Access Ordering Web Interface 
User Registration, User ID/Password, CUA functionality

Frequently Asked Questions: 
User Registration Frequently Asked Questions
Q:  How do I apply for an Access Ordering Account and what are the steps involved? 
A: 1. Customer’s who wish to obtain an Access Ordering Account should contact their Company 
           User Administrator (CUA) to obtain your Company Authorization Code. 

       2. Complete the Access Ordering Request Form: 

            https://www22.verizon.com/wholesale/secure/register/form.jsp?app=AORD
        3. Contact your Company User Administrator (CUA) once you’ve submitted the request form.
       4. Your Company User Administrator (CUA) will approve/submit the request to Verizon for 
processing.

       5. Verizon will process the Access Ordering ID request within 15 business days.
       6. Your Company User Administrator (CUA) will complete the request and provide you with the 
following information: User ID, Password, login URL.
Q:  How can I find out who my Company User Administrator (CUA) is?

A: Please send an email to: wholesaleaccesssupport@verizon.com and Verizon will provide you with your   

      Company User Administrators contact information. 
Q:  How do I apply for an Access Ordering CUA Account? 

A:  If your company has agreed to designate you as the Company User Administrator, please:
        1. Complete the Authorization Code Request Form:  

                 https://www22.verizon.com/wholesale/secure/register/code/form.jsp?app=AORD
                    A. Upon review of the Authorization Code Request Form, Verizon will validate your 

                      Company Name and CCNA
*If we have found a discrepancy on your request form, we will document the discrepancy and notify you by phone or email. If we have not detected any discrepancies within your request form:

                 B. Verizon will assign and provide you with the authorization code within 5 business days.         
        2. Please enter the authorization code provided to you when completing the Access Order CUA 
Request Form at:  https://www22.verizon.com/wholesale/secure/register/form.jsp
          3.  Document and save the request ID number presented on the confirmation page along with 

            the password you created.
        4. Please allow Verizon 15 business days to process your ID request.
        5. Once your request has been processed, you will be notified by email to retrieve your User 

             Credentials (ID/Password) online. You will be required to populate the following fields:  

             - Request ID number 
             - Password 

             - Last Name 
             - Secret question  
             - Secret answer
        6. Once you have entered the appropriate fields, you will be presented with your
             - Access Ordering User Credentials (ID/Password)  
             - Access Ordering Login URL 

             - Access Ordering Company User Administrator (CUA Console) URL
User ID/Password Frequently Asked Questions

Q: What URL should I use for access into the Access Ordering Web Interface?
A: Please use the following URL and select “Login to Access Ordering”: http://www22.verizon.com/wholesale/access/ordering/
Q: How do I resolve “your login attempt has failed”?
A:  After the second unsuccessful login attempt: 
       - Click on the “Forget your Password” link 

       - Enter your user ID

       - Hit next

       - Answer the secret question 

       - Enter and confirm your new password
       - Click on the “submit” button

       - Click on the “return to your account” hyperlink 

       - Enter your existing user ID and your new password
Q: How many logon attempts do I have before getting locked out of the system?
A: Your account will be locked after 3 unsuccessful login attempts.
Q: How long will my account remain locked?
A. Your account will remain locked for 15 minutes. After 15 minutes, you may attempt to reset your password. 

Q: How can I determine if I am using the correct user ID?
A: Click on the “Forget your Password” link, enter your user ID and hit the submit button. The results provided will advise if the User ID entered is valid.
Q:  How many characters should I enter when changing my password?

A:  Please enter a combination of eight (8) alpha-numeric characters.
Q: How long does it take for a password reset to become effective?
A: Immediately, but we recommend that you wait at least 1-3 minutes before logging into the application.
Q: After I answered the secret question and changed my password, I was able to login to the Access Ordering Web Interface, but now the system has prompted me to change my password and assign a another secret question/answer. Should the system prompt me to assign another password and secret question/answer?  

A:  To ensure that Verizon has provided you with a secure environment, all users will be required to designate a new password and secret question/answer upon initial login to the Access Ordering Web Interface.

Q: I reset my password but still cannot login to Access Ordering?
A:  Please send and email to:  wholesaleaccesssupport@verizon.com  along with your user ID, exact error message that you are experiencing and Verizon will review and assist you with resolving your login issue. 

CUA Frequently Asked Questions: 
Q: I have been designated as the Company User Administrator (CUA) but cannot access the Access Ordering Web Interface or the Wholesale User Administrator Console.  What should I do? 
A: Company User Administrators who are unable to login to the Access Ordering Web Interface or the User Administrator Console may send an email to:  wholesaleaccesssupport@verizon.com along with your user ID, exact error message that you are experiencing and Verizon will review and assist you with resolving your login issue. 

Q:  I am a Company User Administrator (CUA), how do I reset a password for a user?
A:  Login to the Wholesale User Administrator Console at: http://www22.verizon.com/wholesale/access/ordering/ 
- Go to the top of the screen and select “Managed Users”

- Select View users of AORD
- Locate the user and select the “reset password” hyperlink

- Enter a new 8 alpha- numeric password and hit submit
- Provide new password to the user
Q: I have been designated as the Company User Administrator and require assistance in setting up a new user. 

A:  1. Verify if the user requesting an Access Ordering Account should have access to this  

          Interface. 
      2. Provide the authorization code to the user and have them complete the following form    

          https://www22.verizon.com/wholesale/secure/register/form.jsp?app=AORD
      3. Advise user to notify you once the request form has been submitted   
      4. Login to the Wholesale User Administrator Console using your existing Access Ordering    

          ID & Password http://www22.verizon.com/wholesale/access/ordering/ 

      5. Select the Approve/View Request Queue 

      6. Select Approve 

      7. Scroll down to the bottom of the page: Click on CCNA and select the arrow located on the  

          outside of CCNA box. 

      8. Verify the AORD privilege check box is selected. 

      9. Click on the “approve” button located on the bottom of the page. 

     10. Document and save the request ID number presented on the confirmation page                 

           (The Request ID number notifies Verizon that your Company has submitted a request).

     11. Once Verizon has processed the ID request, the request will be routed back to your console 
           for completion within 15 business days. 

     12. Log into the console within 15 business days and click on the Approve/View Request Queue 

            Hyperlink

     13. Click on the “complete request” hyperlink

     14. Select Submit 
     15. Document and save user ID and password 
     16. Provide the user with their user ID, password and URL for access into the Access Ordering Web 

           Interface
