Reseller Billing and Cancellation Guide

The purpose of this guide is to help make it clear on how to perform
certain tasks and also reconcile the documents that you receive from the
Cobweb Billing system.

Items that will be covered in this guide are:
¢ Reconciling the Monthly Invoice
o A guide on understanding your monthly invoice
o To help understand how to identify each line of your invoice
against your customers
o To reconcile all charges back to your Customers.

e A guide on how to Downgrade your customers services
o Ensuring that unused services are not charged for

e A guide on how to Cancel your customers services in full
o Ensuring all services correctly removed
o Ensuring all billing is cancelled in full
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Billing Guide

» A guide on understanding your monthly invoice

» To help understand how to identify each line of your invoice against
your customers

» To reconcile all charges back to your Customers.
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Understanding your Invoice

Each month we will send you an invoice via email to the Billing Contact Address that you
have provided. The invoice will be sent on the same day of each month and look like the
image below:
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Subsciption #1015540; Exchange Professional 2013 Recurmng from 27-Jun-2013 trough 25-Jul-2013 0 Mzloox 3329 e

i
=1

3

‘Subgcnption #1015709; Exchange Cutiock Cllent License Recuming from 27-Jun-201 2 through 26-Jul-20 3 0 Unit 1.49 Lo 1430
‘Subscrpton #1015709; Exchange Resourca Mallbox 2013 Recurring from 27-Jun-201 3 through 25-Julk-2013. Zz Kalbox 1.49 L.sa 200
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‘Subscrption #1015803; Exchange Cutiock Cllent License Recuming from 04-Juk2013 through 03-Aug-2013 3 Unit 1.49 Lo 4.47
‘Subscnption #1015603; Exchange Cutiook Cllent Licence Recuwming 037 monings]) 2 lem 1.48 oo 288
B Slver Panner Recurring from 15-Jul-2013 through 18-Aug-2012 é 1 1em £0.00 Lo 5000

L3P vaT =TD 208 £2F.04
pyProer Tota £156.23
Imvoice payments

Plesse send sll the remittances payable to 'Cobweb Sclutions Ltd.' at the address given at the boftorn of this invoice or by BACE to account number
006868210, Sort Code 30-82-06 st Lloyds Bank quoting your account number

Direct Debit peyments
Payments collected through Direct Debit will be taken no earlier than 7 days from the above invoice date

Credit Card payments
“Wowr Credit card will be debited on or shortly after the invoice date. Please do not send any credit card information to us via email.

Account Management (Control Panel)

“ou may log into the Control Panel at any time fo view or edit your sccount and domain setings, view your billing history or addichange features of your
account.

Customer Support

Hosted Services Customer Support is avsilable 24°7 via telephone on 0845 22308000 and vis email on supporti@oobwebsolutions. com

Pleasa Maote: During Core Hours, all Severity Code incidents will be responded to, however, duning Mon-Core Hours, only Seventy 1 incidents should be
logged by telephoning 02845 223 2000, Incidents or enguiries that are designated as Severity 2 or below shall be logged, but the resolution shall not
commence until the next period of Core Houwrs.

Altemnatively, please contact our Accounts Team by phone on 0845 2232000 or email accountsi@cobwebsolutions. com. Monday to Friday Bam -
5:30pm.

Hosted Services, Dedme 3, Delme Place. Cams Hall Estate, Fareham, Hampshire, FO18 8L

1 0245 2236000 | e- sccounts@oobwebsolutions.com | w: www.hostedservices. co.uk | op- htps-!controlpanel hostedseniices. com
WAT Mo. 682251241, Registered in England Mo. 03283443

As you are can see, the invoice states the Subscription Numbers for your Customers
accounts rather than the customers’ names themselves. The reason for this is that a
customer may have multiple subscriptions and this way it is easier to identify the
subscription in which the charges relate.



A guide of how to read your invoice is shown below (please refer to the picture above for
each point):

1. Company Name and Address
a. If you need to update these, please send an email to accounts@cobweb.com

2. Invoice Number
3. Invoice Date
4.  Customer Account Number

5.  Purchase Order Number

a. Should you require a Purchase Order number to be entered onto your invoices, please supply the details to us at
accounts@cobweb.com

b.  This can also be entered through your Online Control Panel as detailed below.

Please Note: You can update the Account address and Purchase Order numbers through
the Online Control Panel. When you are in the billing section of the control panel, you
need to:

. In the shortcut tree, select System and Settings. Then chose Company Account as detailed below:

Settings

Configure company settings, intel

sy

12} TEST Internal Reseller
3 Operations

Finance ‘:nl Operations
& Products i . Payments Processing
& Services « Customer Classes
2 B System » Custom Data Types
B2 Setup Wizard » Aftributes
& My Reseller Status » Order Processing
& Users + Eraud Screening
< Settings

@ System
+ Internationalization
+ Customer CP
« Security
+ Notifications

e The next available screen has the option to Edit the details on screen, or Configure Additional Settings which include your
Purchase Order number


mailto:accounts@cobweb.com
mailto:accounts@cobweb.com

Home > System > Setfings >

Company Account
12 TEST Internal Reseller

# E§ Operations gure Additional Seﬂinés >

Q,

# [ Finance

= @ Products Reconnt

© & Services

= B8 System Company Name TEST Internal Reseller
& Setup Wizard Account Cumrency GEP Pound Sterling
& My Reseller Status Sales Currency GBP Pound Sterling
& Users
e} Tax Registration ID

Primary Language en

6. Invoice Due Date

a. This is the date that your invoice falls due for payment. Direct Debit and Credit Card payments will be collected on

this date.

7.  Service Description

a. Your Invoice will state the Subscription ID followed by the Description of the product and the period of time the charge

covers.
i. Some items may be setup fees and therefore will not cover a period of time

ii. The regular monthly charges will always state a date from and to. A full month charge would be charged

form 10" through 9'" for example.

iii. Any items which state a period i.e. (0.53 months), will relate to an order placed against your customer. You
can check the invoice against the order generated by looking at the Orders Tab in your customers account

and finding the relevant order which matches.

8.  Quantity
a. This will refer to the amount of items that are available to use or have been purchased
b. Please note, billing is carried out on a Purchased Services basis rather than a Used Services Basis.

9.  UOM - Unit of Measure

10. Unit Price
a. The Unit Price will always state the full price of the resource purchased. Any discounts will not affect the unit price

11. Discount
a. This discount is the total discount being applied to the line item.

12. Extended Price
a. This is the total of the charge which is calculated by multiplying the Quantity x Duration x Unit Price — Discount

13. VAT
a. Total of Value Added Tax applied to the invoice

14. Total
a. Total payment due for the invoice

Please be aware that we bill for all services in advance, on a full month basis therefore if
you downgrade a resource, we will continue to charge you until the end of the current
period. When you see an item which is a credit on your invoice, there will also be a line
stating Refund Adjustment and match the value of the refund.
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Reconciling Orders to you Invoice

Each line on your invoice will relate to an order which has been generated under a
customer’s account in your Reseller panel. This may be for adding/removing an item or
just the monthly charges for the services that have been purchased. To be able to match
a charge on your invoice to a customer, you need to know which subscriptions relate to
each of your customers.

To download a list of your subscription IDs:

1. Inthe Control Panel, go to the billing section

- [ CustomercP [ Personal @ Guides () Logout

New Reseller
F| New Resedler]
e B Surory (R

& Operations

& Customers

o something

& Resellers

@ Subscriptions General
& Products

# EantCompany Info »# Edit Contacts
4 service Tempiate

2. Choose the option called Subscriptions

L] Hosted Services

¢ Favorites
= &G Operations

0 et
& Customers

el Provisioning
=) Tasks

3. You will now see a list of all subscriptions on your account. You can also Download a copy of these to excel

Subscriptions

Subscriptions

D Subscription Name Account Name Plan Start Date Expiration Date Status Service Status. Parent Subscription ID Customer Account ID
‘ ] E Active v v

&) Reset Search

30 total | Hide Search On page: 25 50 100 | Select cmumns

ID  Subscription Name Account Name Plan Start Date v  Expiration Date  Status. Service Status. Parent Subscription D Customer AccountID  Actions.
1002400  Business Hosting Plan 2013 EX2013 Customer  Business Hosting Plan 2013 20-Jul-2014  20-Jul-2015 Active Running 1001170 B
1002361 Business Hosting Plan 2013 Iync-test Business Hosting Plan 2013 11-Jun-2014 11-Jun-2015 Active Running 1001480 E
1002099 HS2Z Plan Reseller EX2007 Customer HS2 Plan Reseller 25-0ct-2013 25-0ct-2014 Active Running 1001168 @
1001953 Flex Plan 2013 Migration 10-13 Flex Plan 2013 04-Jul-2013 04-Jul-2014 Active J Stopped 1001178 @
1001952  Unified Hosting 2010 Migration 10-13 Unified Hosting 2010 04-Jul-2013 04-Jul-2014 Active Running 1001178 E
1001951 Flex Plan 2013 Migration 07-13 Flex Plan 2013 03-Jul-2013  01-Aug-2013 Terminated () Stopped 1001176 =]
1001948 Unified Hosting 2007 Migration 07-13 Unified Hosting 2007 01-Jul-2013 01-Sep-2013 Active Running 1001176 E
1001945  Flex Plan 2013 (ex2013 com) EX2013 Customer Flex Plan 2013 30-Jun-2013 30-Jun-2014 Terminated () Stopped 1001170 @
1001944  Unified Hosting 2007 EX2007 Customer  Unified Hosting 2007 30-Jun-2013  30-Nov-2013 Terminated Removed 1001168 B
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4. Now find the account relating to the subscription that you are looking for. Select the option called Customers

Search... Q

l1] Hosted Services
3 Favorites
= Oper

& Resellers

[@ Subscriptions
[ Orders

ol Provisioning
[£ Tasks

5.  Find the customer from the list

Home > Operations >

Customers

Direct Customers All Customers

Customers
& New Customer Account [J Search For Account
8 total | Show Search
AccountID ~  Account Name

1001186 Reseller Customer 1
1001168 EX2007 Customer
1001169 EX2010 Customer
1001170 EX2013 Customer
1001171 EQ7Test
1001176 Migration 07-13
1001178 Migration 10-13

1001480 lync-test

6. Select the Orders Tab

Home > Operations > Customers >

Account #1001171 EQO7Test

Balance
067 GBP
70 42 GBP
38.26 GBP
-2 43 GBP
062 GBP
51.65 GBP
55 66 GBP

0.00 GBP

Account Currency
GBP
GBP
GBP
GBP
GBP
GBP

Creation Date
19-Jun-2013
28-Jun-2013
28-Jun-2013
28-Jun-2013
28-Jun-2013
01-Jul-2013
04-Jul-2013

11-Jun-2014

Last Billing Date

13-Aug-2014 00:00:00
13-Aug-2014 00:00:00
13-Aug-2014 00:00.00
13-Aug-2014 00:00:00
13-Aug-2014 00°00:00
13-Aug-2014 00:00:00
13-Aug-2014 00:00:00
13-Aug-2014 00:00:00

Additional Information | Payment Methods | Roles \ Subscriptions | Terms and Conditions | Users

|( Orders 3

neral Documents

Account Information
Account 1001171

Company Name E07Test

e ———

Account Status
) Active
) Active
) Active
) Active
) Active
() Active
) Active

() Active

Select C

Color

] Grey
] Grey
] Grey
|_] Grey
] Grey
] Grey
] Grey
] Grey
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7.  Look for the recent upgrade orders to find one that matches the part month charges

Account #1001171 EOQ7 Test
Additional Information | Payment Methods | Roles | Subscriptions | Terms and Conditions | Users

General | Documents | Notes

Customer Orders

& Add New Order &= View Archive &= Bulk Archive:

Order Number Order Type Account Name Order Date Status Total ‘Wait Time  Updated by

| 2
19 total | Hide Search Select Columns | Exp
Order Number Order Type Account Name Order Date v Status Total Wait Time. Updated by

BO000017 Billing Qrder E07Test 30-0ct-2013 Waiting for Payment 6.21 GBP 6894:22:30 system
BO000013 Billing Order EOQ7Test 30-Sep-2013 Waiting for Payment 6.21 GBP 7614:23.03 system
BO000009 Billing Order EO7Test 30-Aug-2013 Waiting for Payment 621 GBP 835822:52 system
BO000002 Billing Order EO7Test 30-Jul-2013 Waiting for Payment 6.21 GBP 9102:22:20 system
UG000003 EO7Test 30-Jun-2013 ¥ Completed 3.87 GBP 9810:48:00 top-admin
50000020 Sales Order E07Test 30-Jun-2013 ¥ Completed 234 GBP 9810:50:59 system

Please note that the values stated for your customer may not represent what Cobweb
charges you. The reason for this is that the system has the ability to send out invoices
and collect payments on your behalf so you can set prices at a rate that is more desirable
to you.



Reconciling Your Monthly Invoice

As stated previously, the invoices just state the Subscription Numbers for your Customers
accounts rather than the customers’ names themselves. The reason for this is that a
customer may have multiple subscriptions and this way it is easier to identify the
subscription in which the charges relate.

From your login detail to Parallels you can download a copy of the invoice in Microsoft
Excel and also download a copy of the subscriptions list which we would advise merging
the 2 to create a more detailed Excel breakdown of the invoice. A template has been
created for you to use.

To download a copy of the invoice:

1. From the Control Panel, select the option for Customer CP in the top right hand corner of the screen:

- ] ammg; Personal @ Guides (1) Logout

New Reseller

falvew Resetir]
General

2.  Select the option for Financial Documents:

Subscriber g k (Account ID: 1000857
- gk{ — ) © Logout
L Subscription | Power Reseller Resources Template: 1001611 ¥

?

() You have 2 unread news message(s) from your provider. Read Now

1) Your selected subscription was disabled. Please contact your vendor.

=== Service Information Account
% Subscription Power Reseller Resources Outstanding Invoices 849.35 GBP

Template (ID-1001611) Pay Now
- Financial Documents - Payment Methods
. 9) - Change Password

« Subscriptions

3. Select the invoice you wish to reconcile:

- ST gk Do 1) @t
| Account |
| 1
Financial Documents
Unpaid Orders & Invoices | Open & Pending Orders Orders History
Balance Information
Documents Balance -649 35 GBP
Balance Last Update Time 06-Jul-2014
Documents
¢ New Payment
4 total | Show Search Select Columns | Export To Excel
Document # Document Type Status Total Balance Creation Date v
Open 649.35 GBP -649.35 GBP 06-Jul-2014
004187 Payment Draft 649 35 GBP 0.00 GBP 06-Jul-2014

003706 Payment Closed 35.25 GBP 0.00 GBP 06-Jul-2012


InvoiceTemplate.xltm

cobweb

4.

“; hostedservices

Home Use Accoun Help & Support

Parallels Panel >

Document # 004247

Applications | Service Usage Details

Choose the option to download the invoice to Excel:

Subscriber g K (Account ID: 1000957)
Subscription | Power Reseler Resources Template: 1001611

v

@ Logout

Document ID 17326

Document # 004247

Customer 1000957 New Reseller
Document Type Invoice

Status (@ Open

Creation Time 06-Jul-2014 09:30:29

Document Date 06-Jul-2014
Due Date 20-Jul-2014
Total 649.35 GBP
Tax Toftal 96.74 GBP
Balance 64035 GBP
Description Monthly Invoice

Download PDF Send Notification

Details
1- 250f 64 Next- Last=>

Pages: 1 2 3| On page: 25 50 100 | Select Colum Export To Excel

ID Description Quantity Duration Unit Price  Discount Amount Extended Price  Subscription Name
1 Subscription #1001918: Exchange Professional 2013 Test 3.00 1.00 4.59 GBP 0.00 GBP 13.77 GBP New Reseller
Recurring (for 1 month(s)). Mailoox  month(s) Partner Plan
2 Subscription #1001935: Cobweb Hosted Exchange Enterprise  1.00 50.00 GBP 0.00 GBP 50.00 GBP New Reseller
Edition Setup Item Partner Plan
5. The data that you will get will look like the picture below:
— e copy — - - =
Poste o vt Iou-|- Merge & Center - | &7~ % » | %8 8 F?:;‘Liaw&?nr:\v F?F’;:ﬂa:'as Explanatory Linked Cel Note o e el
Cliphoard n Font & Alignment w Number w Styles ce
68 - £ | -50.00GBP
A { B { Il { { F G H { 1 1
1 in|p |ouantity  |puration unit rice |piscount Amount | price | Name [sku
2
Bl Exchange Professional 2013 Test Recurring (for 1 month(s}). 3.00 Mailbox 1,00 month(s) 4.59GBP 0.0 GBP 13.77G8P New Reseller Partner Plan
o : Cobweb Hosted Exchange Enterprise Edition Setup 1.00 ltem 50.00 GBP 0.00 GBR 50.00GBP New Reseller Partner Plan
5 3 Subscription #1001935: Cobweb Hosted Exchange Enterprise Edition Recurring 1.00kem  1.00month(s) 10.99 GBP 0.00GBP 10.99GBP New Reseller Partner Plan
5 4 Subscription #1001935: Hosted Exchange Enterprise Edition Mailbox Recurring (for 1 monthis)). 2.00 Mailbox 1.0 month(s) 10.99 GBP 0.00 GBP 21.98GBP New Reseller Partner Plan
: Refund for Additional Resource 'Enterprise Edition Mailbox’ downgrade (for 8.93 month(s). -2.00 Mailbox 0.93 month(s) 10.99 GBP 0.00 GBP -2044GBP____ New Reseller Partner Plan

: Refund of Setup Fee for Subscription #1001935.

Subscription #1001935:
#1001935: Non
#1001935: C:

21001935

Amount.

5}

AT TV P R e 1 B e e e

6.

: Refund for Plan "Hosted Exchange Enterprise Edition 1-Month 1+ User' for 1.00 month(s).
Refund for Additional Resource Enterprise Edition Mailbox' according prices of Plan 'Hosted Exchange Enter-2.00 Mailbox 0.07 month(s)

for Refund of Setup Fee far Subseription #1001935.

frr Bafind far Dlan 'nctad Evrhanma Entarmrica Editinn 1-Manth 14 1car far1 0011 00 Itam

-1.00 ltem
-1.00 Item

50.00 GBP 0.00 GBP
10.93 GBP 0.00 GBP
11.00 GBP 0.00 GBP
5.00GBP  0.00 GBP
50.00 GBP 0.00 GBP

1naa a0 nnncRo

1.00 month(s)

1.00 Item
1.00 Iitem

-50.00 GBP INew Reseller Partner Plan

-10.99 GBP. New Reseller Partner Plan

-1.54 GBP New Reseller Partner Plan
5.00 GBP New Reseller Partner Plan
50.00 GBP New Reseller Partner Plan
10 aa meo Naw Racallar Dartnar Dlan

Referring Back to Page 5 of this guide, you can get instructions on how to download the subscriptions list.

A 8 c I ) L E ] F I I H I 1 I )
o Name |Account Name Plan Start Date Date| Status | Service Status | Parent 1D Customer Account
' (1002409 Business Hosting Plan 2013 EX2013 Customer Business Hosting Plan 2013 202014 20-3ul-2015 Running 1001170
(1002361 Business Hosting Plan 2013 Iync-test Business Hosting Plan 2013 11Jun-2014 11-Jun-2015 Running "L001480
(1002095 Hs2 Plan Reseller EX2007 Customer HS2 Plan Reseller 25-0ct-2013 25-Oct-2014 Running "Loo1168
(1001953 Flex Plan 2013 Migration 10-13 Flex Plan 2013 04-Jul-2013  04-Jul-2014 stopped 1001178
1001952 Unified Hosting 2010 Migration 10-13 Unified Hosting 2010 04-Jul-2013  04-Jul-2014 Running 1001178
Man19s1 Flex plan 5012 Mieration 07-12 Flex Plan 2012 02101012 01-AuSM13 Terminated Stanned 1001176

7.

Please open the Invoice Template which has been provided using the link.


InvoiceTemplate.xltm
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8. Copy the Data from the downloaded Subscriptions list (Not headers) and paste them into the Subscriptions Tab of the Template

Subscriptions

9.  You may notice that Column A have green triangles in the corner of each box. Highlight the column and click on the box in the
top right hand corner where you will get a drop down screen like in the image below. Choose the option to Convert to Number

A B € D E F G H
1 D Subscription Name Account Name Plan Start Date | Expiration Date Status Service 51
2 |1002409 [ v - ess Hosting Plan 2013 EX2013 Customer Business Hosting Plan 2013 20-Jul-2014  20-Jul-2015 Active Running
3 :1002361 Number Stored as Text lync-test Business Hosting Plan 2013 11-Jun-2014 | 11-Jun-2015 Active Running
4 |1002099 EX2007 Customer HS2 Plan Reseller 25-Oct-2013  25-Oct-2014 Active Running
5 (1001953 Convert to Number Migration 10-13 Flex Plan 2013 04-Jul-2013  04-Jul-2014  Active Stopped
6 1001952 Help on this error Migration 10-13 Unified Hosting 2010 04-Jul-2013  04-Jul-2014 Active Running
7 '1001951 Ignore Error Migration 07-13 Flex Plan 2013 03-Jul-2013  01-Aug-2013 Terminated Stopped
8 1001948 Migration 07-13 Unified Hosting 2007 01-Jul-2013  01-Sep-2013 Active Running
9 :1001945 Error Checking Options... EX2013 Customer Flex Plan 2013 30-Jun-2013 | 30-Jun-2014 Terminated Stopped
10 (1001944 | e e EX2007 Customer Unified Hosting 2007 30-Jun-2013 30-Nov-2013 Terminated Removed
11 (1001943 [Unified Flex 2010 (ex2010.com) EX2010 Customer Unified Hosting 2010 30-Jun-2013  30-Jun-2015 Active Running

10. Next copy all the data from the downloaded invoice and paste this into the Data Tab

1
2 Cleanse Data
3 4
4 DescriptigQuantity |Duration |L.lnit Price| Discount;{Extended
5 (1 Silver Pari 1.00 Item 1.00 mont 50.00 GBP 0.00 GBP 50.00 GBP
6 |4 Subscripti 21.00 Mail 1.00 mont 3.29 GBP  0.00 GBP 69.09 GBP
75 Subscripti 1.00 Item 1.00 mont 1.00 GBP 0.00 GBP 1.00 GBP
g 3 Subscripti 1.00 Mailk 1.00 mont 3.29 GBP  0.00 GBP  3.29 GBEP
9 '2 Subscripti 9.00 Mailk 1.00 mont 3.29 GBP  0.00 GBP 29.61 GBP
12. Go to the Invoice Tab and select the Complete Invoice Button
1
2
3
4 | Sub M~ |Customer Name ~ |Description
5 | Recurr #N/A g from 06-Oct-2014 through 05-Nov-2014.
6 |1000008 Bob the Builder Exchange Professional 2013 Recurring from 26-Sep-2014 through 25-Oct-2014.
7 |1000009 Gary the Gardener Exchange Resource Mailbox 2013 Recurring from 26-Sep-2014 through 25-Oct-21
8 1000123 Lauren the Lecturer Exchange Professional 2013 Recurring from 11-Sep-2014 through 10-Oct-2014.
9 1000979 Harry the Hairdresser Exchange Professional 2013 Recurring from 10-Sep-2014 through 09-Oct-2014.
10 /1000983 Alan the Accountant Exchange Professional 2013 Recurring from 27-5ep-2014 through 26-Oct-2014.
1| o 7 #N/A
2| o T #NJA
12| o T #NJA
4| o T #NJA
5] o 7 #NJA




13. Once the steps above have been followed you will end up with a sheet looking like the image below.

NET 156.28
Complete Invoice VAT 31.26
Gross 187.54

Extended

Sub N~ |Customer Name ~ |Description ~ |Quanti*| UOM ~ |Duratii*| Perioi~| UnitPri-T| Discou~ Pri-T
Recurr | #N/A g from 06-Oct-2014 through 05-Nov-2014, 1 Item 1.00  month(s) 50.00 - 50.00
1000008 Bob the Builder Exchange Professional 2013 Recurring from 26-Sep-2014 through 25-Oct-2014. 21 Mailbox | 1.00  month(s) 3.29 - 69.09
1000009 Gary the Gardener Exchange Resource Mailbox 2013 Recurring from 26-Sep-2014 through 25-Oct-2014. 1 Item 1.00  month(s) 1.00 - 1.00
1000123 Lauren the Lecturer Exchange Professional 2013 Recurring from 11-Sep-2014 through 10-Oct-2014. 1 Mailbox ~ 1.00  month(s) 3.29 - 3.29
1000979 Harry the Hairdresser Exchange Professional 2013 Recurring from 10-5ep-2014 through 09-Oct-2014. 9 Mailbox | 1.00  month(s) 3.29 - 29.61
1000983 Alan the Accountant Exchange Professional 2013 Recurring from 27-Sep-2014 through 26-Oct-2014. 1 Mailbox ~ 1.00  month(s) 3.29 - 3.29
NET 156.28

VAT 31.26

Gross 187.54

You may notice that any line items for the Silver Partner Fee and any Professional
Services will not show correctly after the alterations made. You will need to manually
amend these lines. If you are aware of which subscription/customer that the professional
services work applies to, you can enter the subscription number into the column A and the
Customer Name will be populated.

Please save this file as a separate document each month and keep a copy of the Invoice
Template in your local files so you can re-use the spreadsheet each month.




Cancellations and Downgrades Guide

Downgrades:

> Ensuring that unused services are not charged for

Cancellations:

» Ensuring all services are removed from Parallels in full

» Ensuring all billing is cancelled in full

_—

Cancellations




Downgrading your Customers’ Services

A downgrade would be required should your customer want to remove a few items from
their subscription without cancelling the full subscription. For example, the customer may
be using 10 out of 13 mailboxes and therefore wish to downgrade 3 to match
consumption.

Another scenario may be where a customer has multiple services under a subscription
and wishes to cancel a particular service. For example a customer may have Mailboxes
and Outlook Licences but no longer require the Outlook Licences. Therefore you would
place a downgrade order to remove the Outlook Licences.

Placing a Downgrade Order:

1. Before placing the order, you will need to ensure the services which you need to downgrade has been removed from the
Customers Control Panel. Find the service you want to remove and ensure it is deleted.

Subscriber ceb noc (Account ID: 1001171)
i hastadeor 3
e Y =iaar ’ Subscription | Unified Flex 2010:1001942 v @ Logout
Home Users Exchange SharePoint Office Communications More Services Account Help & Support
Parallels Pangl > QD @ &

Exchange
Contacts | Distribution Lists | Storage Usage Report | IMobile Devices | More Services

= Add New Mailbox <k Import Mailboxes i 3 Delete

13 total Show Search Items per page 25 50 100

] D=~ Display name Login E-mail address Size Size limit Status

1 5491 Usert useri@e07iest. com useri@elTtest com 20 MB @ Ready
D KB {0%)

[ 5482 User2 user2@e07test.com user2@e07test.com 20 MB & Ready
0 KB (0%)

0 7255 User3 userd@el7test.com userd@el7test.com 20 MB @ Ready
0 KB {0%)

O 7256 Userd userd@e07test.com userd@e07test.com 20 MB & Ready
D KB {0%)

7257 Users usera@e07test.com usera@el7test.com 20 MB @ Ready
0 KB (0%)

1 7258 Users userG@e07iest com userG@edTtest com 20 MB & Ready
D KB {0%)

[ 7259 User? user7@e07test.com user7@e07test.com 20 MB @ Ready
0 KB (0%)

L 7260 Userd users@el7test com users@el7test com 20 MB @ Ready
0 KB {0%)

o 7261 Userd userd@e07test.com userd@e07test.com 20 MB @ Ready
D KB {0%)

7262 User10 user1i0@e07test.com user1i0@e07test.com 20 MB @ Ready
0 KB (0%)

[ 7263 Userit userti@e0Tiest com usert1@e07iest com 20 MB @ Ready
D KB {0%)

AT Y W A

13 total Items per page 25 50 100

This will be the same for any service that you wish to downgrade. You will just need to
look for the relevant part of the Customers Control Panel.
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2. To place the downgrade order, you will need to do this through the Reseller Control Panel. You will need to go to the Billing
side of the Control Panel:

m CustomerCP 3 Persenal @ Guides (1) Legout
> 2 &
New Reseller
Jp—

& IR Genera

R Operations
2 ruwtomens

3. Now find the account relating to the subscription that you are looking for. Select the option called Customers

12} New Reseller
= &g Operations

&, Resellers
Subscriptions
) orders

o Provisioning
D, Tickets

4.  Find the customer from the list

Home > Operations >

Customers

Direct Customers All Customers

Customers

& New Customer Account [J Search For Account

8 total | Show Search Select C
AccountID ~  Account Name Balance Account Currency Creation Date Last Biling Date Account Status Color
1001166 Reseller Customer 1 0.67 GBP GBP 19-Jun-2013 13-Aug-2014 00:00:00 ) Active ] Grey
1001168 EX2007 Customer 70 42 GBP GBP 28-Jun-2013 13-Aug-2014 00:00:00 () Active |_] Grey
1001169 EX2010 Customer 38.26 GBP GBP 28-Jun-2013 13-Aug-2014 00:00.00 (0 Active ] Grey
1001170 EX2013 Customer -2 43 GBP GBP 28-Jun-2013 13-Aug-2014 00:00:00  Active |_] Grey
1001171 EQ7Test 082 GBP GBP 28-Jun-2013 13-Aug-2014 00°00:00 () Active ] Grey
1001176  Migration 07-13 51.65 GBP GBP 01-Jul-2013 13-Aug-2014 00:00:00 () Active ] Grey
1001178  Migration 10-13 55 66 GBP GBP 04-Jul-2013 13-Aug-2014 00:00:00 ) Active ] Grey
1001480 lync-test 0.00 GBP GBP 11-Jun-2014 13-Aug-2014 00:00:00 (0 Active ] Grey

5. Select the Tab for Subscriptions

Home = Operations > Customers =

Account #1001171 EO7Test

Additional Information | Payment Methods | Roles

Subscriptions

Terms and Conditions | Users
| Documents |

| Orders

Account Information

Account 1001171

Company Mame E07Test
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6. Open the subscription that you wish to place an order on and select the Resources Tab

Home > Operations > Customers > Account #1001171 E07Test =

Subscription #1001942 Unified Flex 2010

| MNotes | Orders Service Status History | Licenses | Service Props

Renew Subscription Synchronize Cancel Subscription Destroy
Main
D 1001942
Subscription Name Unified Flex 2010
Customer 1001171 EOTTest
Service Plan 745 Unified Hosting 2010 [Switch Plan]

7.  Select the resource which you wish to downgrade with the tick box and then select “Upgrade Resource Limits”

&bscription #1001942 Unified Flex 2010

General | Notes | Orders BICELIe=il Service Status History ‘ Licenses | Service Props

®
?

Subscription Resources

1 Upgrade Resource Limits 3 & Synchronize % Remove Resource(s)

Resource ID Resource Status Resource Category Included Additional Used Ordered uom Measurable Relative Status

Order Number

) Reset Search

14 total | Hide Search

Select Columns | Export To Excel

o Resource ID ~  Resource Status. Resource Category Included Additional Used Ordered UOM Measurable Relative Status Order Number
L .

o 100143  Exchange - CDI (_» Optional Mailboxes 0.00 000 0.00 000 Item O No Standard

a 100145 Exchange - Web Mail Mailbox ) Optional Mailboxes 0.00 000 0.00 000 Item D No Standard

8. Tick the box for the resource you wish to remove. In the “Place Order for” field, please enter the amount you wish to reduce as
a negative number. Then press Next.

Home > Operations > Customers > 171 EO7Test > Subscription #1001942 Unified Flex 2010 >

Subscription #1001942 Unified Flex 2010
(D] 2

Upgrade Resource Confirm Order

Subscription #1001942 Unified Flex 2010
1 total | Show Search

Select Columns ' Export To Excel

o Resource ID ~  Resource Status. Included Additional Used g#Place Order b Upper Limit  UOM Measurable

1 total

Select Columns | Export To Excel



cobweb

9. Once you have placed the order, you will be brought to a confirmation

order number

gjbscription #1001942 Unified Flex 2010

General | Notes | Orders [IGEWIIIGES]

Service Status History | Licenses | Service Props

screen like the shot below which will also confirm the

%) Upgrade Order #UG000016 has been placed.

Subscription Resources

Resource ID Resource Status Resource Category Included Additional Used Ordered uom Measurable Relative Status
Qrder Number
14 total | Hide Search Select Columns | Export Tr
Resource ID ~  Resource Status Resource Category Included Additional  Used Ordered  UOM Measurable Relative Status Order Numbei
100142  Exchange - Business Email Mailbox Ordered Mailboxes 0.00 13.00 000 -2.00 Item No Upgrade / Downgrade
100143  Exchange - CDI QOptional Mailboxes 0.00 000 000 000 Item No Standard
1AN1AS  Evehanne - Weh Mail Maithay Antinnal Mailhaves non nnn nen nnn item Nn Qtandard
10. Select the Orders Tab
Home > Operstions > Customers > Account #1001171 E07Test > 2
Subscription #1001942 Unified Flex 2010
General | Notes ELOIELl Service Status History | Licenses | Service Props
) Upgrade Order #UG000016 has been placed.
Subscription Resources
Resource ID Resource Status Resource Category Included Additional  Used Ordered Uom Measurable Relafive Status
Order Number
14 total | Hide Search Select Columns | Export Tv
Resource ID ~  Resource Status Resource Category Included Addiional  Used Ordered UOM Measurable Relative Status Order Numbel
100142 Exchange - Business Email Mailbox Ordered Mailboxes 0.00 13.00 000 200 Item No Upgrade / Downgrade UG000016
100143 Exchange - CDI Optional Mailboxes 0.00 0.00 0.00 0.00 ltem No Standard
ANN1A5  Evehanne _ Weh Mail Mailhoy Anfinnal Mailhavee nonn nnn nnn nnn tam N Standard
11. Look for the Order in the list. It should be in a status of New. Select the Order
Home > Operations > Customers > Account #1001171 E07Test
Subscription #1001942 Unified Flex 2010
General | Motes Resources | Service Status History | Licenses | Service Props
Customer Orders
[4 Add New Order
Order Number Order Type Order Date Status Total ‘Wait Time  Updated by
&) Reset Search
12 total | Hide Search Select Cc
Order Number Order Type Order Date v Status Total Wait Time Updated
BO000024 Billing Order 14-Aug-2014 ¥ Completed 4343 GBP 22126 system
RN0O00009 Renewal Order 14-Aug-2014 ¥ Completed 000GBP 22106 system
uG0o00013 Upgrade Order 14-Aug-2014 ¥ Completed 000GBP 22034 system
UG000014 Upgrade Order 14-Aug-2014 ¥ Completed 000GBP 14253 system
UG000015 Upgrade Order 14-Aug-2014 ¥ Completed 000GBP 14222 system
UG000016 Upgrade Order 14-Aug-2014 0.00 GBP 0:08:47 graham
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12. Select the option to Open Order

Home > Operations > Customers > Account #1001171 E07Test > Subscription #1001942 Unified Flex 2010 >

Order UG000016 of 14-Aug-2014
Service Usage Details ‘ Notes | Aftributes | Documents | Ste

Cancel Order Open Order

Order ID 63974

Order Number uGoooo1e

13. This will turn the Order into a State of Provisioning

Home > Operations > Customers > Account #1001171 EQ7Test > Subseription #1001342 Unified Flex 2010 >

Order UG000016 of 14-Aug-2014

Service Usage Details | MNotes | Attributes ‘ Documents ‘ Status History ‘ Provisioning ltems

& Manual approval is not required. Prepayment is not required. No Auto Credit Hold, Credit Limit = 0.00 GBP, Balance = -24.02 GBP, Nip

Check Order Provisioning Status

Order 1D 63974

Order Number UG000016

Order Type UG Upgrade Order
Customer 1001171 EO7Test
Order Status Provisioning
Creation Time 14-Aug-2014 12:57:00

14. The Order will then go to a Completed Status which means that the Downgrade has been completed

Home > Operations > Customers > Account #1001171 E07Test > Subscription #1001942 Unified Flex 2010 >

Order UG000016 of 14-Aug-2014

Service Usage Details | Notes | Aftributes | Documents | Status History | Provisioning Items

Order ID 63974

Order Number UG000016

Order Type UG Upgrade Order
Customer 1001171 EO7Test
Order Status ¥ Completed

Creation Time 14-Aug-2014 12°57:00



Provisioning Failed

There is a chance that the order may go to a failed status like below. Select Provisioning
Items where you can find details of the issues with the order

Home > Operations > Customers > Account#1001171 EO7Test > Subscription #1001942 Unified Flex 2010 >

Order UG000017 of 14-Aug-2014

Service Usage Details | Notes | Attributes | Documents | Status Historyq Provisioning Items)

oy
Cancel Order Resubmit for Provisioning

Order ID 63975

QOrder Number uGoooo17

Order Type UG Upgrade Order

Customer 1001171 EO7Test

Order Status @ Provisioning Failed

Creation Time 14-Aug-2014 13:12:00

In the case below, the order has been placed to reduce the mailbox numbers below the
current usage. To fix this problem you would need to delete a mailbox using the previous
steps and then “Resubmit for Provisioning”.

Home > Operations > Customers > A #1001171 E0TTest > #1001942 Unified Flex 2010 >

Order UG000017 of 14-Aug-2014
General | Service Usage Details | Nofes | Attributes | Documents | Status History

Provisioning Items

[z Add Resource &= Add Dependence Plan < Add New Plan  [3 Remove ltem

1 total Select Colu
Line ID Description Type Status  Comment Subscription ID Pz
1 Upgrade / Downgrade Resource 'Exchange - Resource Upgrade  Failed  Upgrade failedtParallels Operations Automation error #ermor_code #2005, extype_id #100. module_id 1001942
Business Email hailox: in SUDSCrption #1001042 #Resourcellanagement Resource Malbok ACCE: JAC Overusage attemot (s #1001942,

Should you still be experiencing issues with completing orders in your panel, please
contact our Service Transition Team either by phone on 0845 223 9000 opt 1 or by email
at provisioning@cobweb.com
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Cancelling Your Customers Services

A cancellation would be required should your customer want to remove all items from their
subscription. There may be occasions where services will remain on other subscriptions
on the customer’s account or it will be a complete cease of services.

If you wish to cease all services, there are also details within the guide on how to cancel
the account in full so it shows in cancelled status in the list of your customers.

PLEASE NOTE: The guide is created in the order in which we would advise you to
remove the services from your account.

DISCLAIMER: You must ensure that all data from mailboxes has been backed
up or migrated prior to deleting the mailbox. If you delete the mailbox containing
any data, this will be destroyed. If you wish to recover any data from deleted
mailboxes, this will incur a Professional Service Charge to recover the data.

Cancelling Hosted Desktop

Hosted Desktop services are not listed with your Customer Control Panel. We will request
that you place a cancellation order for the services which will create an order in the
Manual Operations Queue of our Service Transition Team. They will process the order
within 72 hours of it being placed. If you wish to chase up the status of any order, please
contact provisioning@cobweb.com.

DISCLAIMER: You must ensure that all data from the Hosted Desktop service
has been backed up prior to deletion. Once the service is cancelled all data will be
destroyed. If you wish to recover any data, this will incur a Professional Service
Charge.

To cancel the service please follow the next steps:
1.  You will need to go to the Billing side of the Control Panel:
- T.] CustomercP J Personal @ Guides () Logout

New Reseller
“I ary || General

2. Now find the account that you are looking to cancel the Hosted Desktop for. Select the option called Customers

12} New Reseller
- @ Operations
&, Resellers
[&] Subscriptions
k) Orders
o Provisioning
B Tickets

3. Find the customer from the list

Customers
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4.  Select the Subscriptions Tab

Home > Dperstions > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods

Terms and Conditions | Users
General Documents | Notes | Orders

Account Information
Account 1003221

Company Name Parallels Test

5. Select The Hosted Desktop Subscription

Home > Operstions > Customers >

Account #1003221 Parallels Test

General | Documents | Notes | Orders

Addtional Information_| Payment Wethods Terms and Conditions | Users

Subscriptions
1 total | Show Search

ID Subscription Name Plan Start Date Expiration Date Status &

1030621 Cobweb Hosted Desktop 12 Month Cobweb Hosted Desktop 12 Month 14-Aug-2014 14-Aug-2015 @ Active

1 total

6. Select the option to Cancel Subscription

Home > Operations > Customess > Account #1003221 Parallels Test >

Subscription #1030621 Cobweb Hosted Desktop 12 Month

(o ioC | Notes | Orders | Resources | Service Status History | Service Props

Renew Subscription Synchronize Destroy
Main
(] 1030621
Subscription Mame Cobweb Hosted Desktop 12 Month

Customer 1003221 Parallels Test

Service Status

(@ Running

Select Columns | Export To Excel

Parent Subscription ID

Select Columns | Export To Excel



cobweb

7. Onthe next screen there are a few options to change and update:
a. Untick “Include Cancellation Fee”
Untick “Include Overusage/Recurring”
Change option for How to process refund to be “Credit Memo”
Update Reason Code
Enter a Comment

~eoo0ogo

Press Next

Home > Operations > Custo \ccount #1003221 Parallels Test > Subsaiption #1030621 Cobweb Hosted Deskop 12 Month >

Cancel Subscription

2

Confirm Order

Cancellation Options

Include Refunds i

Include Cancellation Fee

Include Overusage/Recurring

How to process refund Refund using default payment method
® Credit Memo

Reason Code * No Longer Used v

Comment * No Longer Required

Order Information
QOrder Date 14-Aug-2014

Total 0.00 GBP (Charge Customer)

“Required fields O
Next Cancel

Order Details

3 total
ID  Description Detail Type Quantity
1 Hosted Desktop Cancellation Cancellation 10.00 ltem
2 Hosted Desktop Storage Per GB Cancellation Cancellation 10.00 Item
3 Application Server Tier 1 Cancellation Cancellation 1.00 ltem

8. Check the order total is £0.00 as there should be no charge for cancelling the services. Once happy, press “Place Order”

Home > Operations > Customers > Account #1003221 Parallels Test > Subsaiption 1030621 Cobweb Hosted Deskiop 12 Month >

Cancel Subscription

1

Set Options

Here you can review your order and selsct payment method

Order Information

Total Before Taxes 000 GBP
Tax Total 000 GBP
Total 0.00 GBP
Comments Cancellation of Subscription #1030621. Cancellation Reason: No Longer Used. Mo Longer Required.

Order Details

ID  Description Detail Type Quantity
1 Hosted Desktop Cancellation Cancellation 10.00 ltem
2 Hosted Desktop Storage Per GB Cancellation Cancellation 10.00 ltem
3 Application Server Tier 1 Cancellation Cancellation 1.00 tem

*Required fields —
Back Cancel
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9. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operations > Customers > Account #1003221 Parsllels Test >

Subscription #1030621 Cobweb Hosted Desktop 12 Month

MNates ‘Orders , Resources | Service Status History | Service Props

e

() Cancellation Order #CL0O0B985 has been placed.

Renew Subscription Synchronize Cancel Subscription Destroy

Main

D 1030621

Subscription Mame Cobweb Hosted Desktop 12 Month
Customer 1003221 Parallels Test

10. Select the Cancellation Order in New Status

Home > Operations > Customers > Account #1003221 Parallels Test >

Subscription #1030621 Cobweb Hosted Desktop 12 Month

General | Notes BBl Resources | Service Status History | Service Props

Customer Orders
[ Add New Order

2 total | Show Search

Order Number Order Type ~ Order Date Status
CL008985 Cancellation Order 14-Aug-2014
50021402 Sales Order 14-Aug-2014 ) Completed

11. Select Open Order

Home > Operstions > Customers > Account #1003221 Parallels Test > iption #1030821 Cobwe

Order CL0O08985 of 14-Aug-2014

Service Usage Details | Notes | Affributes | Documents |

Cancel Order Open Order

Order ID 1035334

Order Number CL008985

Order Type CF Cancellation Order
Customer 1003221 Parallels Test
Order Status (O New

Creation Time 14-Aug-2014 15:24:00

12. The order will now go to a state of Manual Operation Required. This will mean that a task has been raised with Cobweb’s
Service Transition Team and we will complete the order on your behalf

- > 1 Parallels Test >

Home > Dperstions > Custo

Order CL008985 of 14-Aug-2014

Service Usage Details | Notes | Aftributes | Documents | Status b

Check Order Provisioning Status

Order ID 1036334

Order Number CL008985

Order Type CF Cancellation Order
Customer 1003221 Parallels Test

Order Status ) Manual Operation Required
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Cancelling Hyper V

1.

-
>

] tiew Reselier]
R Operations

2 customers

2.

You will need to go to the Billing side of the Control Panel:

m:ummmz 2 Parsonal @ Guides (1) Logout

P
New Reseller

Now find the account that you are looking to cancel the Hyper V for. Select the option called Customers

12} Mew Reseller
2 B Operations
& Resellers
Subscriptions
L;'_] Orders
& Provisioning
B Tickets

3.

Home > Operations >

Customers

Find the customer from the list

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Golor

parallels

6total | Hide Search

Account ID
1011906
1012129
1016803
1003221

4.

v v &) Reset Search

Select C(
Account Name a Balance Account Currency Creation Date Last Billing Date Account Status Color
46 Paraliels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled [ Grey
46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 () Active [ Green
Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 @ Active [ Grey
Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 (O Active (] Grey

Login to the Customers Control Panel

Home > Operaticns > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Te

Account Information

Account

1003221

Company MName Parallels Test
Login under the User

5.  Select the Hyper V Subscription from the drop down box in the top right hand corner of your screen

Subscriber Parallels Test (Account ID: 1003221) oL L
Subscription | Hyper-v Wab: 1030624 v ogoul
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6. Select Microsoft Hyper-V from the headers provided and then select deactivate

-
-

SR~

Microsoft Hyper-V

Farallel: Pansl >

Microsoft Hyper-V

Ladc eS| Parallels Plesk | About

Here you can configure your Microsoft Hyper-V Virtual Machine.

@ Stop ) Shutdown

Status @ Running
{3 Change options 3 Edit settings { %3 Deactivate
Remote Console Open =+

7. Now go to the About Tab and select Uninstall

-]
>

Microsoft Hyper-V

Pazllels Fanel >

Microsoft Hyper-V
Virtual Machine | Parallels Plesk m

Application Info

D 364

Application Microsoft Hyper-V

Description This application allows you to run and operate Microsof
Senice Users 0

Version 1.2-96a

Update Available © No

Status @ Ready

e

8.  You will see the next box appear which you need to confirm OK

& The page at https://controlpanel.cobweb.com says: lé]

Do you really want to uninstall application Microsoft Hyper-
v?

| QK | ’ Cancel ]

This means that the Hyper-V service is now cancelled and destroyed. All that is required
now is to cancel the billing element of the service
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9. Go back into the customer’s account within the Billing Section

Home > Oparations >

Customers

Customers

4 New Customer Account 3], Search For Account

Account ID Account Name Balance Account Curency Creation Date ~Last Billing Date Account Status Color
| parallels v v 4) Reset Search
6 total | Hide Search
Account ID Account Name ~ Balance Account Currency Creation Date Last Billing Date Account Status
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00-00 @ Cancelled
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 O Active
1016803 Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 @ Active
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00-00 O Active
10. Select the Subscriptions Tab
Home > Dperstions > Customers >
Account #1003221 Parallels Test
Additional Information | Payment Methods Terms and Conditions | Users
General Documents MNotes | Orders
Account Information
Account 1003221
Company Name Parallels Test
11. Select The Hyper V Subscription
Home > Operations > Customens >
Account #1003221 Parallels Test
General | Documents | Notes | Orders
Addiional Information | Payment Methods Terms and Conditions | Users
Subscriptions
D Subscription Name Plan Start Date  Expiration Date Status Senice Status Parent Subscription ID
| iz [ | active v v Q Sean
1total | Hide Search
1D Subscription Name Plan Start Date Expiration Date Status & Senice Status
030624 HyperV Web Hyper-V Web 14-Aug-2014 14-5ep-2014 @ Active (O Running

12. Select the option to Cancel Subscription

Home > Operations > Customers > Account #1003221 Parallels Test >

Subscription #1030624 Hyper-V Web

Notes | Orders | Resources | Service Status History

Renew Subscription Synchronize Destroy
Main

D 1030624

Subscription Name Hyper-V Web

Customer 1003221 Parallels Test

Select C¢
Color
[ Grey
{d Green
[ Grey
(@l Grey,
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13. On the next screen there are a few options to change and update:
a. Untick “Include Cancellation Fee”
Untick “Include Overusage/Recurring”
Change option for How to process refund to be “Credit Memo”
Update Reason Code
Enter a Comment

~eoo0ogo

Press Next

Home > Operations > Customers > Account #1003221 Parallels Test > Subscription #1020824 Hype:

Cancel Subscription

‘\_7_1. 2
Set Options Confirm Order
Cancellation Options
Include Refunds rd
Include Cancellation Fee
Include Overusage/Recurring
How to process refund Refund using default payment method

® Credit Memo
Reason Code * Mo Longer Used M

Comment * No Longer Required

QOrder Information
Order Date 14-Aug-2014
Total 0.00 GBP {Charge Customer)

“Required fields _
Next Cancel

Order Details
1 total

ID  Description Detail Type
1 Refund for Plan Hyper-V Web' Plan Recurring Refund

14. Check the order total is £0.00 as there should be no charge for cancelling the services

Home > Operations > Custs

Cancel Subscription

ers > Account #1003221 Parallels Test > Subsoiption #1030624 Hyper

Set Options Confirm

Here you can review your order and select payment method

Order Information

Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GEP
Comments Cancellation of Subscription #1030624. Cancellation Reason: Mo Longer Used. Mo Longer Required

Order Details

ID  Description Detail Type Quantity
1 Refund for Plan Hyper-V Web' Plan Recurring Refund -1.00 ltem

*Required fields T
Back T Cancel

. Once happy, press “Place Order”
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15. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operstions > Cust > Account #1002221 Parallels Test >

Subscription #1030624 Hyper-V Web

Notes | Orders | Resources | Service Status History | Service Props

(¥ Cancellation Order #CL008288 has been placed.

Renew Subscription Synchronize Cancel Subscription Destroy

Main

D 1030624

Subscription Name Hyper-V Web
Customer 1003221 Parallels Test

16. Select the Cancellation Order in New Status

Home > Operations > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Terms and Conditions | Users

General | Documents |

Custemer Orders
[ Add New Order &= View Archive = Bulk Archive
1total | Show Search

Order Number Order Type
CLO0B988 Cancellation Order

1 total

17. Select Open Order

Home > Operations > Customers > Account #1003221 Pasallels Test >

Order CLO08988 of 14-Aug-2014

Service Usage Details | MNotes | Attributes | Provisioning ltems | Documents

Cancel Order Open Order

Order ID 1035353

Order Number CLOoB988

Order Type CF Cancellation Order
Customer 1003221 Parallels Test
Order Status (O New

Creation Time 14-Aug-2014 17:08:00

18. The order will now go to a state of Completed. The final step is to destroy the subscription. Go to Subscriptions

Home > Dperstions > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods _Subscriptions _¥ Terms and Conditions | Users

General Documents | Notes |

Account Information
Account 1003221

Company Name Parallels Test

Account Name

Parallels Test

Order Date v

14-Aug-2014

Status

MNew
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19. Choose the subscription from the list

Home > Operations > Customers >
Account #1003221 Parallels Test
General | Cocuments | Notes | Orders

Additional Information | Payment Methods Terms and Conditions | Users

Subscriptions
1 total | Show Search

ID  Subscription Name Plan Start Date

1030624  Hyper-V Web Hyper-V Web 14-Aug-2014

1 total

20. Press Destroy Subscription

Home > Operations > Customers > Account #1002221 Parallels Test >

Subscription #1030624 Hyper-V Web

Notes | Orders | Resources | Service Status History | Service Props

Renew Subscription Restore Terminated Subscription Synchronize Cancel Subscription .

Main

D 1030624

Subscription Name Hyper-V Web
Customer 1003221 Parallels Test

This will destroy the subscription and all remnants that remain on the system.

Expiration Date Status ~

14-Sep-2014 Terminated

Senice Status

J Stopped
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Cancelling Web Hosting

1.  You will need to go to the Billing side of the Control Panel:

- i 2 1
<> mwﬁmom O Logout

—
New Reseller

Ppm—

OUIEED  E cenera

R Operations

2 customers

2. Now find the account that you are looking to cancel the Web Hosting for. Select the option called Customers

12} Mew Reseller
B Operations
& Resellers
Subscriptions
L;'_] Orders
& Provisioning
B Tickets

3.  Find the customer from the list

Home > Operations >

Customers

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Currency Creation Date Last Billing Date Account Status Color
a~""a ST
6total | Hide Search
Account D Account Name a Balance Account Currency Creation Date Last Billing Date Account Status
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 (O Active
1016803  Parallels 5 5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00-00 (O Active
1003221  Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 (O Active

4. Login to the Customers Control Panel

Home > Operaticns > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Te

Account Information

Account 1003221

Company MName Parallels Test

Login under the User

Select C(

Color

[ Grey
[ Green
(0 Grey
(] Grey

5. Select the Web Hosting Subscription from the drop down box in the top right hand corner of your screen

Subscriber Parallels Test (Account ID: 1003221)
Subscription | Cobweb Web Hosting 12-Months 11030643 ¥
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6. Select Microsoft Websites from the headers provided and then select deactivate

Home  Users ~ Websites  Help & Support  More Services  Account

Screen ID: 22120 01
&=== Service Information Account
€:- Subseription Cobweb Web Hosting 12- 119.95 GBP
O

o Refresh
Months (ID.1002303) Owtstanding imoices

Pay Now
Diskspace i o
1.3 M8 used of 500 M8 Financial Documents Payment Methods
* Adming + Change Password
Traffic

2896 MB used of 25 GB *:Seecitions

+ All Resource Usage « Subscnption Resources

. Websites sens
AR [ Create and manage users. Assign senices to created users

Sat up webstes Manage website content and view statistics on

how people use your websites « Users « Create User

7.  Now go to the Web Tab

G hostedservices
Home Users Websites Help & Support More Services Account

Earallels Panel >

Websites
DNS‘ Web ’Exchaﬂge
R

A website is a collection of related web pages. images. videos. and other files that are accessible
which you can change website hosting settings, open a website directory in file manager,view stat
Iogs, and change DNS zone sttings

Website Tools

ﬁ File IManager Site Administrators
HManage files and directories. Use this page to configure a setof st

that can manage this website.

8.  Select the option to Remove hosting

G hostedserv

lome Users Websites Help & S

Earsllels Fanel >

Websites

Summary | DNS USRS Exchange

General information about the web hosting.

Web Hosting

Web hosting type IS Website (W
Website URL http/fredoakrec
Webspace URL http://s100222(
Location fwwnwroot/redos
IP address 2172813530
IP Address type Shared

In sync @ Yes
Subscription Cobweb Web +

| Edit | | Change Hosting ‘ L Remove hosting |
S (———

This means that the hosting of the Website has now been stopped. All that is required
now is to cancel the billing element of the service
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9. Go back into the customer’s account within the Billing Section

Home > Qperations >

Customers

Customers

& Mew Customer Account [ Search For Account

Account ID Account Name Balance Account Currency Creation Date Last Billing Date Account Status Color
T - g -
6 total | Hide Search Select C¢
Account ID  Account Name ~ Balance Account Currency Creation Date Last Billing Date Account Status Color

1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled [] Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00-00:00 (D Active (@l Green
1016803  Parallels 5 5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00-00:00 (D Active [] Grey
1003221  Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 @ Active [_] Grey

10. Select the Subscriptions Tab

Home > Dperstions > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods Terms and Conditions | Users

General Documents MNotes | Orders

Account Information
Account 1003221

Company Name Parallels Test

11. Select the Web Hosting Subscription

Home > Operstions > Customers >

Account #1003221 Parallels Test

General | Documents | Notes | Orders
Additional Information | Payment Methods BEIES el Terms and Conditions | Users

Subscriptions

ID Subscription Name Plan Start Date Expiration Date Status Senice Status Parent Subscription 1D

1total | Hide Search

ID  Subscription Name Plan Start Date Expiration Date Status & Senvice Stati

1030643 Cobweb Web Hosting 12-Months Cobweb Web Hosting 12-Months 15-Aug-2014 15-Aug-2015 () Active () Running
12. Select the option to Cancel Subscription

Home > Operations > Customess > Account#1003231 Parallels Test >

Subscription #1030643 Cobweb Web Hostir

e bl Notes | Orders | Resources | Service Status History

Renew Subscription Synchronize Destroy
Main
D 1030643
Subscription Name Cobweb Web Hosting 12-Months

Customer 1003221 Parallels Test
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13. On the next screen there are a few options to change and update:
a. Untick “Include Cancellation Fee”
Untick “Include Overusage/Recurring”
Change option for How to process refund to be “Credit Memo”
Update Reason Code
Enter a Comment
Press Next

b.
C.
d.
e.
f.

Ho Dpesstions > Custol

coount #1003221 Parallels Test > Subsoiction #1020642 Cob

Cancel Subscription

Hosting 12-Months >

2

Confirm Order

Cancellation Options

Include Refunds r

Include Cancellation Fee

Include Overusage/Recurring

How to process refund Refund using default payment method
® Credit Memo

Reason Code * Mo Longer Used v

Comment * No Longer Requw‘red‘

Order Information
Order Date 15-Aug-2014

Total 0.00 GBP (Charge Customer)

*Required fields ]
Next Cancel

Order Details

2 total
ID  Description Detail
1 Refund of Setup Fee for Subscription #1030643 Plan £
2 Managed Web Hosting 12-Months Cancellation Cance

14. Check the order total is £0.00 as there should be no charge for cancelling the services

Home > Operations > Customess > Account #1003221 Parsllels Test > Subsaiption #1030843 Cobweb Web Hosting 12-Months >

Cancel Subscription

1

Set Options Confir

Here you can review your order and select payment method

Order Information

Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GBP
Comments Cancellation of Subscription #1030643. Cancellation Reason: Mo Longer Used. No Longer Required

Order Details

ID  Description Detail Type Quantity
1 Refund of Setup Fee for Subscription #1030643 Plan Setup Refund -1.00 ltem
2 Managed Web Hosting 12-Months Cancellation Cancellation 1.00 ltem

*Required fields
Cancel

. Once happy, press “Place Order”
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15. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operstions > Customers > Account #1003221 Parallels Test >

Subscription #1030643 Cobweb Web Hosting 12-Months
Motes | Orders | Resources | Service Status History | Service Props

() Cancellation Order #CL008995 has been placed.

Renew Subscription Synchronize Cancel Subscription Destroy
Main
D 1030643
Subscription Name Cobweb Web Hosting 12-Months
Customer 1003221 Parallels Test

16. Select the Cancellation Order in New Status

Home > Operations > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Terms and Conditions | Users

General | Documents | MNotes

Customer Orders

[a Add New Order & View Archive 7 Bulk Archive
1total | Show Search

Order Number Order Type Account Mame Order Date + Status
CL0O08995 Cancellation Order Parallels Test 15-Aug-2014 (O New

1 total
17. Select Open Order

Home > Operations > Customers > Account #1003221 Parallels Test >

Order CLO08995 of 15-Aug-2014

e e b Service Usage Details | Notes | Aftributes | Provisioning ltems | Documents

Cancel Order Open Order

Order ID 1036139

Order Number CL008995

Order Type CF Cancellation Order
Customer 1003221 Parallels Test
Order Status () New

Creation Time 15-Aug-2014 13:30:00
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18. The order will now go to a state of Completed. The final step is to destroy the subscription. Go to Subscriptions

Home > Operstions > C rs

Account #1003221 Parallels Test
Additional Information | Payment Methods 1 Terms and Conditions | Users

Documents | Notes | Orders

Account Information
Account

Company Name

1003221

Parallels Test

19. Choose the subscription from the list

Home > Opesations > Customers >

Account #1003221 Parallels Test

General

Documents | Notes | Orders

Additional Information | Payment Methods Terms an.d Conditions | Users

Subscriptions
1total | Show Search

ID  Subscription Name Plan Start Date

1030643  Cobweb Web Hosting 12-Months Cobweb Web Hosting 12-Months 15-Aug-2014

1 total

20. Press Destroy Subscription

Home > Operations > Customers > Account #1003221 Parsllels Test >

Subscription #1030643 Cobweb Web Hosting 12-Months

Motes | Orders | Resources | Service Status History | Service Props

Restore Subscription Synchronize Cancel Subscription

Main

D

Subscription Name
Customer

Service Plan

1030643

Cobweb Web Hosting 12-Months

1003221 Parallels Test

620 Cobweb Web Hosting 12-Months [Switch Plan]

Expiration Date

15-Aug-2015

Status ~

() Canceled

This will destroy the subscription and all remnants that remain on the system.

Senvice Status

@ Stopped
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Cancelling Blackberry Licences

1.  You will need to go to the Billing side of the Control Panel:

- i 2 1
<> mwﬁmom O Logout

—
New Reseller

Ppm—

OUIEED  E cenera

R Operations

2 customers

2. Now find the account that you are looking to cancel the Blackberry devices for. Select the option called Customers

12} Mew Reseller
B Operations
& Resellers
Subscriptions
L;'_] Orders
& Provisioning
B Tickets

3.  Find the customer from the list

Home > Operations >

Customers

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Currency Creation Date Last Billing Date Account Status Color
a~""a ST
6total | Hide Search
Account D Account Name a Balance Account Currency Creation Date Last Billing Date Account Status
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 (O Active
1016803  Parallels 5 5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00-00 (O Active
1003221  Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 (O Active

4. Login to the Customers Control Panel

Home > Operaticns > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Te

Account Information

Account 1003221

Company MName Parallels Test

Login under the User

Select C(

Color

[ Grey
[ Green
(0 Grey
(] Grey

5. Select the Blackberry Subscription from the drop down box in the top right hand corner of your screen. This will generally be

within a Business Hosting Plan

Subscriber Parallels Test (Account 1D: 1003221)
Subscription | Fex Plan 2012 with CDI and Exclaimer 36-Month: 1030307
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6. Select Exchange from the headers provided and then choose Mobile Devices

Subscriber Parallels Test (Account ID: 1003221)

0 hOStedSC—rV‘CCS SUbECfIm\Dﬂ Flex Plan 2013 with CDI and Exclaimer 36-Month-1030307 v e Logout
Home \ Users Exchange Help & Support  Directory Synchronization More Services  Account
Parsllels Panel > @ @
Exchange
Contacts | Distribution Lists | Storage Usage Report ( Mobile Devicesl More Services

B — o

| o Add New Mailbox < Import Mailboxes | < Delete

7. Select Blackberry Accounts

h tedservices Subscriber Parallels Test {Account ID: 1003221)
0 ostedsevices Subscription | Fiex Flan 2013 with CDI and Exclaimer 36-Month: 1030307

Home Users Exchange Help & Support  Directory Synchronization  More Services  Account

Farallels Panel >

Exchange

Mailboxes | Contacts | Distribution Lists ‘ Storage Usage Report QUIETERRENWEEE | More Services

On this screen you can choose desired type of your mobile devices to manage.

BlackBerry Accounts
on allows you to

8. Highlight all users selecting the top tick box and then select Delete Account

wP hostedservices

Home Users Exchange  SharePoint  Microsoft Lync Hosting Pack

Parallsls Penel > Exchangs >

BlackBerry Accounts

‘ ¢ Add Mew Account @ete Accoun

5 total | Show Search

ID ~ Account E-mail address Device F

5 total

9. DO NOT click to Wipe Devices. Just select OK

0 hostedservices

Home " “Users" Exchange | SharePoint

Earallels Panel > Exchange >

BlackBerry Accounts

Q Do you really wantto delete selected accounts?

Wipe device before deleting O
account

o .
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e If you are performing a Full Cancellation of all services, please skip the remainder of these instructions and continue with the
next service. Once you have removed all services from the panel, you will need to follow the guide for Cancelling your Exchange
Subscription.

. If you are performing a service cancellation, please proceed with the instructions below:

10. Go back into the customer’s account within the Billing Section

Home > Operations >

Customers

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Gurrency Creation Date ~ Last Billing Date Account Status Golor
parallels ) = v v ) Reset Search

6total | Hide Search

Select Co
Account ID  Account Name A Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled (1] Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 (O Active [l Green
1016803  Parallels 5 5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00-00 (O Active (1] Grey
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-Oct-2013 00:00:00 (O Active (] Grey
11. Select the Subscriptions Tab
Home > Operations » Customers >
Account #1000152 Cob Management
Additional Information | Payment Methods _Subscriptions 3 Terms and Conditions | Users
Documents [ Notes | Orders
Acceunt Information
Account 1000152
Company Name Cob Management
12. Select Exchange Subscription
Home > Operations > Customers >
Account #1000152 Cob Management
General | Documents | MNotes | Orders
Additional Information | Payment Methods Terms and Conditions | Users
Subscriptions
1 total | Show Search
ID  Subscription Name Plan Start Date v Expiration Date Status Senice Statu
1023969 Flex Plan 2013 12-Month Flex Plan 2013 12-Month 07-Aug-2013 07-Aug-2015 () Active () Running

13. Select the option for Resources

Home > Operations > Customers > Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

(Ve Notes | Orders {

) Service Status History | Service Props

Renew Subscription Synchronize Cancel Subscription Destroy
Main
D 1023969
Subscription Name Flex Plan 2013 12-Month
Customer 1000152 Cob Management

Senice Plan 5501 Flex Plan 2013 12-Month [Switch Plan]
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14. Put a Tick in the box next to Blackberry Enterprise and then select Upgrade Resource Limits

Home > Operations > Cuslomers > Account 1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes | Orders BRESUUIEES| Service Status History | Service Props

Subscripticn Resources

|€& Upgrade Resource L\m\lb & Synchronize | % Remove Resource(s)

Resource ID Resource Status Resource Category Included Additional Used Ordered uom

) Reset Search

27 total | Hide Search

[ Resource ID Resource Status ~ Resource Category Included  Additional
[m} 100350  SharePoint Foundation 10 Users with 10GB (@ Installed  SharePoint Foundation 2010 0.00 1.00
(m] 100433  Global Relay - Message Archiver Additional User (Unlimited Retention) (@ Installed  Global Relay 0.00 5.00
[m} 100514  Exchange Professional 2013 @ Installed  Mailboxes 0.00 5.00
[} 100515  Exchange Disclaimer 2013 (@ Installed  Disclaimer 0.00 1.00
a 100546 Lync @ Installed  Lync 2013 0.00 5.00
g 100557  Enable Lync (@ Installed  Lync 2013 0.00 1.00
e

15. On the next screen Tick the Tick-box, enter the order number as a negative but to match the total number of items provided.
Then hit Next

Home > Operstions > Customers > Account #1000152 Cob Mansgement > Subsoiption #1023968 Flex Flan 20123 12-Month >

Subscription #1023969 Flex Plan 2013 12-Month
1) 2

Upgrade Resource Confirm Order

Subscription #1023969 Flex Plan 2013 12-Month
1total | Show Search

(] Resource ID o  Resource Status Included Additional Used Place Order for

1 total

16. Check the order total is £0.00 as there should be no charge for cancelling the services. Once happy, press “Place Order”

Home > Operstions > Customers > Account #1000152 Cob #1023968 Flex Plan 2013 12-Month >

Subscription #1023969 Flex Plan 2013 12-Month

Upgrade Resource Confirm Order

Here you can review your order and select payment method.

Order Information

Total Before Taxes 0.00 GBP

Tax Total 0.00 GBP

Total 0.00 GBP

Comments

Order Details
ID  Description Detail Type Quantity Duration Unit Price
1 Refund for Additional Resource ‘Exchange Blackberry Enterprise’ downgrade. Resource Downgrade -5.00 ltem 0.74 month(s) 6.99 GBP

*Required fields —
Back
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17. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operations > Customess > Account #1000152 Cob Mansgement >

Subscription #1023969 Flex Plan 2013 12-Month
General | Notes | Orders Service Status History | Service Props

() Upgrade Order #U0G034137 has been placed.

Subscription Resources

Resource ID Resource Status Resource Categary

Order Mumber
Q Search ] [ &) Reset Search

27 total | Hide Search

18. Select the Cancellation Order in New Status

Home » Operations > Customers > Acoount #1000152 Cob Mansgement »

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes WOGEER Resources | Service Status History | Service Props

Customer Orders
[ Add Mew Order
5 total | Show Search

Order Number Order Type Order Date + Status
UG034137 Upgrade Order 04-Sep-2014 (O New

19. Select Open Order

Home > Operations > Customers > Account #1000152 Cob Management > Subsoiption #1023988 Fl

Order UG034137 of 04-Sep-2014

e s e Service Usage Details | Notes | Attributes | Documents |

Cancel Order Open Order

Order ID 1052262

Order Number UG034137

Order Type UG Upgrade Order
Customer 1000152 Cob Management
Order Status (O New

Creation Time 04-Sep-2014 15:36:00

20. The order will now go to a state of Completed.



Cancelling Global Relay

Please Note: When you perform a full cancellation of Global Relay Services, you will
need to contact Global Relay direct to inform them that the customer is no longer using the
services. Please send the email to partners@globalrelay.net with the following
information:

. Domain that was used for Archiving,

. Date of Termination of Services,

. A Contact Name,

. Details of the Archive Administrator (see image on point 7 to find the data)

Global Relay will then confirm that they have switched off the service. They will also
contact your customer directly to discuss what to do with the archived data.

To perform the cancellation please follow the steps below:

1.  You will need to go to the Billing side of the Control Panel:

- mwzmom O Logout

E
New Reseller

2 Operations

2. Now find the account that you are looking to cancel the Global Relay for. Select the option called Customers

12} New Reseller
= B} Operations
e ook
&, Resellers
[@& Subscriptions
&) Orders
e Provisioning
D Tickets

3. Find the customer from the list

tome > ¢ S

Customers

| Direct Customers [JEIMCSUES
Customers
4 New Customer Account [, Search For Account t
Account t 1D Account it Name Balance Account Currency Creation Date Last Billing Date Account Status Color
| e - = . ) Reset Search
Gtotal | Hide Search Select
Account tID  Account Name a Balance Accoun 1t Currenc y Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 €@ Cancelled (1 Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 Active (l Green
1016803  Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 Active (] Grey

1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 Active (] Grey


mailto:partners@globalrelay.net
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4. Login to the Customers Control Panel

Home > Qperstions > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Tel
‘General Documents | Notes

Account Information
Account 1003221

Company MName Parallels Test

Login under the User o Control Pane

5.  Select the Blackberry Subscription from the drop down box in the top right hand corner of your screen. This will generally be
within a Business Hosting Plan

Subscriber Parallels Test (Account 1D: 1003221)
Subscription | Fex Plan 2012 with CDI and Exclaimer 36-Month: 1030307

6. Select More Services from the headers provided and then select Global Relay Archiving

—
Home Users Exchange  SharePoint  MicrosoftLync Hosting Pack  Help & Support  More Services = Account

Parallels Panel > @’
More Services

This is where you can manage special features of your current subscription.

= obal Relay Archivin |1 Messagel abs
=" This section provides you with managing ~wWP This section provides you with managing
facilities for your Global Relay archivings#ervice facilities for your Messagelabs mail protection
atioo senvice seftings.

7.  Select the Recipients Tab

Home Users Exchange SharePoint Microsoft

Farallels Fanel > More Services >

Global Relay Archiving

Here you can overview current state of Global Relay Archiving and active

Global Relay Archiving

3} Deactivate

Status @ Activated
Archive administrator admin@cobwebtraining.com
Recipients 5

Company Info
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8. You will need to select all recipients and then select delete

Home Users Exchange SharePoint  MicrosoftLync Hosting Pack  Hel

Earsllsls Panel > More Services >

Global Relay Archiving

Summary EEEEELE

List of recipients enabled for archiving.
| & Add ‘ X Delete ’
5 total | Show Search

@ ID Display name ~ E-mail address

4

o
@

9. You may see the following message pop up which you need to select OK to confirm you are happy to disable the archiving for
users

The page at https://controlpanel.cobweb.com says: *

Do you really want to disable archiving for selected recipients?

Cancel ‘

10. Select The Summary Tab and press Deactivate, this will deactivate the service

Home Users Exchange SharePoint

Microsoft Lync Hosting Pack

Parallels Panel > More Services >

Global Relay Archiving

@ Recipients

Here you can overview current state of Global Relay Archiving and activate / deactivate it

Global Relay Archiving

¢ 3 Deactivate >

Status @ Activated
Archive administrator admin@cobwebtraining.com
Recipients 0

e If you are performing a Full Cancellation of all services, please skip the remainder of these instructions and continue with the
next service. Once you have removed all services from the panel, you will need to follow the guide for Cancelling your Exchange
Subscription.

e If you are performing a service cancellation, please proceed with the instructions below:
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11. Go back into the customer’s account within the Billing Section

Home > Oparations >

Customers

Customers

4 New Customer Account 3], Search For Account

Account ID Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Color

T e - S| | ey

6 total | Hide Search Select Cr
Account ID Account Name ~ Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 €@ Cancelled [ Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 () Active [l Green
1016803  Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 (@ Active (] Grey
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-Oct-2013 00:00-00 () Active [[] Grey
12. Select the Subscriptions Tab
Home > Operations » Customers >
Account #1000152 Cob Management
Additional Information | Payment Methods Terms and Condttions | Users
Documents Notes | Orders
Account Information
Account 1000152
Company Name Cob Management
13. Select Exchange Subscription
Home > Opersticns > Customers >
Account #1000152 Cob Management
General | Documents | Notes | Orders
Additional Information | Payment Methods Terms and Conditions | Users
Subscriptions
1total | Show Search
ID  Subscription Name Plan Start Date v Expiration Date Status Seice Statu
1023969 Flex Plan 2013 12-Month Flex Plan 2013 12-Month 07-Aug-2013 07-Aug-2015 (D Active () Running

14. Select the option for Resources

Home > Operations > Customers > Account #1000182 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

(¢ EM Notes | Orders _@4 Service Status History | Service Props

Renew Subscription Synchronize Cancel Subscription Destroy

Main

1D 1023969

Subscription Name Flex Plan 2013 12-Month
Customer 1000152 Cob Management

Senvice Plan 5501 Flex Plan 2013 12-Month [Switch Plan]
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15. Put atick in the box next to Global Relay and then select Upgrade Resource Limits

Home > Operstions > Customers > Account #1000152 Cob Mensgement >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes | Orders BGRESVIH=SR| Service Status History | Service Props

Subscription Resources

|Qa Upgrade Resource me> & Synchronize | X Remove Resource(s)
e

Resource ID Resource Status Resource Category Included Additional Used

£) Reset Search

27 total | Hide Search

] Resource|D Resource Status Resource Category
[w] 1000366  Outlook Client Licence (@ Installed  Outlook 2013 Client License
o 100846 Lync @ Installed  Lync 2013
a 100614  Exchange Professional 2013 @ Installed  Mailboxes

a 100557  Enable Lync @ Installed  Lync 2013
[m] 100515 Exchange Disclaimer 2013 (@ Installed  Disclaimer
a 100350  SharePoint Foundation 10 Users with 10GB @ Installed  SharePoint Foundation 2010

16. On the next screen Tick the Tick-box, enter the order number as a negative but to match the total number of items provided.
Then hit Next

Home > Dperations > Gustomers > Account #1000152 Cob #1023969 Flex Flan 2013 12-Month >

Subscription #1023969 Flex Plan 2013 12-Month
@ 2

Upgrade Resource Confirm Order

Subscription #1023969 Flex Plan 2013 12-Month
1total  Show Search

O Resource ID ~ Resource Status Included Additional Used Place Order for

1total

17. Select Place Order

2013 12:M0nth >

Subscription #1023969 Flex Plan 2013 12-Month

tomers >

1

Upgracle Resource Confirm Order

Here you can review your order and select payment method

Order Information

Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GBP
Comments
Order Details
D Description Detail Type Quantity Duration Uit Price Discount Amount Extended Price
1 Refund for Additional Resource ‘Global Relay - Message Archiver Additional User (Unlimited Retention) downgracle Resource Downgrade 5000em  0.10 month(s) 350 GBP 175 GBP 0.00GBP

*Required fislds
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18. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operstions > Customess > Account #1000152 Cob Mensgement >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes | Orders BRESWMIGESE| Service Status History | Service Props

(» Upgrade Order #UG034150 has been placed

Subscription Resources

Resource ID Resource Status Resource Category

£) Reset Search

27 total | Hide Search

19. Select the Upgrade Order in New Status

Home > Operations > Customers > Account #1000152 Cob Msnagement >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes Resources | Service Status Histary | Service Props

Customer Orders
& Add New Order
6 total Show Search

Order Number Crder Type Order Date Status
UG034150 Upgrade Order 04-Sep-2014 Mew

20. Select Open Order

Heme > Qperations > Customess > Account #1000152 Cob Wanagement > Subsaiption #1023980 Flex Plan 2012 12-Month *

Order UG034150 of 04-Sep-2014
Service Usage Details | Notes |Artr|butes | Documents | Status History |

Cancel Order Open Order

Order ID 1052315

Order Mumber UG034150

Qrder Type UG Upgrade Order
Customer 1000152 Cob Management
Order Status New

Creation Time 04-Sep-2014 16:52:00

21. The order will now go to a state of Completed.



Cancelling SharePoint

Please Note: If the SharePoint Site is over 5Gb in size we require you to contact us
before a cancellation is processed within the Control Panel. Please send an email to
support@cobweb.com advising that you wish to do this. A case will be logged and work at
the back end will be performed. Once this work has been completed, you will receive
confirmation that you can go ahead and complete the cancellation of the site.

1.  You will need to go to the Billing side of the Control Panel:

wr ﬁa CustomercP J Perscnal @ Guides (1) Logout
Toe > [
New Reseller
o =
OEIEE e o

& Operations

2. Now find the account that you are looking to cancel the SharePoint for. Select the option called Customers

12} New Reseller

= E@ Operations
e oo
&, Resellers
[@ Subscriptions
Y orders
o Provisioning
B Tickets

3. Find the customer from the list

Home > Do

Customers
All Customers

Customers

5 New Customer Account [4 Search For Account

Account ID Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Color

6 total | Hide Search Select Ct
Account ID  Account Name 4 Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled (] Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00-:00-00 Active [l Green
1016803 Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 Active (] Grey
1003221  Parallels Test 0.00 GBP GBP 12-Mar-2010 14-Oct-2013 00:00:00 Active (] Grey

4. Login to the Customers Control Panel

Home > Operations > Customers »

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Ter

Account Information

Account 1003221

Company Mame Parallels Test

Login under the User


mailto:support@cobweb.com
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5. Select the SharePoint Subscription from the drop down box in the top right hand corner of your screen. This will generally be
within a Business Hosting Plan

Subscriber Parallels Test (Account 1D: 1003221)
Subscription | Flex Plan 2013 with CDI and Exclaimer 3£-Month: 1030307

6. Select SharePoint from the headers provided

Users Exchange SharePoint Microsoft Lync Hosting Pack

Parallels Panel >

SharePoint

| Users | Administrators

To add a domain or a subdomain with SharePaoint site, you need to navigate to the domain man:

‘ ¢ Add New Site () Manage Domains | % Delete

1 total | Show Search

] DA Site SharePuoint version ShareFoi

[ 28060 soundnites spsite.com 2010 Shared

7. Now go to the Users Tab, tick all Users and delete

Home Users Exchange SharePoint = Microsoft Lync Hosting Pack  Help & Support  More Services  Account

Parallzl: Panel >

SharePoint

wdmwstmmrs

Use this section to view and manage your SharePoint user accounts.

‘ % Add New User () Delete )

4 total | Show Search ltems per page 25 50 100

D~ Senice User Login Notification e-mail Status Enabled

@®
?

4 total ltems per page 25 50 100

8. You will see the next box appear which you need to confirm OK

The page at https://controlpanel.cobweb.com says: *

Do you really want to delete user(s) {117
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9. Once all Users have been removed from the list, select the Tab for Sites, select the site and press delete

Home Users Exchange §

arePoint  Microsoft Lync Hosting Pack  Help & Support  More Services  Account

Parsllsls Panel >

SharePoint

@1 Users | Administrators

To add a domain or a subdomain with SharePoint site, you need to navigate to the domain management page.

4 Add New Site (2 Manage Domains

1total | Show Search

ltems per page 25 50 100

@ ID ~ Site SharePoint version SharePoint web application Storage size In sync
1 total

ltems per page 25 50 100

. If you are performing a Full Cancellation of all services, please skip the remainder of these instructions and continue with the
next service. Once you have removed all services from the panel, you will need to follow the guide for Cancelling your Exchange

Subscription.

e If you are performing a service cancellation, please proceed with the instructions below:

10. Go back into the customer’s account within the Billing Section

Home > Oparations >

Customers

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Color

| - S| | ey

6 total | Hide Search

Select Cr
Account ID Account Name ~ Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 €@ Cancelled (3 Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 () Active (dl Green
1016803  Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 (@ Active (] Grey
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-Oct-2013 00:00-00 () Active (] Grey
11. Select the Subscriptions Tab
Home > Operations > Customers >
Account #1000152 Cob Management
Additional Information | Payment Methods {_Subscriptions ¥ Terms and Conditions | Users
Documents [ Notes | Orders
Account Information
Account 1000152
Company Name Cob Management
12. Select Exchange Subscription
Home > Operations > Customers >
Account #1000152 Cob Management
General | Documents Motes | Orders
Additional Information | Payment Methods |[Bllicldyadaiayy Terms and Conditions | Users
Subscriptions
1 total | Show Search
ID  Subscription Name Plan Start Date v Expiration Date Status Senice Statu
1023969 Flex Plan 2013 12-Month Flex Plan 2013 12-Month 07-Aug-2013 07-Aug-2015 ) Active () Running
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13. Select the option for Resources

Home > Operations > Customers > Account #1000182 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

(WM Notes | Orders _@4 Service Status History | Service Props

| Renew Subscription | | Synchronize | | Cancel Subscription | Destroy

Main

1D 1023969

Subscription Name Flex Plan 2013 12-Month

Customer 1000152 Cob Management

Senvice Plan 5501 Flex Plan 2013 12-Month [Switch Plan]

14. Put atick in the box next to SharePoint Services and then select Upgrade Resource Limits

Home > Operstions > Customers > Account #1000152 Cob M

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes | Orders Service Status History | Service Props

Subscription Resources

|® Epgrade Resource L|m@ = Synchronize ¥ Remove Resource(s)

Resource ID Resource Status Resource Category Included Additional

v

Relative Status Order Number
v [ & Search l [ &) Reset Search

27 total | Hide Search

[] ResourcelD Resource Status Resource Category
o
(] 100514 Exchange Professional 2013 (D Installed  Mailboxes
(] 100515 Exchange Disclaimer 2013 (@ Installed  Disclaimer
15. On the next screen Tick the Tick-box, enter the order number as a negative but to match the total number of items provided.
Then hit Next
Home > Operstions > Customers > Account #1000152 Cob > Subseription #1023060 Flex Plan 2013 12-Month >

Subscription #1023969 Flex Plan 2013 12-Month
(1) 2

Upgrade Resource Confirm Order

Subscription #1023969 Flex Plan 2013 12-Month
1 total | Show Search

(] Resource ID & Resource Status Included Additional Used Place Order for




cobweb

16. Select Place Order

Home > Opersiions > Customers > < > Subssiption #1023969 Flex Plan 2012 12-Menth >

Subscription #1023969 FI;x Plan 2013 12-Month

1 2]

Upgrade Resource Confirm Order

Here you can review your order and select payment mathod.

Order Information

Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GBP
Comments

Order Details

ID Description Detail Type Quantity

1 Refund for Additional Resource ‘Global Relay - Message Archiver Additional User (Unlimited Retention) dewngrade. Resource Downgrade -5.00 ltem

*Required fields —
gack (({ Place order [} Cancel

Duration

0.10 month(s)

Unit Price Discount Amount

3.50 GBP -1.75 GBP

17. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operations > Customers > Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes | Orders | Service Status History | Service Props

() Upgrade Order #JG034150 has been placed.

Subscription Resources

Resource ID Resource Status Resource Category

[ ) Search l l {9 Reset Search

27 total | Hide Search

18. Select the Upgrade Order in New Status

Home > Cperations > Customers > Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes RO GEES| Resources | Service Status History | Service Props

Customer Orders
[ Add New Crder
6 total  Show Search

Order Number Order Type Crder Date
UG034150 Upgrade Crder 04-Sep-2014

Status

MNew

Extended Price

0.00 GBP
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19. Select Open Order

Home > Operations > Customers > Account #1000152 Cob Management > Subscription #1033989 Flex Plan 2013 13-Menth

Order UG034150 of 04-Sep-2014

Service Usage Details | Notes | Attributes | Documents | Status History |

Cancel Order Open Order

Order ID 1052315

Order Number UG034150

Order Type UG Upgrade Order
Customer 1000152 Cob Management
Order Status MNew

Creation Time 04-Sep-2014 16:52:00

20. The order will now go to a state of Completed.
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Cancelling Lync Services

Please Note: These instructions explain how to cancel all versions of Lync except for
Lync Voice. If you are using Lync Voice, please contact support@cobweb.com and we
can remove this for you.

1.  You will need to go to the Billing side of the Control Panel:

- rﬂwamom ) Legeut

0> J @

New Reseller
[T
OEEEE e Gene

R Operations

D eustomers

2. Now find the account that you are looking to cancel the Lync for. Select the option called Customers

12} Mew Reseller
B Operations
& Resellers
Subscriptions
L,__J Orders
& Provisioning
8 Tickets

3.  Find the customer from the list

Home > Operations >

Customers

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Gurrency Creation Date ~ Last Billing Date Account Status Golor
parallels v v ) Reset Search

6total | Hide Search

Select C(
Account D Account Name & Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled [ Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 () Active (@ Green
1016803 Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 @ Active [ Grey
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 (O Active (] Grey

4. Login to the Customers Control Panel

Home > Operaticns > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Te

Account Information

Account 1003221

Company MName Parallels Test

Login under the User
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5.  Select the Lync Subscription from the drop down box in the top right hand corner of your screen

Subscriber Parallels Test (Account 1D: 1003221)
Subscription | Flex Plan 2013 with CDI and Exclaimer 3£-Month: 1030307

6. Select Microsoft Lync Hosting Pack from the headers provided. Select the users to be deleted and then press remove

Subscriber
COB U U :B Subscription
e — .

Home Users Exchange SharePoint Microsoft Lync Hosting Pack Help & Support

Parallels Panel >

Configuration

m Configuration

Lync user configuration

% Add New

3 total | Show Search

@ Service User a Login Type
/|

7. A pop up should appear confirming that you wish to remove the user(s). Select Ok

The page at https://controlpanel.cobweb.com says: *

Do you really want to remove selected User?

oK Cancel

e If you are performing a Full Cancellation of all services, please skip the remainder of these instructions and continue with the

next service. Once you have removed all services from the panel, you will need to follow the guide for Cancelling your Exchange
Subscription.

e If you are performing a service cancellation, please proceed with the instructions below:

8.  Go back into the customer’s account within the Billing Section

Home > Operations >

Customers

Customers

& New Customer Account [ Search For Account

Account ID Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Color
e - A [Qamal
6 total | Hide Search Select Cc
Account D Account Name ~ Balance Account Currency Creation Date Last Billing Date: Account Status Colar
10119068 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00-00:00 €3 Cancelled (] Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00-00-:00 () Active (4 Green
1016803  Parallsls 5 5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00-:00:00 (D Active ] Grey

1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 O Active ] Grey
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9. Select the Subscriptions Tab

Home > Operations > Customers >

Account #1000152 Cob Management

Additional Information | Payment Methods 1

General Documents Notes | Orders

Terms and Conditions | Users

Account Information
Account 1000152

Company Name Cob Management
10. Select Exchange Subscription

Home > Operations > Customers >

Account #1000152 Cob Management

General | Documents Notes | Orders
Additional Infermation | Payment Methods |[BSlEEIIgiay Terms and Conditions | Users

Subscriptions
1total | Show Search

ID  Subscription Name Plan Start Date v

1023969 Flex Plan 2013 12-Month Flex Plan 2013 12-Month 07-Aug-2013

11. Select the option for Resources

Home > Operations > Customers » Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

[ T el Notes | Orders

) Service Status History | Service Props

| Renew Subscription | | Synchronize | | Cancel Subscription | Destroy
Main

D 1023969

Subscription Name Flex Plan 2013 12-Manth

Customer 1000152 Cob Management

Senice Plan 5501 Flex Plan 2013 12-Month [Switch Plan]

12. Put atick in the box next to Lync Services and then select Upgrade Resource Limits

Home > Qperstions > Customers > Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month
General | Notes | Orders Service Status History | Service Props

Subscription Resources
@gvjde Resource LimTs® 2/ Synchronize % Remove Resource(s)

Resource ID Resource Status Resource Category Included

v

Relative Status Order Number

v &) Reset Search

27 total | Hide Search

|| ResourcelD Resource Status ~ Resource Catege
o 100514  Exchange Professional 2013 (@ Installed  Mailboxes
[m} 100515 Exchange Disclaimer 2013 (@ Installed  Disclaimer
[m} 100519 Exchange Web 2013 (@ Installed  Mailboxes
[m] 100544  Exchange Resource Mailbox 2013 (@ Installed  Mailboxes

Expiration Date Status
07-Aug-2015 ) Active

Senice Statu

() Running
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13. On the next screen Tick the Tick-box, enter the order number as a negative but to match the total number of items provided.
Then hit Next

Home > Operations > Customers > Account #1000152 Cob #1023565 Flex Plan 2013 12-Month >

Subscription #1023969 Flex Plan 2013 12-Month

Upgrade Resource Confirm Order

Subscription #1023969 Flex Plan 2013 12-Month
1total | Show Search

O Resource ID ~ Resource Status Included Additional Used Place Order for

1 total
O
14. Select Place Order

Home > Operstions > Customers > Cob > Subssiption #1023969 Flex Plan 2012 12-Menth > @

Subscription #1023969 Flex Plan 2013 12-Month

Upgrade Resource Confirm Order

Here you can review your order and select payment method.

Order Information

Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GBP
Comments

Order Details

ID  Description Detail Type Quantity Duration Unit Price Discount Amount Extended Price
1 Refund for Additional Resource ‘Global Relay - Message Archiver Additional User (Unlimited Retention)’ downgrade. Resource Downgrade 5.00tem  0.10 month(s) 3.50 GBP -1.75 GBP 0.00 GBP

“Required fields
Back place Order

15. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operslions > Customers > Account #1000152 Cob Msnagement >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes | Orders BRESWMUGEE| Service Status History | Service Props

(¥ Upgrade Order #UG034150 has been placed

Subscription Resources

Resource ID Resource Status Resource Category

&3 Reset Search

27 total | Hide Search

16. Select the Upgrade Order in New Status

Home > Operstions > Customers > Account#1000152 Cob Mansgement >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes Resources | Service Status History | Service Props

Customer Orders
[ Add New Order
6 total | Show Search

[ Order Number Order Type Order Date Status
a UG034150 Upgrade Order 04-Sep-2014 () MNew
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17. Select Open Order

Home > Operations > Customers > Account #1000152 Cob Management > Subscription #1033989 Flex Plan 2013 13-Menth

Order UG034150 of 04-Sep-2014

Service Usage Details | Notes | Attributes | Documents | Status History |

Cancel Order Open Order

Order ID 1052315

Order Number UG034150

Order Type UG Upgrade Order
Customer 1000152 Cob Management
Order Status MNew

Creation Time 04-Sep-2014 16:52:00

18. The order will now go to a state of Completed.



cobweb

Cancelling Email Exchange Service

1. You will need to go to the Billing side of the Control Panel:

- Billng 2 {
P mwamem () Logout

—
New Reseller

Ppm—

OUIEED  E cenera

R Operations

2 customers

2. Now find the account that you are looking to cancel the Email Exchange for. Select the option called Customers

12} Mew Reseller
2 B Operations
& Resellers
Subscriptions
L;'_] Orders
& Provisioning
B Tickets

3.  Find the customer from the list

Home > Operations >

Customers

Customers

4 New Customer Account [, Search For Account

Account D Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Golor
parallels il A v v ) Resst Search

6total | Hide Search

Account D Account Name & Balance Account Currency Creation Date Last Billing Date Account Status
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 () Active
1016803 Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 @ Active
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 (O Active

4. Login to the Customers Control Panel

Home > Operaticns > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Te

Account Information

Account 1003221

Company MName Parallels Test
Login under the User

5.  Find the Exchange Subscription in the drop down box

Subscriber Parallels Test (Account ID: 1003221)
Subscription | Fex Plan 2012 with CDI and Exclaimer 36-Month: 1030207

Select C(

Color
[ Grey
(1 Green
(0 Grey
(] Grey



cobweb

6. Select Exchange from the headers provided

COBW=B

Users | Exchange | SharePoint

Microsoft Lync Hosting Pack

Parallels Panel >

Exchange
| Contacts | Distribution Lists | Storage Usage Report | More Sen

qp Add New Mailbox <& Import Mailboxes

& total | Show Search
ID A Display name Lagin E-mail address
3201470 User1 user!@cobwebtraining.com user!@cobwebt:
3201472 User2 user2@cobwebtraining.com user@cobwebt

7. Before the mailboxes are deleted, any attached services will need to be removed. First go to More Services

SharePoint Help & Support

Microsoft Lync Hosting Pack

Exchange

Farallels Panel >

Exchange
—men——
Mailboxes | Contacts | Distribution Lists | Storage Usage Report (IR '
T

Choose one of additional Exchange services to view or manage.

%P' Resource Mailboxes

-

=== This seciion provides general management
facilities for your resource mailboxes. You can
view and manage the list of resource mailboxes,
create new and delete existing ones.

@' Company Disclaimers

r

Company disclaimer is a statement which is
automatically added fo all outgoing emails. This
section allows you to create, delete and manage
company disclaimers.

8. If you have company Disclaimers, remove these items first by selecting the header for Company Disclaimers

SharePoint Help & Support

Microsoft Lync Hosting Pack

Exchange

Parallels Panel >

Exchange

Mailboxes | Contacts | Distribution Lists | Storage Usage Report

Choose one of additional Exchange services to view or manage.

f"i-‘:' Resource Mailboxes
|}

mpany Disclaimers

) - - .
= This secfion provides general management
facilities for your resource mailboxes. You can

view and manage the list of resource mailboxes,

create new and delete existing ones.

Company disclaimer is a statement which is
automatically added fo all outgoing emails. This
section allows you to create, delete and mana
company disclaimers.
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9. Select the Disclaimers to be cancelled and then press Delete

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack

Parsllels Panel > Exchange >

Company Disclaimers

Company disclaimer is a statement which is automatically added to all outgoing emails. See
usage.

1 total | Show Search
ID A Display name Sent to

10. If you have any Resource Mailboxes, select the option next

COBW=B sube

Home Users Exchange SharePoint Microsoft Lync Hosting Pack Help & Sup

Parsliels Pangl >

Exchange

Mailboxes | Contacts | Distribution Lists | Storage Usage Report

Choose one of additional Exchange services to view or manage.

" Resource Mailboxes

This section provides general management
facilities for your resource mailboxes. You ca
view and manage the list of resource mail
ate new and delete existing on

@ Company Disclaimers

P’ . . . . .

Company disclaimer is a statement which is
automatically added to all outgoing emails. ~

S, section allows you to create, delete and mar

company disclaimers.

11. Select the Resource Mailboxes to be cancelled and press Delete

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack Help|

Parslizgls Panel > Exchange >
Resource Mailboxes

List of resource mailboxes. Resource mailboxes are mailboxes that represent conference rooms ¢

1 total | Show Search

D A Display name Resource type  Resource capacity  E-mail
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12. If you have Distribution Lists, these should be deleted next

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack

Parallels Panel >

Exchange

Mailboxes | Contacts QEMEUNTORESER) Storage Usage Report | More Se

gk Add New Distribution List <k Import Distribution Lists

2 total | Show Search

In] Display name Alias E-mail address
1924528 All Exchange users eg00045859
3201516 Sales Sales userb@cobwebtraini

13. Select Distribution Lists to be deleted and then press Delete

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack Help &

Parsliels Panel >

Exchange

Mailboxes | Contacts BMEULTLLIESER Storage Usage Report | More Servic
& Add New Distribution List % Import Distribution Lists

2 total | Show Search

® D Display name a Alias E-mail address
1924528 All Exchange users eg00045859

14. You will now need to select Contacts

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack

Parsllels Panel >

Exchange

Mailboxes Distribution Lists | Storage Usage Report | IMore ¢

4k Add New Contact <k Import Contacts
2 total | Show Search

ID A Display name Alias External
3201512 Bob Bob BoB@T
3201513 Joe Bloggs Joe joe@Blc
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15. Select the Contacts to be cancelled and press Delete

COBW=B

Home Users Exchange SharePoint Microsoft

c Hosting Pack Help §

Parallels Panel >

Exchange

Mailboxes mﬁa Distribution Lists | Storage Usage Report | More Servic:
| 4p Add New Contact 4k Import Ccntacts‘ *® Delete’

2 total | Show Search

@ D ~ Display name Alias External E-mai

16. Now select the Mailboxes Header

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack Help §

Paraliels Panel >

Exchange

WL ol Contacts | Distribution Lists | Storage Usage Report | More Servic

| dp Add New Mailbox <k Import Mailboxes | % C

5 total | Show Search

0 IDa Display name Legin E-mail address

O 3201470 User1 user1@cobwebtraining.com user!@cobwebtrai
[ 3201472 User2 user2@cobwebtraining.com user2@cobwebtrai
O 3201506 User3 user3@cobwebtraining.com user3@cobwebtrai

17. Select the Mailboxes to be cancelled and press Delete

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack

Paraliels Panel >

Exchange

Contacts | Distribution Lists | Storage Usage Report | More Se

| % Add New Mailbox <k Import Mailboxes Dele

5 total | Show Search

@ ID A Display name Login E-mail address
v

;
W,_ -
W,_ -
W,_ -
U
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e If you are performing a Full Cancellation of all services, please skip the remainder of these instructions and continue with the
next service. Once you have removed all services from the panel, you will need to follow the guide for Cancelling your Exchange
Subscription.

. If you are performing a service cancellation, please proceed with the instructions below:

18. Go back into the customer’s account within the Billing Section

Home > Operations >

Customers

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Gurrency Creation Date ~ Last Billing Date Account Status Golor
parallels ) = v v ) Reset Search

6total | Hide Search

Select Co
Account ID  Account Name A Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled (1] Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 (O Active [l Green
1016803  Parallels 5 5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00-00 (O Active (1] Grey
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-Oct-2013 00:00:00 (O Active (] Grey
19. Select the Subscriptions Tab
Home > Operations » Customers >
Account #1000152 Cob Management
Additional Information | Payment Methods _Subscriptions 3 Terms and Conditions | Users
Documents [ Notes | Orders
Acceunt Information
Account 1000152
Company Name Cob Management
20. Select Exchange Subscription
Home > Operations > Customers >
Account #1000152 Cob Management
General | Documents | MNotes | Orders
Additional Information | Payment Methods Terms and Conditions | Users
Subscriptions
1 total | Show Search
ID  Subscription Name Plan Start Date v Expiration Date Status Senice Statu
1023969 Flex Plan 2013 12-Month Flex Plan 2013 12-Month 07-Aug-2013 07-Aug-2015 () Active () Running

21. Select the option for Resources

Home > Operations > Customers > Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month

(Ve Notes | Orders {

) Service Status History | Service Props

Renew Subscription Synchronize Cancel Subscription Destroy
Main
D 1023969
Subscription Name Flex Plan 2013 12-Month
Customer 1000152 Cob Management

Senice Plan 5501 Flex Plan 2013 12-Month [Switch Plan]
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22. Put atick in the box next to Exchange Resources that you wish to remove and then select Upgrade Resource Limits

Home > Operations > Customers > Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month
General | Notes | Orders Service Status History | Service Props

Subscription Resources

# i) Upgrade Resource Limila 2 Synchronize | * Remove Resource(s)

Resource ID Resource Status Resource Category Included Additional
| N H v | i I

Relative Status Order Number
| vl | l Q, Search l l {9 Reset Search l

27 total | Hide Search

[ | ResourcelD Resource Status A Resource Category

O 1000737  Exchange 2013/Maximum Allowed Mailbox Size @ Installed

23. On the next screen Tick the Tick-box, enter the order number as a negative but to match the total number of items provided.
Then hit Next

Home > Operstions > Customers > Account #1000152 Cob #1023869 Flex Plan 2013 12-Month >

Subscription #1023969 Flex Plan 2013 12-Month

@ 2

Upgrade Resource Confirm Order

Subscription #1023969 Flex Plan 2013 12-Month
8 total | Show Search

Resource ID ~  Resource Status. Included Additional Used Placegder for
N

8 total
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24. Select Place Order

> Subssiption #

Home > Dperstions > Customers > <

Subscription #1023969 FI:ax Plan 2013 12:

1

Flex Flan 2013 12-Month > @

onth

Upgrade Resource Confirm Order

Here you can review your order and select payment method

Order Information

Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GBP
Comments

Order Details

ID  Description Detail Type Quantity Duration Unit Price Discount Amount Extended Price

1 Refund for Additional Resource ‘Global Relay - Message Archiver Additional User (Unlimited Retention) downgrade Resource Downgrade -5.00 ltem 0.10 month(s) 3.50 GBP -1.75 GBP 0.00 GBP

“Required fields —
Back place Order Cancel

25. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Opesations > Customers > Account #1000152 Cob Management >

Subscription #1023969 Flex Plan 2013 12-Month
General | Notes | Orders Service Status History | Service Props

() Upgrade Order #UG034150 has been placed.

Subscription Resources

Resource ID Resource Status Resource Catagory

[ (), Search l [ ) Reset Search

27 total | Hide Search

26. Select the Upgrade Order in New Status

Home > Operations > Customers » Account #1000162 Cob Mansgement >

Subscription #1023969 Flex Plan 2013 12-Month

General | Notes [ROGEEN| Resources | Service Status History | Service Props

Customer Orders
[ Add New Order
6 total | Show Search

Crder Mumber Crder Type Crder Date Status
UG034150 Upgrade Order 04-Sep-2014 (O New
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27. Select Open Order

Home > Operations > Customers > Account #1000152 Cob Management > Subscription #1033989 Flex Plan 2013 13-Menth

Order UG034150 of 04-Sep-2014

Service Usage Details | Notes | Attributes | Documents | Status History |

Cancel Order Open Order

Order ID 1052315

Order Number UG034150

Order Type UG Upgrade Order
Customer 1000152 Cob Management
Order Status MNew

Creation Time 04-Sep-2014 16:52:00

28. The order will now go to a state of Completed.
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Cancelling Exchange Subscription
1. Go to the customer’s account within the Billing Section

Home > Operations >

Customers

Customers

& New Customer Account [ Search For Account

Account ID Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Color
| parallels | i) v v &) Reset Search
8 total | Hide Search Select C
Account D Account Name ~ Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16Jul-2012 24-Aug-2012 00:00:00 @ Cancelled [ Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00-00 @ Active ( Green
1016803  Parallels 6.5 Test Migration Customer 1 0.00 GEP GBP 09-Jul-2014 14-Aug-2014 00:00:00 @ Active [ Grey
1003221  Parallels Test 0.00 GBP GBP 12-Mar-2010 14-Oct-2013 00:00:00 @ Active ] Grey
2. Select the Subscriptions Tab
Home > Operations > Customers >
Account #1000152 Cob Management
Additional Information | Payment Methods Terms and Conditions | Users
Documents | Notes | Orders
Account Information
Account 1000152
Company Mame Cob Management
3. Select Exchange Subscription
Home > Operations > Customers >
Account #1000152 Cob Management
General | Documents | MNotes | Orders
Additional Information | Payment Methods Terms and Conditions | Users
Subscriptions
1 total | Show Search
ID  Subscription Name Plan Start Date v Expiration Date Status Senice Statu
1023969 Flex Plan 2013 12-Month Flex Plan 2013 12-Month 07-Aug-2013 07-Aug-2015 ) Active () Running

4. Select Cancel Subscription

Home > Operations > Customers > Account #1000152 Cob M:

Subscription #1023969 Flex Plan 2013 12-Month

m Notes | Orders | Resources | Service Status History | Service Props

Renew Subscription Synchronize - Destroy

Main

D 1023969

Subscription Name Flex Plan 2013 12-Month
Customer 1000152 Cob Management

Service Plan 5501 Flex Plan 2013 12-Month [Switch Plan]
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5.  Onthe next screen there are a few options to change and update:
a. Untick “Include Cancellation Fee”
Untick “Include Overusage/Recurring”
Change option for How to process refund to be “Credit Memo”
Update Reason Code
Enter a Comment

e ao0go

Press Next

Home > Operations > Customers > Account #1000152 Cob Management > Subseription #1023080 Flax Flan 2013 12-Manth >

Cancel Subscription

2
Confirm Order

-

Set Op

Cancellation Options

Include Refunds v

Include Cancellation Fee

Include Overusage/Recurring

How to process refund Refund using default payment method
® Credit Memo

Reason Code * No Longer Used M

Comment * No Longer Required

Order Information
Order Date 10-Oct-2014

Total 0.00 GBP (Charge Customer)

*Required fields ]
Next Cancel

Order Details
6 total
ID  Description Detail Type
1 Exchange Professional 2013 Cancellation Cancellation
2 Exchange Disclaimer 2013 Cancellation Cancellation
3 Exchange Web 2013 Cancellation Cancellation
4 Exchange Resource Mailbox 2013 Cancellation Cancellation
5 Lync Cancellation Cancellation
6 OQutlook Client Licence Cancellation Cancellation

Quantity
5.00 ltem
1.00 ltem
1.00 ltem
1.00 ltem
5.00 ltem

5.00 ltem

Duration

9.00 month(s)
9.00 month(s)
9.00 month(s)
9.00 month(s)
9.00 month(s)
9.00 month(s)

Unit Price
459 GBP
10.00 GBP
299 GBP
1.49 GBP
169 GBP
1.49 GBP
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6.

Home > Operstions > Customers > Account #1000152 Cob

On the next screen you will see a confirmation of the order which should total £0.00. When happy press “Place Order”

> Subseription #1023080 Flex Plan 2013 12-Month >

Cancel

1

Subscription

Set Options Confirm Orde

Here you can review your order and select payment method

Order Information
Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GBP
Comments Cancellation of Subscription #1023969. Cancellation Reason: No Longer Used. No Longer Required
Order Details
ID  Description Detail Type Quantity Duration Unit Price
1 Exchange Professional 2013 Cancellation Cancellation 5.00 ltem 9.00 month(s) 4.59 GBP
2 Exchange Disclaimer 2013 Cancellation Cancellation 1.00 Item 9.00 month(s) 10.00 GBP
3 Exchange Web 2013 Cancellation Cancellation 1.00 Item 9.00 month(s) 2.99 GBP
4 Exchange Resource Mailbox 2013 Cancellation Cancellation 1.00 ltem 9.00 month(s) 1.49 GBP
5 Lync Cancellation Cancellation 5.00 Item 9.00 month(s) 1.69 GBP
5 Outlook Client Licence Cancellation Cancellation 5.00 Item 9.00 month(s) 1.49 GBP
*Required fields -
Back Place Order ancel
7. The next screen will confirm that the order has been placed. You will now need to go to the orders screen
Home > Operstions > Customers > Account #1000152 Cob M: >
Subscription #1023969 Flex Plan 2013 12-Month
m Notes | Orders | Resources | Service Status History | Service Props
@ Cancellation Order #CLO09357 has been placed.
Renew Subscription Synchronize Cancel Subscription Destroy
Main
ID 1023969
Subscription Name Flex Plan 2013 12-Month
Customer 1000152 Cob Management
8. Select the Cancellation Order in New Status
Home > Operations > Customers > Account #1000152 Cob Mansgement >
Subscription #1023969 Flex Plan 2013 12-Month
General | Notes m| Resources | Service Status History | Service Props
Customer Orders
[ Add New Order
10 total | Show Search
Crder Number Order Type Order Date Status
CLOD9357 Cancellation Crder 10-Cect-2014 New
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9. Select Open Order

Home > Operations > Customers > Account #1003221 Parallsls Tast >

Order CL008988 of 14-Aug-2014

Service Usage Details | Notes | Aftributes | Provisioning ltems | Documents

Cancel Order Open Order

QOrder ID 1035353

Order Number CL008988

Order Type CF Cancellation Order
Customer 1003221 Parallels Test
Order Status (O New

Creation Time 14-Aug-2014 17-08:00

10. The order will now go to a state of Completed. The final step is to destroy the subscription. Go to Subscriptions

Home > Dperstions > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods €_Subscriptions _J Terms and Gonditions | Users
General Documents | MNotes | Orders

Account Information
Account 1003221

Company Name Parallels Test

11. Choose the subscription from the list

Home > Operations > Customers >

Account #1003221 Parallels Test

General | Documents | Notes | Orders

Additional Information | Payment Methods Terms and Conditions | Users

Subscriptions
1 total | Show Search

ID  Subscription Name Plan Start Date Expiration Date Status ~

1030624  Hyper-V Web Hyper-V Web 14-Aug-2014 14-Sep-2014 () Terminated

1 total

12. Press Destroy Subscription

Home > Operstions > Customers > Account #1000152 Cob

Subscription #1023969 Flex Plan 2013 12-Month
Notes | Orders | Resources | Service Status History | Service Props

Renew Subscription Restore Terminated Subscription Synchronize Cancel Subscription

Main

ID 1023969

Subscription Name Flex Plan 2013 12-Month
Customer 1000152 Cob Management

This will destroy the subscription and all remnants that remain on the system.

Senice Status

@ Stopped



Cancelling Domains

If you wish to remove the domain name from the control panel completely so the
connected services no longer work then please follow the instructions below in full. If you
are just looking to cancel the domain name so the services are still connect (i.e. if the
customer is changing Domain Registrar), then please skip to instruction number 11.

If the domain is to be transferred to a new supplier, please contact support@cobweb.com.
They can arrange for the relevant changes to be made, to enable the domain to be
transferred.

1. You will need to go to the Billing side of the Control Panel:

> rﬂm;mom @ Logeut

New Reseller

| o

2. Now find the account that you are looking to cancel the Domain for. Select the option called Customers

12} Mew Reseller
= &g Operations
o
&, Resellers
@] Subscriptions
9 orders
oH Provisioning
B Tickets

3. Find the customer from the list

Balance Account Currency Creation Date Last Billing Date Account Status Color
Select Ct
Balance Account 1t Currenc: 'y Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 € Cancelled (] Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 Active [l Green
1016803  Parallels 5.5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00:00 Active (] Grey
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-0ct-2013 00:00:00 Active (] Grey

4. Login to the Customers Control Panel

Home > Operations > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Tel

Account Information

Account 1003221

Company Name Parallels Test

Login under the User


mailto:support@cobweb.com
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5. Select the All Domains Subscription from the drop down box in the top right hand corner of your screen, you can also view the
domains from any subscription within the control panel

Subscriber Cams Admin (Account 1D: 1000152)
Subscription | All Domains v

6. Select Hosted Domains from the headers as shown below

cOBW=B

Home Registered Domains Hosted Domains s Help & Su
Account
Outstanding Invoices 0.00 GBP
« Financial Documents « Payment Methods
+ Admins « Change Password

« Subseriptions

Store

Here you can buy additional services, domains and more
+ Buy More Services + Register New Domain
» Buy Additional Resources « Change Service Plan
Domains

Manage your domains and domain names.

+ Registered Domains

7.  Select the domain you wish to remove from the list

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack
Paraliels Pane] >
Hosted Domains
Manage hosting services for your domains and subdomains.
test
4 Register New Domain <k Transfer Existing Domain <k Add Existing Domain Reg
1total | Show Search
D Domain Name ~ Web Hosting Mail Hosting

25565 cobwebtraining.com Microsoft Exchange
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8. Select the Exchange Tab and select Remove Hosting

COBW=B

Home Users Exchange SharePoint Microsoft Lync Ho:

Parallels Panel > Hosted Domains >

cobwebtraining.com

Summary | DNS

On this page you can view current Exchange domain configuration

Exchange Domain Configuration

Accepted Domain Type Authoritative Domain

Messages are delivered to a recipient th

9. You will see a pop up box appear asking to confirm that you wish to remove Exchange Hosting. Select OK

The page at https://controlpanel.cobweb.com says: *

Do you really want to remove Microsoft Exchange hosting?

10. On the following screen you will see the Exchange Header has now gone. You can now select Delete. This will remove the
domain from the panel

COBW=B

Home Users Exchange SharePoint Microsoft Lync Hosting Pack Help
Parsliels Panel > Hosted Domains >

cobwebtraining.com

General

D 25565

Name cobwebtraining.com

In Sync @ No

Zone management ability @ Enabled

Edit
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11. Go back into the customer’s account within the Billing Section

Home > Operations >

Customers

Customers

4 New Customer Account [, Search For Account

Account ID Account Name Balance Account Currency Creation Date  Last Billing Date Account Status Golor

parallels il A v v -

6total | Hide Search

) Resst Search

Select Co
Account ID  Account Name A Balance Account Currency Creation Date Last Billing Date Account Status Color
1011906 46 Parallels 0.00 GBP GBP 16-Jul-2012 24-Aug-2012 00:00:00 @ Cancelled (1] Grey
1012129 46 Parallels 0.00 GBP GBP 20-Aug-2012 14-Aug-2014 00:00:00 (O Active (Ml Green
1016803  Parallels 5 5 Test Migration Customer 1 0.00 GBP GBP 09-Jul-2014 14-Aug-2014 00:00-00 (O Active (1] Grey
1003221 Parallels Test 0.00 GBP GBP 12-Mar-2010 14-Oct-2013 00:00:00 (O Active (] Grey
12. Select the Subscriptions Tab
Home > Operations > Customers >
Account #1000152 Cob Management
Additional Information | Payment Methods § Terms and Conditions | Users
Documents [ Notes | Crders
Account Information
Account 1000152
Company Name Cob Management
13. Select the Domain Subscription
Home > Operstions > Customers >
Account #1000152 Cob Management
General | Documents | Notes | Orders
Additional Information | Payment Methods [BEILEMIUBIER| Terms and Conditions | Users
Subscriptions
1 total | Show Search
ID  Subscription Name a Plan Start Date Expiration Date Status Service Status
1021869  cobwebtraining.com com domain 02-May-2013 10-Mar-2015 D Active () Running

14. Select the Cancel Subscription

Home > Operations > Customers > Account #1000152 Cob >

Subscription #1021869 cobwebtraining.com

m Notes | Orders | Resources | Service Status History

Renew Subscription Synchronize Destroy
Main
ID 1021869
Subscription Name cobwebtraining.com
Customer 1000152 Cob Management
Service Plan 17 .com doemain

Promoted by
Status (DActive

Service Status (JRunning
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15. On the next screen there are a few options to change and update:
a. Untick “Include Cancellation Fee”
Untick “Include Overusage/Recurring”
Change option for How to process refund to be “Credit Memo”
Update Reason Code
Enter a Comment
Press Next

~eooogo

Home > Operations > Customers > Account 1003721 Farallels Test > Subsaiption #1030843 Cobweb Web Hosting 12-hMonths >

Cancel Subscription

2
Confirm Order

Cancellation Options

Include Refunds ]

Include Cancellation Fee

Include Overusage/Recurring

How to process refund Refund using default payment method
® Credit Memo

Reason Code * Mo Longer Used v

Comment * Mo Longer Reqm‘red|

Order Information
Order Date 16-Aug-2014

Total 0.00 GBP (Charge Customer)

*Required fields T
Next Cancel

Order Details

2 total
ID  Description Detail
1 Refund of Setup Fee for Subscription #1030643 Plan £
2 Managed Web Hosting 12-Maonths Cancellation Cance

16. Check the order total is £0.00 as there should be no charge for cancelling the services. Once happy, press “Place Order”

Home > Operations > Customess > Account #1003221 Parsllels Test > Subsaiption #1030843 Cobweb Web Hosting 12-Months >

Cancel Subscription

1

Set Options Confir

Here you can review your order and select payment method

Order Information

Total Before Taxes 0.00 GBP
Tax Total 0.00 GBP
Total 0.00 GBP
Comments Cancellation of Subscription #1030643. Cancellation Reason: Mo Longer Used. No Longer Required

Order Details

ID  Description Detail Type Quantity
1 Refund of Setup Fee for Subscription #1030643 Plan Setup Refund -1.00 ltem
2 Managed Web Hosting 12-Months Cancellation Cancellation 1.00 ltem

*Required fields [ ]
Back Cancel
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17. The next screen will confirm that the order has been placed. You will now need to go to the orders screen

Home > Operstions > Customers > Account #1003221 Parallels Test >

Subscription #1030643 Cobweb Web Hosting 12-Months
Motes | Orders | Resources | Service Status History | Service Props

() Cancellation Order #CL008995 has been placed.

Renew Subscription Synchronize Cancel Subscription Destroy
Main
D 1030643
Subscription Name Cobweb Web Hosting 12-Months
Customer 1003221 Parallels Test

18. Select the Cancellation Order in New Status

Home > Operations > Customers >

Account #1003221 Parallels Test

Additional Information | Payment Methods | Subscriptions | Terms and Conditions | Users

General | Documents | MNotes

Customer Orders

[a Add New Order & View Archive 7 Bulk Archive
1total | Show Search

Order Number Order Type Account Mame Order Date + Status
CL0O08995 Cancellation Order Parallels Test 15-Aug-2014 (O New

1 total
19. Select Open Order

Home > Operations > Customers > Account #1003221 Parallels Test >

Order CLO08995 of 15-Aug-2014

e e b Service Usage Details | Notes | Aftributes | Provisioning ltems | Documents

Cancel Order Open Order

Order ID 1036139

Order Number CL008995

Order Type CF Cancellation Order
Customer 1003221 Parallels Test
Order Status () New

Creation Time 15-Aug-2014 13:30:00
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20. The order will now go to a state of Completed. The final step is to destroy the subscription. Go to Subscriptions

Home > Operstions > C rs

Account #1003221 Parallels Test
Additional Information | Payment Methods 1 Terms and Conditions | Users

Documents | Notes | Orders

Account Information
Account

Company Name

1003221

Parallels Test

21. Choose the subscription from the list

Home > Opesations > Customers >

Account #1003221 Parallels Test

General

Documents | Notes | Orders

Additional Information | Payment Methods Terms an.d Conditions | Users

Subscriptions
1total | Show Search

ID  Subscription Name Plan Start Date

1030643  Cobweb Web Hosting 12-Months Cobweb Web Hosting 12-Months 15-Aug-2014

1 total

22. Press Destroy Subscription

Home > Operations > Customers > Account #1003221 Parsllels Test >

Subscription #1030643 Cobweb Web Hosting 12-Months

Motes | Orders | Resources | Service Status History | Service Props

Restore Subscription Synchronize Cancel Subscription

Main

D

Subscription Name
Customer

Service Plan

1030643

Cobweb Web Hosting 12-Months

1003221 Parallels Test

620 Cobweb Web Hosting 12-Months [Switch Plan]

Expiration Date

15-Aug-2015

Status ~

() Canceled

This will destroy the subscription and all remnants that remain on the system.

Senvice Status

@ Stopped



