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Cisco Service Contract Center Ordering Quick Reference Guide ( up dated on 1  N ovem b er, 2 0 0 4 )  

 
C i s c o  S e r v i c e  C o n t a c t  O r d e r i n g  a n d  M a n a g e  C o n t r a c t s  f o r  R e s e l l e r s  
 
This quick reference guide is intended to assist C isco custom ers and resel l ers w ith the m ost 
frequentl y  used features of C isco S C C .  The Q uick R eference G uide is a com p act reference tool  that 
incl udes b rief step -b y -step  instructions for C isco contract ordering m anagem ent and searching 
tasks.  P l ease fol l ow  the instructions for each task.  This reference guide is ap p l icab l e for b oth 
S m artnet and S M B  S up p ort A ssistant serv ice contracts.   

How to Log on to Cisco SCC  
How to Loca te  Contr a cts U sing Q u ick  Se a r ch  
How to Loca te  Contr a cts U sing A d v a nce d  Se a r ch  
How to Loca te  Contr a cts U sing R e ne wa l  B u sine ss Su m m a r y  
How to A d d  N on Ch a r ge a b l e  M od u l e s or  Ca r d s to E x isting Ha r d wa r e  
How to M ov e  E q u ipm e nt 
How to D ownl oa d  Contr a ct 
How to M a k e  Ch a nge s to E x isting Contr a cts 
How to Ch e ck  Se r v ice  A v a il a b il itie s v ia  th e  Se r v ice  A v a il a b il ity  M a tr ix  tool  
How to Se t R e se l l e r  P r e f e r e nce  
How to R e giste r  Contr a cts 
How to Su b m it a n O nl ine  Su ppor t R e q u e st 
O th e r  U se f u l  Link s a nd  I nf or m a tion 

 

F or m ore inform ation on C isco S C C ,  p l ease refer to the C isco S C C  e-l earning tutorial  that can b e 
accessed from  the H el p  l ink w ithin the C isco S C C .  
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H o w  t o  L o g  o n  t o  C i s c o  S C C   
Note :  B e f or e  l ogging on to Cisco SCC, y ou  m u st f ir st ob ta in a  Cisco.com  U se r  I D  ( CCO  I D ) . 
1 . O pe n y ou r  W e b  b r owse r  a nd  na v iga te  to www.cisco.com .  

 
2 . Cl ick  th e  Partners & Resellers l ink  on th e  l e f t h a nd  sid e  of  th e  Cisco.com  h om e  pa ge . 
3 . Se l e ct th e  Serv i c e Co ntrac t Center l ink  l oca te d  in th e  R e l a te d  Tool s se ction on th e  f a r  r igh t 

of  th e  pa ge . 
4 . Cl ick  th e  L o g i n to  SCC l ink  l oca te d  in th e  ce nte r  of  th e  pa ge . 
5 . E nte r  y ou r  Cisco.com  u se r  I D  a nd  pa sswor d  a nd  cl ick  th e  O K  b u tton. Th e  Serv i c e Co ntrac t  
 
      Center Ho m e pa ge  d ispl a y s in a  ne w b r owse r  wind ow. 
Note:  To r e giste r  f or  a  Cisco.com  u se r  I D , cl ick  th e  f ol l owing l ink  a nd  com pl e te  th e  Cisco.com  
R e gistr a tion f or m :   h ttp: / / tool s.cisco.com / R P F / r e giste r / r e giste r .d o 
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H o w  t o  S e a r c h  f o r  E x i s t i n g  C o n t r a c t s  
 

F r e q u e ntl y , y ou  wil l  ne e d  to se a r ch  f or  a n e x isting contr a ct b e f or e  a ctu a l l y  cr e a ting th e  q u ote  a nd  
su b m itting it f or  or d e r . To f ind  contr a cts, y ou  ca n u se  th e  Q u ick  Se a r ch , A d v a nce d  Se a r ch , or  M y  
Contr a cts f e a tu r e s. A noth e r  m e th od  is to u se  th e  R e ne wa l  B u sine ss Su m m a r y  f e a tu r e , wh ich  is 
spe cif ica l l y  d e signe d  to h e l p y ou  l oca te  r e ne wa l  oppor tu nitie s. 

Ho w  to  lo c ate c o ntrac ts o r q u o tes u si ng  Q u i c k  Searc h  
1 . F r om  th e  Cisco SCC Hom e  pa ge , ch oose  Contr a ct N u m b e r  or  q u ote  nu m b e r  f r om  th e  Q u i c k  

Searc h  d r op-d own l ist. 

 
2 . E nte r  th e  q u ote  nu m b e r  or  contr a ct nu m b e r  in th e  G o !  f ie l d . 
3 . Cl ick  th e  G o !  b u tton. Y ou r  se a r ch  r e su l ts a r e  d ispl a y e d  on th e  Co ntrac t Detai ls pa ge . 
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Ho w  to  lo c ate c o ntrac ts u si ng  A d v anc ed  Searc h  
1 . Cl ick  th e  A d v anc ed  Searc h  l ink  l oca te d  on th e  Q u ick  Se a r ch  m e nu  b a r . Th e  A d v anc ed  

Searc h  pa ge  d ispl a y s. 

 
2 . E nte r  th e  a ppr opr ia te  d a ta  in a ny  of  th e  se a r ch  f ie l d s. Th e  m or e  y ou  spe cif y , th e  m or e  r e f ine d  

y ou r  se a r ch . Y ou  ca n e nte r  d a ta  in th e  f ol l owing se ctions of  th e  A d v anc ed  Searc h  pa ge :  
� Contr a ct N u m b e r  
� Se r v ice  Le v e l  
� Contr a ct La b e l  
� Site  I nf or m a tion 

3 . Cl ick  th e  Su b m i t b u tton. Y ou r  se a r ch  r e su l ts a r e  d ispl a y e d  on th e  Searc h  Resu lts pa ge . 
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Ho w  to  lo c ate c o ntrac ts u si ng  Renew al B u si ness Su m m ary   
Th e  R e ne wa l  B u sine ss Su m m a r y  is a  powe r f u l  se a r ch  a nd  a na l y sis tool  f or  y ou  to id e ntif y  
r e ne wa l  oppor tu nitie s. I t a l l ows y ou  to r e v ie w a nd  se l e ct contr a cts of  th e  h igh e st pr ior ity . Th e  
oth e r  se a r ch  te ch niq u e s a l l ow y ou  to r e tr ie v e  ind iv id u a l  r e cor d s. Th is pr oce ss cou l d  b e  v e r y  tim e -
consu m ing if  y ou  we r e  to r e v ie w e v e r y  contr a ct y ou  cr e a te d  ov e r  th e  pa st y e a r . Th e  R e ne wa l  
B u sine ss Su m m a r y  d ispl a y s contr a cts b a se d  on th e ir  e x pir a tion d a te s. Th is ty pe  of  sor ting h e l ps 
y ou  id e ntif y  r e ne wa l  oppor tu nitie s q u ick l y  a nd  e a sil y . 
1 . Cl ick  th e  Renew al B u si ness Su m m ary  l ink  b e l ow th e  Co ntrac ts ta b . Th e  Renew al 

B u si ness Su m m ary  pa ge  d ispl a y s. 

 
2 . Cl ick  one  of  th e  f ol l owing l ink s to d ispl a y  th e  ca te gor y  of  contr a cts y ou  wou l d  l ik e  to se e :  

a . Past Du e ( 3 1 -9 0  d ay s)  
b . Past Du e ( 0 -3 0  d ay s)  
c. E x p i res i n 9 0  Day s 

3 . Th e  Cu sto m er Detai l pa ge  d ispl a y s. A  l ist of  cu stom e r s with  contr a cts in th e  ca te gor y  y ou  
se l e cte d  is sh own. A t th is l e v e l  y ou  ca n v ie w th e  cu stom e r ’ s se r v ice  l e v e l , contr a ct, e x pir a tion 
d a te , a nd  ne t contr a ct a m ou nt.   

 
 
 
 
 
 
 
 
 
4 .   Cl ick  on th e  Cu stom e r  N a m e  to v ie w th e  contr a ct d e ta il s a nd  se nd  y ou r  r e ne wa l  r e q u e sts to 
y ou r  d istr ib u tor  to h a v e  th e  se r v ice  contr a ct r e ne we d .   
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H o w  t o  Ad d  p r o d u c t s  t o  E x i s t i n g  C o n t r a c t s  
Y o u  c an ad d  no n-c h arg eab le m o d u les and  c ard s to  ex i sti ng  h ard w ares. 
1 .   U nd e r  M y  Co ntrac t ta b , go to Q u i c k  Task  a ction b ox , se l e ct A d d  Pro d u c ts to  E x i si tng    

Co ntrac ts in th e  d r op b ox , e nte r  th e  contr a ct nu m b e r  or  se a r ch  b y  com pa ny  na m e  th e n cl ick  
su b m it. Th e  M y  Co ntrac t P a ge  d ispl a y s. 

 2 . Ch oose  Su b m i t a Req u est f o r A d d i ng  N o n-c h arg eab le Card s o r M o d u les to  E x i sti ng  
Hard w are a nd  cl ick  su b m it. 

 3 . Y ou  m a y  a d d  th e  pr od u cts to a n e x isting site  on y ou r  contr a ct, or  cr e a te  a  ne w site  if  it is not 
l iste d .  

4 . E nte r  th e  pr od u cts a nd  se r ia l  nu m b e r s y ou  wish  to a d d  a nd  cl ick  su b m it. ( R e f e r  to th e  b e l ow 
f igu r e ) Y ou r  r e q u e st wil l  b e  pr oce sse d  with in 4 8  h ou r s u pon v e r f ica tion a nd  a  Cisco 
r e pr e se nta tiv e  m igh t conta ct y ou  if  m or e  inf or m a tion is r e q u ir e d .  
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H o w  t o  M o v e  E q u i p m e n t  f r o m  O n e  S i t e  t o  An o t h e r  
SCC allo w s u sers to  m o v e eq u i p m ent f ro m  o ne si te to  ano th er w i th i n th e sam e c o ntrac t.  
 

  
1 .   U nd e r  M y  Co ntrac t’ s ta b , go to th e  Q u i c k  Task  a ction b ox , se l e ct M o v e E q u i p m ent in th e  

d r op b ox , e nte r  th e  Co ntrac t N u m b er or  se a r ch  b y  Co m p any  N am e th e n cl ick  su b m it. 
2 .   Se v e r a l  ta sk s ca n b e  pe r f or m e d  in h e r e , th e se  incl u d ing Sh o w  Seri al N u m b ers f o r Selec t 

Pro d u c ts, Sh o w  A ll Seri al N u m b ers f o r Selec ted  Si tes, M o v e Selec ted  Pro d u c ts, M o v e 
A ll Pro d u c ts f ro m  Selec t Si tes or  A d d  Pro d u c ts to  Si te. 

3 .   To m ov e  pr od u cts f r om  one  site  to a noth e r , se l e ct th e  site  or  th e  pa r ticu l a r  pr od u ct y ou  wish  
to m ov e  a nd  ch oose  M o v e Selec ted  Pro d u c ts th e n cl ick  su b m i t.  
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 4 . You may move the p r od uc ts  to an  ex i s ti n g  s i te on  your  c on tr ac t,  or  c r eate a n ew  s i te i f  i t i s  n ot l i s ted .   

 5 . To conf ir m  th is m ov e , cl ick  on Co nf i rm  M o v e.  
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H o w  t o  D o w n l o a d  C o n t r a c t s  i n  S C C  
Y o u  c an d o w nlo ad  c o ntrac ts and  p ro d u c ts i nf o rm ati o ns f ro m  M y  Co ntrac ts tab . 
 
 

  
1 .   U nd e r  M y  Co ntrac t’ s ta b , go to Q u i c k  Task  a ction b ox , se l e ct Do w nlo ad  Co ntrac t in th e  

d r op b ox , e nte r  th e  Contr a ct N u m b e r  or  se a r ch  b y  Com pa ny  N a m e  th e n cl ick  su b m i t. 
2 .   Y ou  h a v e  th e  ch oice  to Do w nlo ad  Pro d u c t O nly , Pro d u c t +  Co nf i g u rati o n or  A ll Pro d u c ts. 

E nte r  y ou r  e m a il  a d d r e ss in th e  r e cipe nt’ s e m a il  se ction to h a v e  th e  contr a ct inf or m a tion se nd  
to th is e m a il  a d d r e ss or  j u st cl ick  v ie w now to v ie w th e  contr a ct d e ta il s on scr e e n.  
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H o w  t o  m a k e  c h a n g e s  t o  E x i s i t i n g  C o n t r a c t s  
SCC a l l ows u se r  to m a k e  ch a nge s to th e ir  e x isiting contr a cts. B e f or e  m a k ing ch a nge s to E x isiting 
Contr a cts y ou  wil l  ne e d  to l oca te  th e  contr a cts f ir st. P l s r e f e r  to Ho w  to  L o c ate Co ntrac ts Usi ng  
Q u i c k  Searc h  or  A d v anc e Seac h  se ction f or  m or e  d e ta il s.  
1 .   O nce  th e  contr a ct is ope n, se l e ct th e  d e sir e  ta sk  f r om  th e  d r op d own b ox  u nd e r  Co ntrac t 

Detai ls. Se v e r a l  ta sk s ca n b e  pe r f or m e d  in h e r e  th e se  incl u d ing E d i t B i lli ng  A d d ress and  
Co ntac t, Sav e Co ntrac t N o tes, Sav e Co ntrac t lab el, Di sp lay  Co ntrac t Su m m ary , 
Do w nlo ad  Co ntrac ts, Create a Renew al Q u o te a nd  A d d  Pro d u c ts to  Q u o te.  

 2 .   Y ou  ca n e d it th e  site  or  pr od u ct inf or m a tion b y  cl ick  on th e  Si te h y pe r l ink . Ta sk s ca n b e  
pe r f or m e d  incl u d ing E d i t Si te A d d ress and  Co ntac t, Sav e Si te L ab el, Sav e Si te N o tes, 
Sh o w  Pro d u c t Co nf i g u rati o n, Do w nlo ad  Si te, M o v e Pro d u c t, E d i t Seri al N u m b er, E d i t 
N am e/ I P A d d ress a nd  A d d  Pro d u c ts to  Si te. Th e  Si te Detai ls pa ge  d ispl a y s. 
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 3 . To E d it th e  cu r r e nt site  d e ta il s. Se l e ct E d i t Si te A d d ress and  Co ntac t f r om  th e  d r op d own 
b ox  to m a k e  ch a nge s to e x isiting d e ta il s.  

 4 .   P l a ce  th e  ne w site  a nd  conta ct d e ta il s in h e r e  a nd  cl ick  Send  Req u est. Y ou r  r e q u e st wil l  b e  
pr oce sse d  with in 4 8  h ou r s u pon v e r if ica tion.  
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H o w  t o  C h e c k  S e r v i c e  Av a i l a b i l i t i e s  v i a  S e r v i c e  Av a i l a b i l i t y  M a t r i x  
 
Ch e ck  Se r v ice  a v a il a b il ity  v ia  Se r v ice  A v a il a b il ity  M a tr ix . Th is is u se d  to v e r if y  th e  a v a il a b il ity  of  
Logistics a nd  F ie l d  E ngine e r ing se r v ice s wor l d wid e . Th is tool  incl u d e s inf or m a tion f or  Sm a r tN e t, 
SP -B a se  a nd  SM B  Su ppor t A ssista nt pr ogr a m s. 
 

  
 

1 .   Cl ick  on Pri c i ng  and  A v ai lab i li ty  ta b  a nd  th e n cl ick  on th e  Serv i c e A v ai lab i li ty  M atri x  l ink . 
 
2 . To se a r ch  th e  se r v ice  a v a il a b il ity  f or  a  pa r ticu l a r  pr od u ct, y ou  wil l  ne e d  to se l e ct a  Pro d u c t 

F am i ly , th e  a ctu a l  Pro d u c t, th e  Th eatre a nd  th e  Co u ntry  f r om  e a ch  of  th e  d r op d own l ist, 
e nte r  th e  l oca tion city  or  post cod e  of  th e  pr od u ct th e n cl ick  Su b m i t. Y ou  ca n ch oose  to v ie w 
th e  se r v ice  a v a il a b il ity  d e ta il s on scr e e n or  e m a il  it to y ou  a s a n a tta ch m e nt. 
 

  



 

 13 

 
C h e c k  S e r v i c e  Av a i l a b i l i t y  f o r  M u l t i p l e  P r o d u c t s  
 
Se r v ice  A v a il a b il ity  M a tr ix  a l l ows u se r  to ch e ck  th e  se r v ice  a v a il a b il ity  a ga inst m u l tipl e  pr od u ct a t 
th e  sa m e  tim e . 
 

  
1. Cl ick  on B u l k  Se a r ch  l ink  th e n f ol l ow th e  ste p b y  ste p instr u ction f r om  th is pa ge .  
2. F ir st cl ick  on th e  r igh t m ou se  b u tton a nd  sa v e  th e  b u l k  se a r ch  te m pl a te  to y ou r  

LA N / D e sk top. Th e n f il l  in th e  te m pl a te  incl u d ing v a l id  sy nta x  f or  e a ch  f ie l d  a nd  r e m ov e  th e  
a ctu a l  instr u ctions a f te r  com pl e tion. Sa v e  th is spr e a d sh e e t to y ou r  LA N / D e sk top. La stl y , 
u pl oa d  th e  f il e  to th is tool  b y  cl ick ing on th e  B r owse  b u tton a nd  se l e ct th e  f il e , e nte r  y ou r  
e m a il  a d d r e ss in th e  a d d r e ss f ie l d  pr ov id e d  th e n pr e ss go. 

3. Th e  r e su l ts wil l  b e  se nt to th e  e m a il  a d d r e ss pr ov id e d .  
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H o w  t o  S e t  R e s e l l e r  P r e f e r e n c e  
 
R e se l l e r s h a v e  th e  ch oice  to se t th e ir  own d e f a u l t d istr ib u tor s th a t th e y  wish  to su b m it th e  or d e r s 
to. 
 
1 .   Cl ick  on A d m i ni strati o n ta b  th e n se l e ct Reseller Pref erenc e. 
 
2 .   Th e  Reseller Pref erenc e pa ge  d ispl a y s. I n h e r e , y ou  ca n u pd a te  th e  r e se l l e r  conta ct 

inf or m a tion, se l e ct d istr ib u tor , e nte r  th e  d istr ib u tor ’ s a ccou nt nu m b e r  a nd  e nte r  or d e r  
conf ir m a tion e m a il  a d d r e ss f or  notif ica tions th e n pr e ss Up d ate.  

 

  
 
H o w  t o  R e g i s t e r  C o n t r a c t s  
R e se l l e r  ca n r e q u e st r e giste r  contr a cts b y  e m a il ing to ops-su ppor t@ cisco.com  
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H o w  t o  S u b m i t  a n  O n l i n e  S u p p o r t  R e q u e s t  
You c an  s ub mi t an  on l i n e s up p or t r eq ues t d i r ec tl y f r om C i s c o S C C .  

1 . Cl ick  th e  F eed b ac k  l ink  l oca te d  in th e  u ppe r  r igh t cor ne r  of  Cisco SCC. Th e  Pro v i d e 
F eed b ac k  f or m  d ispl a y s. 

 
2 . F il l  in th e  f e e d b a ck  f or m  with  y ou r  su ppor t r e q u e st. P r ov id e  y ou r  u se r  I D  a nd  th e  ste ps y ou  

took  to ge ne r a te  th e  issu e . 
3 . Cl ick  th e  Su b m i t b u tton. Th e  User N o ti f i c ati o n pa ge  conf ir m s th a t y ou r  su ppor t r e q u e st h a s 

b e e n su cce ssf u l l y  su b m itte d . Y ou  wil l  b e  conta cte d  with in 2 4  h ou r s with  a n u pd a te . 
 
4 . I f  y ou  ne e d  a ny  f u r th e r  h e l p in r e l a tion to q u oting, or d e r ing a nd  m a na ging contr a cts pl e a se  

conta ct ou r  se r v ice  sa l e s consu l ta nt d ir e ctl y  a t ops-su ppor t@ cisco.com  
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O t h e r  U s e f u l  L i n k s  a n d  I n f o r m a t i o n  
 
F or  m or e  inf or m a tion on Cisco SCC, pl e a se  r e f e r  to th e  Cisco e -l e a r ning tu tor ia l  th a t ca n b e  
a cce sse d  f r om  th e  h e l p l ink  l oca te d  a t th e  top r igh t h a nd  sid e  cor ne r .  
 
W ith in th is He l p se ction th e r e  is a  F A Q  se ction wh ich  is a  q u ick  wa y  to ob ta in a n a nswe r  f r om  
f r e q u e nt a sk e d  q u e stions r e ga r d ing SCC a ppl ica tion a nd  u sa ge .  
 
I f  y ou  ca n' t r e m e m b e r  y ou r  CCO  pa sswor d  y ou  ca n se nd  a n e m a il  to a  cco-l ock sm ith @ cisco.com . 
A n a u tom a tic ch e ck  wil l  v e r if y  th a t y ou r  e -m a il  a d d r e ss is r e giste r e d  with  Cisco.com . I f  su cce ssf u l , 
a ccou nt d e ta il s with  a  ne w r a nd om  pa sswor d  wil l  b e  e -m a il e d  to y ou . 
 
 
 
 
 

 
 
 
 


