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Introduction

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

= Raising Contacts, managing the responses

= How to conduct searches

= File responses

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



Section 2

Log onto Contact
Management



2.1 Log onto the Contact Management system

The portal Login Page looks as follows....
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LOGIN HELP

If you are experiencing difficulty accessing the senvice, please contact your Lacal Security Officer
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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
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I 2.2 Contact Management Service Page

The following Service Page will appear....
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There are two services on this page:-
= Contact Management
= Access Controls

Click Contact Management and this will take you to Contact Management home page.
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I 2.3 Contact Management Home Page
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Contact Generator

My Tasks Recent Activity Contact Suppert

L - DMQ 20001522 DMQ-20001495 ALWQ
Data Amend Service [ =select. el Contact Us
DM2-20001870 ALWQ

DMQ-20001885 ALWQ
’ Invoicing Service | -select— = DMQ-20001622 ALWQ

DMQ-20001491 ALWQ

Contacts Queues

Search Options.
Contact Reference Number | ] Find Advanced Search

Data Clarification

@© Gopyright Xoserve Limited 2011 - All Rights Reserved

|
Xoserve Limited. Registered Office 1-3 Strand, London WG2N 5EH. Registered in England and Wales. Company No. 6046877. VAT Registration Mo. 85 a

Done J Local ntranst a1z -

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.



Section 3

Log a Contact



I 3.1 Log a Contact via Screen

Select the relevant Contact Code from Data Amend Service or Invoicing Service.

Q.‘ © hiip:/10121243.468991,/Q5ystem/Faces/Login O ~ G || @ home

xoserve

Contact Management

- -

Contact Reference Number :l
stevsi

Data Clartction

-

Search Options

Find

R

Close Window

Contact Support

Contactus
Contacts Queues.

Contacts Explained

e Searen
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The Contact form is presented to you. Enter the mandatory and relevant data. All mandatory data is

identified by *.

£ ADD - Windows Internet Explorer

After entering some information, there may be a slight delay as The Contact Management system will
be validating data against our source systems. This will occur across a number of Contact Types.

© Ble Edi View Favortes Tools  Help

xoserve

Contact Management

~l

Contact Management== Log ADD Status: New My Queues Task
TYPE : ADD ORIGINATOR : BRITISHOZ GA EMAIL ADDRESS : BGas02@xoserve.com
‘ SSC*: | BUS v | TELEPHONE NO :

Meter Point Reference Number * 1113475601 Confirmation Number * 186866537

Type of Site ™ ®  pomestic ©  Industrial Type of Service © ®  single O Multi

CURRENT ADDRESS PROPOSED ADDRESS

Building Number/Name * 1 ‘ | Building Number/Name * 2 ‘ ‘

Delivery Point Alias Delivery Point Alias

Sub Building Name Sub Building Name

Principal Street Name * Homer Road Principal Street Name * Homer Road

Dependent Street Dependent Street

Dependent Locality Dependent Locality

Post Town * Solihull Post Town * Solihull

Postcode * B913LT Postcode * |[BO1 3LT

[0 swapped Address -

Cancel

© Copyright Xoserve Limited 2011 - All Rights Reserved
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0 The system will tell you real time if you have entered incorrect details into the form.

A

Close Window will take you to the Services Page. If you want to revert back to the Contact
Management home page, click Cancel.
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I 3.1 Log a Contact via Screen

Once a Contact has been logged successfully, the following message will appear. It will show....
= A Confirmation that the Contact has been logged successfully
= The Contact Reference Number

= The date and time of your submission

72 ADD - Windaws Internet Explorer

Fle Edt View Favortes Took Help

xoserve

TYPE : ADD ORIGINATOR : BRITISHO2 GA EMAIL ADDRESS : BGas02@xoserve com
‘ ssc: TELEPHONE NO :
Meter Point Reference Number ™ 1113475601 Confirmation Number *
Type of Sita * @  pomestic ©  industrial Type of Service @  singe O Muli
CURRENT ADDRESS PROPOSED ADDRESS
Building Number/Name " E Contact Logged Successfully :|2 [
Delivery Point Alias
v L oot referance number: 20003799
Sub Building Name Logged Date/Time: Thu Aug D2 2012 10:37
Principal Street Name * Home Homer Road
Dependent Street
Dependent Locality
Post Town * Solihy Close (SoRhUN |
Postcade B91: B913LT
[ swapped Address -
Submit Cancel

Topso [

o You may want to make a note of the Contact Reference Number, however you will see it
appear in ‘Recent Activity’ on the Contact Management home page.



I 3.2 File Upload

This is a standard EFT template, the red fields highlight the mandatory data required for the Contact
type. You can select multiple Contact types per template. This example is highlighting the ADD
process.

B3 Microsoft Excel- Q EFT Template - V1.0 Xoserve - BUS

5 Fle Edt View Inset Format Tools Dats EFTExport Mindow Help Type 2 question fo
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i L Ll P E S EE T
H3 M fx ADD
[ 8 [ ¢ [ o [ E [ F [ o T H T 0 T 4 1 K [ L [ wmw [ N
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anP [ Code Mame  Idenffier | UserlD ContactCode Top&0fag  Indicator | Explanation Mumber  Mumber 40
M N MTY MTEN (O[30 MT20 (M [T [O0M] [CMLIT] [Ch] T2000] [ch] NS][CM] 100 [CM] [12)

Qmp 434 BUS W Smith

J5125

Once the EFT template has been completed successfully and all mandatory information has been
entered Column A will change from red to green. You can then upload your template to the system
using the file upload shown on the Contact Management home page.

Contact Management

Contact Generator

Contact Us

Bl Data Amend Service [—select- =
Contacts Queues
’ Invoicing Service [“setect- =
Contacts Explained
File Upload Upload File

Search Options
L e Find Advanced Search File Search

Data Clarification Site Visit
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I 3.2 File Upload

The following screen will appear.

o The File Type will be showing as QMP, this is the format required to submit your file to Xoserve.

7 File Upload Download - Windows Internet Explorer

Bl Edt  wew Favortes ook  Help

xoserve

Contact Management

Contact Management=> File Upload Queues
TYPE = ORIGINATOR : BRITISHOS GASE EMAIL ADDRESS : BGas05@xoserve.com
ssc: BUS TELEPHONE NO :
File Type amP | Upload File Cancel

© Gopyright Xoserve Limited 2011 - All Rights Reserved
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Select File Upload and the File Upload screen will appear....

= File Upload Download - Windows Internet Explorer

Ble  Edt Yiew Favorkes ook belp

xoserve

Contact Management==  File Upload Queues
TYPE : ORIGINATOR : BRITISHOS GASE EMAIL ADDRESS : BGas05@xoserve.com
ssc: BUS TELEPHONE NO :
File Type amP ¥ Upload file | Cancel
Upload File

(Bome J——— |

Upload Cancel

®© Copyright Xoserve Limited 2011 - All Rights Reserved
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Select browse and you will be taken to a relevant area where your files are saved. Select the file and
Open, this will appear in the box next to Browse.



I 3.2 File Upload

7 File Upload Download - Windows Internet Explorer

Flo Edt Wiew Favortes

ook Help

xoserve

TYPE = ORIGINATOR : BRITISHOS GASE EMAIL ADDRESS :  BGas05@xoserve com
SS8C: BUS TELEPHONE NO :
File Type QMP |~ Upload File Cancel
Upload File
bp\S5C01.PNO00001.l[ Browse. ]
Upload Cancel
ght > e Limited 2011 - All Rights R d
Xoserve Limited

ered Office 1-3 Strand, London WC2N 5EH

d in England and V

Select Upload

rejected.

, and the file is submitted.

You will receive a message at this point stating whether the submission has successfully loaded or

A successfully

submitted file will show as follows....

File:

i Favorites

| 8 File Upload Download

b

Epel0s01

Bt view vorites e

= [#2][x<] [£
© 4k P sar Businessobjects Infoview [

- 8

xXOserve

File

TYPE :

Contact Managementz  File Upload

My Queues Task

ORIGINATOR : EMATL ADDRESS :
ssC 1 TELEPHONE NO :

Type: ampP | Upload File Cancel

01.FPNEE0019.GMF is uploaded Succes sfully

Cone




3.2 File Upload

An unsuccessfully submitted file will show as follows....

ord not provided

[ Close |

Done
==

There are a number of reasons why a file might reject. These are held under the Contacts Explained
Guide.




I 3.3 Top 50 Contact

When raising a Contact to Xoserve, you can select *

Top 50’. This would denote to Xoserve that the

Contact raised is one of your priorities for the month.

Fle Edt Yew Faw

ook Help

[BEE]

xoserve

== Log ADD
TYPE : ADD ORIGINATOR : BRITISHO2 GA
‘ ssc*: | BUS v
Meter Point Reference Number * 1113475601
Type of Site * ®  pomestic ©  Industrial
CURRENT ADDRESS
Building Number/Name * 1 [
Delivery Point alias
Sub Building Name
Principal Street Name ~ Homer Road

Close Window &/

Status: New My Queues Task

EMAIL ADDRESS : BGas02@xoserve.com
TELEPHONE NO :

Confirmation Number * 186866537
Type of Service * @  single O Multi

PROPOSED ADDRESS

Building Number/Name * 2 [

Delivery Point Alias

Sub Building Name

Principal Street Name ™ Homer Road

Depen

Xoserve Limited. Registered Office 1-3 ind, London WC2N 5EH. Re

Post Town * Solihull Post Town * Solihull
Postcode * BY13LT Postcode * BO13LT
[ swapped Address -

® Copyright Xoserve Limited 2011 - All Righ

ered in England and Wal
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Each organisation can raise a maximum of 50 ‘Top 50’ Contacts per month. You will see the
following message once it is submitted showing that it is a Top 50 Contact and will also show your

organisation’s remaining balance for the month.

/2 DUP - Windows

Fle  Edt  View

tiolp

xoserve

ssc

TYPE : DUP ‘ ORIGINATOR : BRITISHO2 GA

Status: New My Queues Task
EMAIL ADDRESS : BGas02@xoserve.com
TELEPHONE NO :

Classification of Site * [ukour v
Meter Point Reference Number to Retain® 9178595705
Type of Site * ® pomestic ©  Industrial

Contact Explanation Contact Reference Number:

Logged Date/Ti

d:
Top 50 Priorities Remaining:

Close

Contact Logged Successfully

Confirmation Number * 162890443
Meter Point Reference Number to Remove * 9153205706
End User Contract * O ves @ nmo

20003791

Thi Aug 02 2012 08:51

vES I your contact)
TES

1
ao
Top 50




Section 4

Contacts Queue



I 4.1 Contact Queue Overview — User

When selecting Contacts Queue in the Contact Support section on the Contact Management home
page, you are taken to the Contact Queues and work outstanding. This will show as follows....

Close Window &

Contact Management

Work Allocation == TGT

TGT - WORK QUEUE

My Tasks B Contacts Queue SRERCIEIEEaIVENT

Contact code All v LDz Al ~ Type All v
Status VIEW NOT ALLOCATED

Refine

Actions Queue
SELEC TYPE CONTACT CRN-ID [N=r4 REQUESTDATE RESPONSE DATE ALLOCATED TO

=} Site Visit IS0 20004433-SV1 NT 29/08/2012 14:33:13 12/09/2012 14:37 52 Not Allocated

Assign To Me Exit

© Gopyright Xoserve Limited 2011 - All Rights Reserved
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The area is made up of three queues. This view illustrates that you have selected the Action Queue.

My Tasks

This table is linked to the My Tasks zone on the Contact Management home page. It provides
additional information in order to help you prioritise.

Contacts Queue

This is a queue that is visible to all Users. This queue includes all Contacts raised by your
organisation.

Action Queue

This is a general queue holding a number of Contacts that have been investigated by Xoserve and
require further attention from yourselves. The Contacts within this Queue may be the result of a
Contact raised by a Shipper.

o If you are seeking a specific Contact, the Actions Queue has filters to help identify this Contact.



I 4.2 Assigning a Contact - User

Actions Queue

The Contacts Queue details the Contacts currently outstanding with your organisation. The Contacts
within this Queue may be as a result of a Contact raised by a Shipper, e.g. Data Clarification or Site
Visit.

Assign a Contact

Step 1 — Find the Contact in the queue

Step 2 — Click the box in the ‘SELECT* Column. Once a tick is showing in the box,
Step 3 — Click Assign To Me.

Close Window &

xoserve

Contact Management

Work Allocation == TGT

TGT - WORK QUEUE
Contact code [l v Loz Al v Type Al >
Status VIEW NOT ALLOCATED
Actions Queue

SELECT TYPE CONTACT CRN-ID REQUEST DATE RESPONSE DATE ALLOCATED TO
= Site Visit 150 20004433-8v1 NT 29/08/2012 14:33:13 12/09/2012 14:37 52 Not Allocated
Assign To Me Exit

© Copyright Xoserve Limited 2011 - All Rights Reserved
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This Contact will then be moved to your 'My Task’ queue and can be worked upon.

o When assigning a Contact, you can select one or multiple Contacts at a time.



I 4.3 Transferring Contacts - User

My Tasks

Transfer a Contact to the Action Queue

Step 1 — Find your Contact via the Contacts queue
Step 2 — Click the box for this Contact

Step 3 — Click Transfer to Queue.

Flle

el

Close Window |

xoserve

Work Allocation == TGT

TGT - WORK QUEUE

wy Tasks | [T

SELECT ELEMENT CONTACT CRN-ID 8SC REQUESTDATE RESPONSE by DATE LOGGED DATE ALLOCATED TO
Site Visit IS0 20004433-SV1 TCG | 29/08/2012 14:37:52 12/09/2012 14:37:52 29/08/2012 14:33:13 TGTOS

Exit

© Copyright Xoserve Limited 2011 - All Rights Reserved
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This will then appear in the Action Queue and can be worked upon by another person.

0 When transferring a Contact, you can select one or multiple Contacts at a time.



4.4 Contact Queue Overview — Supervisor

When selecting Contacts Queue in the Contact Support section on the Contact Management home
page you are taken to the Contacts Queue.

01, oz v corporg.net

] [%2) (3] [2 e semrer e
ool telp
U 48| Home 4 Login @] 0l oo il = @] xoserve - Q Profect ¥O Industry Info « Koserve

| | v ED L0 mm v Page - Safety » Tools + G~
Close Window

xoserve

Contact Managemen

Work Allocation == CRG
CRG - WORK QUEUE

sse (AN = note AL = User D

Refine

USERID FIRST NAME LAST NAME EMAIL ORG ROLE PHONE
No data available

Exit
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The area is made up of three queues. This view illustrates that you have selected the User Work
Queue.

Contacts Queue — This is a queue that is visible to all Users. This queue includes all Contacts raised
by your organisation.

Actions Queue — This is a general queue holding a number of Contacts that have been investigated
by Xoserve and require further attention from yourselves. The Contacts within this Queue may be
the result of a Contact raised by a Shipper

Users Work Queue — This queue lists the Users within the organisation and information relating to the
User. Once a team member is selected, the current work they have in their ‘My Tasks’ becomes
visible.

o If you are seeking a specific Users Work Queue, enter the User ID into the field and this will bring
back the relevant User only.



4.5 Assigning a Contact - Supervisor

Actions Queue

A Supervisor can allocate a Contact to themselves or to another colleague within the organisation.
Contacts can be allocated from the Actions Queue.

Assigning a Contact

Step 1 — Find the Contact in the queue

Step 2 — Select the box for this Contact. Once a tick is visible in the box

Step 3 — Assign to a User by clicking ‘Allocate to User’.

Step 4 — A drop down menu will appear including all Users in the organisation. Choose a User

Step 5 — Click Assign to the Above User; this contact will then be moved into the User’'s My Task
gueue and can be worked upon.

7= Actions Queue - Windows Internet Fxplorer

©ople gt vew Favorkes  Jooks  belp

xoserve Ciose i A

Contact Management

Work Allocation == TGT
TGT - WORK QUEUE

Contacts Queue SRFISINEFIIEERE User Work Queue

Contact coda [ = i =

Type Al =
Status O VIEW ALLOCATED O VIEW NOT ALLOCATED
Actions Queue
SELECT TYPE CONTACT CRN-ID LDZ REQUESTDATE RESPONSE DATE ALLOCATED TO
&= Site Visit SO 20004433-SV1 NT 29/08/2012 14:3313 12/09/2012 14:37.52 Not Allocated

Allocate To User | Users List v

Assign To Above User

Exit

© Copyright Xoserve Limited 2011 - All Rights Reserved
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The drop down list will include yourself as a Supervisor. Allocation of a Contact will work exactly the
same, select the User ID and then Assign to Above User.

o Once a Contact has been assigned the Contact will also update in the chosen person’s Work Queue.



I 4.6 Transferring Contacts - Supervisor

As a Supervisor you have the ability to retrieve a Contact from a team member’'s My Tasks and place
into the Action Queue so another team member can work on the Contact.

Step 1 — Select Contacts Queues on the Contact Management home page
Step 2 — Select User's Work Queue

Step 3 — Select the relevant User

Step 4 — Click the box for the Contact you want to transfer

Step 5 — Select Transfer to Queue

/= User Work Queue - Windows Internet Explorer

Fle Edt Yew Favortes Tools Help

xoserve
s

Work Allocation == TGT

Close Window  #|

TGTOS - WORK QUEUE

userrd TGTOS First Name TGTOS Last Name TGTE
organization TGT Role Not Available

SELECT ELEMENT CONTACT SSC REQUESTED DATE RESPONSE DATE LOGGED DATE ALLOCATED TO

Site Visit ISO 20004433 TCG | 29/08/2012 14:37:52 29/08/2012 14:33:13 TGTOS

Transfer To Queus

Exit

@© Copyright Xoserve Limited 2011 - All Rights Reserved
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This Contact will then appear in the Actions Queue ready for a team member to work on.

o When transferring a Contact, you can select one or multiple Contacts at a time.



Section 5

Correspondence



5.1 Receiving a Data Clarification Request

Original Contact and Third Party Data Clarification Request

This will appear in the Contact Queue under the support section on the Contact Management home
page.

Select the Action Queue and the following will appear....

o You can refine your search by using combinations of search criteria.

Close Window |

Work Allocation == TGT
TGT - WORK QUEUE

My Tesks Actions Gueue

Contact code [l - bz Al - Type All -
Status VIEW NOT ALLOCATED
Refine
Actions Queue
SELECT CONTACT  CRN-D REQUEST DATE RESPONSE DATE ALLOCATED TO
=] Site Visit 150 20000865-5V2 WM | 10/05/2012 15:21:29 20/09/2012 17:46:47 Not Allocated
[m] Site Visit 150 20004867-5V2 EA | 10/09/201211:17:23 24/09/2012 11:48:22 Not Allocated
=] Data Clarification ADD 20004972-DC1 11/09/2012 14:25:02 13/09/2012 14:27:17 Not Allocated
Assign To Me Exit

2011 - All Rights R d
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Step 1 — Select the box for the relevant Contact

Step 2 — Click Assign to me

XOServV: =1

TGT - WORK QUEUE

Contacts Queue Actions Queue
contace cada A 3 Lor i 3 rype A = |
p— VIEW NOT ALLOCATED

Actions Queus

SELECT CONTACT - REQUEST DATE RESPONSE DATE

=] Site Visit 150 WM 10/05/2012 15:21:29 20/09/2012 17.46.47 Not Allacated

[=] Site Visit 150 EA 10/09/2012 11:17:23 24/09/2012 11.48:22 Not Allocated

Data Clarification ADD -DC: 11/09/2012 14:265:02 13/09/2012 142717 Not Allocated
Assign To Ms Exit
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5.1 Receiving a Data Clarification Request

The Contact will become visible in your My Tasks.

7 home - Windows Internet Fxplorer.

e gt ook Help

xoserve

Mew  Favorites

Close Window  #|

4972-0C1 1S0-20004853 ALWQ
Data Amend Service ‘ _select.- v ‘ Contact Us
ADD-20004972 ALWQ

UNG-20004971 CLRD

Contacts Queues

' Invoicing Service [-select- ~l| UNC-20004870 CLRD
AL R ERS Contacts Explained
File Upload Upload File ADD-20004678 ALWQ

1S0-20003488 NETR
ISO-20004523 CLRD

ADD-20004676 CLRD
ADD-20004521 CLRD

Search Options

B3 Data clarification B3 site visit

File Search

3 Local intranct Gy v Wiz -

When the DC is selected the message below will appear stating the DC number and when a response
is due by.

Fle  Edt Favorites  Tools  Help

xoserve

Contact Management

Centact Generator

Centact Suppert

1S0-20004853 ALWQ
Data Amend Service Contact Us
ADD-20004972 ALWQ
UNC-20004971 GLRD Contacts Gusues
. U D UNG-20004970 CLRD
e Contacts Explained
u File Upload Upload File ADD-20004679 ALWQ
80 METR
ADD 20004972-DC1 Response by 13/09/2012 Ly

The Data clarification for the above Contact Reference Numberis [ gr
due to expire in 3 days

Contact Reference Number oK B3 Eie search

B osta Clarifcation B sievist

ve Limited 2011 - All Rights

Dane . Lacal ntranet sa x| iz -

Click Ok and you will be taken into the Data Clarification form.




5.1 Receiving a Data Clarification Request

Windows Internet Explorer.

fle  Edt Mew Favorkes Took el

xoserve

Contact Data C

Status: ALWQ Queues
TYPE: ADD ORIGINATOR : TGTO5 TGTE EMAIL ADDRESS : TGTO5@xoserve.com
CRN: 20004972 ssc: BUS TELEPHONE NO :

DC ID 20004972-DC1

jew Contact Defails =

You can see the original

SITE DETAILS
Building Name

Building Number 1

Locality
Sub Building Name Post Town KENT
Principal Street HALIFAX CLOSE Postcode MES7QR

pependent Streat palivery Point Alias

SUPPLY POINT DETAILS

Meter Point Reference Number

meter serial Number

8898280004

Confirmation Number

patalogger 1d (A1S)

177408702

Continue Cancel

pyright Xoserve Limited 2011 - All Rights Reserved

e Limited. R in England and VVal

5EH. R

). 5046877, VAT ration No. 851 6025 43
Dane Local intranat

S x| Hizee

Contact by clicking on this
hyperlink.

Click Continue and the details of the DC request will appear.

{2 Data Clarification Response Configuration - Windows Internet Explorer.

DC ID is an identifier for

Ele Edt Wew Favortes Tools Help
Close Window &/
Contact Managem:
Contact Ma ment>> DMQ CRN 20001480 Status: DCFR Queues
TYPE: DMQ ORIGINATOR : BRIT GAS EMAIL ADDRESS : Xoserve businessfocusteam@xoserve com
CRN: 20001490 ssc: BUS

TELEPHONE NO : 1211112222

DC ID = 20001490-DC

the original Contact.

Dispatch Date 10-09-2012

Due Date 13-09-2012 Respond Date 10-09-2012

| am unable to process your contact for the following reason

( Access to the property could not be gained )
Dispatch Date is the day

Please provide the following information in order for me to proceed
the DC was sent.

(Site contact name and telephone number)

This is when the
DC needs to be
responded by.

Mr Smith 0121 715 5843

Additional Information

| Request by NATGRIDOZ2
‘Request by’ will identify

the Contact Handler. Resolved

Cancel

> Copyright Xoserve Limited 2011 - All Rights Reserved

Xoserve Limited. Registered Office 1-3 Strand, London WC

Dane

Response by BGASO1

5EH. Registered in England and Wales. Company No. 5046877. VAT Registration No. 851 60:

S Local intranet g v Hizsm v

o Up to two DC’s can be sent per Contact. These will show as DC1 and DC2 on the system.




I 5.2 Responding to a Data Clarification Request

In the response section please provide us with the information we require in the free format comments

field and select submit to return to us.

0 You can write up to 2000 characters in the Comments box.

se Configuration - Windows Internet Fxplorer

Bl Edt  wWew Favortes Took Help

xoserve

Contact Data Cl

Dispatch Date 11/09/2012 Due Date 13/09/2012

| am unable to process your contact for the following reason Comments

Gontact Details Mr Smith 0121 711 5648
Please provide the following information in order for me to proceed
Site contact name and telephone number

Additional Information

Request by UATSCO1 Response by TGT05 TGTE

Submit Cancel

Close Window &

Status: ALWQ Queues
TYPE : ADD ORIGINATOR : TGT05 TGTE EMAIL ADDRESS : TGTO5@xoserve com
CRN : 20004872 S8SC: BUS TELEPHONE NO :
DC ID 20004872-DCA

opyright Xoserve Limited 2011 - All Rights Reserved
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The DC will be directed back to the Contact Handler at Xoserve.

o Your name is populated in the ‘Response by’ field when you click submit.

A Data Clarification Request effectively places your original Contact on hold; ‘the clock has stopped’.

Only when it is returned does the ‘clock start’ again.




5.3 Auto closure of a Data Clarification Request

A Data Clarification will remain open for 20 business days. Each time the Contact is opened you are
prompted as to how many days are left on the DC before it is due to expire.

xoserve

Contact Management

Contact Generator Recent Activity Contact Support
| 1S0-200048563 ALWQ Contact U:
Data Amend Service —select.- - anmerts

ADD-20004972 ALWQ
UNC-20004971 CLRD

Contacts Queues
. Invoicing Service —select— - ([ REr Y eI
(e e ERS Contacts Explained
File Upload Upload File ADD-20004679 ALWQ

ADD 20004972-DC1 Response by 13/09/2012 IRD

The Data Clarification for the above Contact Reference Numberis | oo
due to expire In 3 days

Contact Reference Number Ok

B3 Fie searcn

B3 Data clarification B3 sie visit

Limited 2011 - All Rights

Xoserve Limited ed Office 1-3 Sirand, Loj ed in England and 387 Reg 6 3 e

Dore et <4 v W12k -

If you do not respond during the 20 days, the Contact will auto close on the system. For the Contact
to be resolved a new Contact will need to be raised including the information requested in the DC.

The maximum elapsed time for a Data Clarification stage is 20 business days. In this respect if a
A second Data Clarification is sent at any point within this time then it will remain valid for the
remaining portion of the 20 days.

E.g. DC1 responded after 15 days since it was sent

DC2 sent on day 16 therefore 4 business days will remain



A N -

5.4 Receiving a Site Visit Request

A Site Visit Request will appear in the Contact Queue under the support section on the Contact
Management home page. Select the Action Queue and the following will appear....

o You can refine your search by using combinations of search criteria.

Bl Edt  wew Favortes ook  Help

xoserve —

Work Allocation == TGT
TGT - WORK QUEUE

Contact code [ v 1oz Al
Status VIEW NOT ALLOCATED

Refine

Actions Queue

SELECT CONTACT CRN-ID REQUESTDATE RESPONSE DATE ALLOCATED TO
=} Site Visit 1ISO 20000865-SV2 WM 10/05/2012 15:21:29 20/09/2012 17:46:47 Not Allocated
[m} Site Visit ISO 200048533V EA 10/09/2012 10:46:05 17/09/2012 10:51:59 Not Allocated
[m} Site Visit IS0 20004857-SV2 EA 10/09/2012 11:17:23 24/09/2012 11:48:22 Not Allocated

Assign To Me Exit

)11 - All Rights ed

|
d in England and Wales. Company No_ 5046877 VAT R

Done 3 Local ntranet fa - Wz -

Step 1 — Select the box for the relevant Contact

Step 2 — Click Assign to me

/= Actions Queue - Windows Intarnet Explorer.

Ele  Edt  Yew Favorites Tooks el

xoserve ) i

Work Allocation >> TGT
TGT - WORK QUEUE

Actions Queue

Contact code Al - LDz Al

- Type All - |
Status VIEW NOT ALLOCATED

Actions Queue

CONTACT REQUESTDATE RESPONSE DATE ALLOCATED TO
=} Site Visit 15O 20000865-3V2 WM 10/05/2012 15:21:29 20/09/2012 17.46:47 Not Allocated
=] Site Visit 10 20004853-SV1 EA 10/09/2012 10:46:05 17/09/2012 10.51.59 Not Allocated
=] Site Visit IS0 20004857-SV2 EA 10/09/2012 11:17:23 24/09/2012 11.48.22 Not Allocated

Assign To Me Exit

Do

SJ Local intranst g v RIS v




5.4 Receiving a Site Visit Request

The Contact will become visible in your My Tasks.

home - Windows Internet Fxplorer.

Bl Edt  wWew Favortes Took Help

xoserve

Contact Management

-~

Contact Generator My Tasks Recent Activity Contact Support
ADD 20004972-DC1 1SO-20004853 ALWQ
Data Amend Service | —-select- ¥ | Gontact s
ADD-20004972 ALWQ
) UNG-20004971 GLRD e e e
' Invoicing Service | —select- > UNC-20004870 CLRD
sl i e e Contacts Explained
u File Upload Upload File ADD-20004679 ALWQ
1SO-20003488 NETR
1SO-20004623 CLRD
ADD-20004676 CLRD
ADD-20004521 CLRD

Search Options

Contact Reference Number || Find B Search B Eile search
B3 Data clarification B3 site visit

~

Local intranat F v W izE% -

When the SV is selected the message below will appear stating the SV number.

& S:.[Le hitp://10.121.243 46:8991/QSystem/faces/contac 2 ~ © || @ home x |—|
xoserve

Recent Activity

DTL 20746306-SV1
|| DTL-20746302IGTR ConfactUs

Daia Amend Senice
DTL-207463068 ALWQ
B rwionasence

Contacts Queues

Contacts Explained

u File Upload Upload File
DTL 20746306-SV1 Response by 24/11/2015
The Site Vist for the above CRN isdue a response in 0
business days
ok

Contact Find = =
s | e [

Click Ok and you will be taken into the Site Visit Request form.




I 5.4 Receiving a Site Visit Request

7~ Site Visit - Windows Infernet Explorer

i Ede wiew ftes ook Help

xoserve

Close Window |

Contact Management

Contact I1SO CRN Status: ALWQ Queues
sv D 20004853-SV1 Network - LDZ TGT-EA
site Visit Priority SV-Urgent

SITE DETAILS

Building Name

Building Number 2 Locality
Sub Building Name Post Town HITCHIN
Principal street TILEHOUSE STREET Postcode SG52DW
Dependent Street Delivery Point Alias

SUPPLY POINT DETAILS

Site Contact Name Availability Information test case 2 urgent SV
Site Contact Number Access Instructions
MPRN 20875604 Datalogger (AIS) Number

-

right Xoserve Limited 2011 - All Rights Reserved

Xoserve Limited. Registered Office 1-3 Strand, London W EH. Registered in England and Wales. Company No. 5046877. VAT Registration No. 85 3
bore 3 Cocal tranct Ga | Wiew -

Click Continue and the details of the SV request will appear.

The request from Xoserve will appear on the left side of the screen and the response area for
yourselves will be on the right side of the screen.

Help

@5 Tecls

xXOserve

Close Window

. ontact 150 CRN Status ALWGQ Queues
SVIDis an
TYPE : IS0 ORIGINATOR : EMAIL ADDRESS :
identifier for the cru . 20004853 TELEPHONE NG §
original Contact, | —|_=v o zoo0snma v ] [rriormy svngent
E copy Fialds From rRequast
Priority is stating o
the urgency of e
Frea Standing
the SV.
o
Read o
Confirm the status of the semvice
Additional Information Additionat Information
Testfor Urgant SV
) - visita visiz
Request by’ visita  I—
o ooy e —
. Response By
lhe Xoserve Submit Save Cancel
Contact
: ‘o Limitad 2011 - All Rig
1

L

i Error on pags.

o There is no limit to the number of SV”’s that can be sent per Contact.

Please note more than one MPRN can be included in the request section from Xoserve. The MPRN'’s
can been seen by selecting MPRN 2 Tab etc.



5.5 Responding to a Site Visit Request

The information identified following a Site Visit can be entered into the response screen manually or
select the box Copy Fields From Request; this will pull the information entered into the Request
section to the Response section.

7~ Site Visit - Windows Internet Explorer

File  Edit wiew  Favel

xoOoserve

Tooks  Help

Close window

Contact Management== 150 CRN 20004853 Status: ALWG

TYPE : 18O ORIGINATOR :
ssc

EMAIL ADDRESS :

crn ;20004853 TELEPHONE NO :

SV ID 20004853-8V1  Priarity SV-Urgent

[ e e ]
[EETN [ (T | !

v Fiotds From Request |
I

|

Meter Location |

[Cve

Meter Location o

Live Meter Status

Meter Status

us Frae Standing [Fras Standing |

i
a o |

Read Date

Gonfirm the status of the sevice

Additional Information Additional Information

Testfor Urgent 3V Testfor Urgent Sv

Vvisita [

| @) vesz
visita [ Add mprn
Reauest By Respanss By
Submit save cancer

Limited. Registered Office 1-3

7 VAT Registratio

Gons

If the information found following the Site Visit is different to the information provided, this can be
changed manually and will show in green.

/= Site Visit - Wind

rnet Explorer

Flle Edit  Yiew Fa e

xOoserve

Cantact Status: ALWQ Quaues
TYPE : 150 ORIGTNATOR EMATL ADDRESS :
crN ;20004853 TELEPHONE NO :

SV ID 20004853-SV1  Prierity  SV-Urgent

[ ey e e esronse
CEETN | X X | EENN | H H |

£ Copy Fiolds From Request
o [ =
Live | — [Live ]
s Fres Standing [o0a - [Fraa stanaing (%]
Win ]

[ 1 [ ]

a o 5 o
1209 corrected Read 0 [[5637 ] 3 ]

Confirm the status of the senvice

Additional Information Additional Information

Test for Urgent Sv

Testfor Urgent Sv

visits [ | visitz |
N Add MPRN
R I
Supmit save Cancer

Cone

it

Please note more than one MPRN can be included in the response section depending on the

information found at site.



5.5 Responding to a Site Visit Request

0 You can write up to 2000 characters in the Additional Details box.

The Site Visit template includes 3 Visit boxes, this allows you to enter the date the site visit was
completed.

/= Site Visit - Windows Infernet Explorer

© Fle  Edt  Yew Favortes Tools Help

xoOoserve

Contact Management== IS0 CRN 20004853 Status: ALWQ Queues

TYPE : IS0
CrN ;20004853

ORIGINATOR EMAIL ADDRESS :
ssc TELEPHONE NO :

SV ID 20004853-SV1  Priarity SV-Urgent

[ oy  esron s
T | I X | ICIEEN | H H \

F  cCopy Fields From Request

Meter Location o

[ T meteriecaton | =
Live w [Lwve =

e Frae Stanaing [Fres Stanaing ]

win
< [
a o L= 0
1208 Uncorrected Read 0 un o ]
Read Date Request Reasen Read Date [ responss Reazon
Confirm the stats o the service | 3
Additionat Information Additionat Information
Testfor Urgent Sy Testfor Urgent SV
visita [ | visiz
visita
Request By Response By

| Submit | save cancel

TGNt Xoserve Limited 2011 - All RIONIS Reserved

Done -

o More than one MPRN can be included in the Response section. This information can be entered by
selecting Add MPRN or MPRN 2 tab.

o Your name is populated in the ‘Response by’ field.

Once the relevant information is updated, click Submit. The SV will be directed back to the Contact
Handler at Xoserve.



5.6 Receiving an RFI request (Theft of Gas only)

pre— 1“
L-TOG 20745473
Data Amend Senice ConfactUs

In response to your original Contact or a Contact raised by another Shipper, Network or iGT, where
more information is required regarding a Theft, a Request for Information (RFI) will be sent. These
will appear in the Contact queue under the support section on the Contact Management home page.

Tick the box next to the relevant ToG contact, then click ‘Assign To Me’

-
e.\@ http://10.121,243 46:3991/ QSyster 2 = C ” @ Actions Queue x ‘ |

PR

Close Window

xoserve

Contact Management

Home=> ESP

ESP - WORK QUEUE

Contact code Al ~ s5C Al ~ Type Al ~
Status View Not Allocated
=
Actions Queue
SELECT | TYPE  CONTACT | CRNAD | ssc | REQUEST DATE | RESPONSE DATE | aLLocaten To
RFI ToG 20745473 ESP | 14092015 074813 Nt Allocated

[assianoue | xt

® CopyrightXosene Lim ited 2012 - Al Rights R eserved

| I
Xoserve Limited. Registered O fice 1-3 Strand, London WC 2N SEH . Registered in England and Wales. Com pany No. 5046877 VAT Registration No. 851 6025 43

The contact will appear in your ‘My Tasks’ area. Click on the CRN hyperlink.

@ e.\ @ nitp://10121. 243468991/ Qyster O + & | @ home x | ‘

Cloge Window

xoserve

Recent Activity Contact Support

Contacts Queues
B reonssornes

Contacts Explained
File Upload Upload File

Search Options
B o e | Find Advanced Search File Search

Data Clarification Site Visit

® CopyrightXosere Limited 2012 - All Rights Reserved

1 I
KXoserve Limited. Registered Office 1-3 Strand, London WC 2N 5EH . Registered in England and Wales. Com pany No. 504687 7. VAT Registration No. 851 6025 43




5.6 Receiving an RFI request (Theft of Gas only)

The following screen appears, detailing the RFI that requires your attention. To view the contact
itself, you can click ‘View Contact Details’

@ e.[e http://10.121.243.46:8991/QSystem/faces/pages) O ~ & || @ ToG x

xoserve

Close Window

Adjustment End Date Engineer Phone Number *

Home>> TOGCRN 20745473 Status: RFII Queues
TYPE: TOG ORIGINATOR : EMAIL ADDRESS :
CRN : 20745473 SSC : TELEPHONE NO :
ViewC ont: tail
TOG Investigation Outcome * Setect- ™ Nase Of Tnformunt —
Type of Theft* Select— & Informant Phone Number —
Adjustment Start Date Name of Engineer who attended * Vineeth

Total Volume Is Photographic evidence available? * O Yes ® no

Meter Model Have Police been informed? * O Yes ® no

Meter Make Police Officer's Name

Meter Reading Police Officer's Phone Number

Year of Manufacture Crime Reference Number

Police Station

|

Engineer's Report”
TOG TESTING:

come

© Copyright Xosene Lim ited 2012 - Al Rights Reserved
|

Xoserve Limited. Registered O fice 1-3 Strand, London WC 2N SEH . Registered in England and Wales. Com pany No. 5046877. VAT Registration No.851 6025 43

Once ‘View Contact Details’ has been clicked you will see the Contact as below:

7~ Contact Details - Windows Internat Explorer [= 1=

Flle  Edt  view Favarkes Tools  Help

xoserve

Statu - Qusues

ORIGINATOR : EMAIL ADDRESS :
ssc: TELEPHONE NO :
Meter Point Reference Number Requirad Emargancy Job? ves e
Job Number adsdsads

Meter Serial Number
Bullding Number/Name OFDSFED Type of Theft (Allegation) Tampered Meter Inde
Delivery Point Alias

Sub Building Name

erincipal Street Name FOFSDF
Dependent Street TOG Allegation Description
Dependent Locality

Post Town FSDDSF
Postcode B90 2ww

Ok

Limited 2012 - All Ri

Dere & Local intranst T v Witow -




I 5.7 Responding to an RFI request (Theft of Gas only)

In response to the Request for Information a TOG Investigation Outcome will need to be provided. Dependent on
the outcome of the investigation the system will require mandatory information before user can Submit the

Contact.

Valid TOG

Where a Theft has been investigated and proven against a Large or Small Supply Point. User will need to record
the following:

Type of Theft

Adjustment Start Date

Adjustment End Date

Total Volume

If Police have been informed and if they have, Police data provided
Engineers report

Valid TOG-Not Pursuing

Where a Theft has been investigated and proven against a Large or Small Supply Point but is not pursued.

Invalid TOG

Where a Theft has been investigated and determined as Invalid TOG Contact raised.

Once all necessary information has been provided, click ‘Submit’ to send the RFI back to Xoserve

¢~ TOG - Windows Internet Explorer

File  Edit  wiew  Favorites  Tocls  Help
Close Window

xoserve

Contact Management

Status: Qusussz

Home== TOG - RFI

TYPE : TOG | ORIGINATOR : EMAIL ADDRESS :

TELEPHONE NO :

CRN: 201702095 SSC :
Wisw Contact Details
rOG Investigation Outcome * —Select- ~ [ ]
Type of Thert —
Invalid TOS I |
TOG Start Date valld TOG-Mot Pursuing
wvalid TOG | |
ation of Gas [KWh] | ] ves Mo
Meter Modal | | Have Police ba ves No
Meter Make [ | Police Officer's Name [ ]
Meter Reading [ | rolice Officer's Phone Number | |
Year of Manufacture I ] Crime Reference Number | ]
Police Statio [ ]
Engineer's Report
cancel

@ Copyright Xosermve Limited 2012 - All Rights Resenved
1
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5.8 Auto closure of an RFI request (Theft of Gas only)

A Request for Information will remain open for 80 business days. If you do not respond within the 80
day period, the Contact will auto close on the system.

For the contact to be resolved a new contact will need to be raised including the information to
complete the RFI.

/= Search¥iewlForm - Windows Internet Exploren

Ele  Edt  ¥ew Favorites  Tools  Help

xoserve

Close window

e M —
Home== TOG CRMN 20168930 Status: CLRD Queues
TYPE : TOG ORIGINATOR : EMAIL ADDRESS :
crn ;20168939 ssc TELEPHONE NO :
Contact Information TOG Investigation
Required Emergency Job? Yes No
Meter Point Reference Number “ ey
Job Number

THE FARM Tvpe of Theft (Allegation) ampered Meter Inde

Sub Building Name
Principal Street Name BUSHCOMBE LAME
TOG Allegation Description

Post n CHELTEMHAM
rostcode GLSZ 3PN

With reference to your contact, unfartunately | am unable to process your request for the reason oullined below
The Contact has besn closed as the expiry dats has slapsed.

Resolution Comments

Ok Challenge Resolution

@ Copyright Xoserve Limited 2012 - All Rights Reserved
I

e Limited. Registered Office 1-3 Strand, Londor M SEH. Registered in England and Wi Company No. 5046877 VAT Registration No. 851 6025 43

Done =




Section 6

Resolution of a
Contact



I 6.1 Contact Resolution

There are two outcomes to a Contact once it has been worked upon by Xoserve; Valid and Invalid.

Valid Resolution is when your Contact has been actioned as requested by Xoserve and Invalid
Resolution is when Xoserve have not been able to complete the Contact due to validation failures or
missing information.

Valid resolution of a Contact looks as follows including a standard top and tail message and the
confirmation as to how your Contact has been processed....

rnet Explorer

Fle Edt Yew Favo ook Help

xoserve

Close Window  ~

Contact Management== CRN 20003472 Status: CLRD Queues
TYPE: ORIGINATOR 3 EMAIL ADDRESS :
CRN: 20003472 ‘ ssc: TELEPHONE NO :

Mater Point AQ (in kwh) 20800

Type of Sarvica * single Multi

ADDRESS

Buillding Number/Name 1

pelivery point Alias PLOT 1

Sub Building Nama

Principal Street Name * PRINSTED LANE

Dependent Street JUBILEE MEWS

Dependent Locality

Past Town * EMSWORTH

Postcode ™ PO108EA

Top 50

Contact Resolved

Resolution Commants

Thank you for raising this contact and | hope it is resolved to your satisfaction

\With reference to your contact, | am pleased to inform you that your request has been actioned ‘ This part of the resolution messa

!
I.Mm reference (o your contact, | am pleased (o Inform you that your request has been actioned |

ok

@ Copyright Xeserve Limited 2011 - All Rights Reserved

Done o et Gi v W i2mw -

Invalid resolution of a Contact looks as follows including a standard opening paragraph and the
reason why the Contact was not upheld....

Internet Explorer

Bl Edt  wew Favortes ook  Help

xoserve

Close Window  #

Contact Management

Contact Management== UNC GRN 20004457 Status: GLRD Queues

TYPE: UNG ‘ ORIGINATOR : EMAIL ADDRESS =

CRN : 20004457 ssc: TELEPHONE NO :
Mater Point Referance Number
Type of Site Domestic Industrial Type of Service single Multi
CURRENT ADDRESS PROPOSED ADDRESS
Building Number/Name 64 Building Number/Name 64A
Dealivery Point Alias Dalivery Point Alias
Sub Building Name Sub Building Name
Principal Street Name THE DRIVE Principal Street Name THE DRIVE
Dependent Street Dependent Street
Dependent Locality Dependent Locality
Post Town POWICK Post Town POWICK
Postcode WR24SA Postcode WR245A

Swapped Address -

Top 50

|Th= site requested has had a Shipper history i

Resolution Comments

With reference to your contact, unfortunately | am unable to process your request for the reason outlined below This part tells you why your Cont:

Ok Challenge Resolution

Done 3 Local ntranet -] Wiz -




Section 7

Search Facilities



I 7.1 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.

= home - Windows Infernet Explorer.

Fle ot Yew Favortes Tooks Help

xoserve

Contact Management

Contact Generator

Data Amend Service [~select--
' Invoicing Service [ —setect—
u File Upload Upload File

My Tasks Recent Activity Contact Support

Contact Reference Number |

B3 Data clarification B3 site visit

Find Advanced Search

File Search

® Copyright Xoserve Lirnited 2011 - All Rights Reserved

Xoserve Limited. Registered Office 1-3 Strand, London WG2N 5EH. Registered in England and Wales. Company No. 5046877, VAT Registra

Close Window =~/

Contact Us

Contacts Queues

Contacts Explained

. 851 6025 43 1
&3 Local intranet

There are 5 search options, these are:-

Basic Search — Pinpointing a Contact by Contact Reference Number

Advanced Search — Searching for a single or multiple Contacts using a combination of search filters

File Search — Locating a file submitted to Xoserve

Data Clarification Search — Searching for a Contact currently at DC status or has passed through the

DC status.

Site Visit Search — Searching for a Contact currently at SV status or has passed through the SV

status.




A N

7.2 Basic Search

To retrieve information on a specific Contact, enter your CRN number into the field and click find.

Bl <)
xoserve

st Sy p—— s v

DTL 20746306-SV1 DTL-20746302IGTR
Data Amend Senice
DTL-20746306 ALWQ

http://10121 243468991/ QSystemfaces/pages/ O ~ & || @ home x

Close Window

Contact Us

Contacts Queues
B s senice

Contacts Explained
u File Upload Upload File

Search Options

Contact Reference Number 20746106 Find Advanced Search File Search
rfication Site Visit

The following results will appear presenting the details of the Contact....

a.\ @ http://10.121.243 468301/ QSystem/faces/contac O + & H @ 1012120386 x ‘ ‘ 23 19

Close Window

xoserve :

Home== ADD CRN 20746106 Status: CLRD Queues
TYPE: ADD ORIGINATOR : EMAIL ADDRESS :
CRN: 20746106 S5C: TELEPHONE NO :
Meter Point Reference Number Confirmation Number 365
Type of Site ®  Domestic Industrial Type of Service ® single Multi
CURRENT ADDRESS PROPOSED ADDRESS
Building Number/Name 1495 GT CMS TEST BUILDING 1495 Building Number/Name 1496 GT CMS TEST BUILDING 1496
Delivery Point Alias. Delivery Point Alias
Sub Building Name: Sub Building Name
Principal Street Name CM3 STREET 1495 Principal Street Name CMS3 STREET 1436
Dependent Street Dependent Street
Dependent Locality Dependent Locality
Post Town CMS CITY Post Town s CITY
Postcode IP256RE Postcode IP256RE
Swapped Address -
Top 50

With reference to your contact, unfortunately | am unable to process your request for the reason outiined
elow

Resolution Comments
This site resides within a Distribution Network and cannot be queried via this route

Exit Challenge Resolution

o You can not edit this Contact; it is read only.




I 7.3 Advanced Search

To retrieve information on Contacts, click Advanced Search.

e Edt  Yew F

o5 Took  Help

xoserve

Data Amend Service [~select-- =)
' Invoicing Service [ —setect— ~

File Upload Upload File

Contact Reference Number

I
BB Dt clariication B3 site visi

Search Options

Find

Advanced Search

My Tasks Recent Activity Contact Support

File Search

ed 2011 - All Right rved

|
in England and W

ompany No. 6046877 VAT Registration No. 851 6025 43

Close Window =/

Contact Us

Contacts Queues

Contacts Explained

You will be taken to this screen where you can search by various filters. The first filter is Contact
Filter, where you are required to select Contact Category and Contact Code, then click Search.
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7.3 Advanced Search

The following screen will appear and you can filter the search further by choosing data from either
Status Filters and Stakeholder Filters....

7~ Advanced Search - Windows Internet Explorer

Fle Edt Yiew Favorkes Jook Help

xoserve
s

ADVANCED SEARCH

Close Window |

CONTACT FILTERS

Contact Category * Data Amend Service v|  Contact Code * ADD v
Priority © Topsas © psc O Al
You have STATUS FILTERS
selected ® Case Evant Description | cLrRD ~|
CLRD O Contact status A pate From pate To
© an
Sos Days
STAKEHOLDER FILTERS
ssc [—select— ~| Loggedmy
Mater Point Reference Number [ ] vostceae [ ] connirmation Number [
/ Search Reset Exit

rve Limite nd, London

bone % Local ntranet Gav| W12 -

Enter the necessary data, in the above example you have selected CLRD and click Search. The
following results will appear presenting the CRN’s relating to the search.

Did you notice that three radio buttons appeared in the Contact Filter section?

Internet Explorer

Fle Edt V

xoserve

Favorites  Tools  Help

Close Window  #|

SEARCH CRITERIA

CONTACT STATUS PRIORITY
CASE EVENT DESCRIPTION CLRD Modify Search New Search

Search Results
DOWNLOAD RESULT

Contact Confirmation Logged Contact SoS Stakeholder  Closed
Code Number Postcode CED Date Priority Handler Days Reference Date

20000170 9321387500, 190432420 BO55GT 18/04/2012) 18/04/2012

20000223 62825904 155710524 B955GT 30/04/2012| 20/04/2012

20000615 2402546807, 178824855 B912AH 10/05/2012) 01/05/2012

20001124] 1020316306| 152831897 BO13LT 16/05/2012) 14/05/2012

20001154 5052684509| 186671927 B913LT 16/05/2012| 15/05/2012

20001145| 9141682309, 177145915 B913LT 16/05/2012) 15/05/2012

20001304| 5052684509, 186671927 B913LT 08/06/2012| 18/05/2012

20000171 1313167009 190212777 BO55GT 15/06/2012) 18/04/2012

20004453 21926207 151708103 BO13LT 30/08/2012| 30/08/2012 30/08/2012

Exit

- All Rights Reserved

Done % Localinranet Ga v Wiz -

Select the relevant CRN you require and the Contact will appear showing the Contact details and the
resolution for the Contact.




7.3 Advanced Search

Modify Search

On the results returned through Advanced search there is an option to Modify Search or conduct a
New Search.

Bl Edt  wWew Favortes Took  Help

Close Window =/

xoserve

SEARCH CRITERIA

CONTACT STATUS PRIORITY
CASE EVENT DESCRIPTION CLRD Modify Search New Search

‘search Results

DOWNLOAD RESULT

Contact Confirmation Logged Contact SoS Stakeholder Closed
Code Number S Postcode Date Priority Handler Days Reference
20000170 9321387500 190432420 BA55GT 18/04/2012 18/04/2012 18/04/2012
20000223 62825904 155710524 B955GT 30/04/2012| 20/04/2012 30/04/2012
20000615 2402546807 178824855 B912AH 10/05/2012| 01/05/2012 10/05/2012
20001124 1020316306 152831897 B913LT 16/05/2012) 14/05/2012 16/05/2012
20001154| 5052684509 186671927 B913LT 16/05/2012| 15/05/2012
20001145| 9141682309 177145915 B913LT 16/05/2012| 15/05/2012
200013085 5052684509 186671927 B913LT 08/06/2012] 18/05/2012
20000171 1313167009 190212777 BO95S5GT 15/06/2012) 18/04/2012
20004453 21926207 151708103 BO13LT 30/08/2012| 30/08/2012 30/08/2012

Exit

Done 3 Local ntranst Ga v Wmizw -

Modify Search will take you back to the initial search you have entered. From here the search criteria
can be amended.
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xoserve

Close Window |

ADVANCED SEARCH

CONTACT FILTERS

Contact Category * Data Amend Service Contact Code * ADD -
Priority © Topso © psc O an

STATUS FILTERS

® Case Event Description [cLrD >
© contact Status Al Date From Date To
O an
- —
STAKEHOLDER FILTERS
ssc [—-select- v| Logged By
Search Reset Exit

Done 3 Local ntranet Gav| Wizsw -




7.3 Advanced Search

New Search

New Search takes you to the original search screen to complete a brand new search with new data.

© Ele Edt Yew Favortes Toos Help

xoserve
e

ADVANCED SEARCH

CONTACT FILTERS

Gontact Category * select— = Contact Code | “select 9]

Search | Reset [ Exit |

You will need to repeat the selection step demonstrated on page 40. To pick a Contact Category and
the Contact Code you require.




7.4 File Search

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

2 home - Winden net Explorer

©Ele Edt Yew

orkes ook Help

Close Window  »|

xoserve

Contact Management

My Tasks Recent Activity Centact Suppert

Data Amend Service | -select.- =l Contact Us

Contacts Queues
Invaicing Service [ —select— =l

u File Upload Upload File

Contact Generator

Contaets Explained

Search Options /
Contact Reference Number | ] Find Advanced Search E ml

B3 Data Clarfication B3 sie visit

syright Xoserve Limited 2011 - All Rights Reserved

|
Xoserve Limited. Registered Office 1-3 Strand, London WC2N 5EH. Registered in England and Wales. Company No. 6046877 VAT Registration No_ 851 602

Done S Local ntranet sa - mazsn -

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

The screen will detail the information of the last 10 QMP files submitted to Xoserve.

File Search - Windows Internet Fxplorer

Bl Bt view Favortes Took Help

xoserve

Close Window &

FILE SEARCH

File Name I ] ssc [ A 9 uplonded By | |
pate From [ | & pate To [ | & Input Channel [ A >
File status M AccepTED [ PROCESSING [¥] REJECTED

Search Results

Download Result Previous 110017 %] MNext7

Date Uploaded File Reference Number File Name Input Channel Uploaded By

03/09/2012 721 GT201.PNO09901.QMP WEB GT2 GT201 ACCEPTED
22/08/2012 656 GT201.PNO89531.QMP WEB GT2 GT201 ACCEPTED
31/05/2012 345 GT201.PNOO1736 QMP WEB GT2 UATDEO1 ACCEPTED
31/05/2012 352 GT201.PN0O09000.QMP WEB GT2 UATDEO1 ACCEPTED
31/05/2012 348 GT201.PNO02879.QMP WEB GT2 UATDEO1 REJECTED
31/05/2012 341 GT201.PNO01735.QMP WEB GT2 UATDEO1 ACCEPTED
30/05/2012 329 GT201 PNO08502 QMP WEB GT2 UATDEO1 ACCEPTED
30/05/2012 327 GT201.PNO08501.QMP WEB GT2 UATDEO1 ACCEPTED
30/05/2012 339 GT201 PNO01374 QMP WEB GT2 UATDEO1 ACCEPTED
23/05/2012 278 GT201.PNO01999. QMP WEB GT2 UATDEO1 ACCEPTED

11 - All Rights Reserved

o The initial screen will have all File status selected, depending on your search, these can be de-
selected as necessary.



I 7.3 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.

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

£ File Search

Fle Edt Yew Favo ook Help

xoserve

Close Window |~

FILE SEARCH

File Name [ ] ssC [ an ~| Uploaded By [ ]
Date From [ | & Date To [ | & Input Channel | A ~|
File Status [l AccepTED [ PROCESSING [F] REIECTED |
Refine Exit
search Results
Download Result Previous  [1-100f17 v  Next7

Date Uploaded

ile Reference Number File Name Input Channel Uploaded By

N
2

03/09/2012 721 GT201. PNO09901 QMP WEB GT2 GT201 ACCEPTED
22/08/2012 656 GT201.PNO89531.QMP WEB GT2 GT201 ACCEPTED
31/05/2012 245 GT201.PNO01736 QMP WEB GT2 | UATDEO ACCEPTED
31/05/2012 352 GT201.PNO0S000.QMP WEB GT2 UATDED1 ACCEPTED
31/05/2012 248 GT201 PN0O02879 QMP WEB GT2 UATDED1 REJECTED
31/05/2012 341 GT201.PNO01735.QMP WEB GT2 UATDED1 ACCEPTED
30/05/2012 329 GT201 PNO08502 QMP WEB GT2 UATDED1 ACCEPTED
30/05/2012 327 GT201.PNO08501.QMP WEB GT2 UATDED1 ACCEPTED
30/05/2012 33 GT201 PNO01374 QMP WEB GT2 UATDEOD1 ACCEPTED
23/06/2012 278 GT201 PNO01999 QMP WEB GT2 UATDEO1 ACCEPTED

© Gopyright Xoserve Limited 2011 - All Rights Reserved

Xoserve Limited Registered Office 1-3 Strand, London WC2N 5EH. Registered in England and Wales Company No 5046877 VAT Registration No. 861 60256 43 &

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.



7.4 File Search

Edit Tools

Close Window =~/

FILE SEARCH

File Name [ | ssc [ A ~| uploaded By [ |
Date From [ | @ pate To [ | [&# Input Channel | A ~|
File Status. ® accerren [ processing [0 relecten

Refine Exit

search Results

Dewnload Result Previous 1-100f 14 |v|  Nextd

Date Uploaded File Reference Number File Name Input Channel Uploaded By

03/09/2012 721 GT201 PNO09901 QMP WEB GT2 | GT201 ACCEPTED
22/08/2012 666 GT201 PNOB9531.QMP WEB GT2 | GT201 ACCEPTED
31/05/2012 345 GT201.PNO01736.QMP WEB GT2 | UATDEO1 ACCEPTED
31/05/2012 362 GT201 PNO09000.QMP WEB GT2 | UATDEO1 ACCEPTED
31/05/2012 341 GT201.PNO01735.QMP WEB GT2 | UATDEO1 ACCEPTED
30/05/2012 GT201. PNO0B502. QMP WEB GT2 | UATDEO1 ACCEPTED
30/05/2012 GT201.PNO08501.QMP WEB GT2 | UATDEO1 ACCEPTED
30/05/2012 GT201. PNO01374. QMP WEB GT2 | UATDEO1 ACCEPTED
23/05/2012 GT201.PN001999.QMP WEB GT2 | UATDEO1 ACCEPTED
21706/2012 267 GT201 PNOB0B0T.QMP WEB GT2 | GT201 ACCEPTED

Click on the File Reference Number and the recorded results become available for each CRN in the

Bl Edt wew  Favorkes  Took  Help
Close Window (4|
File FILE SEARCH
Reference File Reference Number 278 Contacts Logged On 23/05/2012
selected Status ACCEPTED Status Description ACCEPTED Modify Search New Search

Search Results

By Contact Code Al - By Contact Status Accepted [ Rejected Refine

Download Result

CRN/Record ID Invoice Number Contact Code Short Code Logged By Status
20001545 7 FOM GT2 GT201 ACCEPTED
20001546 9322017707 FOM GT2 GT201 ACCEPTED
20001547 9322017909 FOM GT2 GT201 ACCEPTED
20001548 MNC GT2 GT201 ACCEPTED
This number relates 3 REJECTED
to the row that this 4 REJECTED
record features in ] REJECTED
your file. & REJEGTED
a8 REJECTED
10 REJECTED
Exit

0 6046877 VAT Re

&3 Local Intranet - BN -

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.




7.4 File Search

7= SearchResull - Windaws Internet Explorer

File Edit View Favorkes Tools  Help

xoserve

FILE SEARCH
Fila Reference Numbar 278

ACCEPTED

Contacts Logged on

Status Status Description

23/05/2012

ACCEPTED New Search

Modify Search

right Xoserve Limited 2011 - All Rights Reserved

|
N 5EH. Registered in England and Wale

Done

T8 Motwork User

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.

Flo  Edt  vew Favortes Tools Hel

By Contact Code | A = By Contact Status Acceptad Rejectad Refine
Download Result Contact Rejected
CRN/Record ID MPRN 8 Logged By Status
20001645 7 GNQO0123 - Contact is an exact double of an existing contact GT201 ACCEPTED
20001546 9322017707 GT201 ACCEPTED
20001547 9322017909 GT201 ACCEPTED
20001548 GT201 ACCEPTED
3 REJECTED
4 REJECTED
5 R REJECTED
[ - - - REJECTED
8 REJECTED
10 REJEGTED
Exit

ympany No. 5046877 VAT Registration No. 851
83 Local ntranst
- &M 19

2 Internet E;

xoserve

FILE SEARCH

|

®

[ File name [GT201 PNO09901.Q ssc [ An

Date From [ ] pate To [

File Status [ acceptep [ processing [ REJECTED

Refine Exit

Search Results
Download Result

File Name
GT201 PNO09901 QMP

File Reference Number
721

Date Uploaded
03/09/2012

rve Limited. R

Input Channel

Close Window

Uploaded By | |

Input Channel [ an

SSC Uploaded By

ACCEPTED

Done

83 Local e

o -

al

v

Tz -



7.4 File Search

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

To drill down further, click on a specific Contact.

Edt  vew Favortes Took telp

xoserve
e

FILE SEARCH
File Reference Number 721 Contacts Logged On 03/00/2012

Close Window 1~

Status ACCEPTED Status Description ACCEPTED Modify Search New Search
search Results
By Contact Code All v By Contact Status Fl accepted Fl rejected Refine

Download Result

CRN/Record ID Invoice Number Contact Code Short Code Logged By

Taszroror Aeorren
1283279707 ACCEPTED

Exit

Limited ce 1- 0 n No. 851 6025 43

Done & Localntranst fa - Wz -

The Accepted Contact will appear as follows....

7 SearchViewForm - Windows Internet Explorer.

Fle Edt Yew Favortes Took Help

xoserve

Close Window |~

Contact FOM GRN Status: WFAL ueues
TYPE: FOM ORIGINATOR : GT201 MARK GT2A EMAIL ADDRESS : [Katrina C Stait@xoserve com
CRN: 20001545 ssc: GT2 TELEPHONE NO = 1211111111

Meter Point Reference Number * 7 Meter Point AQ (in kwh) * 25000

Type of Sarvice * single Multi

ADDRESS

Buillding Number/Name 108

Delivery Point Alias
Sub Building Name

Principal Streat Name HOMER STREET
Dependent Straet

Dependent Locality

Post Town * LONDON
Postcode * B902YY
Top 50
Ok

Done Local intranck oy v Wik -




7.5 Data Clarification Search

To complete a Data Clarification search, click on Data Clarification on the Contact Management home
page.

|8 K@) rpvnizi2s6e51/055te 0 - 6| & home X

Close Window

xoserve

Confact Generator My Tasks Recent Activity Contact Support

Data Amend Senice ConfactUs

Contacts Queues

' Inwicing Senice —selct-

File Upload Upload File

Contacts Explined

Search Options
Contact Reference Number [ | Find Advanced Search File Search

Data C\arm:aﬂnq Site Visit

@ Copyight Xosene Limited 2012 - Al Rights Resenved

The following filters will appear to complete the search. Two levels of searching can be performed

here.

DATA CLARIFICATION SEARCH

) Copyright Xoserve Limited 2011 - All Rights Reserved
|

contact Refere \ \
CONTACT FILTI
Contact Code | setect.- ~|
Case Event Description * [ ~select.- ~ Date From [EE— [ R
STAKEHOLDER FILTERS
ssc [
Mater Point Referance Number Ppost Code
[ search | Reset | [ Exit |

This search
button is for the
basic search.

Search can be completed via CRN or various Filters . A CRN search will bring back the specific

record. Contact Filters will bring back single or multiple results. Stakeholders Filters are available to

refine the search further.




7.5 Data Clarification Search

Basic Search

Step 1 — Enter your CRN into the Contact Reference Number field

Step 2 — Click Search.

7= Data Clarification Search - Windows Internet Explorer

©ople Edt yew Favorkes Jook  belp

Close Window &/

DATA CLARIFICATION SEARCH

Contact Reference Number * 20004521 | Search

CONTACT FILTERS

Contact Code [ ~select— ~

STAKEHOLDER FILTERS
tssc [~select- ~|

Meter Point Reference Number Post Code

Search Reset Exit
ed
Strand, London WC2N 5EH. R Jompany No. . ation No. -]

The results will be displayed as follows....

ocal intranet - Rimw v

Eile  EdE View Favortes  Jools  Helo

xoserve '

SEARCH CRITERIA

CONTACT STATUS PRIORTTY

CASE EVENT DESCRIPTION Modify Search New Search
Search Results

Download Result

Contact

Logged Contact Stakeholder
Code D.

Priority Handler Reference

Closed Requested  Response
ite Date Date

Exit

Dane

8 Local ntranet G- mazmw -

Select the CRN and the Data Clarification form will appear.




7.6 Site Visit Search

To complete a Site Visit search, click on Site Visit on the Contact Management homepage.

] .\ @ nttp:/10121 243468991/ QSyster 0 + & || @ home x | | 5 53
Close Window
xoserve

Confact Generator My Tasks Recent Activity Contact Support

Data Amend Senice ContactUs

Contacts Queues

Contacts Explained
Y File Upload Upload File

Search Options
Contact Reference Number [ ] Find idanced Search File Search

wm
Data Clarifcation

@ Copyight Xosene Limited 2012 - Al Rights Resenved

The following filters will appear to complete the search. Two levels of searching can be performed
here.

7~ Site Visit Search - Windews Internet Explorer

Fle Edt Yew Favorltes Jook  Help

xoserve Close Vindon A

Contact Management

SITE VISIT SEARCH

‘ ‘ Search
Contact Code [ ~setect - ~|
case Event Description * [ —select-- = Date From [E— L N E—
SITE VISIT FILTERS
Site Visit Priority ©  sTanDarRD O URGENT Visit Type © 106 ©  won- ToG
STAKEHOLDER FILTERS
ssc [ —select— ~ 1oz
Mater Point Referance Numbar Post Code

Search Reset Exit

Xoserve Limited. Registered Office 1-3 Strand, Landon WC

Search can be completed via CRN or various Filters . CRN search will bring back the specific record.

Contact Filters will bring back single or multiple results. Stakeholders Filters are available to refine
the search further.



A N -

7.6 Site Visit Search

Basic Search

Step 1 — Enter your CRN into the Contact Reference Number field

Step 2 — Click Search.

©ople Edt yew Favorkes Jook  belp

xoserve i

DATA CLARIFICATION SEARCH

Contact Reference Number * ooosszi || Search
CONTACT FILTERS

Contact Code | —select— ~|

Case Event Description * [ —select—

STAKEHOLDER FILTERS
tssc [~select- ~|

Meter Point Reforence Number | ] Post Code [ ——

Search Reset Exit

Company No. 5046 A 2 tion No. 85 |

Local ntranet - Rimw v

Fle Edt Yew Favortes Took Help

xoserve e Wit &

SEARCH CRITERTA

CONTACT STATUS

PRIORITY
CASE EVENT DESCRIPTION Modify Search New Search
saearch Rasults
Download Result
Contact Event  Logged Contact Sos Stakeholder Closed  Requested Response
Code Date Date Priority Handler Days Reference Date Date Date LDZ
20004523 1SO BUS| ALWQ| 3/9/2012]  3/9/2012| HI o 3/9/2012 WM
Exit

Dore

3 Local ntranet Gav| Wizsw -

Select the CRN and the Site Visit will appear.




7.6 Site Visit Search

Filter Search Case event description allows
you to search for a SV

) ) A A i i outstanding with your
Step 1 — Enter the required information into the Contact Filters section. organisation or a SV that s at

IGTR which is a SV back with
Xoserve.

Step 2 — Click Search

o Further search criteria are available in the Stakeholder Filters section

ee\@ bitp/ 110,121 263468951/ Qyster 2 ~ & || @ sie vise Search = e 653

xoserve Cloae Uiniow

Contact Management

SITE VISIT SEARCH

Contact Reference Number® | | Search

CONTACT ALTERS

contact code

SITE VISIT ALTERS

Site Visit Priority O stanparD O URGENT Visit Type O Toe O wnon-TOG

STAKEHOLDER FILTERS

| | Reset Exit

|

Matar Point Refarenca Number

@
2
3
g

|
rand, London WC2N SEH. Registered in England and Wales. Com pany Ho. 5046877 VAT Registration 16025 43

The result will be displayed as follows....

e.\ @ hitpy/10121243.468991/ QSyster O + € | @ Search Result x ‘ ‘ 77 8
Close Window
xoserve

Contact Management

SEARCH CRITERIA

CONTACT STATUS PRIORITY
CASE EVENT DESCRIPTION 16TR Modify Search Wew Search
Search Results
Download Result
Contact Eveni  Logged Contact | 505 Stakeholder Closed  Requested| Response
CRN Code S5C| CED Date| Daie| Priority| Handler Days Reference Date. Date Date| LDZ]
20748302 DTL IGTR| 23/2/2016] 11A1/2015] HI 0 11/11/2015 231212016
Exit

Select the CRN and the Site Visit will appear.



7.7 Download results

The Download Results facility is available on Advanced Search, File Search, Data Clarification and
Site Visit.

= Search Resull - Windows Infernet Explorer

© Ele Edt Yew Favortes Toos Help

xoserve
s

SEARCH CRITERIA

Close Window ~

CONTACT STATUS PRIORITY
CASE EVENT DESCRIPTION CLRD Modify Search New Search

Search Results

DOWNLOAD RESULT Previous (1100164 (v

Contact Confirmation Event Logged Contact Stakeholder
Code Number SSC Postcode Date Priority Handler Reference Id

20000630 DE723NB 02/05/2012) 02/05/2012

20000632 CF356BN 02/05/2012

20000620 € 95¢ BS23200 02/05/2012

20000658 B913LT 02/05/2012

2 662 603343010 B913LT 02/05/2012

20000628 1110808407 EH104EW| 02/05/2012

20000635| 8938096307 CF356BN 02/05/2012

20000787 1451172708 BL3GQL 08/05/2012

20000772 643256500 B911JS 08/05/2012

20000764 924881100 TN174DE 08/05/2012] 08/05/2012 08/05/2012

Exit

© Copyright Xoserve Limited 2011 - All Rights Reserved

Xoserve Limited. Registered Office 1-3 Strand, London WC2N SEH. Registered in England and Wales. Company No. 5046877, VAT Registration No. 85 ]

Done 3 Local inranet Ga v Wizw -

This allows the results returned to your search to be downloaded in .CSV format which can then be
opened up in Excel. Select Download Results, the message below will appear....

File Download

Do you want to open or save this file?

j Mame: DatafmendmentSearchResult.csy
= Tupe:  Microsoft Office Excel Comma Separated Yalues Fil. ..

From: xpol0601.xoserve.corporg.net

/ Open ][ Save ]L Cancel |

|@ “whhile files from the Internet can be useful, zome fles can potentialy

harm pour computer. IF pou do not st the zource, do not open ar
zave this file. What's the righk?

Select Open and the details will appear in an Excel format and these can then be saved where
requested.



Previously
Submitted
Contacts



I 8.1 Raising a Previously Submitted Contact

If you do not agree with the resolution of your Contact then you have the ability to challenge it.

This feature can be found at the foot of the screen which displays the resolution comments provided
for your Contact.

2 http:dixpolD6 . net: 7877/QSystem/faces fcontactManageme 1-FvzBQF4 - Windows Internet Fxplorer

Bl Edt e

fte:  Took  Help

xoserve

Contact Mana t

Close Window =

Contact Management== ADD CRN 20004521 Status: CLRD Queues.
TYPE: ADD ORIGINATOR : EMAIL ADDRESS :
CRN : 20004521 S5C: wou TELEPHONE NO :

Mater Point Reference Number I Confirmation Number 182975583

Type of site Domestic Industrial Type of Service single Multi

CURRENT ADDRES S PROPOSED ADDRESS

Building Number/Name PLOT 10 Building Number/Name 7

Delivery Point Alins Dalivery Point Alias

FLAT 14

Principal Street Name HOMER ROAD SLOANE STREET

Dependent Street Dependent Street

Dependent Locality Dependent Locality

Post Town SOLHULL Post Town LONDON

Postcoda BO1ALT Postcode SWAXILE
Address - ive Mater Point Numbaer 8613543205

Top 50

With reference to your contact, unfortunately | am unable to process your request for the reason outlined below

The proposed address is not a PAF valid address

Resolution Comments

Exit Challenge Resolution

Dane S Local ntranst a - Wazmn -

o You are not able to edit any details on this screen

o Data Amend Service — The response can be challenged within 12 business days

If the time period has elapsed and beyond the window that you are able to challenge a resolved
Contact, the following message will appear.

Flo  Edt  Wiew

xoserve

> LogISO Status: GLRD My Queues Task
TYPE: ISO ORIGINATOR : BRITISHO1 GASA EMATL : xoserve.Q com
CRN: 20000658 ssc: BUS TELEPHONE NO : 1211112222

Meter Point Reference Number 9199361910

Type of Site Domestic  Industrial Type of Service single  Multi

Mater Serial Numbar

CURRENT ADDRESS

Building Number/Name * 1

Yes  No
Busnisess days for raisin a PEC requast has expired
Principal street Name " HOME v . 0 " Yax ® Mo
Post Town * SOIH Olase Removed
Postcode * B813l Live
site Contact Name
site Contact Number
Contact Explanation
Top 50
With reference to your contact, unfortunately | am unable to
pracess your request for the reason outlined below
Investigation has confirmed the service is live. No amendment
is required 1o our source systems
Resolution Comments
Exit Challenge Resolution

Dane 3 Localintranet s - Wiz -




I 8.1 Raising a Previously Submitted Contact

If the Contact is within the allowable timescales when clicking Challenge Resolution the following
screen will appear.

Step 1 — Enter your comments

Step 2 — Click Challenge.

Ele  Edit Helo
Close Window =

xoserve

Status: CLRD Queues

Contact Management=> ADD CRN 20004521

ORIGINATOR : TGTO5 TGTE EMAIL ADDRESS : TGTOS@xoserve.com

ssc: BUS

TYPE: ADD
CRN: 20004521

TELEPHONE NO :

View Centaet Details >

Comments
"I wish to challenge the contact response for the following reason

The address is PAF valid

Request by TGTOS

Challenge Cancel

® Copyright Xoserve Limited 2011 - All Rights Reserved
|

Xoserve Limited Registered Office 1.3 Strand, London WCZ2N SEH. Registered in England and Wales Company No. 5048877 VAT Registration No. 851 8025 43
S Local intranet b - Muzmw -

Your Challenge must not contain detail that was omitted from your original Contact. Please raise a
further Contact if you have additional information.

OYou can write up to 2000 characters in the Comments box.

The following message will appear confirming the Contact has been submitted and the new Contact
Reference Number for your request.

X()Serv Close Window  ~
Status: GLRD v

== ADD GRN 20004521

EMAIL ADDRESS :

TYPE : ADD ORIGINATOR =
CmN oz 20004521 SSC 2 TELEPHONE NO =
Matar Point Refarance Numbar Confirmation Numbar 182675683
Type of Site bomestic Industrial Type of Service 5 single it
CURRENT ADDRESS PROPOSED ADDRESS
Building Number /Name PLOT c o rtact Lopped Successiully 7
Paint Alias
Contact Reference Number: 20004676 FLAT 14
Principal Street Name HOM ~ Logging Time: Tue Sep 04 2012 09:27 SLOANE STREET
soLl LONDON
Postcoda B913l Close SW1IXOLE
Swapped Address - Alternative Meter Point &

Top s0

With reference to your contact, unfortunately | am unable to process your request for the reason outlined below

The proposed address is not a PAF valid address

Resolution Comments

Submit




I 8.2 Receiving a Previously Submitted Contact response

Once Xoserve has investigated your challenge, it could have two possible outcomes. Upheld or
Reject.

To view the action Xoserve have completed, find the CRN through search and the response will
show as follows with the relevant Resolution Comments for the PSC....

7 hitp:/ixpol xoserve.corporg, net: stem/faces/contactianagement. js p;jsessioni d=nit! - Windows Internet Explorer
£ http:Hixpol0601 porg. net: 787 7/QSystem/faces/ Managy D onid=nMIWQF? - Windows | Expl

Bl Edt View Favorites Took  Help

xoserve

Close Window &

Contact Management=> ADD CRN 20004676 Status: CLRD Queues
TYPE: ADD ORIGINATOR : EMAIL ADDRESS ©
CRN: 20004676 ssc: TELEPHONE NO :
Meter Point Reference Number Confirmation Number 182976683
Type of Site Domestic Industrial Type of Service single Multi
CURRENT ADDRESS PROPOSED ADDRESS
Building Numbaer/Name PLOT 10 Building Numbaer/Name 7
Dpelivery Point Alias Delivery Point alias
Sub Building Name Sub Building Name FLAT 14
Principal Street Name HOMER ROAD Principal Street Name SLOANE STREET
pependent street Dependent street
Dependent Locality Dependent Locality
Post Town SOLHULL Post Town LONDON
Postcode B913LT Postcode SWIXILE

Swapped Address - Alternative Mater Point Referance Numbaer 8813543205

Top 50

With reference to your contact, | am pleased to inform you that your request has been actioned
The sddress has been amended

Thank you for raising this contact and | hope it is resalved to your satisfaction
Reselution Comments

Exit Challenge Resolution

Done 4 Local intranet. in - M%<

The previously submitted Contact is subject to Query Management Standards of Service and is
treated as a high priority.



