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Disclaimer

This User Guide is a guideline document that provides Communication Providers with some 

guidance regarding the steps they need to follow to place and manage Dark Fibre orders on 

the Openreach Portal. 

The information provided is not contractually binding and may be amended from time to time 

by Openreach. Any developments carried out by a Communication Provider based on this 

information are entirely at the CP’s own risk.

Confidentiality Statement

The information contained in these slides is confidential and must not be used, disclosed or

modified without express permission in writing from Openreach Limited.

Openreach Limited
Registered Office: Kelvin House, 123 Judd Street, London WC1H 9NP
Registered in England and Wales no. 10690039
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Date Modified Modified By Changes Done

12 July 2021 Ethernet Model Office Created for Provide, Amend, Suspend, Resume 
and Cancel

28 January 2022 Ethernet Model Office Uplifted to R4850 (Inclusion of Modify and 
Cease screens)

10 October 2023 Ethernet Model Office Uplifted to R5350 (Inclusion of ED during 
amend and new screens of  Location Identifier  
Slides updated -  (35-36, 62-63, 86-87)

Addition of Slides – 140-149
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This guide assumes that the user will have already obtained access to the Openreach portal.

If access to the Openreach portal has not yet been obtained, please refer to the following guide which details to steps to be followed to register as a 

portal user: 

http://www.openreach.co.uk/orpg/home/helpandsupport/help_support/downloads/new_openreach_portal_user_guide_v2.doc

Once you have obtained access to the Openreach portal, your CP Admin will need to apply for OR Siebel access on your behalf via the Openreach 

Help Desk on 0800 085 1287 (Option 3). The Helpdesk will initiate the access request when received from your authorized CP Admin user. You will 

receive automated confirmation notification when the additional access is completed and ready for use. 

The following symbols and notations are used throughout this guide.

    

    This symbol is used to indicate anything of particular interest or the primary action on the page.

    This symbol is used to indicate the primary action on the page.

    This symbol, with a number, is used to indicate other available actions on the page.

    Callouts are used to provide additional information/guidance to the user.

1. How to use this guide

1

Callout                                                                                                                      

http://www.openreach.co.uk/orpg/home/helpandsupport/help_support/downloads/new_openreach_portal_user_guide_v2.doc
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2. Logging in

Once access has been gained, you can login to the application as shown.

▪ On the OPENREACH website (http://www.openreach.co.uk), click the ‘Login’ icon as highlighted and a window appears to enter Username 

and Password.

http://www.openreach.co.uk/
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▪ Enter your login username and password and click on ‘Sign in’
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Click on ‘Sabor’ under ‘Your tools’ as indicated. And it will direct to customer zone page as shown in slide 10
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• After clicking on ‘Sabor’, it will navigate to 

     the customer zone page.
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A few conventions followed in the entire journey are shown below.

The bar shown below is visible throughout the journey to indicate progress.

• Purple colour implies the current page

• Grey colour represents a yet un-navigated part of the journey

• Green colour implies that part of the journey which is complete

Red colour field on the screen indicates a mandatory field.

3. Conventions

Clicking this button will take the user to 

the Next page.

This will usually be the primary action 

that can be performed on any page 

unless otherwise stated

Clicking on this button will 

cancel the order journey and 

return to the customer zone 

page. 

Clicking this button 

will take the user 

back to the previous 

page.
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On Order details tab Click 

on ‘Save as Draft” to save 

as draft

Please enter the 

Draft reference

Click on ‘Next’ to 

continue placing the 

saved order

Click ‘Delete’ to 

delete the existing 

draft.
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▪ Data collated below will assist you to place a Dark Fibre order

– Location Identifier for A end/B end (Address key/ Exchange 1141 code/ LLUC number/ MDF id/ Site id/ Unique Property Reference 

Number (UPRN)/ Easting and Northing/ Latitude and Longitude)

– Customer reference

– Channel reference

– Customer required by date

– KCI level 

– CP contact details

– Helpdesk contact details

– Primary and secondary site contact details for A end/B end

– Hazard notes for A end/B end

– Site access availability notes for A end/B end

– Special arrangement notes for A end/B end

– Resilience option (Standard/RO2)

– Associated service id (for resilience option as RO2)

– A end/B end physical location if known (floor, location, room, suite, rack, port number, Location Type, Landmark, Position and Equipment 

Type 

          _      Authorised ECC (It is the excess construction cost to the nearest whole pound above the defined inclusive product allowance)

_      TRC band and preference if work is required to be conducted in out of office hours.

4. Pre-requisites for placing an order
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The Channel Management feature is an optional field in Dark Fibre orders and assets managed on Openreach’s Equivalence Management Platform (EMP) to help 
Communication Providers filter their Dark Fibre assets into different channels within their business. For more details on Channel Management please refer to the 
EMP Channel Management Guide on 

 https://www.openreach.co.uk/cpportal/help/guides#Documents 

5. Channel Management

On Customer zone page, 

click on Ethernet channel 

management 

https://www.openreach.co.uk/cpportal/help/guides#Documents
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• List of existing Channel References will be 

displayed.

• Click on ‘Add’ to insert new Channel Reference.

• Click on ‘Delete’ to remove existing Channel 

Reference.
3

2

1

1

2 3

Channel Management
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Please Note:- The Channel 

Reference field accepts 

alphanumeric values and has 

maximum length limit of 30 

characters.

Special characters ONLY allowed 

are underscore (_) and space ( ).

Examples:-

Accepted – 

CHANNEL 2

CHANNEL_2

Not Accepted –

CHANNEL@1

CHANNEL&1

The above information is 

mandatory.

Enter the New Channel Reference in 

‘Channel Reference’ field.

Click outside of the window  to 
submit the change.

Click Undo if you have to rollback 
the changes.

Adding a Channel Reference

1

Click on ‘Add’ to add a 

Channel Reference.

1

2

2
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Deleting a Channel Reference

• Select the Channel Reference that 

needs to be removed by clicking on the 

radio button

Click ‘Delete’ to remove the reference

• Click ‘Yes’ on the confirmation to delete 

the reference.

• Click ‘Undo’ if you have to rollback the 

changes.

1

3

Click ‘Delete’ to remove 

a channel reference.

2

3

2

1
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6. Place a Dark Fibre order

A End 

Location 

Details 

B End 
Location 
Details

Product 
Availability

Order 
Details

Product 
Details

Confirm 
Order

▪ You may either place a quotation order to have an idea of whether it is viable to have DF circuit between the given two end points and 

cost. Later you can decide to convert the quotation order to a firm provide order. This is explained in section 6a of this user guide.

 OR

▪ You may decide to directly place a firm Dark Fibre  provide order which is explained in section 6b of this user guide.
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6a. Quotation order for provide

On Customer zone page, 

Click on ‘Request a Quote’ 

under Dark Fibre (DF)
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▪ Select the location identifier type ie., 

Address Key, Exchange 1141 

code/LLUC number/MDF id/Site id and 

enter the corresponding value in upper 

cases in ‘Location Identifier Value’ 

field.

▪ Please Note: If end location is a BT

exchange site then select ‘MDF id’ from

the dropdown list of values and provide

the exchange ID value (e.g. WWTORQ)

in the Location Identifier Value field. 

Alternatively you can provide LLUC

number/Exchange 1141 Code/Site id.

▪ Enter a valid search combination i.e. 

Post Code or Post Code + Street 

Number etc.

Quotation order for provide
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▪ If your company uses UPRN, you can 

search the location using the Unique 

Property Reference Number (UPRN). The 

UPRN is a 12 digit property reference 

number which allows the identification of 

locations with or without postal addresses. 

▪ If you enter a 12-digit Unique Property 

Reference Number (UPRN), then no other 

search fields should be filled.

 

▪ Geospatial searches can be made either 

with Easting and Northing (up to seven digits 

and one decimal place) in British National 

Grid format or with Longitude and Latitude 

(up to two digits and six decimal places) 

along with a radius value.

▪ The search for address using UPRN and 

Geospatial inputs would give the precise 

information about the location and highlight 

the specific sites where Openreach have 

been locked out at the Dialogue Service 

order entry point. This would help in more 

precise planning.

▪ If you want to place the order as 

successional order you can select 

“Equipment ID(SNE/PP ID)” option from the 

dropdown and enter the Equipment ID and 

all details except port number will be 

prepopulated of the Equipment ID

Quotation order for provide
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▪ For instance, enter a valid exchange 

1141 code for A end location details 

and click on the Search button.

▪ Please enter the Location Identifier 

Value in upper case.

Quotation order for provide
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For B end, for instance if the post code 

is known, please enter as shown and 

click on ‘Search’

Quotation order for provide
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Click on the box to select the appropriate address if 

multiple addresses are returned

Complete address details shown along with address 

qualifier when you click on ‘Show more’

Technology marker for PointToPointFibre is marked 

as either ‘Y’ , ‘N’ or ‘E'. 

For Exchange based NAD key, PointToPointFibre = 

‘E’ is preferred 

For other fibre served location, PointToPointFibre = 

‘Y’ is preferred

Click ‘Create’ button to create your own temporary 

bronze key unidentified location in order to progress 

the order. Refer Appendix A for further details

Click on ‘Next’ to confirm the selection

1

2

3

4

Quotation order for provide

5

4

2

3

1

5
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▪ If the exchange/ UPRN/ MDF ID / 

Site ID/ Grid Reference selected 

for A or B end while placing the 

order is closed, then you will get 

the error message as ‘The 

selected exchange for A/B end is 

closed’ for respective end

Quotation order for provide
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▪ Product Availability Response 

returned as either ‘Y’ if service can 

be provided between the two 

selected points or ‘N’.

▪ Additional information like Variant, 

fibre presence, main link and radial 

distance are also displayed. Click 

on ‘Next’ button.

▪ Variant is derived based on the 

inputs given in A end and B end 

Location Identifiers.

 

2

1

Quotation order for provide

1

2

3

3
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▪ Select the Fibre Option from the 

drop down

▪ Select the resilience option using the 

radio button. Available Resilience 

options are ‘Standard’, and ‘RO2’. 

Please note that ‘Standard’ option 

means ‘No Resilience’ 

         Click on the ‘Next’ button

1

Quotation order for provide

2

1

2



28

Indicative pricing details i.e., recurring and non-

recurring charges are displayed.

Click on ‘Save as Quotation’ button to save the 

quotation order and can later be progressed as 

firm DF provide order as explained later in this 

section. For details refer next page.

Click ‘Order Preview’ to view all the details 

entered so far on the order.

Click ‘Proceed to Firm Order’ in order to convert 

your quotation order to firm provide order.

1

2

3

4

2 4

Quotation order for provide

1

3
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▪ If you click on ‘Save as Quotation’ button it will ask 

you to enter the quotation reference and description

▪ A Quotation Reference can be up to 30 

alphanumeric characters (A to Z, a to z, and 0 to 9).

▪ Please enter Quote reference without spaces. 

▪ You may also provide the description for quotation 

order as shown and click on ‘Save’ button.

 

Quotation order for provide
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▪ Openreach reference is generated as 

shown. Please note this reference for 

quote tracking.

▪ Please note that a quotation order is 

held for 90 calendar days. Click on 

‘Finish’ to return back to the 

‘Customer zone’ page.

Quotation order for provide

1

1
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If you wish to convert your quotation order to a firm 

order, on the customer zone page click the Quote icon 

as highlighted.

Click on the radio button of the quote and click on ‘Next’ 

button.

Alternatively you can search with Openreach reference 

or Quotation reference.

2

1

2

Quotation order for provide

1
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Quotation order for provide

Click on the ‘Proceed to 

Firm order’ button if you 

wish to convert your 

quotation order to a firm 

order



33

Quotation order for provide

Click on ‘Agree’ to confirm and 

proceed to raise a firm order and it 

will take you to Order details screen 

where you can fill further details 

before submitting your firm order. 
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Click on ‘Place an order’ under 

Dark Fibre (DF)

6b. Firm provide order
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▪ Select the location identifier type i.e.., Address 

Key, Exchange 1141 code/LLUC number/MDF 

id/Site id and enter the corresponding value in 

upper cases in ‘Location Identifier Value’ field.

▪ Please Note: If end location is a BT exchange

site then select ‘MDF id’ from the dropdown list

of values and provide the exchange ID value

(e.g. WWTORQ) in the Location Identifier

Value field. Alternatively you can provide LLUC

number/Exchange 1141 Code/Site id.

▪ Enter a valid search combination i.e, Post Code 

or Post Code + Street Number etc.

Firm provide order
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▪ If your company uses UPRN, you can 

search the location using the Unique 

Property Reference Number (UPRN). The 

UPRN is a 12 digit property reference 

number which allows the identification of 

locations with or without postal addresses. 

▪ If you enter a 12-digit Unique Property 

Reference Number (UPRN), then no other 

search fields should be filled.

 Geospatial searches can be made either 

with Easting and Northing (up to seven 

digits and one decimal place) in British 

National Grid format or with Longitude and 

Latitude (up to two digits and six decimal 

places) along with a radius value.

▪ The search for address using UPRN and 

Geospatial inputs would give the precise 

information about the location and highlight 

the specific sites where Openreach have 

been locked out at the Dialogue Service 

order entry point. This would help in more 

precise planning.

▪ If you want to place the order as successional 

order you can select “Equipment ID(SNE/PP 

ID)” option from the dropdown and enter the 

Equipment ID and all details except port number 

will be prepopulated of the Equipment ID

Firm provide order
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▪ For instance, enter a valid 

exchange 1141 code for A end 

location details and click on the 

Search button.

▪ Please enter the Location 

Identifier Value in upper case.

Firm provide order

1

1
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▪ For B end, for instance if the post 

code is known, please enter as 

shown and click on ‘Search’

Firm provide order
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Click on the box to select the appropriate address if 

multiple addresses are returned

Complete address details shown along with address 

qualifier when you click on ‘Show more’

Technology marker for PointToPointFibre is marked 

as either ‘Y’ , ‘N’ or ‘E'. 

For Exchange based NAD key, PointToPointFibre = 

‘E’ is preferred 

For other fibre served location, PointToPointFibre = 

‘Y’ is preferred

Click ‘Create’ button to create your own temporary 

bronze key unidentified location in order to progress 

the order. Refer Appendix A for further details

Click on ‘Next’ to confirm the selection

1

2

3

4

1

Firm provide order

5

2

4

3
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▪ If the exchange/ UPRN/ MDF ID / 

Site ID/ Grid Reference selected 

for A or B end while placing the 

order is closed, then you will get 

the error message as ‘The 

selected exchange for A/B end is 

closed’ for respective end

Quotation order for provide
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▪ Product Availability Response 

returned as either ‘Y’ if service can 

be provided between the two 

selected points or ‘N’.

▪ Additional information like the 

Variant, fibre presence, main link 

and radial distance are also 

displayed’. 

▪ Variant is derived based on the 

inputs given in A end and B end 

Location Identifiers.

          

1

2

Firm provide order

1

2

3
3
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Enter the order details in relevant fields

Select appropriate KCI Level from the

dropdown. (Refer slide 44)

Enter your reference in the free

text field available as shown

Select the required by date by clicking on

the calendar button. Please note that this

field will be prepopulated with a date

which is current system date plus 30

working days (minimum lead time)

Please contact your account manager for

more information about discount

contracts.

    Select the appropriate Channel reference

    This will help you to filter your orders into 

    you different business channels if your

    business has chosen to use this feature.

    You will know if your business has

    chosen to use this feature if there are 

    options available in the drop- down list.

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

Firm provide order

1 2

3 4 5
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Use the radio button option to 

select an appropriate contact 

and click on Select button

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Click ‘Edit’ to update the existing contact 

details

The details you are can update are Work 

Phone, Mobile, and Fax.

Firm provide order
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▪ Enter or select the product details in relevant fields on DF 

details tab

▪ Once entered, please do not click ‘Next’ button

Instead click on the ‘A End site configuration’ 

▪ Indicative recurring and non recurring prices displayed. 

▪ Select the Fibre Option from the drop down. Available Fibre 

Options are “Single Fibre” and “Fibre Pair”

▪ Available Resilience options are ‘Standard’ and ‘RO2’. 

Please note that ‘Standard’ option means ‘No Resilience’. 

▪ If resilience option is ‘Standard’ then Associated Service ID 

field will not be shown.

▪ Authorised ECC is the excess construction cost to the 

nearest whole pound above the defined inclusive product 

ECC allowance.

Alternatively, you can leave this field with its default value as

0 and amend it later in the journey when we confirm the 

ECCs for installing the circuit

• This should be left blank as ‘Stand Alone Survey’ is not 

available for Dark Fibre, and the refund associated with 

using the SAS reference will not apply to Dark Fibre orders.

Select appropriate Time Related Charges (TRC) Band

Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited

1

2

3

4

5

Firm provide order

1

2

3 4

5
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If this order is to be included as part of an agreed VACS 

project, please enter the VACS Group ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Group ID can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

If this order is to be included as part of an agreed VACS 

project, please enter the VACS Contract ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Contract ID can be up to 20 

alphanumeric characters and no Special characters are 

allowed.

You can use the Project Reference field to group orders 

together using your own business reference, making it easier 

for you to review orders that are related to one another under 
your own project. Project reference can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

Alongside the Project Reference field, you can also use the 

Sub Project Reference field to group orders together using 

your own business reference, making it easier for you to 

review smaller groups of orders that are related to one 

another under your own project. Sub Project reference can 

be upto 20 alphanumeric characters and no Special 

characters are allowed

Click here to select or change contact details. (Refer slide 

44)

Please provide a helpdesk telephone number that 

Openreach can contact you on, if we are unable to contact 

the primary CP contact or the site contact(s) to resolve any 

issues with your orders.

1

2

3

6

5

4

Red colour field on the screen indicates a mandatory field

Firm provide order

1 2 3 4

5 6
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KCI level:
Automatic notifications for KCIs can be filtered with this 
option. You may select to receive all KCIs or Key depending on 
the following options:

Key Updates:  Standard Updates :
510 ( Acknowledged ) 510 ( Acknowledged)
520 ( Committed ) 511 ( Revised KCI1) 
530 ( Completed) 512 ( Revised KCI 2)
OSUs  520 ( Committed)
593/594 ( Delayed) 530 ( Completed)
  593/594 ( Delayed)
  9315 ( Fibre Build  complete )
  OSUs 
 

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Use the radio button option to 

select an appropriate contact 

and click on OK button

Firm provide order
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Please note that 

the First Name, 

Last Name and 

Work Phone or 

Mobile number 

are mandatory 

fields.

Once the details are 

entered, click on Save 

button to create the 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Firm provide order
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▪ In the event the primary contact is unavailable, Openreach 

will make use of the secondary contact. 

▪ Click here to select or change contact details. (Refer slide 

41)

Please NOTE : Secondary contact is mandatory for Non BT

sites.

▪ Primary and Secondary contacts will be validated by 

Telephone numbers.

▪ Hazard Notes: Use this field to tell us about any health and 

safety hazards present on site e.g. guard dog

▪ Site Access Availability Notes: Use this field to tell us 

anything we need to know about site access availability, 

e.g. 24 by 7, office hours only. 

▪ Special Arrangements Notes: Use this field to advise us of 

any special arrangements our engineers need to be aware 

of, e.g. the person or company to ask for, quote the original 

circuit ID (DFGB…)

          Company Name :. “Please provide the name of the

end user company where we are installing the

circuit. (This is especially important for multi-

occupancy units or data centres where we may need

to advise reception which company/area we need to

visit addition to the On the Day contact’s name.)”

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

Firm provide order

1

2 3 4

5
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Enter the site contact 

information. 

Please note that the 

First Name, Last 

Name and Work 

Phone or Mobile 

number are 

mandatory fields.

Once the details are 

entered, click on Save 

button to create the site 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Firm provide order
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Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

      Suite is a mandatory field when Site Type is  'BT'. 

      Rack is a mandatory field when Site Type is  'BT'.

     

3

4

1

Firm provide order

1 2

3 4

2
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Firm provide order

For A end site configuration, If 

your end location identifier is an 

existing service ID i.e., 

successional order, then the 

shown configuration details will be 

pre-populated and non editable.
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Select appropriate “Equipment Type” from the drop 

down

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to be

installed into. If you input “Next available” we will use

the next available free slot in your rack (working from

the ground level upwards) to install your new patch

panel. If you input ‘Next Available’ and a DF patch

panel which has free ports already exists in the

selected rack, then the existing patch panel will be

used, unless you explicitly ask us not to due to RO2

requirements. Position is a mandatory field when Site

Type is 'BT'.

1

2

Firm provide order

1 2

https://www.internal.openreach.co.uk/cpportal/products/passive-products/darkfibre
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If the order is linked to a SBS order, enter the linked order 

reference

Provide appropriate answers to the structured questions 

For ‘Out Of Hours (OOH) Preference’  click ‘Yes’ or ‘No’ for 

‘Site Survey’, ‘External work at Premise’ and ‘Equipment 

Installation and Fibre Testing’.

To Request a Site Specific Risk Assessment Method 

Statement, Please select Non-Specific TRC required by 

clicking on ‘Approved’.

Please note that you have to select a non-zero TRC band if 

you have provided‘ Approved’ or OOH preference as “Yes”

for any of the above activities

1

2

3

1

2

3
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1

2

3

1 2

3 4

Firm provide order

Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

      Suite is a mandatory field when Site Type is  'BT'. 

      Rack is a mandatory field when Site Type is  'BT'.

     

4
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     Select appropriate “Equipment Type” from the drop     

      down:

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to

be installed into. If you input “Next available” we

will use the next available free slot in your rack

(working from the ground level upwards) to install

your new patch panel. If you input ‘Next Available’

and a DF patch panel which has free ports

already exists in the selected rack, then the

existing patch panel will be used, unless you

explicitly ask us not to due to RO2 requirements.

Position is a mandatory field when Site Type is

'BT'.

1
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If the order is linked to a SBS order, enter the linked order 

reference

Provide appropriate answers to the structured questions 

For ‘Out Of Hours (OOH) Preference’  click ‘Yes’ or ‘No’ for 

‘Site Survey’, ‘External work at Premise’ and ‘Equipment 

Installation and Fibre Testing’.

To Request a Site Specific Risk Assessment Method 

Statement, Please select Non-Specific TRC required by 

clicking on ‘Approved’.

Please note that you have to select a non-zero TRC band if 

you have provided‘ Approved’ or OOH preference as “Yes”

for any of the above activities

1

2

3

1

2

3
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▪ Order summary displayed

▪ Indicative prices displayed

▪ Click ‘Order preview’ to view all the details to 

view all the details entered so far.

▪ Click ‘Submit’ to submit the order. This will 

navigate you to the ‘Order Request 

Confirmation’ screen

1

2

3

4

Firm provide order
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1
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Please make a note of ‘Openreach Reference’  

which is generated. It will also be 

communicated as part of KCI-1 

‘Service Reference’ is generated which is your 

circuit ID. 

Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page

If you want save as Favourites Click on “Save 

as Favourite” and follow the steps shown from 

next slide.

1

2

3

4

Firm provide order

1
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6c. DF Favourites
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After saving Favourite go to customer zone page 

click on icon as highlighted

Select a Favourite name from the list using radio 

button. Alternatively you can search your favourite 

using search option. 

1

1

1

DF Favourites

1



61

6d.  RO2 Primary provide order

Click on ‘Place an order’ under 

Dark Fibre (DF)
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▪ Select the location identifier type i.e.., 

Address Key, Exchange 1141 code/LLUC 

number/MDF id/Site id and enter the 

corresponding value in upper cases in 

‘Location Identifier Value’ field.

▪ Please Note: If end location is a BT

exchange site then select ‘MDF id’ from the

dropdown list of values and provide the

exchange ID value (e.g. WWTORQ) in the

Location Identifier Value field. Alternatively

you can provide LLUC number/Exchange

1141 Code/Site id.

▪ Enter a valid search combination i.e, Post 

Code or Post Code + Street Number etc.

RO2 Primary provide order
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▪ If your company uses UPRN, you can 

search the location using the Unique 

Property Reference Number (UPRN). The 

UPRN is a 12 digit property reference 

number which allows the identification of 

locations with or without postal addresses. 

▪ If you enter a 12-digit Unique Property 

Reference Number (UPRN), then no other 

search fields should be filled.

 Geospatial searches can be made either 

with Easting and Northing (up to seven 

digits and one decimal place) in British 

National Grid format or with Longitude and 

Latitude (up to two digits and six decimal 

places) along with a radius value.

▪ The search for address using UPRN and 

Geospatial inputs would give the precise 

information about the location and highlight 

the specific sites where Openreach have 

been locked out at the Dialogue Service 

order entry point. This would help in more 

precise planning.

▪ If you want to place the order as successional 

order you can select “Equipment ID(SNE/PP 

ID)” option from the dropdown and enter the 

Equipment ID and all details except port number 

will be prepopulated of the Equipment ID

RO2 Primary provide order
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▪ For instance, enter a valid 

exchange 1141 code for A end 

location details and click on the 

Search button.

▪ Please enter the Location 

Identifier Value in upper case.

RO2 Primary provide order
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For B end, for instance if the post 

code is known, please enter as 

shown and click on ‘Search’

RO2 Primary provide order
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Click on the box to select the appropriate address if 

multiple addresses are returned

Complete address details shown along with address 

qualifier when you click on ‘Show more’

Technology marker for PointToPointFibre is marked 

as either ‘Y’ , ‘N’ or ‘E'. 

For Exchange based NAD key, PointToPointFibre = 

‘E’ is preferred 

For other fibre served location, PointToPointFibre = 

‘Y’ is preferred

Click ‘Create’ button to create your own temporary 

bronze key unidentified location in order to progress 

the order. Refer Appendix A for further details

Click on ‘Next’ to confirm the selection

1

2

3

4

1
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2

4
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▪ Product Availability Response 

returned as either ‘Y’ if service can 

be provided between the two 

selected points or ‘N’.

▪ Additional information like the 

Variant, fibre presence, main link 

and radial distance are also 

displayed’. 

▪ Variant is derived based on the 

inputs given in A end and B end 

Location Identifiers

          

1

2

1

2

RO2 Primary provide order
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Enter the order details in relevant fields

Select appropriate KCI Level from the

dropdown. (Refer slide 67)

Enter your reference in the free

text field available as shown

Select the required by date by clicking on

the calendar button. Please note that this

field will be prepopulated with a date

which is current system date plus 30

working days (minimum lead time)

Please contact your account manager for

more information about discount

contracts.

    Select the appropriate Channel reference

    This will help you to filter your orders into 

    you different business channels if your

    business has chosen to use this feature.

    You will know if your business has

    chosen to use this feature if there are 

    options available in the drop- down list.

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

1 2
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If this order is to be included as part of an agreed VACS 

project, please enter the VACS Group ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Group ID can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

If this order is to be included as part of an agreed VACS 

project, please enter the VACS Contract ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Contract ID can be up to 20 

alphanumeric characters and no Special characters are 

allowed.

You can use the Project Reference field to group orders 

together using your own business reference, making it easier 

for you to review orders that are related to one another under 
your own project. Project reference can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

Alongside the Project Reference field, you can also use the 

Sub Project Reference field to group orders together using 

your own business reference, making it easier for you to 

review smaller groups of orders that are related to one 

another under your own project. Sub Project reference can 

be upto 20 alphanumeric characters and no Special 

characters are allowed

Click here to select or change contact details. (Refer slide 

67)

Please provide a helpdesk telephone number that 

Openreach can contact you on, if we are unable to contact 

the primary CP contact or the site contact(s) to resolve any 

issues with your orders.

1

2

3

6

5

4

Red colour field on the screen indicates a mandatory field
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KCI level:
Automatic notifications for KCIs can be filtered with this 
option. You may select to receive all KCIs or Key depending on 
the following options:

Key Updates:  Standard Updates :
510 ( Acknowledged ) 510 ( Acknowledged)
520 ( Committed ) 511 ( Revised KCI1) 
530 ( Completed) 512 ( Revised KCI 2)
OSUs  520 ( Committed)
593/594 ( Delayed) 530 ( Completed)
  593/594 ( Delayed)
  9315 ( Fibre Build  complete )
  OSUs 
 

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Use the radio button option to 

select an appropriate contact 

and click on OK button

RO2 Primary provide order



71

Please note that 

the First Name, 

Last Name and 

Work Phone or 

Mobile number 

are mandatory 

fields.

Once the details are 

entered, click on Save 

button to create the 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

RO2 Primary provide order
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▪ In the event the primary contact is unavailable, Openreach 

will make use of the secondary contact. 

▪ Click here to select or change contact details. (Refer slide 

70)

Please NOTE : Secondary contact is mandatory for Non BT

sites.

▪ Primary and Secondary contacts will be validated by 

Telephone numbers.

▪ Hazard Notes: Use this field to tell us about any health and 

safety hazards present on site e.g. guard dog

▪ Site Access Availability Notes: Use this field to tell us 

anything we need to know about site access availability, 

e.g. 24 by 7, office hours only. 

▪ Special Arrangements Notes: Use this field to advise us of 

any special arrangements our engineers need to be aware 

of, e.g. the person or company to ask for, quote the original 

circuit ID (DFGB…)

          Company Name :. “Please provide the name of the

end user company where we are installing the

circuit. (This is especially important for multi-

occupancy units or data centres where we may need

to advise reception which company/area we need to

visit addition to the On the Day contact’s name.)”

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

1

2 3 4
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Use the radio button option to 

select an appropriate contact 

and click on Select button

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Click ‘Edit’ to update the existing contact 

details

The details you are can update are Work 

Phone, Mobile, and Fax.

RO2 Primary provide order
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Enter the site contact 

information. 

Please note that the 

First Name, Last 

Name and Work 

Phone or Mobile 

number are 

mandatory fields.

Once the details are 

entered, click on Save 

button to create the site 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

RO2 Primary provide order
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If the order is linked to a SBS order, enter the linked order 

reference

Provide appropriate answers to the structured questions 

For ‘Out Of Hours (OOH) Preference’  click ‘Yes’ or ‘No’ for 

‘Site Survey’, ‘External work at Premise’ and ‘Equipment 

Installation and Fibre Testing’.

To Request a Site Specific Risk Assessment Method 

Statement, Please select Non-Specific TRC required by 

clicking on ‘Approved’.

Please note that you have to select a non-zero TRC band if 

you have provided‘ Approved’ or OOH preference as “Yes”

for any of the above activities

1

2

3

1
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1

2

3

4

1

3

2

4

RO2 Primary provide order

Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

     Suite is a mandatory field when Site Type is 'BT'. 

     Rack is a mandatory field when Site Type is 'BT'.
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2

RO2 Primary provide order

1

         Select appropriate “Equipment Type” from the

         drop down

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to

be installed into. If you input “Next available” we

will use the next available free slot in your rack

(working from the ground level upwards) to install

your new patch panel. If you input ‘Next Available’

and a DF patch panel which has free ports

already exists in the selected rack, then the

existing patch panel will be used, unless you

explicitly ask us not to due to RO2 requirements.

Position is a mandatory field when Site Type is

'BT'.

1

2

https://www.internal.openreach.co.uk/cpportal/products/passive-products/darkfibre
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If the order is linked to a SBS order, enter the linked order 

reference

Provide appropriate answers to the structured questions 

For ‘Out Of Hours (OOH) Preference’  click ‘Yes’ or ‘No’ for 

‘Site Survey’, ‘External work at Premise’ and ‘Equipment 

Installation and Fibre Testing’.

To Request a Site Specific Risk Assessment Method 

Statement, Please select Non-Specific TRC required by 

clicking on ‘Approved’.

Please note that you have to select a non-zero TRC band if 

you have provided‘ Approved’ or OOH preference as “Yes”

for any of the above activities

1

2

3

1
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▪ Order summary displayed

▪ Indicative prices displayed

▪ Click ‘Order preview’ to view all the details to 

view all the details entered so far.

▪ Click ‘Submit’ to submit the order. This will 

navigate you to the ‘Order Request 

Confirmation’ screen

1

2

3

4
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3
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▪ Enter or select the product details in relevant fields on DF 

details tab

▪ Once entered, please do not click ‘Next’ button

Instead click on the ‘A End site configuration’ 

▪ Indicative recurring and non recurring prices displayed. 

▪ Select the Fibre Option from the drop down. Available Fibre 

Options are “Single Fibre” and “Fibre Pair”

▪ Available Resilience options are  ‘Standard’ and ‘RO2’. 

Please note that ‘Standard’ option means ‘No Resilience’. 

▪ If resilience option is ‘RO2’ then Associated Service ID field 

will be shown and has to be left blank for Primary order

▪ Authorised ECC is the excess construction cost to the 

nearest whole pound above the defined inclusive product 

ECC allowance.

Alternatively, you can leave this field with its default value as

0 and amend it later in the journey when we confirm the 

ECCs for installing the circuit

• This should be left blank as ‘Stand Alone Survey’ is not 

available for Dark Fibre, and the refund associated with 

using the SAS reference will not apply to Dark Fibre orders.

Select appropriate Time Related Charges (TRC) Band

Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited

1

2

3

4

5
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3

2

1

4

1 2

3 4

RO2 Primary provide order

Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

     Suite is a mandatory field when Site Type is 'BT'. 

     Rack is a mandatory field when Site Type is 'BT'.
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         Select appropriate “Equipment Type” from the

         drop down

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to

be installed into. If you input “Next available” we

will use the next available free slot in your rack

(working from the ground level upwards) to install

your new patch panel. If you input ‘Next Available’

and a DF patch panel which has free ports

already exists in the selected rack, then the

existing patch panel will be used, unless you

explicitly ask us not to due to RO2 requirements.

Position is a mandatory field when Site Type is

'BT'.

1

2

1 2
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▪ The above message is for your information only and not an error informing that a secondary partner order needs to be raised 

for RO2 scenario.

▪ Click ‘Proceed’ to continue and submit the order. This will navigate you to the ‘Order Request Confirmation’ screen

▪ Please raise the secondary RO2 order within 15 working days of raising the primary order else the primary order will be auto-

cancelled. 

Warning message while submitting the Primary RO2 Order 

RO2 Primary provide order
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Please make a note of ‘Openreach Reference’  

which is generated. It will also be 

communicated as part of KCI-1 

‘Please make a note of the ‘Service Reference’ 

which is your primary circuit ID. This Service 

Reference/Associated Service ID needs to 

be entered on the ‘Associated Service ID’ 

field on the DF tab of Product details of the 

secondary RO2 order.

Refer to slides for raising secondary RO2 

order.

Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page

1

2

3

1

2
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6e.  RO2 Secondary provide order

Click on ‘Place an order’ under 

Dark Fibre (DF)
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▪ Select the location identifier type i.e.., 

Address Key, Exchange 1141 code/LLUC 

number/MDF id/Site id and enter the 

corresponding value in upper cases in 

‘Location Identifier Value’ field.

▪ Please Note: If end location is a BT

exchange site then select ‘MDF id’ from the

dropdown list of values and provide the

exchange ID value (e.g. WWTORQ) in the

Location Identifier Value field. Alternatively

you can provide LLUC number/Exchange

1141 Code/Site id

▪ Enter a valid search combination i.e, Post 

Code or Post Code + Street Number etc.

RO2 Secondary provide order
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▪ If your company uses UPRN, you can 

search the location using the Unique 

Property Reference Number (UPRN). The 

UPRN is a 12 digit property reference 

number which allows the identification of 

locations with or without postal addresses. 

▪ If you enter a 12-digit Unique Property 

Reference Number (UPRN), then no other 

search fields should be filled.

 Geospatial searches can be made either 

with Easting and Northing (up to seven 

digits and one decimal place) in British 

National Grid format or with Longitude and 

Latitude (up to two digits and six decimal 

places) along with a radius value.

▪ The search for address using UPRN and 

Geospatial inputs would give the precise 

information about the location and highlight 

the specific sites where Openreach have 

been locked out at the Dialogue Service 

order entry point. This would help in more 

precise planning.

▪ If you want to place the order as successional 

order you can select “Equipment ID(SNE/PP 

ID)” option from the dropdown and enter the 

Equipment ID and all details except port number 

will be prepopulated of the Equipment ID

RO2 Secondary provide order
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▪ For instance, enter a valid 

exchange 1141 code for A end 

location details and click on the 

Search button.

▪ Please enter the Location 

Identifier Value in upper case.

RO2 Secondary provide order
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For B end, for instance if the post 

code is known, please enter as 

shown and click on ‘Search’

RO2 Secondary provide order
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Click on the box to select the appropriate address if 

multiple addresses are returned

Complete address details shown along with address 

qualifier when you click on ‘Show more’

Technology marker for PointToPointFibre is marked 

as either ‘Y’ , ‘N’ or ‘E'. 

For Exchange based NAD key, PointToPointFibre = 

‘E’ is preferred 

For other fibre served location, PointToPointFibre = 

‘Y’ is preferred

Click ‘Create’ button to create your own temporary 

bronze key unidentified location in order to progress 

the order. Refer Appendix A for further details

Click on ‘Next’ to confirm the selection

1

2
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4
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▪ Product Availability Response 

returned as either ‘Y’ if service can 

be provided between the two 

selected points or ‘N’.

▪ Additional information like the 

Variant, fibre presence, main link 

and radial distance are also 

displayed’. 

Variant is derived based on the

inputs given in A end and B end

Location Identifiers

          

1

2

1

2
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Enter the order details in relevant fields

Select appropriate KCI Level from the

dropdown. (Refer slide 91)

Enter your reference in the free

text field available as shown

Select the required by date by clicking on

the calendar button. Please note that this

field will be prepopulated with a date

which is current system date plus 30

working days (minimum lead time)

Please contact your account manager for

more information about discount

contracts.

    Select the appropriate Channel reference

    This will help you to filter your orders into 

    you different business channels if your

    business has chosen to use this feature.

    You will know if your business has

    chosen to use this feature if there are 

    options available in the drop- down list.

1
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4
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Red colour field on the screen indicates a mandatory field
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If this order is to be included as part of an agreed VACS 

project, please enter the VACS Group ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Group ID can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

If this order is to be included as part of an agreed VACS 

project, please enter the VACS Contract ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Contract ID can be up to 20 

alphanumeric characters and no Special characters are 

allowed.

You can use the Project Reference field to group orders 

together using your own business reference, making it easier 

for you to review orders that are related to one another under 
your own project. Project reference can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

Alongside the Project Reference field, you can also use the 

Sub Project Reference field to group orders together using 

your own business reference, making it easier for you to 

review smaller groups of orders that are related to one 

another under your own project. Sub Project reference can 

be upto 20 alphanumeric characters and no Special 

characters are allowed

Click here to select or change contact details. (Refer slide 

91)

Please provide a helpdesk telephone number that 

Openreach can contact you on, if we are unable to contact 

the primary CP contact or the site contact(s) to resolve any 

issues with your orders.

1
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Red colour field on the screen indicates a mandatory field
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KCI level:
Automatic notifications for KCIs can be filtered with this 
option. You may select to receive all KCIs or Key depending on 
the following options:

Key Updates:  Standard Updates :
510 ( Acknowledged ) 510 ( Acknowledged)
520 ( Committed ) 511 ( Revised KCI1) 
530 ( Completed) 512 ( Revised KCI 2)
OSUs  520 ( Committed)
593/594 ( Delayed) 530 ( Completed)
  593/594 ( Delayed)
  9315 ( Fibre Build  complete )
  OSUs 
 

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Use the radio button option to 

select an appropriate contact 

and click on OK button

RO2 Secondary provide order



95

Please note that 

the First Name, 

Last Name and 

Work Phone or 

Mobile number 

are mandatory 

fields.

Once the details are 

entered, click on Save 

button to create the 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

RO2 Secondary provide order
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▪ In the event the primary contact is unavailable, Openreach 

will make use of the secondary contact. 

▪ Click here to select or change contact details. (Refer slide 

94)

Please NOTE : Secondary contact is mandatory for Non BT

sites.

▪ Primary and Secondary contacts will be validated by 

Telephone numbers.

▪ Hazard Notes: Use this field to tell us about any health and 

safety hazards present on site e.g. guard dog

Maximum number of characters allowed is 100.

▪ Site Access Availability Notes: Use this field to tell us 

anything we need to know about site access availability, 

e.g. 24 by 7, office hours only. Maximum number of 

characters allowed is 50

▪ Special Arrangements Notes: Use this field to advise us of 

any special arrangements our engineers need to be aware 

of, e.g. the person or company to ask for, quote the original 

circuit ID (DFGB…)

          Company Name :. “Please provide the name of the

end user company where we are installing the

circuit. (This is especially important for multi-

occupancy units or data centres where we may need

to advise reception which company/area we need to

visit addition to the On the Day contact’s name.)”

1
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4
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Red colour field on the screen indicates a mandatory field
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Use the radio button option to 

select an appropriate contact 

and click on Select button

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Click ‘Edit’ to update the existing contact 

details

The details you are can update are Work 

Phone, Mobile, and Fax.

RO2 Secondary provide order
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Enter the site contact 

information. 

Please note that the 

First Name, Last 

Name and Work 

Phone or Mobile 

number are 

mandatory fields.

Once the details are 

entered, click on Save 

button to create the site 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

RO2 Secondary provide order
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▪ Enter or select the product details in relevant fields on DF 

details tab

▪ Once entered, please do not click ‘Next’ button

Instead click on the ‘A End site configuration’ 

▪ Indicative recurring and non recurring prices displayed. 

▪ Select the Fibre Option from the drop down. Available Fibre 

Options are Single Fibre and Fibre Pair

▪ Available Resilience options are  ‘Standard’ and ‘RO2’. 

Please note that ‘Standard’ option means ‘No Resilience’. 

▪ If resilience option is ‘RO2’ then Associated Service ID field 

will be shown and you will need to enter the Primary R02 

circuit in the Associated Service ID Field

▪ Authorised ECC is the excess construction cost to the 

nearest whole pound above the defined inclusive product 

ECC allowance.

Alternatively, you can leave this field with its default value as

0 and amend it later in the journey when we confirm the 

ECCs for installing the circuit

• This should be left blank as ‘Stand Alone Survey’ is not 

available for Dark Fibre, and the refund associated with 

using the SAS reference will not apply to Dark Fibre orders.

Select appropriate Time Related Charges (TRC) Band

Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited

1

2

3

4

5

RO2 Secondary provide order
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3

2

1

4

1 2

3 4

RO2 Secondary provide order

Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

     Suite is a mandatory field when Site Type is 'BT'. 

     Rack is a mandatory field when Site Type is 'BT'.
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         Select appropriate “Equipment Type” from the

         drop down

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to

be installed into. If you input “Next available” we

will use the next available free slot in your rack

(working from the ground level upwards) to

install your new patch panel. If you input ‘Next

Available’ and a DF patch panel which has free

ports already exists in the selected rack, then

the existing patch panel will be used, unless you

explicitly ask us not to due to RO2 requirements.

Position is a mandatory field when Site Type is

'BT'.

1

2

2

RO2 Secondary provide order

1

https://www.internal.openreach.co.uk/cpportal/products/passive-products/darkfibre
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If the order is linked to a SBS order, enter the linked order 

reference

Provide appropriate answers to the structured questions 

For ‘Out Of Hours (OOH) Preference’  click ‘Yes’ or ‘No’ for 

‘Site Survey’, ‘External work at Premise’ and ‘Equipment 

Installation and Fibre Testing’.

To Request a Site Specific Risk Assessment Method 

Statement, Please select Non-Specific TRC required by 

clicking on ‘Approved’.

Please note that you have to select a non-zero TRC band if 

you have provided‘ Approved’ or OOH preference as “Yes”

for any of the above activities

1

2

3

1

2

3
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1

2

3

4

1 2

3 4

RO2 Secondary provide order

Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

     Suite is a mandatory field when Site Type is 'BT'. 

     Rack is a mandatory field when Site Type is 'BT'.
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         Select appropriate “Equipment Type” from the

         drop down

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to be

installed into. If you input “Next available” we will

use the next available free slot in your rack

(working from the ground level upwards) to install

your new patch panel. If you input ‘Next Available’

and a DF patch panel which has free ports already

exists in the selected rack, then the existing patch

panel will be used, unless you explicitly ask us not

to due to RO2 requirements. Position is a

mandatory field when Site Type is 'BT'.

1

2

2

RO2 Secondary provide order

1

https://www.internal.openreach.co.uk/cpportal/products/passive-products/darkfibre
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If the order is linked to a SBS order, enter the linked order 

reference

Provide appropriate answers to the structured questions 

For ‘Out Of Hours (OOH) Preference’  click ‘Yes’ or ‘No’ for 

‘Site Survey’, ‘External work at Premise’ and ‘Equipment 

Installation and Fibre Testing’.

To Request a Site Specific Risk Assessment Method 

Statement, Please select Non-Specific TRC required by 

clicking on ‘Approved’.

Please note that you have to select a non-zero TRC band if 

you have provided‘ Approved’ or OOH preference as “Yes”

for any of the above activities

1

2

3

2

1

3
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▪ Order summary displayed

▪ Indicative prices displayed

▪ Click ‘Order preview’ to view all the details to 

view all the details entered so far.

▪ Click ‘Submit’ to submit the order. This will 

navigate you to the ‘Order Request 

Confirmation’ screen

1

2

3

4

2

1

3

4

RO2 Secondary provide order
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Please make a note of ‘Openreach Reference’  

which is generated. It will also be 

communicated as part of KCI-1 

‘Please make a note of the ‘Service 

Reference’.

. 

Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page

1

2

3

1
2

3

RO2 Primary provide order
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7. Amend a DF order

Order 
Details

Product 
Details

Confirm 
Order

What is an amend 
An AMEND is where something is required to be changed on an open order. This can be pro-actively done by the CP or 

reactively.

An AMEND can change any number of attributes from date, room, floor, suite locations through to contacts. names and 

numbers based on Point of no Amend.

* For postal address related changes you cannot use the amend journey.

There are two significant actions on amends that will impact your order.

Invalid data & Insufficient information 

• Invalid Data 

This is where we need you to specifically amend a certain criteria field to then progress the order. 

• Insufficient Information

Where you need to update your order with the required response and inform the service team via the contact method 

(email/case) of your choice to progress the order. 
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Amend a DF order

On the customer zone page, 

enter the openreach  reference 

or service reference which is to 

be amended as shown and click 

on ‘Search’ button
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Amend a DF order

Click ‘View order Summary’
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Amend a DF order

Please note – Order status will 

show ‘Amend Request’ when an 

amend was started but was not 

submitted, either because it was 

cancelled or was never 

completed. Order status will 

show ‘Amend Pending’ when an 

amend request is successfully 

submitted and is awaiting 

Openreach action.

Click on the ‘Amend 

Order’ button to begin the 

amend journey
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• Click here to follow the process steps for Proactive amend i.e. Customer requested amend

• Click here to follow the process steps for Approving ECCs

• Click here to follow the process steps for approving Resilience Violation confirmation

• Click here to follow the process steps for approving the Non Specific TRC

• Click here to follow the process steps for amending an order via ED

Amend a DF order
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Order details from the provide order journey are pre 

populated and are editable provided the point of 

amendment is not reached.

Select the Amend  Reason from the drop down  

while amending the order.

Amend Request Amend Reason

If you are responding to 

a request to authorise a 

Service Delivery Charge

In Response To Authorisation 

of Service Delivery Charge

If you are responding to 

a request to authorise 

ECCs

In Response To Authorisation 

of ECC

If you are responding to 

a request to authorise 

TRCs

In Response To Authorisation 

of TRC band

This amend reason is 

not applicable for DF 

orders

In response to invalid SAS 

Reference

If you are responding to 

a request confirm your 

agreement to a 

resilience violation

RO Violation Confirmation

For all other delays In Response To BT Request 

amend reason

If you want to amend 

more than one delay at a 

time. 

Customer Requested Amend

1

Amend a DF order

1
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You may amend KCI Level, KCI Type, Required by date 

(CRD), Contact details, Channel Reference, Hazard notes, 

Site access availability notes, Special arrangement notes, 

Project reference and Sub Project reference and Company 

name.

Once the ‘point of no amend’ is reached the attributes will no 

longer be amendable.

Raise a case on VMJ

(View my Job) via case management in case you wish to 

amend your order beyond PONA (Point of No Amend)

Attributes Point of No Amend

KCI Level KCI 3

Required by date CRD KCI 3

Contact details KCI 3

Hazard Notes KCI 3

Site access availability 
notes

KCI 3 

Special arrangement 
notes

KCI 3

Project reference KCI 3

Sub Project reference KCI 3

Company Name KCI 1.2

Amendment of attributes

Amend a DF order
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▪ Resilience option and ECC charges are amendable until point of no 

amend

▪ If you need to amend ‘A End Configuration’ or ‘B End Configuration’ click 

on respective tab(s) else click ‘Next’

▪ Select 'Standard' when no resilience is required.

Associated Service ID’ is only required for an associated RO2 order. For

Standard to RO2 amends, if this is your first primary RO2 order then

leave the Associated Service ID field blank. Once the order is raised note

down the DFGB circuit reference and provide the same while raising the

secondary partner order in the Associated Service ID field. If resilience

option is ‘Standard’’, then Associated Service ID field will be not be

shown

▪ Authorised ECC is the excess construction cost to the nearest whole 

pound  above the defined inclusive product ECC allowance.

Alternatively, you can leave this field with its 

default value as 0 and amend it later in the

journey when we confirm the ECCs for installing

the circuit.

▪ OOH preference can be amended until point of no amendment.

▪ Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited 

2

3

1

Amend a DF order

1

2

3
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▪ Order details from the provide order journey are pre 

populated and are editable provided the point of 

amendment is not reached.

▪ You can amend the ‘A End Configuration’ until point of 

no amend.

▪ If you need to amend ‘B End Configuration’ click on 

respective tab else click ‘Next’

For ‘Out Of Hours (OOH) Preference’ click on ‘Yes’ or 

‘No’ for ‘Site Survey’, ‘External work at Premise’, 

‘Equipment Installation and Fibre Testing’

▪ To Request a Site Specific Risk Assessment Method 

Statement, Please select the number of Non – Specific 

TRC required.

Please note that you have to select a non –zero

TRC band if you have provided ‘Approved’ or

OOH preference as “Y” for any of the above

activities.

Amend a DF order

1

1
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▪ Order details from the provide order journey are pre 

populated and are editable provided the point of 

amendment is not reached.

▪ You can amend the ‘B End Configuration’ until point of 

no amend.

For ‘Out Of Hours (OOH) Preference’ click on ‘Yes’ 

or ‘No’ for ‘Site Survey’, ‘External work at Premise’,

‘Equipment Installation and Fibre Testing’.

▪ To Request a Site Specific Risk Assessment Method 

Statement, Please select Non-Specific TRC required.by 

clicking on Approved

Please note that you have to select a non –zero

TRC band if you have provided ‘Approved’ or OOH 

preference as “Y” for any of the above activities.

Amend a DF order

1

1
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▪ Order summary displayed

▪ Indicative prices displayed. 

▪ Click ‘Order preview’ to view all the details entered so 

far on the order. Please ensure details are correct 

before submission.

▪ Click ‘Submit’ to submit the order. This will navigate 

you to the ‘Order Request Confirmation’ screen 

1

2

Amend a DF order

2

1
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Amend request is successfully submitted and the 

status changes to ‘Amend Pending’

Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page

Amend a DF order
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7a. DF ECC Amend
The below mentioned 511(KCI1.1) message will be received showing the ECC breakdown :-   

Please note the Chargeable ECC amount that needs to be approved from the KCI is the same value that needs to be entered later in 

the amend ECC journey.
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The below mentioned 5751 Delay encountered KCI will be received when ECC’s needs to be approved :-  

Please note the ECC amount that needs to be approved from the KCI is the same value that needs to be entered later in the 

amend ECC journey.

DF ECC Amend
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Select Amend reason for ECC delay.

Order details from the provide order 

journey are pre populated and are editable 

provided the point of amendment is not 

reached.

Select “In Response To Authorisation of 

ECC” amend reason from the drop down 

for  approving ECCs.

1

DF ECC Amend

1
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▪ Please enter the incurred ECC amount 

that needs to be approved in the 

Authorised ECC field.

▪ The ECC amount is the value 

communicated in the ECC Delay KCI.

▪ Please click ‘Next’ to complete the 

approve the ECC’s.

1

DF ECC Amend

1
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• Order summary displayed

• Indicative prices displayed. 

• Click ‘Order Preview’ to view all the details entered 

so far on the order. Please ensure details are 

correct before submission.

• Click ‘Submit’ to submit the order. This will navigate 

you to the ‘Order Request Confirmation’ screen 

DF ECC Amend

1

2

1

2
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• Amend request is successfully submitted 

and the status changes to ‘Amend 

Pending’

• Click on ‘Finish’ and it will take you back to 

the ‘Customer Zone’ page

• A KCI confirmation will be sent to the 

customer informing the order has been 

amended.

DF  ECC Amend
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Order Amended Confirmation
The below 5751 Delay resolved KCI is received once the amendment is completed. 

DF ECC Amend
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7b. DF Resilience Violation Confirmation Amend

The below  9350 Delay Encountered KCI will be received when there is a minor resilience violation detected.
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Select the amend reason as “RO 

Violation Confirmation” from the drop 

down .

1

Select Amend reason for Minor Resilience Violation delay.

DF Resilience Violation Confirmation Amend

1
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To accept minor violation pinch 

point change  the resilience 

violation confirmation value from 

‘No ‘to ‘Yes’.

Click ‘Next’ to progress and submit 

the order for completing Resilience 

Violation Confirmation 

amendment..

1

DF Resilience Violation Confirmation Amend

1
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▪ Order summary displayed

▪ Indicative prices displayed. 

▪ Click ‘Order preview’ to view all the details.

▪ Click ‘Submit’ to submit the order. This will navigate 

you to the ‘Order Request Confirmation’ screen
2

1

DF Resilience Violation Confirmation Amend

2

1
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• Amend request is 

successfully submitted and 

the status changes to ‘Amend 

Pending’

• Click on ‘Finish’ and it will 

take you back to the 

‘Customer Zone’ page

• A KCI confirmation will be 

sent to the customer 

informing the order has been 

amended

DF Resilience Violation Confirmation Amend
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9350 Delay Resolved KCI  For minor resilience violation.

DF Resilience Violation Confirmation Amend



133

7c. DF Non Specific TRC

The below  9829 Delay encountered KCI will be received. 
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Select Amend reason for Non Specific TRC

Select “In Response to BT Request”

    amend reason from the drop down.

▪ You may amend KCI Level, KCI Type, 

Required by date (CRD), Contact 

details, Channel Reference, Hazard 

notes, Site access availability notes, 

Special arrangement notes, Project 

reference and Sub Project reference.

▪ Once the ‘point of no amend’ is reached 

the attributes will no longer be editable.

1

DF Non Specific TRC

1



135

▪ OOH preference can be amended until point of no 

amendment.

▪ Click on ‘Next’ button to continue with the amend 

journey.

▪ Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited 

To Request a Site Specific Risk Assessment Method 

Statement, for a end specific, Please click on 

‘Approved’ for Non Specific TRCs.

          Please note that you have to select

          minimum TRC band of 1.

        

1

2

DF Non Specific TRC
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▪ OOH preference can be amended until point of 

no amendment.

▪ Click on ‘Next’ button to continue with the 

amend journey.

▪ Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited 

To Request a Site Specific Risk Assessment 

Method Statement, for a end specific, Please 

select  Approved as Yes for Non Specific 

TRCs.

          Please note that you have to select

          minimum TRC band of 1.

        

DF Non Specific TRC

1

2

2

1
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▪ Order summary displayed

▪ Indicative prices displayed. 

▪ Click ‘Order preview’ to view all the details entered so 

far on the order. Please ensure details are correct 

before submission.

▪ Click ‘Submit’ to submit the order. This will navigate 

you to the ‘Order Request Confirmation’ screen 

DF Non Specific TRC
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• Amend request is successfully 

submitted and the status 

changes to ‘Amend Pending’

• Click on ‘Finish’ and it will take 

you back to the ‘Customer Zone’ 

page

• A KCI confirmation will be sent to 

the customer informing the order 

has been amended.

DF Non Specific TRC
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9829 Delay Resolved KCI is received once the amendment is completed. 

DF Non Specific TRC
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If your order has not crossed PONA stage on both Provide and Modify, as part of Amend journey, you can now use 

ED for below :-

▪ Amend the SNE ID details

▪ If the order was placed as non successional order, you can now select existing equipment via ED call if 

Equipment is present in that location

▪ If the order was placed as successional order, you can now amend new details to progress as New Provide

▪ You can amend the details by using Parent Rack selection without using any Equipment as part of ED call

Amend an order via ED
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Order details from the provide order journey are pre 

populated and are editable provided the point of 

amendment is not reached.

Select the Amend  Reason from the drop down  

while amending the order.

Amend Request Amend Reason

If you are responding to 

a request to authorise a 

Service Delivery Charge

In Response To Authorisation 

of Service Delivery Charge

If you are responding to 

a request to authorise 

ECCs

In Response To Authorisation 

of ECC

If you are responding to 

a request to authorise 

TRCs

In Response To Authorisation 

of TRC band

This amend reason is 

not applicable for DF 

orders

In response to invalid SAS 

Reference

If you are responding to 

a request confirm your 

agreement to a 

resilience violation

RO Violation Confirmation

For all other delays In Response To BT Request 

amend reason

If you want to amend 

more than one delay at a 

time. 

Customer Requested Amend

1

1

Amend an order via ED
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If your order has not crossed PONA stage, you can 

amend SNE ID details 

The ED page will be available after the “Order Details” 

page.

A and B end Equipment's will be displayed separately, 

Note: After Order details page first we will be able to see 

Equipment details of A end (If available), once the 

required action is taken we will be directed to Equipment 

details of B end (if available).

If the provided location identifier contains your equipment 

records, they can be located within this equipment 

discovery screen.

Click on the arrow to expand and navigate to the rack, 

shelf and equipment. 

After selecting Spare slot/port for the required 

Equipment, click Next to proceed to next screen and all 

the details of the new Equipment ID will be prepopulated 

and read only on DF details page

1

1

Amend an order via ED



143

If You wish to proceed without Equipment 

Discovery Click on Skip ED call

After clicking on “Skip ED Call”  system 

will throw a pop window asking you to 

select one of the options from below

▪ Provide New Equipment

▪ Continue with Existing Equipment

If you wish to provide new details, select 

“Provide New Equipment’, all the location 

attributes will be editable on DF details 

page for that respective end shown in the 

following screen

If you wish to proceed with Existing 

Equipment, select “Continue with Existing 

Equipment” and all the location attributes 

details will be greyed out with existing 

details for that respective end shown in 

the following screen

Click OK if you wish to proceed, it will 

navigate to next screen

Click Cancel if you wish to go back to 

Equipment details page.

1

2

3

4

Amend an order via ED

1

2 34
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Click on “Select Parent Rack” to proceed 

with the Rack selection and not with a 

specific equipment.

If you Wish to Select Parent Rack 

Click on Yes in the Confirmation 

popup.

Click No if you wish to go back to 

Equipment details page.

1

1

2

3 2

3

Amend an order via ED
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If you do not  have any existing equipment presence 

within the specified location then shown message is 

displayed.

Kindly note that this is not an error message and you 

can click Next if you wish to continue
After “Next” system will throw a pop window 

asking you to select one of the options from 

below

▪ Provide New Equipment

▪ Continue with Existing Equipment

If you wish to provide new details, select 

“Provide New Equipment’, all the location 

attributes will be editable on DF details page 

for that respective end shown in the 

following screen

If you wish to proceed with Existing 

Equipment, select “Continue with Existing 

Equipment” and all the location attributes 

details will be greyed out with existing 

details for that respective end shown in the 

following screen

Click OK if you wish to proceed, it will 

navigate to next screen

Click Cancel if you wish to stay back on this 

page

1

1

2

3

2

5 4
3

4

5

Amend an order via ED
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If you have selected “Continue 

with Existing Equipment” as 

part of Skip ED call, all the 

details will be prepopulated 

and greyed out

Amend an order via ED (SKIP ED Call)

“Continue with Existing Equipment” as part of Skip ED call
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If you have selected 

“Provide new Equipment” 

as part of Skip ED call, the 

details entered while order 

placement will be wiped 

out and fields will be 

editable for for CP to enter 

new details

Amend an order via ED

“Provide new Equipment” as part of Skip ED call
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▪ Order summary displayed

▪ Indicative prices displayed. 

▪ Click ‘Order preview’ to view all the details entered so 

far on the order. Please ensure details are correct 

before submission.

▪ Click ‘Submit’ to submit the order. This will navigate 

you to the ‘Order Request Confirmation’ screen 

Amend an order via ED
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• Amend request is successfully 

submitted and the status 

changes to ‘Amend Pending’

• Click on ‘Finish’ and it will take 

you back to the ‘Customer Zone’ 

page

• A KCI confirmation will be sent to 

the customer informing the order 

has been amended.

Amend an order via ED
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8. Cancel a DF order

Order Details
Confirm 
Order

▪ The subsequent slides provide a step-by-step journey to place a Cancel on a DF order. The phases of this journey are represented

below. 

* If this order forms part of a Resilience Option 2 (RO2) solution with it's associated Partner order. Cancellation on either order will 

remove the RO2 resilience. However, Openreach will continue to bill the remaining Partner circuit at RO2 rates until that partner 

order is either cancelled or amended to standard resilience.
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Cancel a DF order

On the customer zone page, 

enter the openreach reference 

which is to be cancelled as 

shown and click on ‘Go’ button
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Click on ‘View order summary’

Cancel a DF  order
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Cancel a DF order

Please note – Order status will 

show ‘Cancellation 

Request’ when a cancel was 

started but was not submitted, 

either because it was cancelled 

or was never completed. Order 

status will show ‘Cancellation 

Pending’ when a cancel request is 

successfully submitted and is 

awaiting Openreach action.

Click on the ‘Cancel 

Order’ button to begin the 

cancellation journey
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Cancel a DF order

Select an appropriate 

cancellation reason from 

the drop down menu.

Click on ‘Submit’ to proceed
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• Cancel request is successfully 

submitted and the status changes to 

‘Cancellation Pending’.

• Click on ‘Finish’ and it will take you 

back to the ‘Customer Zone’ page.

 

Cancel a DF order
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9. Suspend a DF order

Order Details
Confirm 
Order

The subsequent slides provide a step-by-step journey to place a Suspend on a DF order. The phases of this journey are represented below



157

Suspend a DF order

On the customer zone page, 

enter the openreach reference 

or service reference which is to 

be suspended as shown and 

click on ‘Search’ button
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Suspend a DF order

Click ‘View order Summary’
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Suspend a DF order

Click on the ‘Suspend 

Order’ button to begin the 

suspend journey.

Please note – Order status will 

show ‘Suspend Request’ when a 

suspend was started but was not 

submitted, either because it was 

cancelled or was never completed. 

Order status will show ‘Suspend 

Pending’ when a suspend request 

is successfully submitted and is 

awaiting Openreach action.
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Suspend a DF order

Click on ‘Submit’ to 

proceed.

Select an appropriate 

suspension reason from 

the drop down.
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• Suspend request is successfully submitted and 

the status changes to ‘Suspend Pending’

• Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page

Suspend a DF order
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10. Resume a DF order

Order Details Confirm Order
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Resume a DF order

On the customer zone page, 

enter the openreach reference 

or service reference which is to 

be resumed as shown and click 

on ‘Search’ button.
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Resume a DF order

Click ‘View order Summary’



165

Resume a DF order

Click on the ‘Resume Order’ button. Please 

note that the order status should be 

‘Suspended’ in order to resume the order.
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Resume a DF order

Click on ‘Submit’ to proceed
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Resume request is successfully 

submitted and the status changes to 

‘Resume Pending’

Click on ‘Finish’ and it will take you 

back to the ‘Customer Zone’ page

 

Resume a DF order
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11. Modify a DF asset

The subsequent slides provide a step-by-step journey to place an Modify on  DFX asset. The phases of this journey are represented below. 

Product Availability Order Details Product Details Confirm Order
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Select ‘Inventory’ from the 

dropdown.

Enter the service reference 

that needs to be modified 

and click on search

2

1

11. Firm order for modify

1 2
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Firm Order for Modify

2

3

Click on ‘Modify Service features’ to 

modify Resilience 

Click on ‘Modify A end details’ to modify 

A end. 

Click on ‘Modify B end details’ to modify 

B end..

1

1

2 3
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Modify Service feature
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Enter the order details in relevant fields

Select appropriate KCI Level from the

dropdown. (Refer slide 161)

Enter your reference in the free

text field available as shown

Select the required by date by clicking on

the calendar button. Please note that this

field will be prepopulated with a date

which is current system date plus 30

working days (minimum lead time)

Select the appropriate Channel reference

    This will help you to filter your orders into 

    you different business channels if your

    business has chosen to use this feature.

    You will know if your business has

    chosen to use this feature if there are 

    options available in the drop- down list.

4

3

2

1

Modify Service feature

Red colour field on the screen indicates a mandatory field

1 2

3 4
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If this order is to be included as part of an agreed VACS 

project, please enter the VACS Group ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Group ID can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

If this order is to be included as part of an agreed VACS 

project, please enter the VACS Contract ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Contract ID can be up to 20 

alphanumeric characters and no Special characters are 

allowed.

You can use the Project Reference field to group orders 

together using your own business reference, making it easier 

for you to review orders that are related to one another under 
your own project. Project reference can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

Alongside the Project Reference field, you can also use the 

Sub Project Reference field to group orders together using 

your own business reference, making it easier for you to 

review smaller groups of orders that are related to one 

another under your own project. Sub Project reference can 

be upto 20 alphanumeric characters and no Special 

characters are allowed

Click here to select or change contact details. (Refer slide 

161)

Please provide a helpdesk telephone number that 

Openreach can contact you on, if we are unable to contact 

the primary CP contact or the site contact(s) to resolve any 

issues with your orders.

1

2

3

4

5

6

Modify Service feature

Red colour field on the screen indicates a mandatory field

1 2 3 4

5 6
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KCI level:

Automatic notifications for KCIs can be filtered with this option. 

You may select to receive all KCIs , Key or none depending 

on the following options:

Key Updates:  Standard Updates :

510 ( Acknowledged ) 510 ( Acknowledged)

520 ( Committed ) 511 ( Revised KCI1) 

530 ( Completed) 512 ( Revised KCI 2)

OSUs  520 ( Committed)

593/594 ( Delayed) 530 ( Completed)

  593/594 ( Delayed)

  9315 ( Fibre Build complete )

  OSUs 
 

Click ‘Create Contact’ to 

create a new contact as 

shown on next slide.

Use the radio button 

option to select an 

appropriate contact and 

click on OK button

Modify Service feature
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Please note that the 

First Name, Last 

Name and Work 

Phone or Mobile 

number are 

mandatory fields.

Once the details are 

entered, click on Save 

button to create the 

contact

For standard UK numbers (Starting with 0):

- The number contains a single leading zero

- The number contains between 10 and 11 digits

- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);

- The '+' symbol must be the first character of the number

- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)

- If using the UK dial code (+44) the number must contain between 12 and 13 digits

- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Modify Service feature
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▪ In the event the primary contact is unavailable, Openreach 

will make use of the secondary contact. 

▪ Click here to select or change contact details. (Refer slide 

164)

Please NOTE : Secondary contact is mandatory for Non BT

sites.

▪ Primary and Secondary contacts will be validated by 

Telephone numbers.

▪ Hazard Notes: Use this field to tell us about any health and 

safety hazards present on site e.g. guard dog

▪ Site Access Availability Notes: Use this field to tell us 

anything we need to know about site access availability, 

e.g. 24 by 7, office hours only. 

▪ Special Arrangements Notes: Use this field to advise us of 

any special arrangements our engineers need to be aware 

of, e.g. the person or company to ask for, quote the original 

circuit ID (DFGB…) from any cancelled Legacy order this 

order is replacing , 

          Company Name :. “Please provide the name of the

end user company where we are installing the

circuit. (This is especially important for multi-

occupancy units or data centres where we may need

to advise reception which company/area we need to

visit addition to the On the Day contact’s name.)”

4

3

2

1

5

Modify Service feature

Red colour field on the screen indicates a mandatory field

1

2 3 4

5
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Use the radio button 

option to select an 

appropriate contact and 

click on Select button

Click ‘Create Contact’ to 

create a new contact as 

shown on next slide.

Click ‘Edit’ to update the existing 

contact details

The details you are can update are 

Work Phone, Mobile, and Fax.

Modify Service feature
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Enter the site contact 

information. 

Please note that the First 

Name, Last Name and Work 

Phone or Mobile number are 

mandatory fields.

Once the details are 

entered, click on Save 

button to create the site 

contact

For standard UK numbers (Starting with 0):

- The number contains a single leading zero

- The number contains between 10 and 11 digits

- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);

- The '+' symbol must be the first character of the number

- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)

- If using the UK dial code (+44) the number must contain between 12 and 13 digits

- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Modify Service feature
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▪ Enter or select the product 

details in relevant fields.

▪ Indicative recurring and non

recurring prices displayed.

▪ Available Resilience options 

are  ‘Standard’ and ‘RO2’. 

Please note that ‘Standard’ 

option means ‘No Resilience’.

▪ If resilience option is ‘RO2’ 

then Associated Service ID 

field will be shown and has to 

be left blank for Primary order

Modify Service feature

1

2

1
2
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Modify Service feature
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Modify Service feature
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Order summary displayed

Indicative prices displayed. 

Click ‘Order Preview’ to view all the 

details entered so far on the order. 

Please ensure details are correct 

before submission.

Click ‘Submit’ to submit the order. This 

will navigate you to the ‘Order Request 

Confirmation’ screen.

 

1

1

2

2

Modify Service feature
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Please make a note of ‘Openreach Reference’  

which is generated. It will also be 

communicated as part of KCI-1 

Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page. 1

2

1

2

Modify Service feature
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Select ‘Inventory’ from the 

dropdown.

Enter the service reference 

that needs to be modified 

and click on search

2

1

11. Firm order for End Point Modify

1 2
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Firm Order for End Point Modify

2

3

Click on ‘Modify Service features’ to 

modify Resilience 

Click on ‘Modify A end details’ to modify 

A end. 

Click on ‘Modify B end details’ to modify 

B end..

1

1

2 3
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End Point Modify
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▪ If change is within the same 

building, then require to 

select it as ‘Yes’, If change is 

not within the same building, 

then need to select as ‘No’.

▪ Please input the NAD key 

from 530 KCI if the shift is 

with the same building. the 

order will be derived as 

'Internal Shift Modify

▪ (Change the location within 

the same building/floor)

’

Modify A End

1

1
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Select the appropriate Location identifier to 

place the modify order :

• Remove re-site(Change of site within 

the same exchange)

• Re arrange (Change of service end 

point from one exchange to another)

Modify A End
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▪ For instance, enter a valid 

exchange 1141 code for A end 

location details and click on the 

Search button.

▪ Please enter the Location 

Identifier Value in upper case.

Modify A End
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Click on the box to select the appropriate address if 

multiple addresses are returned

Complete address details shown along with address 

qualifier when you click on ‘Show more’

Technology marker for PointToPointFibre is marked 

as either ‘Y’ , ‘N’ or ‘E'. 

For Exchange based NAD key, PointToPointFibre = 

‘E’ is preferred 

For other fibre served location, PointToPointFibre = 

‘Y’ is preferred

Click ‘Create’ button to create your own temporary 

bronze key unidentified location in order to progress 

the order. Refer Appendix A for further details

Click on ‘Next’ to confirm the selection

1

2

3

4

1

Modify A End

5

2
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▪ Product Availability Response 

returned as either ‘Y’ if service can 

be provided between the two 

selected points or ‘N’.

▪ Additional information like the 

Variant, fibre presence, main link 

and radial distance are also 

displayed’. 

▪ Variant is derived based on the 

inputs given in A end and B end 

Location Identifiers.

          

1

2

3

1

2

3

Modify A End
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Enter the order details in relevant fields

Select appropriate KCI Level from the

dropdown. (Refer slide 177)

Enter your reference in the free

text field available as shown

Select the required by date by clicking on

the calendar button. Please note that this

field will be prepopulated with a date

which is current system date plus 30

working days (minimum lead time)

Please contact your account manager for

more information about discount

contracts.

    Select the appropriate Channel reference

    This will help you to filter your orders into 

    you different business channels if your

    business has chosen to use this feature.

    You will know if your business has

    chosen to use this feature if there are 

    options available in the drop- down list.

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

1 2

3 4 5

Modify A End
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If this order is to be included as part of an agreed VACS 

project, please enter the VACS Group ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Group ID can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

If this order is to be included as part of an agreed VACS 

project, please enter the VACS Contract ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Contract ID can be up to 20 

alphanumeric characters and no Special characters are 

allowed.

You can use the Project Reference field to group orders 

together using your own business reference, making it easier 

for you to review orders that are related to one another under 
your own project. Project reference can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

Alongside the Project Reference field, you can also use the 

Sub Project Reference field to group orders together using 

your own business reference, making it easier for you to 

review smaller groups of orders that are related to one 

another under your own project. Sub Project reference can 

be upto 20 alphanumeric characters and no Special 

characters are allowed

Click here to select or change contact details. (Refer slide 

177)

Please provide a helpdesk telephone number that 

Openreach can contact you on, if we are unable to contact 

the primary CP contact or the site contact(s) to resolve any 

issues with your orders.

1

2

3

6

5

4

Red colour field on the screen indicates a mandatory field

1 2 3 4

5
6

Modify A End



194

KCI level:
Automatic notifications for KCIs can be filtered with this 
option. You may select to receive all KCIs or Key depending on 
the following options:

Key Updates:  Standard Updates :
510 ( Acknowledged ) 510 ( Acknowledged)
520 ( Committed ) 511 ( Revised KCI1) 
530 ( Completed) 512 ( Revised KCI 2)
OSUs  520 ( Committed)
593/594 ( Delayed) 530 ( Completed)
  593/594 ( Delayed)
  9315 ( Fibre Build  complete )
  OSUs 
 

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Use the radio button option to 

select an appropriate contact 

and click on OK button

Modify A End
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Please note that 

the First Name, 

Last Name and 

Work Phone or 

Mobile number 

are mandatory 

fields.

Once the details are 

entered, click on Save 

button to create the 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Modify A End
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▪ In the event the primary contact is unavailable, Openreach 

will make use of the secondary contact. 

▪ Click here to select or change contact details. (Refer slide 

180)

Please NOTE : Secondary contact is mandatory for Non BT

sites.

▪ Primary and Secondary contacts will be validated by 

Telephone numbers.

▪ Hazard Notes: Use this field to tell us about any health and 

safety hazards present on site e.g. guard dog

▪ Site Access Availability Notes: Use this field to tell us 

anything we need to know about site access availability, 

e.g. 24 by 7, office hours only. 

▪ Special Arrangements Notes: Use this field to advise us of 

any special arrangements our engineers need to be aware 

of, e.g. the person or company to ask for, quote the original 

circuit ID (DFGB…)

          Company Name :. “Please provide the name of the

end user company where we are installing the

circuit. (This is especially important for multi-

occupancy units or data centres where we may need

to advise reception which company/area we need to

visit addition to the On the Day contact’s name.)”

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

1

2 3 4

5

Modify A End
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Enter the site contact 

information. 

Please note that the 

First Name, Last 

Name and Work 

Phone or Mobile 

number are 

mandatory fields.

Once the details are 

entered, click on Save 

button to create the site 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Modify A End
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▪ Enter or select the product details in relevant fields on DF 

details tab

▪ Once entered, please do not click ‘Next’ button

Instead click on the ‘A End site configuration’ 

▪ Indicative recurring and non recurring prices displayed. 

▪ Authorised ECC is the excess construction cost to the 

nearest whole pound above the defined inclusive product 

ECC allowance.

Alternatively, you can leave this field with its default value as

0 and amend it later in the journey when we confirm the 

ECCs for installing the circuit

• Select appropriate Time Related Charges (TRC) Band

Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited

1

2

Modify A End
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3

2

1

4

Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

     Suite is a mandatory field when Site Type is 'BT'. 

     Rack is a mandatory field when Site Type is 'BT'.

     

1 2

3
4

Modify A End
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         Select appropriate “Equipment Type” from the

         drop down

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to

be installed into. If you input “Next available” we

will use the next available free slot in your rack

(working from the ground level upwards) to install

your new patch panel. If you input ‘Next Available’

and a DF patch panel which has free ports

already exists in the selected rack, then the

existing patch panel will be used, unless you

explicitly ask us not to due to RO2 requirements.

Position is a mandatory field when Site Type is

'BT'.

1

2

1 2

Modify  A End

https://www.internal.openreach.co.uk/cpportal/products/passive-products/darkfibre
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All the fields of ‘B End site Configuration’ tab will 

be non-editable as this is A end Modify.

Modify A End
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1

2

Order summary displayed

Indicative prices displayed. 

Click ‘Order preview’ to view all the details 

entered so far on the order. Please ensure 

details are correct before submission.

Click ‘Submit’ to submit the order. 

1

2

Modify A End



203

Please make a note of ‘Openreach Reference’  

which is generated. It will also be 

communicated as part of KCI-1 

Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page. 1

2

1

2

Modify A End
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Modify B End
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▪ If change is within the same 

building, then require to select it as 

‘Yes’, If change is not within the 

same building, then need to select 

as ‘No’

Modify B End

1

1
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▪ If your company uses UPRN, you can 

search the location using the Unique 

Property Reference Number (UPRN). The 

UPRN is a 12 digit property reference 

number which allows the identification of 

locations with or without postal addresses. 

▪ If you enter a 12-digit Unique Property 

Reference Number (UPRN), then no other 

search fields should be filled.

 Geospatial searches can be made either 

with Easting and Northing (up to seven 

digits and one decimal place) in British 

National Grid format or with Longitude and 

Latitude (up to two digits and six decimal 

places) along with a radius value.

▪ The search for address using UPRN and 

Geospatial inputs would give the precise 

information about the location and highlight 

the specific sites where Openreach have 

been locked out at the Dialogue Service 

order entry point. This would help in more 

precise planning.

Modify B End
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▪ For instance, enter a valid 

exchange 1141 code for A end 

location details and click on the 

Search button.

▪ Please enter the Location 

Identifier Value in upper case.

Modify B End
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Click on the box to select the appropriate address if 

multiple addresses are returned

Complete address details shown along with address 

qualifier when you click on ‘Show more’

Technology marker for PointToPointFibre is marked 

as either ‘Y’ , ‘N’ or ‘E'. 

For Exchange based NAD key, PointToPointFibre = 

‘E’ is preferred 

For other fibre served location, PointToPointFibre = 

‘Y’ is preferred

Click ‘Create’ button to create your own temporary 

bronze key unidentified location in order to progress 

the order. Refer Appendix A for further details

Click on ‘Next’ to confirm the selection

1

2

3

4

1

Modify B End
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▪ Product Availability Response 

returned as either ‘Y’ if service can 

be provided between the two 

selected points or ‘N’.

▪ Additional information like the 

Variant, fibre presence, main link 

and radial distance are also 

displayed’. 

▪ Variant is derived based on the 

inputs given in A end and B end 

Location Identifiers.

          

1

2

3

Modify B End

1

2
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Enter the order details in relevant fields

Select appropriate KCI Level from the

dropdown. (Refer slide 193)

Enter your reference in the free

text field available as shown

Select the required by date by clicking on

the calendar button. Please note that this

field will be prepopulated with a date

which is current system date plus 30

working days (minimum lead time)

Please contact your account manager for

more information about discount

contracts.

    Select the appropriate Channel reference

    This will help you to filter your orders into 

    you different business channels if your

    business has chosen to use this feature.

    You will know if your business has

    chosen to use this feature if there are 

    options available in the drop- down list.

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

Modify B End
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If this order is to be included as part of an agreed VACS 

project, please enter the VACS Group ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Group ID can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

If this order is to be included as part of an agreed VACS 

project, please enter the VACS Contract ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Contract ID can be up to 20 

alphanumeric characters and no Special characters are 

allowed.

You can use the Project Reference field to group orders 

together using your own business reference, making it easier 

for you to review orders that are related to one another under 
your own project. Project reference can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

Alongside the Project Reference field, you can also use the 

Sub Project Reference field to group orders together using 

your own business reference, making it easier for you to 

review smaller groups of orders that are related to one 

another under your own project. Sub Project reference can 

be upto 20 alphanumeric characters and no Special 

characters are allowed

Click here to select or change contact details. (Refer slide 

193)

Please provide a helpdesk telephone number that 

Openreach can contact you on, if we are unable to contact 

the primary CP contact or the site contact(s) to resolve any 

issues with your orders.

1

2

3

6

5

4

Red colour field on the screen indicates a mandatory field

Modify B End
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KCI level:
Automatic notifications for KCIs can be filtered with this 
option. You may select to receive all KCIs or Key depending on 
the following options:

Key Updates:  Standard Updates :
510 ( Acknowledged ) 510 ( Acknowledged)
520 ( Committed ) 511 ( Revised KCI1) 
530 ( Completed) 512 ( Revised KCI 2)
OSUs  520 ( Committed)
593/594 ( Delayed) 530 ( Completed)
  593/594 ( Delayed)
  9315 ( Fibre Build  complete )
  OSUs 
 

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Use the radio button option to 

select an appropriate contact 

and click on OK button

Modify B End
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Please note that 

the First Name, 

Last Name and 

Work Phone or 

Mobile number 

are mandatory 

fields.

Once the details are 

entered, click on Save 

button to create the 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Modify B End
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▪ In the event the primary contact is unavailable, Openreach 

will make use of the secondary contact. 

▪ Click here to select or change contact details. (Refer slide 

196)

Please NOTE : Secondary contact is mandatory for Non BT

sites.

▪ Primary and Secondary contacts will be validated by 

Telephone numbers.

▪ Hazard Notes: Use this field to tell us about any health and 

safety hazards present on site e.g. guard dog

▪ Site Access Availability Notes: Use this field to tell us 

anything we need to know about site access availability, 

e.g. 24 by 7, office hours only. 

▪ Special Arrangements Notes: Use this field to advise us of 

any special arrangements our engineers need to be aware 

of, e.g. the person or company to ask for, quote the original 

circuit ID (DFGB…)

          Company Name :. “Please provide the name of the

end user company where we are installing the

circuit. (This is especially important for multi-

occupancy units or data centres where we may need

to advise reception which company/area we need to

visit addition to the On the Day contact’s name.)”

1

2

3

4

5

Red colour field on the screen indicates a mandatory field

Modify B End
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KCI level:
Automatic notifications for KCIs can be filtered with this 
option. You may select to receive all KCIs or Key depending on 
the following options:

Key Updates:  Standard Updates :
510 ( Acknowledged ) 510 ( Acknowledged)
520 ( Committed ) 511 ( Revised KCI1) 
530 ( Completed) 512 ( Revised KCI 2)
OSUs  520 ( Committed)
593/594 ( Delayed) 530 ( Completed)
  593/594 ( Delayed)
  9315 ( Fibre Build  complete )
  OSUs 
 

Click ‘Create Contact’ 

to create a new contact 

as shown on next slide.

Use the radio button option to 

select an appropriate contact 

and click on OK button

Modify B End
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Enter the site contact 

information. 

Please note that the 

First Name, Last 

Name and Work 

Phone or Mobile 

number are 

mandatory fields.

Once the details are 

entered, click on Save 

button to create the site 

contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Modify B End
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▪ Enter or select the product details in relevant fields on DF 

details tab

▪ Once entered, please do not click ‘Next’ button

Instead click on the ‘A End site configuration’ 

▪ Indicative recurring and non recurring prices displayed. 

▪ Authorised ECC is the excess construction cost to the 

nearest whole pound above the defined inclusive product 

ECC allowance.

Alternatively, you can leave this field with its default value as

0 and amend it later in the journey when we confirm the 

ECCs for installing the circuit

• Select appropriate Time Related Charges (TRC) Band

Available TRC bands are as follows: 

Band 0: 0 hrs 

Band 1: up to 15 hrs 

Band 2: up to 30 hrs 

Band 3: up to 50 hrs 

Band 4: Unlimited

1

2

Modify B End

1

2
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All the fields of ‘A End Configuration’ tab will be 

non-editable as this is B end Modify.

Modify B End
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3

2

1

4

Select the Location Type from the drop down.

Note : Location Type field will be defaulted to “Building Exchange”

for BT Site type.

Use ‘Location’ text field to provide any additional information that

will help to identify the precise location for the service. Please

note that Openreach may need to undertake further planning if this

information is amended during order provisioning, and this may

affect the completion date.

     Suite is a mandatory field when Site Type is 'BT'. 

     Rack is a mandatory field when Site Type is 'BT'.

     

Modify B End

1 2

3 4
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         Select appropriate “Equipment Type” from the

         drop down

Available Equipment Type options are:

•        Connectorised Terminal Compact Squid 4

•        Connectorised Block 4 

•        Connectorised Block 8

•        Connectorised Block 12

•        Wallmounted Unit 4

•        Wallmounted Unit 8

•        19 Inch Standard Rack 24

•        19 Inch Standard Rack 48

          Please refer to Product description document for

          selecting the appropriate “Equipment Type” for

          the selected ‘Location Type’

Please specify the exact Vertical Unit (VU)

position in the rack you wish the patch panel to

be installed into. If you input “Next available” we

will use the next available free slot in your rack

(working from the ground level upwards) to install

your new patch panel. If you input ‘Next Available’

and a DF patch panel which has free ports

already exists in the selected rack, then the

existing patch panel will be used, unless you

explicitly ask us not to due to RO2 requirements.

Position is a mandatory field when Site Type is

'BT'.

1

2

Modify B End

1
2

https://www.internal.openreach.co.uk/cpportal/products/passive-products/darkfibre
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Order summary displayed

Indicative prices displayed. 

Click ‘Order preview’ to view all the details 

entered so far on the order. Please ensure 

details are correct before submission.

Click ‘Submit’ to submit the order. 

1

2

Modify B End

1

2
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Please make a note of ‘Openreach Reference’  

which is generated. It will also be 

communicated as part of KCI-1 

Click on ‘Finish’ and it will take you back to the 

‘Customer Zone’ page. 1

2

1

2

Modify B End

Note:

Any Inflight changes on Modify like Cancel, Suspend, Resume, Amend will follow the same rules as that of Provide order. 
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12. Cease a DF asset

▪ The subsequent slides provide a step-by-step journey to place a Cease on a DF asset. The phases of this 

journey are represented below. 

▪ If this circuit forms part of a Resilience Option 2 (RO2) solution with it's associated Partner circuit. 
Cessation on either circuit will remove the RO2 resilience. However, Openreach will continue to bill the 
remaining Partner circuit at RO2 rates until that partner circuit is either ceased or modified to standard 
resilience.

 

Order Details Confirm Order
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Cease a DF asset

Select ‘Inventory’ 

from the dropdown.

Enter the service 

reference that needs 

to be ceased and click 

on search

2

1

1

2
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Cease a DF asset

Click here for further screens of 

Cease journey.
1

1
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Enter the order details in relevant fields

Select appropriate KCI Level from the

dropdown. (Refer slide 207)

Enter your reference in the free

text field available as shown

Acknowledge preference can be one of

‘Email” or ‘Order Tracking – Portal’.

(Refer slide 209)

Select the required by date by clicking on

the calendar button. Please note that this

field will be prepopulated with a date

which is current system date plus 30

calendar days 

    Select the appropriate Channel reference

    This will help you to filter your orders into 

    your different business channels if your

    business has chosen to use this feature.

    You will know if your business has

    chosen to use this feature if there are 

    options available in the drop- down list.

Red colour field on the screen indicates a mandatory field

1

5

4

3

2

1

43

2

5

Cease a DF asset
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If this order is to be included as part of an agreed VACS 

project, please enter the VACS Group ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Group ID can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

If this order is to be included as part of an agreed VACS 

project, please enter the VACS Contract ID provided to you 

here. If you have any queries please contact your VACS 

Project Coordinator. VACS Contract ID can be up to 20 

alphanumeric characters and no Special characters are 

allowed.

You can use the Project Reference field to group orders 

together using your own business reference, making it easier 

for you to review orders that are related to one another under 
your own project. Project reference can be upto 20 

alphanumeric characters and no Special characters are 

allowed.

Alongside the Project Reference field, you can also use the 

Sub Project Reference field to group orders together using 

your own business reference, making it easier for you to 

review smaller groups of orders that are related to one 

another under your own project. Sub Project reference can 

be upto 20 alphanumeric characters and no Special 

characters are allowed

Click here to select or change contact details. (Refer slide 

209)

Please provide a helpdesk telephone number that 

Openreach can contact you on, if we are unable to contact 

the primary CP contact or the site contact(s) to resolve any 

issues with your orders.

Red colour field on the screen indicates a mandatory field

Cease an DF asset

1

2

3

4

5

6

1 2 3 4

5 6
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KCI type: 

KCI level:

Please select how you prefer to receive KCIs from the following 
options:

1) Select Email to have KCIs delivered to your designated 
contact via email.

2) Select Order Tracking – Portal if you don’t want to receive 
automatic notifications and prefer to track your orders 
manually by logging onto the portal.

3) Please note that Order Tracking – Portal is always available 
to you irrespective of any other option you choose.

Automatic notifications for KCIs can be filtered with this option. 

You may select to receive all KCIs , Key or none depending on 

the following options:

Key Updates:  Standard Updates :

510 ( Acknowledged ) 510 ( Acknowledged)

520 ( Committed ) 511 ( Revised KCI1) 

530 ( Completed) 512 ( Revised KCI 2)

OSUs  520 ( Committed)

593/594 ( Delayed) 530 ( Completed)

  593/594 ( Delayed)

  9315 ( Fibre Build  complete )

  OSUs 

 

Click ‘Create Contact’ 

to create a new 

contact as shown on 

next slide.

Use the radio button option to 

select an appropriate contact 

and click on OK button

Cease a DF asset
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Please note that 

the First Name, 

Last Name and 

Work Phone or 

Mobile number 

are mandatory 

fields.

Once the details are 

entered, click on 

Save button to 

create the contact

For standard UK numbers (Starting with 0):
- The number contains a single leading zero
- The number contains between 10 and 11 digits
- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);
- The '+' symbol must be the first character of the number
- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)
- If using the UK dial code (+44) the number must contain between 12 and 13 digits
- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Cease a DF asset
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▪ In the event the primary contact is unavailable, Openreach 

will make use of the secondary contact. 

▪ Click here to select or change contact details. (Refer slide 

209)

Please NOTE : Secondary contact is mandatory for Non BT

sites.

▪ Primary and Secondary contacts will be validated by 

Telephone numbers.

▪ Hazard Notes: Use this field to tell us about any health and 

safety hazards present on site e.g. guard dog

Maximum number of characters allowed is 100.

▪ Site Access Availability Notes: Use this field to tell us 

anything we need to know about site access availability, 

e.g. 24 by 7, office hours only. Maximum number of 

characters allowed is 50

▪ Special Arrangements Notes: Use this field to advise us of 

any special arrangements our engineers need to be aware 

of, e.g. the person or company to ask for, quote the original 

circuit ID (DFGB…) from any cancelled Legacy order this 

order is replacing or additional directions. We recommend 

providing the customer business name in this note. 

Maximum number of characters allowed is 1500

          Company Name :. “Please provide the name of the

end user company where we are installing the

circuit. (This is especially important for multi-

occupancy units or data centres where we may need

to advise reception which company/area we need to

visit addition to the On the Day contact’s name.)”

Red colour field on the screen indicates a mandatory field

3

2

1

4

5

1

2 3 4

5

Cease a DF asset
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Use the radio button 

option to select an 

appropriate contact and 

click on Select button

Click ‘Create Contact’ 

to create a new 

contact as shown on 

next slide.

Click ‘Edit’ to update the existing 

contact details

The details you are can update are 

Work Phone, Mobile, and Fax.

Cease a DF asset
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Enter the site 

contact 

information. 

Please note that 

the First Name, 

Last Name and 

Work Phone or 

Mobile number 

are mandatory 

fields.

Once the details are 

entered, click on Save 

button to create the site 

contact

For standard UK numbers (Starting with 0):

- The number contains a single leading zero

- The number contains between 10 and 11 digits

- Only digits from 0-9 are accepted. (no spaces or characters)

For numbers with international dialling codes (e.g. +44);

- The '+' symbol must be the first character of the number

- Only digits from 0-9 & the '+' symbol are accepted. (no spaces or characters)

- If using the UK dial code (+44) the number must contain between 12 and 13 digits

- If using any other dial code the number must contain between 8 and 16 digits. 

Your order is likely to experience delay if the number is incorrectly input.

(Click here to go back to previous slide)

Cease a DF asset
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Order summary displayed.

Click ‘Order preview’ to view all the details entered so 

far on the order. Please ensure details are correct 

before submission.

Click ‘Submit’ to submit the order. This will navigate 

you to the ‘Order Request Confirmation’ screen.

1

2

3

2

1

3

Cease a DF asset
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Cease request is successfully 

submitted and Openreach reference 

is  generated. Please note the 

Openreach reference number 

generated. This will also be sent as 

part of KCI 1.

Click on ‘Finish’ and it will take you

back to the ‘Custom Zone’ page

1

2
1

2

Cease a DF asset



235

13. Track a DF order

▪ You can filter the automatic notifications for KCIs with ‘KCI Level’ option as explained in section 6b. You may select to receive all KCIs 

or Key depending on the following options:

 Key Updates:

▪  510 - KCI 1 ( Acknowledged )

▪  520 - KCI 2 ( Committed )

▪  530- KCI 3 ( Completed )

▪ OSUs

▪ 593/594 - KCI D ( Delayed)

 Standard Updates:

▪ 510 -KCI 1 ( Acknowledged )

▪ 520- KCI 2 ( Committed )

▪ 530- KCI 3 ( Completed )

▪ 593/594 - KCI D ( Delayed)

▪ 511 -Revised KCI 1

▪ 512- Revised KCI 2

▪ 9315 - Build Complete KCI

▪ OSUs

 Subsequent section explains on how to track your DF order and sample KCI messages.
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On the customer zone page, select 

‘Order’ from the dropdown.

You can track your order using one of the 

below identifier

Openreach Reference’ which is 

generated as part of order placement. It 

is also communicated as part of KCI 1. 

Usually it is of the format 1-

XXXXXXXXXXX (Example: 1-

15351215106)

‘Your Reference’ is the free text 

reference given by you doing the order 

placement on ‘Order details’ page. Refer 

section 6b for more details.

‘Service Reference’ is the DFGB 

reference generated during the order 

placement. It is of the

format DFGBXXXXXXXX.

Enter Service Reference or Openreach 

reference and click on Search.

1

2

Track a DF order

13a. Track a DF order via Sabor

1
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Click on ‘View order Summary’

Track a DF order
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Click on ‘View details’

Track a DF order
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Milestones details on Sabor ( Track orders -> View Details -> Order 

Milestones)

Track a DF order
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Location Identifier and Site Details on Sabor ( Track orders -> View Details -> 

A/B end address details)

Track a DF order
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Appointment details on Sabor ( Track orders -> View Details -> Appointment)

Track a DF order
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Track a DF order
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Product Configuration on Sabor ( Track orders -> View Details -> Product 

Configuration)

Track a DF order
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Product Configuration on Sabor ( Track orders -> View Details -> Product 

Configuration)

Track a DF order
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A/B End Configuration on Sabor ( Track orders -> View Details -> 

Product Configuration -> A end and B end configuration)

Track a DF order
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13b. Track a DF order via Email

Response Code - 510 (KCI1 – Oder Acknowledged) 
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Track a DF order via Email

Response Code - 511(KCI1.1 – Survey Complete)
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Track a DF order via Email

Response Code – 512( KCI1.2 – Planning Complete)
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Track a DF order via Email

Response Code – 520 (KCI2 – Order Committed)
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14. Appendix A – Temporary Address Key Creation

This guide is to assist you in creating a temporary address key with your Customers Organisation Name as part of the address detail.

There are many websites available that you can use to locate specific geographical address locations, grid references and post codes
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Click on ‘Create’ button to 

create temporary bronze key.

Temporary Address Key Creation
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Temporary Address Key Creation

• When creating the temporary key, you 

must enter values in all of the following 

fields:

Building Name or Street Number (not

both), Postcode, Post Town and any

other information.

• If you are entering Easting and Northing 

or Longitude and Latitude you should 

give both values.

• Click ‘Submit’ once you have entered 

all the details.
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Temporary Address Key Creation
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14. Appendix B – Viewing of NAD keys for a completed circuit.

On the customer zone page, 

select ‘Order’ from the dropdown.

Enter Service Reference or 

Openreach reference and click on 

Search.

1

2

1 2
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Click on ‘View order Summary’

Viewing of NAD keys for a completed circuit.
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Click on ‘View details’

Viewing of NAD keys for a completed circuit.
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You can view the NAD keys under A end 

Address Details and B end address details as 

highlighted.

Viewing of NAD keys for a completed circuit.
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13. Logging out

1

1 Click on the icon highlighted to log 

out of the Sabor application.



259

Click on Logout as highlighted to 

logout from your current session.1
1
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1) Location Identifier for A end/B end

Address key :

Gold key:-

When an address is known within Openreach system NAD (National Address Database), and indicates an address which is or has 

been historically served by OPENREACH.

Silver key:-

When an address is not recognized within the NAD but is identified by the Postcode Address File (PAF). Which is maintained by the 

Royal Mail.

Bronze key:-

When neither of the above apply e.g. a brownfield site that hasn’t been recognized within the NAD or PAF).

Exchange 1141 code : Is a short code that Openreach use internally to designate exchanges . This can be obtained from 

LODE LAD files.

LLUC number : (LLU Code Openreach generated code) CP’s unique location identifiers (e.g. one rack or multiple racks)

MDF id code : Given to Main Distribution Frame in an exchange.

Site id : Is a code given to every BT exchange.

 Unique Property Reference Number (UPRN) :  Is the unique identifier for every addressable location in Great Britain. It is 

created by local authorities. It is a 12 digit reference number.

 Easting and   Northing : Geospatial searches can be made with Easting and Northing. And it should be upto seven digits and 

one decimal place in British National Grid Format.

Latitude and Longitude:  It should be upto two digits and six decimal places.

14. Glossary
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2) Customer Reference : CP can enter own preferred reference.

3) Channel Reference : Optional field to help customers filter their assets into different channels within their business.

4) CRD :  This will be pre-populated within a date which is current system date plus 30 working days (minimum lead time). CP 

can change the Required by date by clicking the calendar button.

5) KCI level : There are two KCI level – 1) Standard updates

        2) Key updates.

6) CP Contact details : We need to give contact details of  Order management team person responsible for the order and 

who will receive the KCIs.

7) Helpdesk contact details : If there is any issue on the issue with the order then helpdesk contact details helps to 

resolve the issue if we are unable to contact Primary CP contact or the site contact. 

8) Primary and secondary site contact details for A end/B end : These contacts are used to book appointments.

9) Hazard notes for A end/B end : These fields are used to tell about any health and safety hazards present on the 

Site.

10) Site Access availability notes for A end/B end : These fields are used to tell about anything we need to know 

about site access availability.

11)Special arrangement notes for A end/B end : These fields are used to advise of any special arrangement 

engineers need to be aware of.

 

14. Glossary
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12) Resilience option (standard/RO2) : Available Resilience options are  ‘Standard’ and ‘RO2’. ‘Standard’ option means 

‘No Resilience’.

13) Associated service id (for resilience option as RO2) : If R02 resilience is selected then we need to give 

Associated service ID.

14) A end/B end physical location: CP needs to mention all mandatory locations like  floor, location/LLUC, room, suite, 

rack, shelf, Location Type and Equipment Type.

For BT Site type locations, placeholder location details can be inputted at order entry and later amended, if the customer is yet 

to order access locate services at the exchange.

15) Authorised ECC : It is the excess construction cost to the nearest whole pound above the defined inclusive product 

allowance.

16) TRC band and preference : If work is required to be conducted out of office hours .

17) Inflight Order : Inflight order is an open order raised prior to a release deployment.

18) Proactive amend : Proactive Amend is amend initiated by CP. Like Amendment of notes, Site contact details etc

19) Reactive Amend : Reactive Amend is amend initiated by CP in response to OPENREACH request. Like amendment of 

ECC authorised value, floor etc. on back of delay raised by OPENREACH.

14. Glossary



The contents of this pack cannot be copied or reproduced in whole 
or in part without the written consent of Openreach. 

© British Telecommunications plc


	Slide 1: Sabor User guide for Dark Fibre
	Slide 2
	Slide 3
	Slide 4: Disclaimer This User Guide is a guideline document that provides Communication Providers with some guidance regarding the steps they need to follow to place and manage Dark Fibre orders on the Openreach Portal.   The information provided is not c
	Slide 5
	Slide 6: 1. How to use this guide 
	Slide 7: 2. Logging in
	Slide 8
	Slide 9
	Slide 10
	Slide 11:  3. Conventions
	Slide 12
	Slide 13: 4. Pre-requisites for placing an order
	Slide 14: 5. Channel Management
	Slide 15
	Slide 16: Adding a Channel Reference
	Slide 17: Deleting a Channel Reference
	Slide 18: 6. Place a Dark Fibre order
	Slide 19: 6a. Quotation order for provide
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34: 6b. Firm provide order
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48
	Slide 49
	Slide 50
	Slide 51
	Slide 52
	Slide 53
	Slide 54
	Slide 55
	Slide 56
	Slide 57
	Slide 58
	Slide 59: 6c. DF Favourites 
	Slide 60
	Slide 61: 6d.  RO2 Primary provide order
	Slide 62
	Slide 63
	Slide 64
	Slide 65
	Slide 66
	Slide 67
	Slide 68
	Slide 69
	Slide 70
	Slide 71
	Slide 72
	Slide 73
	Slide 74
	Slide 75
	Slide 76
	Slide 77
	Slide 78
	Slide 79
	Slide 80
	Slide 81
	Slide 82
	Slide 83: Warning message while submitting the Primary RO2 Order  
	Slide 84
	Slide 85: 6e.  RO2 Secondary provide order
	Slide 86
	Slide 87
	Slide 88
	Slide 89
	Slide 90
	Slide 91
	Slide 92
	Slide 93
	Slide 94
	Slide 95
	Slide 96
	Slide 97
	Slide 98
	Slide 99
	Slide 100
	Slide 101
	Slide 102
	Slide 103
	Slide 104
	Slide 105
	Slide 106
	Slide 107
	Slide 108: 7. Amend a DF order
	Slide 109
	Slide 110
	Slide 111
	Slide 112
	Slide 113
	Slide 114
	Slide 115
	Slide 116
	Slide 117
	Slide 118
	Slide 119
	Slide 120: 7a. DF ECC Amend
	Slide 121
	Slide 122
	Slide 123
	Slide 124
	Slide 125
	Slide 126
	Slide 127: 7b. DF Resilience Violation Confirmation Amend
	Slide 128
	Slide 129
	Slide 130
	Slide 131
	Slide 132: 9350 Delay Resolved KCI  For minor resilience violation.
	Slide 133: 7c. DF Non Specific TRC
	Slide 134: Select Amend reason for Non Specific TRC
	Slide 135
	Slide 136
	Slide 137
	Slide 138
	Slide 139
	Slide 140
	Slide 141
	Slide 142
	Slide 143
	Slide 144
	Slide 145
	Slide 146
	Slide 147
	Slide 148
	Slide 149
	Slide 150: 8. Cancel a DF order
	Slide 151
	Slide 152
	Slide 153
	Slide 154
	Slide 155
	Slide 156: 9. Suspend a DF order
	Slide 157
	Slide 158
	Slide 159
	Slide 160
	Slide 161
	Slide 162: 10. Resume a DF order
	Slide 163
	Slide 164
	Slide 165
	Slide 166
	Slide 167
	Slide 168: 11. Modify a DF asset
	Slide 169
	Slide 170
	Slide 171
	Slide 172
	Slide 173
	Slide 174
	Slide 175
	Slide 176
	Slide 177
	Slide 178
	Slide 179
	Slide 180
	Slide 181
	Slide 182
	Slide 183
	Slide 184
	Slide 185
	Slide 186: End Point Modify
	Slide 187
	Slide 188
	Slide 189
	Slide 190
	Slide 191
	Slide 192
	Slide 193
	Slide 194
	Slide 195
	Slide 196
	Slide 197
	Slide 198
	Slide 199
	Slide 200
	Slide 201
	Slide 202
	Slide 203
	Slide 204: Modify B End
	Slide 205
	Slide 206
	Slide 207
	Slide 208
	Slide 209
	Slide 210
	Slide 211
	Slide 212
	Slide 213
	Slide 214
	Slide 215
	Slide 216
	Slide 217
	Slide 218
	Slide 219
	Slide 220
	Slide 221
	Slide 222
	Slide 223: 12. Cease a DF asset
	Slide 224
	Slide 225
	Slide 226
	Slide 227
	Slide 228
	Slide 229
	Slide 230
	Slide 231
	Slide 232
	Slide 233
	Slide 234
	Slide 235: 13. Track a DF order
	Slide 236
	Slide 237
	Slide 238
	Slide 239
	Slide 240
	Slide 241
	Slide 242
	Slide 243
	Slide 244
	Slide 245
	Slide 246: 13b. Track a DF order via Email
	Slide 247: Response Code - 511(KCI1.1 – Survey Complete)
	Slide 248: Response Code – 512( KCI1.2 – Planning Complete)
	Slide 249: Response Code – 520 (KCI2 – Order Committed)
	Slide 250: 14. Appendix A – Temporary Address Key Creation
	Slide 251
	Slide 252
	Slide 253
	Slide 254
	Slide 255
	Slide 256
	Slide 257
	Slide 258: 13. Logging out
	Slide 259
	Slide 260: 14. Glossary
	Slide 261: 14. Glossary
	Slide 262: 14. Glossary
	Slide 263

