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1. Hello and welcomeé 
Welcome to Engage. Itôs great to have the opportunity to work with you. 

 
The world is becoming more complex. You need to extend the reach of your network, control costs and 
ensure the security of your business ï all while adopting new ways of working. 

 
Weôre not claiming that solving such complexities is simple. But now weôre working together we hope that 
Engage makes it easier and faster for you to get what you need. Then you can use the solutions you 
choose to turn those everyday complexities into opportunities. 

 
Delve into this user guide whenever you need help on the portal. 
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2. Getting  Started  
The Engage portal can be accessed from the following URL: 

www.virginmediabusiness.co.uk/engage 

Supported browser versions ï 

Chrome v31 and above 

Firefox v25 and above 
 

IE8 and above 
 

Safari (Mac) v6 and above 
 

We have added a quick link on our home page for easy access to the Engage User Guide.Our User 

Guide can be located in the óMy Documents ô section of the Engage Portal, alternatively click on the 
following link: 

 

Quick Reference Guide 
 

Once you have launched the site, please follow the on-screen instructions. 

 

Login  

At first login, youôll be asked several questions to personalise and secure your account. 
 

You should have received an email from us containing a username and password. If not, please contact 
your system administrator. 

 

Enter the login details provided ï as indicated below ï then click the ñLoginò button. Please note:  your 
username and password are case sensitive. 

 
By logging into and / or by using the Engage portal you accept and agree to be bound by the Engage 
Terms of Use (a link to the related document can be found near the bottom of the page). 

 

     

http://www.virginmediabusiness.co.uk/engage
http://www.virginmediabusiness.co.uk/documents/engage-help/documents/EngageQuick-RefGuide_v3%201_0814.pdf


Engage Portal User Guide 

Engage External User Guide 

© Virgin Media Business | Confidential 

 

Engage_External_User_Guide_0 324 Page 5 of 156 

 

 

 

 

Initial Login Password Reset  

Once youôve logged in, youôll be prompted to reset your password. This is your chance to create a personal 
password thatôs a little easier to remember. 

 

Password format requirements are as follows: 
 

¶ Minimum of eight characters 
 

¶ At least one digit 
 

¶ One upper case letter 
 

¶ One lower case letter 
 

¶ One of the following special characters ñ @ # $ % ò 
 

 

Security settings  

We would like you to feel confident that any information you share with us will be kept safe. We ask you to 
apply some personal security to your account, so that only you, and additional users requested by you, can 
access your account. 

 
Next youôll be asked to set your security questions and answers. Simply select your options from the drop 
down menus and create your personal answers. 

 
Youôll then be asked to provide a unique question and answer of your own, keeping things extra secure. 

 
Make sure you store your answers somewhere safe, as theyôll be used to confirm your identity if you need 
to reset your password in the future. 
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Once youôve set your security questions, youôll be directed to the Engage homepage. A message will 
display, confirming that your security question changes are complete. 
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You can update your security questions at any time by clicking on My Profile  and then select change  my 
Security  Questions . 

 

How to change your password  

To change your password, select the change password option under the My Account  tab. Youôll now have 
a view on-screen similar to the box displayed below. Enter your new password and then re-enter for 
confirmation. 

 
Remember! Password format requirements are as follows, minimum of eight characters, at least one digit, 
one upper case letter, one lower case letter and one of the following special characters ñ @ # $ % ò. 

 

 
Now click ñChange Password ò to submit change. Youôll be redirected to the homepage, where youôll 
receive a confirmation message at the top of the page advising password change has been successful. 

 

Forgot your password?  

If you canôt recall your password, then at the homepage there is the option to request a reset. 

     
 

Then enter your username and youôll be asked to answer your security questions, once you have verified these 

you will be able to enter a new password. 
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Account locked?  

After three failed attempts your account will be locked out. To gain access again, please contact your 
Account Manager or Partner Success manager. 

 

Where possible please request a password reset on a second failed attempt to login. Otherwise, your 
account will lock on a third failed attempt. 

 
 

 

 

Throughout Engage you may see tool tips which offer additional information or 

guidelines. Simply mouse over the icon for details. 

 

 
For example: 

     
 
Also on the homepage youôll see quick links to common areas of the Engage site: 
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3. My Account  
Good housekeeping  

You manage the information that we hold on your organisation, so itôs important to keep the information in 
this section up-to-date, as it will be used to automatically populate the order forms. Accurate information 
will help to improve service delivery timescales. 

 
   

 

 
Customer Management  

Company information:  
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If you wish to edit your company details: 
 

¶ Choose ñCustomer  Managementò 
 

¶ Then ñCompany  Information ò 
 

¶ Update the details as appropriate. 
 

¶ Once finished click ñSaveò at the bottom of the screen. 
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Contacts:  

 
 

You can store different addresses for billing, delivery and general correspondence. Account information 
can be amended by updating the relevant field/s, then click ñChange  Contactò when you have finished 
making your changes. 

 

Note : All fields marked with an asterisk are mandatory and must be completed in order to progress. 

 
The functions described in this User Guide apply to most Engage users. The naming convention weôve 
adopted for this type of user is a Standard User. However, every customer organisation also has at least 
one Super User who has additional rights and responsibilities. Youôll find more details about these roles in 
the User Management tab. 

 
User Management  

By selecting the "User Management ò option, those with permissions (Super Users) can: 
 

¶ Request new users 
 

¶ Review and change an existing userôs details 
 

¶ Adjust roles/permissions 
 

¶ Unlock user accounts 
 

¶ Delete user accounts 
 

 
 

 

Create New User  

To create a new user, enter the userôs details in the request new user section. 
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Ensure you select the Super User or Standard User f rom the ñUser Typeò drop down menu. If you do not 
select a user type you will receive an error message preventing you from further navigation, until a 
selection is made. 
 

    

 
 

Next you can set the required access levels for the user. You have five permission options available. 

 

Tick the ñSelect Allò box to choose all, otherwise tick each one according to your preference for example: 
 

¶ View Network Capacity Management 
 

¶ Raise and edit quotes 
 

¶ Raise and edit orders 
 

¶ Raise disconnection request 
 

¶ Track progress of all orders 
 

¶ Raise and edit incidents and requests 
 

¶ View Planned Works 
 

¶ View incidents and requests 
 

¶ View bill online 
 

¶ Raise change requests 
 

¶ View change requests 
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Click ñSaveò to submit your request to the administrator. The new user will receive login details by email. 

 
*You can only choose the Network Capacity Management feature if your account has been activated for 
this permission ï if this feature has not been enabled for you, simply contact your Account team with your 
request and they'll do the rest. 

 

Update User Details / Permissions  

There may be times when you need to change the information or permissions that you have given your 
users. 

 

Alongside the userôs details on the right hand side of the list, click ñEditò. Use the Search bar to search by 
name or navigate through the list using the directional arrows. Make your required changes then select 
ñSaveò ï the changes will take immediate effect. 
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My Virgin Media Business Contacts  

If you need any direct support, just give us a shout! We know how your account works and will put you in 
touch with an account team representative to get things moving in the right direction. 

    

 
 

Under the Virgin Media Business Contacts section, you will find the contact details for your support 
functions: 

 

¶ Service Relationship Manager 
 

¶ Billing 
 

¶ Incidents 
 

¶ Account Manager 
 

¶ Support 
 

¶ Orders and Provisioning 

 

 

Change Password  

To change your password, select ñChange  Password ò under the My Account tab. A box will display on- 
screen, similar to that shown in the following screen shot. Enter your new password and then re-enter for 
confirmation. 
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Remember: Password format requirements are as follows: 
 

¶ Minimum of eight characters 
 

¶ At least one digit 
 

¶ One upper case letter 
 

¶ One lower case letter 
 

¶ One of the following special characters ñ @ # $ % ò 

 

Now click ñChange  Password ò to submit your changes. Youôll be redirected to the homepage, where you 
will receive a confirmation message at the top of the page, advising that the password change has been 
successful. 

 
 
 
 
 

My Profile  

You can update your security questions or user details at any time by clicking on ñMy Profileò at the top 
right-hand section on the homepage. 
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4. Messages  
Keeping you informed  

From time to time, weôll send you information to keep you up to date with whatôs going on and any planned 
changes that may affect you. When you login to Engage, youôll see a message notification on the right-
hand side of the homepage. 
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When you click on the message link, messages will be displayed in list format. 

 
 

 
 
 
Select the message you would like to read by clicking on the subject field. 

 
 

You can now read the content of your message on-screen. The status of the message will show as having 
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been read and will be automatically stored for future reference. 
 

The Planned Works messages function in the same way, please see section later in this document 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

5. Serviceability  
Are you within easy reach?  

The Engage portal has been designed to make doing business easier, faster and more flexibly. 
Serviceability checks can now be performed instantly ï saving you valuable time and helping us work 
together, smarter. 
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To verify site serviceability i.e. whether you are on-net or off-net, please enter the postcodes of each of 
your sites, to check whether you are within reach. 

 
 

Simply type in the postcode(s) ï you can check up to 50 postcodes per search. 

Click ñNextò to view results of the available connectivity for those postcodes. 

 
One of the following two connectivity options will be displayed on-screen: 

 

¶ Virgin Media Connectivity 
 

¶ 3rd Party Connectivity 

Click ñNextò to continue. 
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Select f rom the drop down list of full postal address/es for each of your entries, then click ñNextò to submit. 

 

 
Results are displayed on-screen, showing if network is readily available for connection, or whether further 
work will be required to get you up and running. 

 
Click ñFinishò when your search is complete. Youôll be redirected to the homepage and a message will 
display, confirming that your request is complete. The serviceability result includes the access types 
available at the site so that you know if broadband, ethernet and SDH is available prior to raising a quote. 
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At the top right hand corner of the screen there is an option available to export to CSV format for future 
reference as per the example below. If this is required, click ñExport  to  CSVò. 

 

Your document storage options are now displayed: 
 

 

Below is an example of the CSV export: 
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6. Quotes  
 

 

In this section you can raise and view quotes for several products and service types. Each section details 
the associated products and will provide guidance on the requirements to submit your quote 
successfully. 

 
All of the sites you've added during the quote and order process are available in the ñMy Sitesò section. 
These include: 

 

¶ Site ï a physical location (building or office) used by your organisation. 
 

¶ POI (Points of Interconnect) ï ñYour POI" is a POI set up especially for your organisation. The 
"Telehotel" is a POI that any customer can use. 

 

Youôre able to store details of your company's hubs and key sites. This will help you to speed up the quote 
and order process since the information you have entered will automatically be populated into the order 
form. Any information that has been saved and stored for each site can be used and accessed by all 
users in your company. Itôs therefore important to get all the details right first time. 
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Create Quote  

Select Create Quote from the Quotes drop down box. 
     

 

 

 
Under the Quotes tab you can select from the following: 

 

¶ Point-to-Point Ethernet Multisite (New) 
 

¶ Point-to-Point Ethernet 
 

¶ VPN 
 

¶ Dedicated Internet Access(New) 
 
 

Note:  To f ind out more about our products, please refer to the Products & Configuration section. If there 
are products you canôt see but youôre interested in, please speak to your Account Manager. 

 
 
 
 
 
 

 

 

Point -to-Point Ethernet  Quote  

Here is an example of how to request a Point -to -Point Ethernet quote: 
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If you have a POI (Point of Interconnect) youôll be able to select this as youôre A-End, by clicking óAddô next 



Engage Portal User Guide 

Engage External User Guide 

© Virgin Media Business | Confidential 

 

Engage_External_User_Guide_0 324 Page 25 of 156 

 

 

 

 

to where it says óYour POIô. All your POI sites will be available to select from the list, use the filter box to 
quickly find the one you need for your quote. 

 

If you do not have a POI, you can search for an A-End by selecting 
óAll other sites/addressesô (Non-POI)ô and entering your postcode and selecting your address. 

 

 
Once you have selected your A-End you will need to select your B-End(s): 
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Enter your postcode and click óSearchô 

Select your B-End(s) by clicking óAddô 

If you want to prepare a Site to Multi Site quote then simply keep selecting and adding B-End sites 
 

Once you have both an A-End and a B-End(s) selected click óNextô 
 

The serviceability results for your chosen sites will now be displayed to help you understand which 
products are available. Select the product you wish to quote for 

 

 

¶ Configure an A-End by selecting: 
Bearer Bandwidth 
NTU 

 

¶ Selecting the bearer and NTU values will reduce the list of available options for your B-End site 
making it easier for you to select the correct options 

 

¶ Next configure your B-End 
 

¶ Choose one of the default configurations or create a custom configuration by clicking on Create 
Custom  Configuration  
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Next select the Contract term and Billing Frequency, Edge QoS and Layer 2 Control Protocol options. For POI 
sites that have an ENNI enabled, youôll also be asked to select the correct option. 

 
Please then choose ñGenerate Quoteò to proceed. 
 

 
 

 
 

To view all your existing Saved Quotes click Saved Quotes  at the top of the page. 

 
Click ñExitò to save and start another quote. This will take you to the first page of the quote journey ï Site 
Selection . 

 
You can now place on order by selecting a quote and then clicking ñProceed  to  Orderò or alternatively 
click on ñView Quoteò where you have further options, such as cloning a quote. 

 

Your quote has now been stored in the ñSaved Quotesò section. 
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EoFTTP & EoFTTP Lite  
 

 
NE EoFTTP:  

Delivered using the shared FTTP network, with a 20% AIR guarantee. 

NE EoFTTPLite: 

 Delivered using the shared FTTP network, with a 5% AIR guarantee. 

 

Here is an example of how to request a Point-to-Point Ethernet EoFTTP & EoFTTP Lite quote: 

Home page -> Quotes -> Point to Point Ethernet  

 

 

 
 
 
EoFTTP & EoFTTP Lite Site A should be always a POI site. Select POI(Point of Interconnect) site as ȅƻǳΩǊŜ A-
End, by clicking Ψ!ŘŘΩ next to where it  says ΨYour thLΩΦ All of your POI sites will be available to select from the list, 
use the filter box to quickly find the one you need for your quote. 
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Once you have selected your A-End you will need to select your B-End(s): 

 
 
Once you have both an A-End and a B-End details then click on Ψ/ƘŜŎƪ tǊƻŘǳŎǘ {ŜǊǾƛŎŜŀōƛƭƛǘȅέ. 
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     For EOFTTP quote creation select NE EoFTTP from Access configuration 
 
 

¶ Configure an A-End by selecting: 
Bearer Bandwidth 
NTU 
NTU Type 
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¶ Next Configure an B-End by selecting: 
Bearer Bandwidth 
NTU 
Assured 
information level 
Care Level 

 

 
                 Bandwidth: ¢ƘŜ άǳǇ ǘƻέ ƳŀȄƛƳǳƳ ōŀƴŘǿƛŘǘƘ ŀǾŀƛƭŀōƭŜΦ 

                  Assured Information Rate: The minimum amount of bandwidth you will receive under contention  

                  and specifically for 

                  downstream traffic the relative weighting of priority for bandwidth under congestion.                                                                  

                   

                    Care Level: Standard (40hr), Enhanced (20hr) and Premium (5hr) fault fix response times, actioned 
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                     in clock hours and supported 24x7x365.   

 
 
 
 

 
 
 
 
       

Next select the Contract term and Billing Frequency, Edge QoS and Layer 2 Control Protocol options. 
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Generate quote 
 
tƭŜŀǎŜ ǘƘŜƴ ŎƘƻƻǎŜ άDŜƴŜǊŀǘŜ vǳƻǘŜέ ǘƻ ǇǊƻŎŜŜŘΦ 
 
vǳƻǘŜ ǎƘƻǳƭŘ ƎŜƴŜǊŀǘŜ ǎǳŎŎŜǎǎŦǳƭƭȅΣ ƻƴŎŜ ǿƘŜƴ ŎƭƛŎƪŜŘ άDŜƴŜǊŀǘŜ ǉǳƻǘŜέ ōǳǘǘƻƴΦ 
 
Bandwidth, Contract Term, Install One off charges and Annual rental details should be visible in quote 

 
 

 
 
 
To view all your existing Saved Quotes click Saved Quotes at the top of the page. 

 
Click άExitέ to save and start another quote. This will take you to the first page of the quote journey 



Engage Portal User Guide 

Engage External User Guide 

© Virgin Media Business | Confidential 

 

Engage_External_User_Guide_0 324 Page 35 of 156 

 

 

 

 

ς Site Selection. 
 

You can now place on order by selecting a quote and then clicking άProceed to hǊŘŜǊέ or 
alternatively click on ά±ƛŜǿ vǳƻǘŜέ. 

 
¸ƻǳǊ ǉǳƻǘŜ Ƙŀǎ ƴƻǿ ōŜŜƴ ǎǘƻǊŜŘ ƛƴ ǘƘŜ ά{ŀǾŜŘ vǳƻǘŜǎέ section. 
 
 
 
 For EOFTTP quote creation select NE EoFTTPLite from Access configuration 
 

¶ Configure an A-End by selecting: 
Bearer Bandwidth 
NTU 
NTU Type 

 
 

 
 
 
 

¶ Next Configure an B-End by selecting: 
Bearer Bandwidth 
NTU 
Assured 
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information level 
Care Level 

 

 
 
Next select the Contract term and Billing Frequency, Edge QoS and Layer 2 Control Protocol options 
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Generate quote 
 
tƭŜŀǎŜ ǘƘŜƴ ŎƘƻƻǎŜ άDŜƴŜǊŀǘŜ vǳƻǘŜέ ǘƻ ǇǊƻŎŜŜŘΦ 
 
vǳƻǘŜ ǎƘƻǳƭŘ ƎŜƴŜǊŀǘŜ ǎǳŎŎŜǎǎŦǳƭƭȅΣ ƻƴŎŜ ǿƘŜƴ ŎƭƛŎƪŜŘ άDŜƴŜǊŀǘŜ ǉǳƻǘŜέ ōǳǘǘƻƴΦ 
 
Bandwidth, Contract Term, Install One off charges and Annual rental details should be visible in quote 
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Point -to-Point Ethernet ( Multisite) Quote  

Here is an example of how to request a Point -to -Point Ethernet with Multisite quote: 

 

 

 

 

If you have a POI (Point of Interconnect) youôll be able to select this as youôre A-End, by clicking óAddô next 
to where it says óYour POIô. All of your POI sites will be available to select from the list, use the filter box to 
quickly find the one you need for your quote. 

 

If you do not have a POI you can search for an A-End by selecting 
óAll other sites/addressesô (Non-POI)ô and entering your postcode and selecting your address. 
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Once you have selected your A-End you will need to select your B-End(s): 

    
 

Enter your postcode and click óSearchô 

Select your B-End by clicking óAddô 

If you want to prepare a Site to Multi Site quote, then simply click on ñAdd another circuitò to select the next 
circuitôs A-End and B-End details. 
 

 
Note: You can add maximum of 4 circuits in a single quote journey. 

 

Once you have both an A-End and a B-End details for all the added circuits then click on óCheck Product 
Serviceabilityò. 

 

 

 
Enter your postcode and click óSearchô 

Select your B-End by clicking óAddô 

If you want to prepare a Site to Multi Site quote, then simply click on ñAdd another circuitò to select the next 
circuitôs A-End and B-End details. 
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Note: You can add maximum of 4 circuits in a single quote journey. 
 

Once you have both an A-End and a B-End details for all the added circuits then click on óCheck Product 

Serviceabilityò. 

 

 

The serviceability results for your chosen circuits will now be displayed to help you understand which are 
available. Now, click on ñCircuit Configuration ò. It will navigate to another screen where you can 

configure your circuits. 

 

     

 

Configure circuits by clicking each ñConfigureò buttons. Itôll will open and window on right side of your screen to 

configure your circuitôs A-End and B-End details. 

¶ Configure an A-End by selecting: 
Bearer Bandwidth 
NTU 
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¶ Configure a B-End by selecting: 
Bearer Bandwidth  
Circuit Bandwidth  
NTU 

Network preference  
 

          
 

¶ If you have more than one circuit serviceable then you will have the below option to configure/save the same 

configurations for other circuits as well. 

         
 

Next select the Billing Frequency, Contract term options and Title for Quote. 
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Please then choose ñGenerate Quote ò to proceed. 
 

 

 
To view all of your existing Saved Quotes click Saved Quotes  at the top of the page. 
 
You can now place on order by selecting a quote and then clicking ñProceed  to  Orderò or alternatively click 
on ñView Quoteò where you have further options, such as cloning a quote. 
 

Your quote has now been stored in the ñSaved Quotesò section. 
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VPN Quote  

Here is an example of how to request a VPN quote: 
 

Enter your Postcode and click óSearchô. 

Select your chosen site by clicking óAddô. 

Once you have all sites selected click óNextô. 

Select which access methods you wish to quote for and click ñNextò to move onto the next step. 
 

 
The serviceability results for your chosen sites will now be displayed to help you understand which 
products are available Click ñNextò to move onto the next step. 
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Now select the Product  for which you wish to prepare a quote. 
 

 

 
 

The ñQuote Nameò field is automatically populated with your company name to save you time. You can 
however type over the prepopulated names. Itôs a good idea to agree a naming convention so that all quote 
names follow the same format. This will make it much easier for all your users to find and identify saved 
quotes in the future. 
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Next select the Contract term, Billing Frequency, Service Type and Quality of Service Enabled. 

 
Please then choose ñNextò to proceed. 

 

Select one of the sites in the box and click on Configure Selected Site(s) . 
 

Configure your site by selecting the Access Circuit f rom the drop down menu. 
 

 

Please then choose ñNextò to proceed. 
 

Select the Access  Bandwidth  and Installation  Option  from the drop down menu and for this IPVPN 
example tick Homeworker  if required. 
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Repeat the process for the remaining sites and when finished, click Next to continue. 
 
 

 
 

Based on the information entered, Engage will now generate your quote(s) and display them in the Results 
screen. 
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Click ñSelect  Itemsò for the quotes you wish to save (there could be more than one quote listed if you 
added additional quote configurations). 

 

Click ñCreate Another  Quoteò to save and start on another quote. 

Click ñOrderò to progress this quote into a full order. 

Your quote has now been stored in the ñSaved Quotesò section. 

 
 
DIA Quotes  
 
Here find the example below to create DIA quotes 
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DIA site selection 
 
Click ñCheck product serviceability ñ button to check the serviceability status 

 
 
Click ñCircuit Configurationò to go configuration page 
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Click ñConfigurationò button to do Configuration 
 
 

 
 
 
Click Save button to save the configuration 
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Click ñGenerate quoteò button  
Quote has been generated successfully 
Click ñView Quoteò to check the quotes details 
Click ñProceed to orderò button to route to order page 
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In-life Requests  

Here is an example of how to request an In-life request : 

 

 
Enter the ñCAL Referenceò of your connection this will be there on your bill, it will look like this 
CAL-123456. 
 

Then click on ñSearchò.  
 
If your CAL reference is not working or missing, then you can go for advance search option by 
clicking ñAdvance Searchò. 
 

This will display a pop-up panel where you will be able to with the below options. 
 

1. CAL Reference 
2. A end postcode 
3. B end postcode 
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Based on your selected option please enter the details and search by clicking ñSearchò button. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Then please select your correct circuit details by clicking small circle icon (Radio Button) and 
click on ñAddò button to proceed further. 

  
Note:  If still not able to find your circuit, then click on ñcouldn't find your circuit? raise a 
service request ò. This will enable you to submit the manual form (which is covered in later part 
of this chapter). 
 
Once your CAL reference  search or Advance search  done successfully then you will get your 
existing circuit details like below. If the displayed circuit details are correct, then proceed by 
clicking ñYesò. 
 

http://localhost:4049/portal/newChangeRequest
http://localhost:4049/portal/newChangeRequest
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Note:  if your circuit details wrong then also you can be able to submit the manual request 

through our manual form (Which will be cover later in this chapter). 
 
Now, we have two types of requests available based on some criteriaôs. 
 
1. Upgrade type 
2. Renewal type 
 
As shown below, you will be notified with the note where you will be informed about your request 
(upgrade or renewal) type. 
 

Upgrade type notification: 

 
 
 
Renewal type notification: 

 
 
Then you will be able to continue with your respective request  type. 
 
The below is the example request for renewal type request:  
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Select ñAdd siteò under the Site A heading. And this will be same as your existing circuit address. 

 

 

Enter the postcode of your Site A and click on ñLook up Addressò 
 

Select the appropriate Site A address and click ñAddò 
 

Like the steps above, choose the address for Site B 

 
Then you can continue with existing circuit configuration displayed, 
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Or if you want to change any of configuration you can go by selecting ñYesò.  
 

 
 

¶ Configure an A-End by selecting: 
Bearer Bandwidth 
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NTU 
 

¶ Selecting the bearer and NTU values will reduce the list of available options for your B-End site 
making it easier for you to select the correct options. 

 

¶ Next configure your B-End 
 

¶ Choose one of the default configurations or create a custom configuration by clicking on Create 
Custom  Configuration  

 

    
 

Next select the Contract term, Edge QoS and Layer 2 Control Protocol options youôll also be asked to 
select the correct option. 

 
Enter a title of your choice, in the Title  for  Quote  field. 
 
Please then choose ñGenerate Quoteò to proceed. 
 

Based on the information entered, Engage will now generate your quote(s) and display them in the below 
the Generate Quote Button. 
 

 
 
 
Similarly, we have the upgrade type request as well. 
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The below is the example request for upgrade  type request:  
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Please select the addresses and your new circuit configurations that you want to opt for 
upgrade.  
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Enter a title of your choice, in the Title  for  Quote  field. 
 
Please then choose ñGenerate Quoteò to proceed. 
 
Based on the information entered, Engage will now generate your quote(s) and display them in the below 
the Generate Quote Button. 
 

 
 

You can now place on order by selecting a quote and then clicking ñProceed  to  Orderò or alternatively 
click on ñView Quoteò where you have further options, such as cloning a quote. 

 

Your quote has now been stored in the ñSaved Quotesò section. 
 
Now, if your circuit details shown after CAL Reference search were not correct or not present 
then you can follow the below manual form submission.  
 

 
 

 
 
Then click on ñClick hereò or ñUse manual request form to raise a request to our wholesale teamò. 
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This will display a pop up panel where you will be able to add your existing circuit details and specific 
request typeôs details. 
 

 
By proceeding with your request type, you will be able to submit your manual form. 

 

Renewal type request:  

 
Please select the contract term that you wanted to quote and submit your form or if you want to change your 
existing circuit details then click on option ñYesò for the circuit change question. 
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Then you can configure you A-End and B-End configurations by selecting: 

¶ Bearer  bandwidth  

¶ NTU 

¶ Circuit bandwidth  

    
 

Next select the Edge QoS and Contract term options youôll also be asked to select the correct option. 
 
Please then choose ñSubmit request ò to proceed. 
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Upgrade  type request:  
 

 
 
 
Now, you can configure you A-End and B-End configurations by selecting: 

¶ Bearer  bandwidth  

¶ NTU 

¶ Circuit bandwidth  

Please then choose ñSubmit request ò to proceed. 
 
Once submission done, youôll get an confirmation email from wholesale team with your selected circuit 
details. 
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Saved Quotes  

All saved quotes will be stored automatically for future reference. To view your saved quotes select ñSaved 
Quotesò from the ñQuotesò tab. 

 

      

 
 
All your saved quotes will now display in list format, as per example below: 

 

 

You can search for a quote (that has been created within the last 90 days) by product, quote name, quote 
ID, A or B-End postcode, username or quick quote. 
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Enter the information about the quote in the search field and click ñSearchò. 
 

The quotes will then be filtered accordingly, making it easier and faster for you to find the required quote. 

Click on the Quote  Id displayed in red font to select the quote. 

 
 

This will then display the selected quote: 

 
 
From here you can ñEditò, ñQuery Quoteò or ñCreate Orderò. 

 
Edit  Quote  ï will take you through the above steps and allow you to make amendments. 

Sites ï will ï takes you to the following site details screen. 
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Queryï takes you to the following screen so that you can contact us: 
 

 
The populated details will then be sent to the relevant team, and youôll receive the following confirmation: 

 
Create Order ï please see the order section on how to progress the quote to an order. 
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7. Orders  
Let's get down to business 

Raise Orders  

Here we look at how you can raise an order from a saved quote. 
 

Under the Quotes  tab from the homepage tool bar tab at the top of the page, select ñSaved Quotesò. 

       

 
Now select ñSaved Quotesò from the sub-menu. 

 

Youôll find a list of your ñSaved Quotesò populated on-screen. 

Either Filter  in the tool bar at the top, or scroll through the list until you locate the quote you would like to 
convert to an order and click Quote  ID. For this example, we have used a National Ethernet order. 
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Once you have selected a quote, youôll move to the quote details screen. 

Review the details then select ñCreate Orderò to progress. 

 
 

You can click the óSaveô button at any stage during the create order process and your progress will be 

saved. This can be picked up at any point in the saved orders page. 
 

The Order screen prompts you to populate information related to your order in a single page. The f irst 

section requires you to add additional details such as; 
 

¶ Your own Reference Number 
 

¶ PO Number 
 

¶ Billing Account Number 
 

 
Check that the prepopulated details are correct, and then enter your PO and select a billing account 
number. You will not be able to progress without entering these details. 

 

To make amendments to correspondence/billing addresses or contacts, select the ñChangeò option at the 
bottom of each entry. 
 

Scroll down to the Circuit Presentation  to proceed. 
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Click ñConfigureò to enter details of your first Site. This will display a pop up panel where you will be able 
to add site details and specific presentation type details 
 

 
 

Select the Physical Interface preference from the drop-down menu.  
Select the Presentation type from the drop down menu.  

 
If the Service Presentation type is selected as ñVLANò then you will be presented with a pop-up stating 
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ñShadow VLAN is available to orderò 

     

 
 
 

Now youôll be presented with the A-End & B-end site details screen requesting further details. Enter all mandatory 
information to proceed. 
 

 
 
 

You will also be able to download a .KMZ type map. The KMZ output shows an indicative network route from your 
selected premise to the VMO2 Hubsite taking in to account any construction required and utilisation of exiting VMO2 
conduits and fibre cables. 
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There is a handy video showing you how to utilise this capability Here 
 

 
 
We want to reduce any potential order delays as much as possible. We will ask for the following information to do this 
as best as possible.  
 

Room & Rack location  

https://youtu.be/zl__dkwFSKI
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Site Contact Details  
This will be for both you as the partner and also for a customer site contact  
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Asbestos Register Safety  

 
 
Are you  the leaseholder/owner  of  this  property?  If you select Yes, then no further information is 
required. 

 

If you select No then a second mandatory question is presented allowing the landlord details to be entered 
as this will help to speed up your order. 
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Then add any additional site information. 

 
 

Click ñSaveò to proceed. 
 

 

Promotions & Propositions  

You will now be asked if you wish to select any applicable promotions and/or propositions available to you  

 



Engage Portal User Guide 

Engage External User Guide 

© Virgin Media Business | Confidential 

 

Engage_External_User_Guide_0 324 Page 74 of 156 

 

 

 

 

 
 

 

If all is ok, click to agree to our terms and conditions, then click on ñSubmit Orderò. 

If you wish to read our terms and conditions before submitting, they are available via the hyperlink shown below. 

 

    
 
 
 

  EoFTTP & EoFTTP Lite  Order creation  

 

Raise Orders  

Here we look at how you can raise an order from a saved quote. 

 
Under the Quotes tab from the homepage tool bar tab at the top of the page, select ά{ŀǾŜŘ vǳƻǘŜǎέΦ 
 

 
 
bƻǿ ǎŜƭŜŎǘ ά{ŀǾŜŘ vǳƻǘŜǎέ from the sub-menu. 
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¸ƻǳΩƭƭ ŦƛƴŘ ŀ ƭƛǎǘ ƻŦ ȅƻǳǊ ά{ŀǾŜŘ vǳƻǘŜǎέ populated on-screen. 

Either Filter in the tool bar at the top, or scroll through the list until you locate the quote you would 
like to convert to an order and click Quote ID. For this example, we have used a National Ethernet 
order. 

 

 
 
 

Once you have selected a quote, ȅƻǳΩƭƭ move to the quote details 

screen. Review the details then select άCreate hǊŘŜǊέ to progress. 
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You can click the ΨSaveΩ button at any stage during the create order process and your progress will be 
saved. This can be picked up at any point in the saved orders page. 
 

The Order screen prompts you to populate information related to your order in a single page. The 

first section requires you to add additional details such as; 

 
 

¶ PO Number 
 

¶ Billing Account Number 
¶ Your Own Reference Number 

 
 

 
Check that the prepopulated details are correct, and then enter your PO and select a billing account 
number. You will not be able to progress without entering these details. 
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Scroll down to the Circuit Configuration under Circuits to view Site A and Site B details 
 

 
 
 

 

 
At Site we can also able to view ENNI and VLAN details 
 

ENNI 
 

Each Point of Interconnect site displays the interconnects you have available as well as a view of the capacity 
used on each. Additionally, each interconnect can be selected to display the services on that interconnect. All 
bandwidths (BW) are shown in Mbps. Here are some definitions to help you better understand the data being 
displayed on screen: 
 
Physical BW ς physical capacity available on the port, this is the actual port speed and usually 10,000Mbps 

(10Gbps)/p> 
 
Logical BW -maximum bandwidth that should be provisioned on a port, in accordance with your over 
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subscription agreement. You can locate the details of your over subscription agreement within your Master 
Services Agreement. 
 

Available BW ς this is the remaining bandwidth available to you. We calculate is as logical bandwidth minus 
booked bandwidth. If a minus value is shown, it means the interconnect has exceeded the recommended 
booked bandwidth. If this happens, please contact your Service Relationship Manager or Account Manager 
and they will look at the following options for you: 
 
Booked BW- This is the sum of the purchased bandwidths (EVC speed) of all services provisioned on this 

interconnect 
 
 

 

 
VLAN - the VLAN (Virtual Local Area Network) reference provided by you at the time of provisioning and used 
to hand-off the service at the interconnect 
 
 

 
 

 
 
At Site B we should ŀōƭŜ ǘƻ ǾƛŜǿ άbŜǘǿƻǊƪ {ǘŀǘǳǎέΣ άb¢¦έΣ ά!ŎŎŜǎǎ .ŀƴŘǿƛŘǘƘέΣ ά!ǎǎǳǊŜŘ LƴŦƻǊƳŀǘƛƻƴ wŀǘŜέΣ 
ά/ŀǊŜ [ŜǾŜƭέΣ ά{ǳǇǇƻǊǘ [ŜǾŜƭέ ŀƴŘ ά{ǘŀƴŘŀǊŘ 9ǘƘŜǊƴŜǘ tƘȅǎƛŎŀƭ LƴǘŜǊŦŀŎŜέ ŘŜǘŀƛƭǎΦ 
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Navigate to Site Details under Circuits 
 
At Site details field should able to view Delivery information questions and SIte A and Site B details. 

 
 

 
 
At site A should able to view Address details, Power supply fields and Selected Interconnects details. 
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Site B contains ñBusiness name for siteò, ñPower supplyò details and ñFLOOR Room Rackò fields. 
   

 
 

 

 
 

Site details also have Site Contact details like Primary contact, Secondary contact and Partner Contact fields 
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Navigate to Property Details under Circuits 

 
At Property details we can able to view the installation type question for Site B. 
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There will be Google earth link present at άWas this building built before 2000 or refurbished prior to 2000? ά 
Question to check the historical image 
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Are you the owner of the building? If you select Yes, then no further information is required. 
 

If you select No then a second mandatory question is presented allowing the landlord details to be 
entered as this will help to speed up your order. 

 

 
 
 

We should select all the mandate question  
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At bottom of the order form we Associate order, Notes & comments and Contact and Address fields 

 
We can change and update Billing, Correspondence and Delivery address in Contact and Address section. 

 

 
 
 
Also at the bottom of the order form page we can able to view Billing Details like άItemέ, άhƴŜ ƻŦŦ /ƘŀǊƎŜǎέ 

ŀƴŘ ά!ƴƴǳŀƭ wŜƴǘŀƭ /ƘŀǊƎŜǎέΦ 




















































































































































































