export File Ml 3]

|en |21 |
[Rar |ED) |
13 [Cog Number [MPR MSN [Addiess [Post Code [Access nstuctions __[Meter Location Corrector Seral
14 20168845 123456 5555 6000, ,THE ROAD, , FREDER ABC1 5KY CONTACT CUSTOMER 6. CUPBOARD IN WAREHOUSE
20167951 7891011 /5565 1900, , , , CROMER ROAD, , 8014 8V

39 |
40
a1
42
43
a4
| 45
AR %
164 b N Start £ Imported Fle )\ File Creator £ Sheat1 / I« |
iDtaw: ls | Autoshapes> N\ W [ O i) Al iz (B) (& 00 - ks A - S FH T @ !.
Ready Calculate NUM

Each time you use File Creator tab, make sure you clear existing data by using the button provided

13



3.3 MUR File Processing Tool

MUR File Processing Tool

Step 10 — Select File Type you wish to create from pull down

Step 11 — Paste Data from Imported File Tab into Columns A-H

Kt yiew  Dwert  Formet  fools  Data  Window el

EpiRaving,

TN
CCER— z

T

[}
] A
e file_Ginater

Shott ¢

1]

Sandard MEA et il

1. Saiect d ils tyie 10 cieats:

5 [2 Pasta corvecily ormatied |

3. Click Export button

Export File

et e N

zzzzzzrzzzaz:s
Sam

8

2
g

Aé; ;ww

S e

a
=

ShaEnbn
ARaas

nE5
537

2
85338
Spsa

Ao

EJ Microseft Excel - M

) ple  Ede wiew [aert Format  Tools  Data  Window  Help
) r (Ja n - - . o . x -3 § pvisl S0 - B 2 oy == % s R 0BG Al
L e ] o | 9y | g Renllh charcer. . Eqd Rvien [
148 - =
H I J L ™M Q R = B
5
| I
| I
2 | | ~
W VR Skt f Tmported Fie ) File Greator / 1€ i3
Ready Count=i1z i
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3.3 MUR File Processing Tool I

MUR File Processing Tool

Step 13 — Once Columns I-T have been populated Press the Export File button

IR 10 AT =W I R e SN

T E
WA Shoit code: . T
T=] " Stniniaii MRA Rawiin ils| Glear mxising dat |

HEHsaNsssunitesnansun

9 oe
1 NF7 SYE
91 CVE A
32 MizELE
3NN Ak
34 N2 DBG

i<

Step 14 — Select location of where you would like to save new file

Step 15 — Click Ok

Step 16 — Export is complete you will now need to upload file into Contact Management

Export Complete

Your Daka has been exported ba CiDocuments and Settings\Eamonn, DarcyiDeskkopt X0l PMODOOSS, MII

6 File name for your file will be auto-generated from the sequence show on the processingtool.

File type Next Sequence number
MJI 01
LTI 01
RJI 01

6 You can also create LTI and RJI files by following Steps 1-16.
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3.4 Upload File

Upload

Below will show you how to Upload the MJI File (MRA response)

Step 1 — Click Upload File

Fle Edt  view Favor

xoserve

Contact Support

Contact Us

Contact Generator

MUR-20189358 ALWQ
MUR-20169365 ALWG
MUR-20189341 LTIR

MUR-20168048 CLRD
MUR-20168138 LTIR

MUR-20167736 LTOD
MUR-20188700 RJOD.
MUR-20169691 RIOD.
MUR-20169688 RJOD
MUR-20167783 RIOD.

DataAmendSemvice  [—select— 9]
B vorcino senice B
BN e uvoae Upload Filo |

| * B Downtoad File

Contacts Quees

Search Options

B rue sesrcn
B3 stevian

ed

mpany No. 5046877, VAT Registration No. 851 6026 43

S G i <

Step 2 — Select MJI from File Type pull down

Step 3 — Click upload File Button

1 ile Upload Download - Windows Internet Ixplorer

Cle O Yow Ffaarkes Jook e

xoserve

Momer= Fie Ustoad

™ee . ORIGINATOR | FNILN EMAIL ADORESS | GFMO1@sd com
S8C: GFM TELEPHONE NO @
rile Typo: - Uphoad File Cancel
o
Ln
™

© Copynght Xeaerve Lavvled J012 - A8 Rphte Reterved

1 |
Xonerve Limited Regmiered OMce 1.3 Skand London WG SEM Rognlensd i England and Wales Company Na 5044877 VAT Regutiation No_ #

o The upload process being shown for MJI will be exactly the same when uploading LTI and RJI files.
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3.4 Upload File

Upload

Step 4 — Select MJI File from Folder/Shared area

Choose File to Upload

Laok in: I@ Desktap j € ) ? [~
| TOiE_MOMTHLY _MI_FCR_SHIPPERS_OFGEM. xls
! TORL_CASTLE_MOMTHLY_PERFORMANCE_REPORT_MEW.xls
My Recent TORU_CASTLE_OUTSTAMDING_REPCRT_AGE(1).xls
Documents TORU_RESOLUTION BILLING REPORTI s
[: TORU_RESOLUTION_BILLING _REPORT, xls
- Total Tokal Qutstanding. qry
Desktop Transfer Template xls
. UAT - Single Mulkiple.xls
‘) USRY_WCCA_MS_WCSC_MONTHLY_REPORT . xls
[; i Uali Inel. doc
SIS xlicons.ico
; a ez %301 PHODOD
by Computer
Q - e
My Network  File name: [0t PDDO0ET M1 | Open
Places
Files of type: [ & Files 7] | Eancel |
Step 5 — Click Open
Step 6 — Click Upload File
/= File Upload Download - Windows Internet Explorer

7 |

Fllo  Edt View Favorites Tools Help

Hame>> File Upload Quoues
TYPE : ORIGINATOR : FN LN EMAIL ADDRESS : SMRO1@wer com
SSC: SMR TELEPHONE NO :
File Type: i ¥ Upload File Cancel
Upload File

[€\Bocuments and Seti|(Bowae)

Upload Cancel

Dane

© Copynght Xoserve Limited 2012 - All Rights Reseved
| |
Xoserve Limited. Registered Office 1-3 Strand, London WC2N SEH._Registered in England and Wales. Company No. 5046877 VAT Registration No_ 851 6025 43

83 Local intranet

o File will now be processed and updated on Contact Management

17
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3.4 Upload File I

a

Upload

Any files that failed to Load when sent via Web Upload will not appear here. An appropriate failure
message will have appeared at the time the file was attempted to be sent. See example below:

(= File Upload Download - Windows Internet Explorer.

Fle Edt Wiew Favorkes Toos  Help

xoserve

Contact Management

Close Window

TYPE: ORIGINATOR : FN LN EMAIL ADDRESS : SMR01@wer.com
‘ §5C: SMR TELEPHONE NO :
File Type: e UploadFile | Cancel

Invalid Transaction Type

Close

Limited 2012 - All Right:

d Office 1-3 Strand, Lons 5 ered in England and

Done . Local intranet v R v
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Search Facilities



4.1 Search Options

In order to find a Contact on the system there are a number of searches available.

Search options are located on the Contact Management home page.

Windows Internet Explorer

Flo Edt View Favorites Tools Help

xoserve

Ciose Windaw

Contact Support

Contact Us

Contact Generator

Data Amend Semvice
B vocing senice [~selact- |
[ & [T Upload File

B3 e covnion Downioad File

MUR-20169358 ALWQ
MUR-20169365 ALWQ
MUR-20169341 LTIR

MUR-20168048 CLRD
MUR-20168138 LTIR

MUR-20167736 LTOD
MUR-20169700 RJOD.
MUR-20169691 RJOD.
MUR-20169588 RJOD.
MUR-20167763 RJOD.

e |

Contacts Queues

R —

B e searcn

BB ste vist

® Copyright Xoserve Limited 2012 - All Rights Reserved

Xoserve Limited. Registered Office 1-3 Strand, London WC2N SEH. Registered in England and Wales. Company No. 5046877, VAT Reglstration No. 851 8025 43

S Local intranet R S

There is only one search option used as part of the Must Read Process, which is:

File Search — shows files uploaded by organisation as part of the Must Read Process.

20



4.2 File Search

To retrieve information on files you have submitted to Xoserve, click on ‘File Search’.

* home - Windows Internet Explorer

Flo Edt View Favortes Took Help

xoserve

Contact Management

Close Windaw

Contact Generator

Contact Us

MUR-20169374 ALWQ
MUR-20169349 ALWQ
MUR-20169342 RJOD
MUR-20169318 RJOD
MUR-20169129 RJOD.
MUR-20189240 LTOD
MUR-20168735 LTOD
MUR-20169944 LTOD
MUR-20169628 LTOD
MUR-20169173 LTOD

Data Ameng service [~saiect- 9]
@l ocossevics [
BN e voosa Uplond Fila

Contacts Queues

Search Options

® Copyrigh

Xoserve Limited. Registered Office 1-3 Strand, London 2 s ompany No. 5046877, VAT R n No. 851 6025 43

Done. SJ Local intranet a v W100%  ~

The following screen will appear allowing specific information to be entered for the search.

The screen will detail the information of the last 10 generated Files.

xoserve

PR A
[ — . - - e
te o Bl eiere ) PP — - -
S Y B ALl S T
et Rasen

e ——

sk BN T PRO0O0I Y AT e

i A0 1 PREO00IT 4 T van

A e OO0 TE AN wen

A0 1P E0018 AT e

5 SO PREC000 We aw

: BT PRECOST P LT an

e cam

A0 1 PRe00004 * ALY vn

i3 e an

WA P00 ven

DY PO T R e

B T Y PRIOT0S 19 B e

AT Y PN COee Ve e

WA | P04 ) e e

WA $ eribe? e

= BANLY | Peaddibe) e wen

ate SN i § M weo

e PARDY 1 P ehOOd I e Ve

——-—"0 008 WA e

- w0

) - wn

IraYM O 3 DA | PR I e e -
ivee N S — D L
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l 4.2 File Search

ACCEPTED: Means that each record has been through validation checks, however some of these
records may have failed those checks. You will be able to identify these if you open up the file.

PROCESSING: Denotes that the file format checks have passed validation and that the records
within the file are undergoing formatting and completeness checks.

REJECTED: This is a very rare occurrence and due to unforeseen circumstances you will need to
resend a file with a different file name.

6 You will only be able to see the status of the files that have been sent by your organisation.

e

xoserve ;

" ete Te =) TP

e S o v o Mo -

For the criteria selected above in the above screen the results show all files at ‘Accepted’ status. The
next page illustrates what will appear.

A Any files that failed to Load when sent via Web Upload will not appear here. An appropriate failure
message will have appeared at the time the file was attempted to be sent.

22



4.2 File Search

Flo Edt View Favortes Tooks Help

Ciose Windaw

xoserve

FILE SEARCH

File Reference Number 69625 Contacts Logged On 12/03/2013
Status ACCEPTED Status Description ACCEPTED Modify Search New Search
Search Results

Download Result

CRN/Record 1D

MPRN Invoice Number Contact Code Short Code Logged By Status

64964906 MUR XOS system | ACCEPTED

676172000 MUR X0S system | AccepTED

68836210 MUR x0s system | ACCEPTED

8827478909 MUR Xxos { system { ACCEPTED

585731105 MUR x0s | systam | AccepPTED

2 REJECTED
z ‘ | REJECTED
Exit

® Copyright Xoserve Limited 2012 - All Rights Reserved
|
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Click on the File Reference Number and the recorded results become available for each CRN in the
file.

P R e beeeten Ve

xoserve

File
Ve A
Reference | | rme e e oans | Ctasts L agead e e
selected. Sraree PR [RUPR - e bt b ——
S e
By Cnndas Cade - - Oy Comta? Smatee B2 Acsnptad B Sepmeted | .- l
L3R A
TR
i
S TA T
ATV N
This number

relates to the row
that this record
features in your
file.

L e S e

To determine why records have been rejected, select the CRN / Record ID column. A pop up
message will display to show the reject code and reject reason.
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4.2 File Search

Filo Edt  View Tools  Help

Close Window
FILE SEARCH
File Reference Number 69625 Contacts Logged On 12/03/2013
Status ACCEPTED Status Description ACCEPTED Modity Search New Search
By Contact Code by Cantact Status ) Accaptad [2) Rejactad

[ Invoice Nu ¢ Logged By

64964906 ystem ACCEPTED
676172000 - ! system ACCEPTED
68836210 Contact Rejected ACCEPTED
8827478909 Al ACCEPTED
SESTIIN0S 11000114 - Th ber of dials or number of et cCoRe
i - The number of dials of number of Heter 2
reading digits differs from expected itz
QRJ00293 - Record already racelved REJECTED
Exit
ok

%3 Local intranet Ta - oo -

Done

Click Ok and the screen behind comes back into full view.
To complete a search using a specific file name...

Step 1 — Enter the File Name

Step 2 — Click Accepted, Processing or Rejected

Step 3 — Click Refine

The results returned are shown as follows.

7~ File Search - Windows Internet [xplorer

Elo Edt Vew Favortes Took Help

xoserve

FILE SEARCH

File Name (67201 PN00990T Q| sse [mn ¥ Uploaded By [ ]
Date From [ | @ pate To [ | & Input Channel | A |
\File Status & acceerep [ processing [0 REJECTED
Refine Exit
Search Results

Download Result
Status

Date Uploaded File Reference Number File Name Input Channel SSC  Uploaded By
03/09/2012 721 GT201.PN0O09901.QMP WEB GT2 GT201 ACCEPTED

© Copyright Xoserve Limite 1- All Rights Rese

%4 Local intranet v W128% -

Done
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4.2 File Search

Select the File Reference Number and the records within the file will appear.

To drill down further, click on a specific Contact.

t Explorer

Filo Edt Vew Favortes Took Help

xoserve

Cioze Windaw

FILE SEARCH
File Reference Number 69625 Contacts Logged On 12/03/2013

Status ACCEPTED Status Description ACCEPTED Modity Search New Search

Search Results

By Contact Code A < By Contact Status &l Accaptad ] Rejectad

[T Downlona Resut

CRN/Record ID M Invoice Number Contact Code Short Code Status
64964906 ¢ system ACCEPTED
676172000 system ACCEPTED

68836210 system AGCEPTED

8827478909 | system ACCEPTED

system ACCEPTED
REJECTED
REJECTED

20189140 505731105

Exit

@ Copyright Xoserve Limited 2012 - All Rights Reserved

|
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