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Failed Install Procedure


Ticket Queue:  Order-Pending Installation

Customer Form

· General tab:  Active - "No" - Save -  Select reason - Save

Invoices tab:  Void invoices

· If customer has paid (View Payments) - Create new invoice for negative amount and inform Doris.

· If customer hasn't paid - Click the "Void Invoice" button to void the invoice.

Services tab:  Right click on service and choose Edit

· Find IP addresses to reclaim them in IP List

· SharePoint - Shared Docs - IP List (MS Excel)

· 10 series & 216 series tabs

· Remove Customer to reclaim IP address

Rates tab:  Ops Mgr will remove the service

· Save and close Customer Form

Ticket Manager - Category:  Disconnect

· Note what's been done in ticket

Example:  Deactivated account, created Installation refund invoice, and reclaimed IP addresses.

Close Ticket – Ops. Mgr. will remove service in queue
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