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Manual Revision History

Version

Updated

Detail of change

1.4

2010/07/13

1.3: Changed text

2.1.3: Add text on “multiple request”

15

2010/08/31

4.1: About password character

6: Instruction for “system down time”

1.6

2010/10/04

1.4: About ACR column row and adding extral0 rows

2.1.3, 3.1.3, 5.1.2: Add note on Clear button of XML

1.7

2010/10/28

4.1 About password character

1.8

2011/01/17

3.1: Text update
Before: 3. The secondary E-mail (E-mail2) address is for notifications purposes
only and is not to be required unique. The same E-mail address can be used

multiple times in one CSL.

After: 3. The secondary E-mail (E-mail2) address is for notifications purposes

only, copied email will be sent to requestor’'s Email2

7: Updated Field Descriptions

*Chinese Model dependence characters are no longer acceptable to input in
every field. If you have any characters shown as “?” on CSL. Please update

to non model dependence characters. Thank you

1.9

2011/03/24

6: Added not of when the system is under maintenance or incident.

2.0

2011/07/13

1.2 Updated note on browser compatibility.

* Please note that opening multiple pages of the system with tab browser may

cause error when submit.

1.4.2 Updated TDC2 default authorization pattern
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2.1 2014/03/17 1.5.2 STEP2 CSL Update
(Note 2) Updated the explanation of input characters.
(Note 3) Updated the description of access levels.
(Note 5) Updated the limit to the number of characters
2.2 2014/06/25 7.4 CSL Update Request.

5: Add note the explanation of Telephone number
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1 Before Using the Data Center Site
1.1 Terms of Use

The Terms of Use of KVH Portal is based on the KVH Tokyo Data Center User’s Guide, KVH Tokyo Data
Center2 User’s Guide, and KVH Osaka Data Center User’s Guide.

1. Definitions

* 1.1 “Service” is “KVH Portal Data Center Site” or “KVH Portal” offered by KVH in accordance with the
Service Agreement

* 1.2 “CSL” means “Client Summary List” and is a list of individuals (employees of the Customer, etc) with
permission to access KVH data centers on behalf of the Customer (hereinafter referred to as “User”). The
list specifies the permissions (read, edit, submit) for three types of requests: Admission, Shipping/
Receiving, and CSL management.

* 1.3 “ACR” means “Access Control Representative” and is an individual designated by the Customer to
manage the CSL(s) and provide support to End-Users of the Service. As for new customers, please
register ACR on the prescribed form at first.

2. ID and password management

The User will receive a password and account designation upon completing the KVH's registration
process. The User is responsible for maintaining the confidentiality of the password and account and is
fully responsible for activities that occur under the assigned password and account. The User agrees to
(a) immediately notify KVH of any unauthorized use of the password or account or any other breach of
security, and (b) ensure that the User exits from the account at the end of each session. KVH cannot and
will not be liable for any loss or damage arising from the User’s failure to comply with these terms.

E-mail 1 address (Primary) will be used as the KVH Portal login ID. It is compulsory for users, who are
required to view, create, or submit request forms, to register E-mail 1 address.

3. CSL
3-1. CSL registration
Upon first logon, the ACR will confirm the migrated CSL data and submit an approval to KVH.

KVH will not accept CSL update requests that have incomplete or erroneous data.
It is required to adhere to the following rules when registering or changing a CSL:

1. The primary E-mail address (E-mail 1) will be used as the KVH Portal login ID. It is

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 6 KVH PROPRIETARY
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compulsory for users, who are required to view, create, or submit request forms, to register
E-mail 1 address. (Please note that users without an E-mail 1, cannot access the KVH
Portal)

2. The primary E-mail (E-mail 1) must be a unique E-mail address meaning that it can be used
only once as a primary E-mail (E-mail 1) for one CSL.

3. The secondary E-mail (E-mail2) address is for notifications purposes only, copied email will
be sent to requestor’s Email2 and is not to be required unique. The same E-mail address
can be used multiple times in one CSL.

The primary telephone number (Tell) is mandatory for an ACR.

5. Some users are registered to represent multiple Customers or Entities and therefore
registered in multiple CSLs. In such cases, after logon, the user will be presented with a list
of Customers or Entities for which the user has been registered and prompted to select one
of them to proceed further.

3-2. CSL management
Customer is solely responsible for submitting, managing and monitoring the Customer’s CSL(s).

Customer acknowledges and agrees that KVH may also monitor, manage or otherwise process CSLs.
The Customer agrees that CSL are limited to 10 users as default.

3-3. Permissions for requests

Customer is responsible for managing CSL permissions and agrees to update the CSL to reflect the
Customer’s security requirements. For example, the Customer should remove individuals from the list
when they are no longer authorized to access the Customer’s equipment in the data center.

The system supports the following permissions for each user:

1. DC Admission Request

2. DC shipping/ Receiving Request

3. CSL Update Request
For the above permissions, only authorized users can make requests and KVH will not accept requests
that have incomplete or erroneous data.

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 7 KVH PROPRIETARY
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You can activate or inactivate permissions by clicking on each button.

_This becomes active if “E-mail Address 17is filled.
I Activate - View admission request - Edit admission request - Submit admission request
- Inactivate View shipping & receiving Edit shipping & receiving Submit shipping & receiving
package request package request package request

4. Support Services

If any errors occur due to incomplete/incorrect data provided by the Customer, the Customer will need to
resolve the problems. If the problems cannot be resolved, please contact the KVH Service Desk. KVH will
provide technical support based on the KVH Data Center User’s Guide upon request from the Customer.

1.2 System Requirements
To use the Data Center Site, the following system requirements need to be met:
® Platform and supported browser:
» Internet Explorer7 or above, FireFox3.1 or above
® Browser set up
» Enable JavaScript
» Enable Cookie

* Please note that opening multiple pages of the system with tab browser may cause error when
submit.

1.3 Before Log-in

To use the Data Center Site, you first need to be listed on the Client Summary List (CSL). If you are not
yet listed on the CSL and wish to use the Data Center site, ask the Authorized Client Representative
(ACR) to include you on the CSL. After you are registered on the CSL, KVH will provide you with your
user ID and password by e-mail. (For detailed requirements of CSL registration, please refer to Section
3.1)

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 8 KVH PROPRIETARY
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1.3.1 STEP1 Log-in

1) Access the portal site by entering https://portal.kvh.co.jp in the URL.

¥ K¥YH Portal - Mozilla Firefox =101 x|

Eile Edit \ew History Bookmarks Tools Help

- O X o httpsiportal.kvh.coip 3 - I“"‘Gougle P
) |
2] Most Yisited |_L] Getting Startedl¢ Latest Headlines |j Custamize Links |j Free Hotmail |j ‘Windows Marketplace |_L] ‘Windows Media |_L] Windhs
— — — —
| [Ervnportal [ = B
. @ @ P orta I | EVH | IAPANESE | MIANUAL | CONTACT |
UserlD (ynur E-mail address)
Password
Forget wor password?

| &bout Inforreation Security | Privacy Policy | Terms of Use | Ahout KVH |

| C 2009 KVH.Co,Ltd. &1 rights rved.

| Daong '? A

2) On the Log-in screen, enter your user ID and password and click “Log-in”.
#& When you log-in for the first time, use your ID and password provided on “User Registration
Completion Notification” mail sent by KVH. After the log-in, you may change the password. (See
Section 4.1 “Changing the Password”.)
> If you have forgotten your password, click “Forgot the password”. (Refer to Section 4.2 “If you

have forgotten your password”.)

. @ @ P orta l |EVH | TAPANESE | WMANUAL | CONTACT |

UserdlD (yDu.r E-ruail address) I
Pasgword I

Login

Forget your password?

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 9 KVH PROPRIETARY
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3) Click [Data Center] menu at the top of the screen to open the Data Center Site.
#% When you are accessing the [Data Center] menu for the first time, you will be prompted to

agree to the terms of use on the screen.
LICHANGE PASSWORD JCONTACT |

JEVHIJAPARESEFMARUA

@@ Data Center Site
KVH Co,, Ltd Tokyo Test

Ll R
an » e L » - » L I ] . o™ -
L ] » - L » » » » -om )
L o A . - LR AR RRE Sar . “e - " RS
LR - - Ty » AN W . - v rr.» LR ¥ . x
. - L S BN "o i MLt . i ’ a“w » e
- - - - . o R LR o = . - -
yro- e
“n LA - » . n - - ,e - oas “m
. - . - . re- " - . arem
- _ “w L L . . e - b J
"R - e o - » » . »
- . . ) . » - -y - 3 re - . - " an » »
a“n - . * . - - ree raw _ ar -
_ _ “n e L o . e LA _
- TR . ‘e LR A ] -e -
A . L
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1.4 CSL Registration

ACR is required to follow below steps for CSL Registration.

1.4.1 STEP1 Open the “New CSL Update Request” screen.

1) If you have never registered the CSL, after successful login, you will be directed to the [CSL
Initial Set-up] screen.

. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OBA& Co,Ltd. Besort Project

Data Center Logout
| CSL Initialization
Please confirm sour C5L, to activate please click "OK", to add or change user data please click "Edit" "
DC Customer ID RzENWERFAERL]
Mol Name | _Division | Company | Teo | Email ____[Remanks [ _sceess [ srca |
1 Keiko Varada Systern Dept.  OBA CoLtd 03-0937-0957 zucs 200@ kvh-sales com ACE LEVEL & 44

T o | e | ome |

| Ahout Inforral s 7 | Terrus of Use | &b

2) Check the contents on the [CSL Initial Set-up] screen. If there is no need to edit the information,
click [OK] to complete registration. If you need to edit, click [Edit].

. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OBA& Co,Ltd. Besort Project
Data Center | | | | | Logout
| CSL Initialization

Please confirm sour C5L, to activate please click "OK", to add or change user data please click "Edit" "

DC Customer ID RzENWERFAERL]

Mol Name | Diision | Company | T | Emil_____JRemarks| _ecess | ara ]
1 Keiko Varada Systern Dept.  OBA CoLtd 03-0937-0957 zucs 200@ kvh-sales com ACE LEVEL & 44

S
ECEE T

| Ahout Inforral s 7 | Terrus of Use | &b
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. | EVH | JAPANESE | MANUAL | CHAMGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co, Ltd. Resort Project

Data Center Logout

csSLQ

| CSL Update Request | Search | Active CSL |
| CSL Update request

DC Customer ID Iz EV I FAT#SE)
Requester] (lmllmn\ OBA Co,, Ltd. Resort Project
Ke)kn Yarada

Requesi LRV 201006514
“i3 recuired itern

Erowse.. | Applyl C\earl

S e T S N T K7

*Last *Marue Division *Cormpan: *Tel 1 *E-mail 1{Login 10
llYamada [Ieeiko [System Dep  [OBACo.Ltct, [03-0967-0987  [rucs2n0@kvh-sales ACR. |LEVELAJ|4A
Tel 2 E-roail 2
|oso-1234-038 | Clear

Permission for portal (View description)

*Last *Narue Division *Cormpan: Tell E-mmail 1(Login ID)
) | I I I I | [ ILEVELA El |
Tel2 E-mail 2
Clear
Harue Division HCormpan: Tell E-mmail 1(Login ID)
. | | I I I I | [ ILEVELA El |
Tel2 E-mail 2
Clear
Corument

———

You can activate or inactivate pe ions on each button.

_Tms becomes active if “E-mail Address 1is filled
- Activate - View admission request - Edit admission request - Submit admission request
I inactivate View shipping & receiving Edit shipping & receiving Submit shipping & receiving
package request package request package request

Please click “Add10Rows" for adding new 10 rows
XACR is fixed on top row

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 12 KVH PROPRIETARY
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1.4.2 STEP2 CSL Request

1) Onthe “New CSL Update Request” screen, please input the name, company name and other

required information (marked with *) and click "OK”.

-m—m—
*Last *Marne Division *Torapant *Tell *E-mail 1(Login ID) =oE
1|Yamada [keiko [System Dep [OBACo.ltd, [03-0987-0987  [aucs200@kvh-sales ACR |LEVELAJ|4A
Tel 2 E-mail 2
|pao-1234-088 |

Clear

Permission for portal (¥iew deseription)

*Last *Hame Division

“Compan Tel 1 E-tail 1(Login D) = “TDC
5 | | x| [LEvELA =] |

Tel2 Bmaﬂ 2

Division “Compan: Tel 1 E-mail 1{Login [T} *TDC

B
o | | | | | I zlevera =]

Tel2 E-rnail 2
I Clear

Comment

Lo ] o

> If you prefer to create an XML file and update the information all at once, click [Browse] button
and select the XML file. Then, click on the [Apply] button to display the XML file on the screen.
After the information is displayed, please confirm it. If there is no need to edit any information,

click [OK]. For more details on the XML format, please refer to Section 5.1 “CSL Request in XML
Format”.

K Clear] is to reset xml you applied, not for formatting CSL.

| CSL Update request

D(_ Customer [D [shN ek F A
(nmpam OBA Co, Lid. Besort Project
Ke].ko Varada

Request date pUbTITIES

- Browse | Apply |l Clear |

rame vmsion | Conpany —m—
*Last *Harne Difvsion *Cormpany #Tell *E-rnail 1{Lagin D} *TDC
[ramada  [Keiko |System Dep  |OBACo.Lid. [03-0967-0987 |[zucs200@kvh-sales ACE. |LEVELA =l an
: Tell E-ragil 2
[pao-1234008 | Clear
Permassion for portal (View descrption)
*Harne Difvision *Corpany Tell E-rnail 1{Login [T}
| | | | | | | =l | LEVELA ~] |
2 Tel2 E-roail 2
Clear

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 13 KVH PROPRIETARY
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Xt is possible to set up and change CSL members’ permission by clicking on buttons explained

below. The button color changes between green (enabled) and grey (disabled) color each time

you click.

Login:
View Admission:

Edit Admission:

Submit Admission:

View Shipping:
Edit Shipping:

Submit Shipping:

View CSL:
Edit CSL:

Submit CSL:

Data Center Site login which will become green if E-mail 1 is registered.
Be able to view admission request form

Be able to view, create and edit admission request form

Be able to view, create, edit and submit admission request form
Be able to view shipping/ receiving request form

Be able to view, create and edit shipping/ receiving request form

Be able to view, create, edit and submit shipping/ receiving request
form

Be able to view CSL
Be able to view CSL and create CSL update request form

Be able to view CSL and create & submit CSL update request form.

When ACR or ACR-Sub is selected from the pull down list on CSL, all authorizations are granted

automatically. (Please note that it is possible to customize these permissions as required.)

Default authorization is explained in the table given below:

+ TDC : ACR&ACR-Sub / LEVEL A~LEVEL D

ACR&ACR-Sub / LEVEL A

ACR&ACR-Sub /LEVEL B

ACR&ACR-Sub /LEVEL C

ACR&ACR-Sub / LEVEL D

« TDC : Non-ACR &

LEVEL A

LEVEL B

LEVEL C

LEVEL D

Copyright© 2011 by KVH Co., LTD All Rights Reserved.
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+ TDC2 : ACR&ACR-Sub / LEVEL A~LEVEL D

ACR&ACR-Sub I LEVEL A -
ACRE&ACR-Sub/LEVEL C -
ACR&ACR-Sub /LEVEL D -

Osaka ACR/IACR-Sub

OsakaNon ACR/ACR-sub -

2) Click Submit button to submit the request.

#& To modify the request, click the [Edit] button.

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 15
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@@® 0w corter s

CBA CoL8d Fesart Project

Data Center Logout
i o Y m-n
| £5L Upduie Request | Search | Acche C5L |
| GSL Update request
Aecaphed o moaed
D Curuner DTS
I PP e o, Ld. Resort Project
Requesier [0TSR TR0
T e
ﬂ“m“mm
1 [Vaseds Kl Swstam Dupt,  OBA Co Lid &TEMJJ s XN b e et ELA
2 Vishads Charlie OBA Co Led

Commers
T T T
Codor Descrption
ACE. ACR-sth
Hew mezsiher
Dt chasged mesbur (Exepa ¢-maily
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3) Your request has been submitted. Please wait until KVH finish processing your request.

. | KVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site
OB& Co Ltd. Resort Project
Data Center Logout

csL

| CSL Update Request | Search | Active CSL |
| CSL Update request

Aeeepted your request

D( Customer D fs EVE FATEEL)
(ompan\ OBA Co, Ltd Resort Project
Requester Keiko Vamada

Requesi [Ehia 2010/06714

m—mm

03-0987-0937
1 Varnada Keiko Swstern Dept. OB& Co. Ltd 09012340057 zucs200@kvh-sales com LEVEL &
2 Y¥oshida Charlie QB4 Co,Ltd woshidac@E@oba co jp LEVEL &

Comroent

Color Description

ACR | ACR-suh

Mew member

Detail changed member (Except e-roail

| Ebout Informati hout KVH |

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 17 KVH PROPRIETARY
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4) After the request is approved, you will be notified by E-mail.
#¢ You will also be notified by E-malil if there is any information missing in the request. You will
then be asked to make the necessary changes to the CSL and resubmit the request.

OBA Co., Ltd.
Mr. Yoshida

“rou have heen registered as a C5L member.

Please login to the KvH Portal with your *1D" and "Initial Password” to
create new password.

Please change the Password after login. (Click "change password” at
the top right side of the screen)

URL : hitps:Aportal kvh.co jod
1D (customer email address)
Initial Passwaord © (ooeoo0nd)

Thank you and best regards,

Please do not reply to this message. It was sent from an unmonitored
e-mail address and we are unable to respond to any replies

KWH Co., Ltd.

DC On-site Support

(Name)

TEL: 0120-525-135f +81-3-5617-2342
e-mail: de-onsite@kvico jp

KwH Portal: hitps:/fportal ket .co jo

1.5 CSL Update

The CSL needs to be updated as follows if it is necessary to change, add or delete name(s) or information
of CSL members.

1.5.1 STEP1 Open the CSL Update Request Screen

1) After successful login and clicking on Data Center tab, click on the [CSL] tab.

. | EVH | TAFANESE | WIANUAL | CHANGE PASSWORD | CONTACT|
@@ Data Center Site

OBA Co,Lid. Resort Project

Data Center | | | | | Logout

| CSL Update Request | Search | Active CSL|

| Active CSL
ey ] SHAF23FAN224
vo] _ Name | Division | Company | T | Email ___JRemanio| ecess [ area |
1 Keiko Yamada System Dept.  OBA Co,Ltd 03-0987-0987 zucs200@ kvh-sales com ACR LEVEL & 45

Remarks :

| Printout |

| bout Infarm v icyr | Terms of Use | About KVH |

Copyright© 2011 by KVH Co., LTD All Rights Reserved. 18 KVH PROPRIETARY
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2) Click on the [CSL Update Request] link to open the [New CSL Update Request] screen.

. | KVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site
OB& Co,Ltd. Resort Project
Data Center Logout

csSLO

| CSL Updaie Request | Search | Active CSL |
| CSL Update request

SHAE2IFADZ4
T ;- Co, Lid Resart Project
| RequesirfCEREEY

T BV 20 10/06714

*is required item
Browse.. | Apply' Clearl

lm—m—

*Last *Hare Dirvision “Cornpany *Tel 1 *E-mail 1(Login ID) *TDC
[vamada [Keiko |Systern Dep [OBA Co.Ltd,  [03-0987-0987  [zucs200@kvh-sales ACR. |LEVELA =] [aa
1
Tel2 E-mal 2
|pao-1234-098 | Clear

Permission for portal (View description)

*Last *Hatre Dirvsion “Cormparny Tell E-mail 1(Login ID) * *TDC

| | | | | | | = JLEveLa =]

Tel2 E-roail 2
I Clear
*Hatre Difvision o npary Tell E-mail 1(Login ID) D
, I I I | =l ILEVELAJI
Tel2 E-mail 2
I I Clear
[ W E— L = ﬁ
’ —N ——— g
*Natre Diwvision *Company Tell Ll 1 L0gm L) D
mI | | I JILEVELAJ|
Tel2 E-mmail 2
Clear

Add 10 Fows |

Corament

You can by clicking on each button.

_This becomes active if “E-mail Address 17is filled.

_Mtivate - View admission request - Edit admission request - Submit admission request

-I“ar'tj"at-e View shipping & receiving Edit shipping & receiving Submit shipping & receiving
package request package request package request
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1.5.2 STEP2 CSL Update
1) Onthe [New CSL Update Request] screen, a list of CSL members is displayed. Edit any items

which need to be changed and click [OK].
Remarks Access Are:

* *TDC

Division

ast *Harne Difvigion *Coraparey *Tel 1 *E-nail 1(Login [D)
, [ramada [Keiko SystemDep |OBACo.ltd [03-0967-0987 |zucs2D0@kvh-sales ACR LEVELA =] [4A
Tel2 E-rnail 2

|pg0-1234-098 | Clear

Peraission for portal (View description)

»¢To delete a person’s information on the CSL, click the [Clear] button on the right hand side of
the name. All information of the person will be deleted then click [OK]. Please note that only ACR

cannot be removed.

Nl Neme | Division | Company | _ Tel | __ Email | Remarls | dcess | drea | Clear |
*Last *Namme Division *Company *Tel 1 *E-nail 1(Login [D) * *TDC
[ramada [Keiko [System Dep |OBACo.ltd [03-0967-0987  |zucs2D0@kvh-sales ACR [LEVELA x| [4a

1 -

Tel2 E-rnail 2
|pg0-1234-098 |

Clear

Peraission for portal (View description)
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2) Click Submit button to submit the request.
#¢ To modify the request, click the [Edit] button.

@@ Data Center Site | EVH | JAPANESE | MANUAL | CHARGE PASSWORD | CONTACT |

OBA Co,Ltd Resart Project

Diata Center Logout

CSLGH
| CSL Update Reguest | Search | Acche C5L |
| ©SL Update request
Aecwpbd ot maedt
OC Cunner n TS
| Compan [T
L ra e Ereiko Yiamads
I T 1014
m“m“mm
1 Vierssds Kalko Syitarn Dupt OB Co Lid &D?E‘J: Wﬁ:] 2ol AN vk diled 2 EL&
2 Yiahads Chalie OB& Co, Lid
Cogmert
e ] Swmt | Dslete ]
Color Description
ACE J ACFeedh
Hew measher

Dretuil chasged membuy (Emvepd o-madl
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3) Your request has been received. Please wait until KVH finishes processing your request.

. | KEVH | JAPANESE | MAWTTAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co Ltd. Resort Project
Data Center | | | | | Logout

csSL

| CSL Update Request | Search | Active CSL|
| CSL Update request
Aeeepted your request

D( Customer ID s NIl
(ompam OBA Co, Ltd. Resort Project
m Keiko Varuada

Requesi [Ehia 2010006714

m—m

03-0087-0987
1 Varmada Keiko Swstern Dept. OB& Co, Ltd. 090-1234.0057 zucs200i@kvh-sales.com LEVEL &

2 Yoshida Charlie OBA Co, Ltd. woshidac@oba.co jp LEVEL &

Cormreent

Color Description

ACRJACR-sub

Hew member

Detail changed member (Except e-roaily

icy | Terrns of Use | Ahout KVH |

4) After the request is approved, you will be notified by E-mail.

2 You will also be notified by E-malil if there is any information missing in the request. You will then
be asked to make the necessary changes to the CSL and resubmit the request.

OBA Co., Ltd
Mr_amada

Your CSL change(s) has/ have been approved.

Added revised (Company Name)
(Company Name)
(Company Name)
)
)
)

Delete (Company Name
(Company Name
(Company Name

Thank you and best regards,

Flease do not reply to this message. It was sent from an unmonitored
e-mail address and we are unable ta respond to any replies

KwHCa., Ltd

DC On-site Support

(Mame)

TEL: 0120-525-135 / +81-3-5617-2342
e-mail: dc-onsite@kvh.cojn

KwH Partal: hitps:#portal kvh.co jo
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(Note 1) The name, department name and company name can be registered either in Japanese or English.

(Note 2) Telephone numbers can be registered only in numeric (example:0312341234) or numeric and
hyphens (example : 03-1234-12347).

(Note 3) There are the following 4 categories of access level.
(Only for TDC and TDC2, but TDC 2 do not have Level B.)

e Level A : Customers who can access (Unescorted) at any time (24x7)

e Level B : Customers who can access (Unescorted) from 8:00 a.m. to 8:00 p.m. (Local Time), Monday

to Friday, except holidays.

e Level C : Customers who need to be escorted by the person registered in Level A or Level B or by DC

Onsite Support personnel when entering or leaving the data center.

e Level D : Customers who can request for Remote Hands and/or Inquiries. A group name may be used

to register.
* Biological information can be registered for TODC user.
» Customers of the Tokyo Data Center or Partner Data Center who have Level D are asked to enter
"-(hyphen)" in the area.
(Note 4) For Tokyo Data Center users, please input area (e.g. 1A, 1B).

(Note 5) There is a limit to the number of characters in the input field. Please refer to “5.1.3 CSL request XML

item description.”
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2 Request to Enter the DC

If it is necessary for some people other than those registered on the CSL (for example, vendors) to enter
the data center to do the work in the server room. Such people may enter as visitors (regardless if the
visitor is accompanied by some people registered on the CSL or not).

The request to enter the Data Center as a visitor may be submitted at the Data Center Site.

2.1 Request to Enter the DC

To submit admission request for Data Center visitors, please follow below steps:

2.1.1 STEP1 Check the Admission Request List.

1) After successful login and clicking on Data Center tab, click the [Admission] tab to open the
“Admission Request List” screen.

. |EVH | IAPANESE | MIANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co Ltd. Resort Project

BT N N S R RN

| Request form | Request list Yok ‘|

| Admission request list

WTO01635 2010/06718 1405 2010618 19:05 Ivlaintenance Keiko Yamada 2010006714 14:42 Berquesting
WTO01634 2010/06717 1405 20100617 19:05 Ilaintenance Keiko Yarada 2010006714 1442 Beruesting
WTO01640 2010/06716 14:30 20100617 17:30 Repair Keiko Varada 2010/06/14 14:36 Reruesting
WTO01630 2010/06/22 1405 201006722 19:05 Ilaintenance Keiko Varada 2010/06714 14:05 Stand by
WTOO1632 2010/06/21 1405 201006721 19:05 Ilaintenance Keiko Varada 2010/06714 14:05 Stand by
WTOO1637 2010/06/20 1405 201006720 19:05 Tlaintenance Keiko Yarada 2010/06714 14:05 Stand by
WTO01636 201006019 14:05 2010/0619 19:05 Ilaintenarce Keiko Yamada 2010/06714 14:05 Stand by

| &bout Information Security | Privacy Policy | Terns of Use | About KVH |

[ )2009 KVH.Co. Ltd. A1 righ

Check the list to make sure that there is no duplicate request submitted by another person.

| Admission request list

[ _RequestNo._ [ Timefom | Timeto [ Puposeofuisit ] Reguester | Requestdac | _ Siatus _|

WTO01635 201006712 1405 20100618 19:05 Mlainterance Keiko Yamada 201006714 14:42 Beguesting
WTO01634 2010/06717 1405 201006017 19:05 Mlainterance Keiko Famarda 2010/06/14 14:42 Beguesting
WTO01640 201006716 1430 20106017 17:30 Bepair Keiko Varnarda 2010/06/14 1436 Beguesting
VTO01639 2010106722 1405 201006722 19:05 Ilainterance Keiko Yarnada 2010/06/14 1405 Stand by
VTO01633 201006721 1405 201006721 19:05 Ilainterance Keiko Yarada 2010/06/14 1405 Stand by
VTO01637 201006720 1405 201006720 19:05 Mlainterance Keiko Yarada 2010/06/14 1405 Stand by
VTO01636 2010/06719 1405 2010M&/19 19:05 Mlainterance Keiko Yamada 2010/06/14 1405 Stand by
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2.1.2 STEP2 Open the “New DC Admission Request” screen

1) Click the [Request Form] link to open the “New DC Admission Request” screen.

. | KVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site
OB& Co,Ltd. Besort Project

Admission €

Request list | Search |
| Admission request
s required itern

Browse.. | Apply | Clear |
DC Customer D pzEARc J AR
Requester OB& Co., Ltd. Resort Froject

Keiko Vamada
2010/06/15 D 14 7| How |30 »| Minnte T Request for multipls days.

1. Comparsy: Hame:

2. Company: Hame:

3. Company Hame:
4. Corpany HMame:
5. Corpany HMame:
6. Coraparny: Harne:
7. Corapary: Harne:
8. Corpary: Harne:
9. Corapary: Harne:
10. Compary: I Mame:

®
Escoried hy| Custorer
C KVH RackHNo: |

" Yes Rack No:l

Rack unlock mque.si

|_ Maintenance [ Repair ™ Tow Tileeting ™ Other

Purpose of visit

|_ Houging room

Fso‘?iﬁ—

o § oo

| fbout [nforrat

2.1.3 STEP3 Admission Request

1) Enter the visitor’s name, company name and other required information on the “New DC Admission

Request” screen and click “OK”.
¢ If you prefer to create an XML file and update the information all at once, click [Browse] button and

select the XML file. Then, click on the [Apply] button to display the XML file on the screen. After the
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information is displayed, please confirm it. If there is no need to edit any information, click [OK]. For more

details on the XML format, please refer to Section 5.2 “DC Admission Request in XML Format.”

K Clear] is to reset xml you applied, not for formatting

@@ Data Center Site

CSL.

| KVH | TAPANESE | MANUAL | CHANGE PASEWORD | CONTACT |

OBA Co Ltd. Resort Project
Logout

BT S R I S

Admission

| Request form | Request list | Search |

| Admission request

*is reguired itern

Browse.. | Appk lC\ear|

DC Customer IT (SN yAers)

(#3150 OBA Co, Ltd. Resort Project
LIV Ol Feikn Varnada

Rt Yz R NN FCVH Tokyo Data Center

2010/06/15 |:||14 = | Hour| 30 | Mirute
201 0/06/15 |:||14 = | Hour | 30 = Minate

‘Visiting time from

Visiting time it

™ Request for renltiple days

1. Company:

Hame:

2. Compary:

Hame:

3. Compargy:

Harme:

4. Compary:

Hame:

5. Compary:

Hame:

6. Compary:

Harme:

7. Company:

Hame:

8. Compargy:

Harme:

0. Compargy:

Harme:

10. Company: I

-
Escorted by et

Narne:

© KVH RackNo: |

 Yes RackNo:I
© e

Rack unlock reques

™ Mainterance [ Repair [~ Tour [ Meeting [ Other

Purpose of visi

r Housing room

™ Staging room
r Olhexi

Room reques

2) Screen shows a message “Request has been saved” when the information has been correctly

input.
% The request is saved. If it is necessary, the
resubmitted at a later date.

request can be selected from the list, revised and

¢ To “Submit the request with the same contents consecutively”: admission request will be created

Copyright© 2011 by KVH Co., LTD All Rights Reserved.

26 KVH PROPRIETARY



@@ KVH Portal

Data Center Site User Manual

for each day automatically. Please return to the admission list and click submit button on each
request one at a time. You may either submit or cancel request one by one.

. | EVH | I&PANESE | WMANTTAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

QB4 Co, Ltd. Resort Project

Admission

| Bequest form | Request list | Search |
| Admission request
Your recueset has heen saved. Please continue to subimit wour regquest or go back to recuest list page.

DC Customer ID RizEADeEIFELEY
OB Co,, Lid Resort Project
[ Requeserp@ERcEE

Rt R e Rea iy KVH Tokyo Data Center
[ visiting time from PILIEAEREEN

Visiting time to PUTT WEECl

3. Corapany:  Mame:

Customer

Ho

Repeir
Housing o

e [ swmt | Doete |

| &hout Information Security erms of [se | Ahout KVH |

VH.Co Ltd. A1l righ

3) Click Submit button to submit the request.
#¢ To modify the request, click the [Edit] button.
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. | EVH | I&PANESE | WMANTTAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

QB4 Co, Ltd. Resort Project

Admission

| Bequest form | Request list | Search |
| Admission request
Your recueset has heen saved. Please continue to subimit wour regquest or go back to recuest list page.

SHAEZIFA0224

OB Co,, Lid Resort Project
[ RequesrRCEREEN

KVH Tokyo Data Center
201006116 14730

Visiting time to PUTT WEECl

1. Company: OBA Co, Ltd.  Name: Voshida Charlie
2. Corapary:  Mame:
3. Corapany:  Mame:
4. Corapany:  Name:

Customer

Ho

Repeir
Housing o

e [ swmt | Doete |

ishout KVH |

09 KVH.Co Ltd. A1 rights

4) Your request has been submitted. Please wait until KVH finishes processing your request.
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. | EVH | I&PANESE | MIAWNUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co,Ltd. Resort Project

Admission

| Request form | Request list | Search |
| Admission request

Aecepted your recquest.

Click on"Feuest cancel"for canceling this request.

SHAE23FA0224

OB Co,, Ltd. Resort Project

[ Requester) SRR

Rt EREVERS Ay FVH Tokyo Data Center
Visiting time from PRULIDIREEN

Visiting time o pRULIDEREEN

1. Company: OBA Co, Ltd.  Name: Voshida Charlie
2 Comparcyr:  Mame:

3. Comparcyr:  Mame:

4 Corparcyr:  Mame:

5. Comparcy:  Mame:

6. Comparcy:  Mame:

T Comparcy:  Mame:

# Company:  Name:

9 Comparcy:  Mame:

10. Corapany:  Mame:

Escorted hy Sty
Rack unlock requestjefil

Repaiz

Honsing raom

| Back to regquest list | Recuest cancel | Prixdout |

| &bout Informati ity g Lhout KVH |

5) After the request is approved, you will be notified by E-mail.
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#¢ You will also be notified by E-mail if there is any information missing in the request. You will then
be asked to make the necessary changes to the request and resubmit it.

OBA Co., Ltd.
Wr. Yamada

Your request was approved.
Thank you and best regards,

Please do notreply to this message. It was sent from an unmonitored
e-mail address and we are unahle to respond ta any replies

k&H Co, Lid

D On-site Support

{Name)

TEL: 0120-325-133 / +81-3-2617-2342
e-mail: de-onsitei@kvh.co.jo

Ky'H Portal: hitps:/portal kevhico o

2.2 To cancel the admission request

If it is necessary to cancel/withdraw the request for a specific visitor to access the data center, the
following procedures need to be taken to cancel the request.

2.2.1 STEP1 Open the “Admission Request” screen

1) Click the [Admission] tab to open the “DC Admission Request List” screen.

. |EVH | IAPANESE | MIANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co Ltd. Resort Project

Admission

| Request form | Request list | Search |

| Admission request list

WTO01635 2010/06718 1405 2010618 19:05 Ivlaintenance Keiko Yamada 2010006714 14:42 Berquesting
WTO01634 2010/06717 1405 20100617 19:05 Ilaintenance Keiko Yarada 2010006714 1442 Beruesting
WTO01640 2010/06716 14:30 20100617 17:30 Repair Keiko Varada 2010/06/14 14:36 Reruesting
WTO01630 2010/06/22 1405 201006722 19:05 Ilaintenance Keiko Varada 2010/06714 14:05 Stand by
WTOO1632 2010/06/21 1405 201006721 19:05 Ilaintenance Keiko Varada 2010/06714 14:05 Stand by
WTOO1637 2010/06/20 1405 201006720 19:05 Tlaintenance Keiko Yarada 2010/06714 14:05 Stand by
WTO01636 201006019 14:05 2010/0619 19:05 Ilaintenarce Keiko Yamada 2010/06714 14:05 Stand by

Terms of Use | About KVH |

2) On the “Admission Request List” screen, click on the status link of the request to be cancelled to
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open the “Admission Request” screen.

| Admission request list

[ _RequestNo._ [ Timefom | Timeto [ Puposeofuisit ] Reguester | Requestdac | _ Siatus _|

WTO01635 201006712 1405 20100618 19:05 Mlainterance Keiko Yamada 201006714 14:42 Beguesting
WTO01634 2010/06717 1405 201006017 19:05 Mlainterance Keiko Famarda 2010/06/14 14:42 Beguesting
WTO01640 201006716 1430 20106017 17:30 Bepair Keiko Varnarda 2010/06/14 1436 Beguesting
VTO01639 2010106722 1405 201006722 19:05 Ilainterance Keiko Yarnada 2010/06/14 1405 Stand by
VTO01638 201006721 1405 201006721 19:05 Ilainterance Keiko Yarnada 2010/06/14 1405 Stand by
VTO01637 201006720 1405 20106720 19:05 Ilainterance Keiko Yarada 2010/06/14 1405 Stand by
VTO01636 2010/06/1% 1405 2010M61% 19:05 Mlainterance Keiko Yarada 2010/06/14 1405 Stand by

2.2.2 STEP2 Cancel the admission request

1) Check the contents of the request to be cancelled and click the [Request Cancel] link.

. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co,Ltd. Resort Project

B N N S S T

Admission

| Request form | Request list | Search |
| Admission request

Aecepted your request.

Click on"Feuest cancel"for canceling this recuest.

SHAE23FA0Z24

OBA Co, Ltd. Resort Project
[ Requesier]SERCGE

KVH Tokyo Data Center

Visiting time from PITLIIIFEENIN
Visiting time to PIYNIT)EERIN]

1. Company: OB&A Co, Ltd.  Nare: Voshida Charlie
2 Company:  MName:

3. Company:  Mame:

4. Company:  Name:

5. Company:  MName:

6. Company:  Mame:

7. Company:  MName:

8 Company:  MName:

9. Company:  Mame:

10. Cormpany:  Mame:

QNN Customer
Rack unlock requesijili]

[ PuposeofvisitlEUREEE
[ ReomrequesEEREEEY

| Back to request lis | Printout |

| ot Trdformma v | Pro

2) A prompt message “Are you sure to cancel the request?” will be shown on top of the screen. If it
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is OK to cancel, click [OK] button.

. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co,Ltd. Resort Project

T R S S NN

Admission

| Request form | Request list | Search |
| Admission request

Aye wou sure to cancel this recuest?

SHAF23FA0224

OB Co,, Ltd. Resort Project
[ Requester)IRRENEN

KVH Tokyo Data Center
Visiting time from PIULIEBEIS

Visiting time to PN EBCES

1. Company: OBA Co, Ltd.  Marae: Yoshida Charlie
2. Comparcr:  Mame:

3. Comparcr:  Mame:

4. Company:  MNare:

5. Comparcyr:  Mame:

6. Coraparcy:  Mame:

7. Comparcyr:  Mame:

8 Comparcyr:  Mame:

9. Comparcyr:  Mame:

10. Corapany:  Mame:

Escoried hy [SiE{ETSS
Rack unlock requesijili]

Maintenance

Housing raom
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3) A message “Your cancellation request has been sent to KVH.” is displayed on the screen. The
request is cancelled when the cancellation process on the part of KVH is completed and you will
be notified by E-mail.

. | EVH | JAPANESE | MANULL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co,Ltd. Resort Project

T N N S S N

Admission

| Request form | Request list | Search |
| Admission request

Your cancellation request has been sent to KVH.

SHABZIF AN224
OBA Co, Ltd. Resort Project
[ RequesterfERREE

KVH Tokyo Data Center

Visiting time from PEIILTIIEREXIH
Ritain g TR 201006717 19:05

1. Compary: OBA Co, Ltd.  Mame: Yoshida Charlie
2 Comparyr: Name:
3. Company:  Mare:
4 Compary:  Name:
5. Comparyr: Mame:
6. Compary:  Mame:
7. Company:  Name:

Escorted hy [Si5 ity
I T
Maintenance
Hosirg raora

| Back to request list |

4) After the request has been approved, you will be notified by E-mail.
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OBA Co., Ltd.
hr. amada

Your cancel request has been approved.

Thank you and best regards,

kKWH Co., Ltd.

DC On-site Support

{Name)

TEL 0120-5253-135 F +81-3-3617-2342
e-mail: de-onsitei@kyh.cojp

KWH Portal: hitps:/portal koo jo

Please do not reply to this message. It was sent from an unmonitored
e-mail address and we are unable to respond to any replies

2.3 Use of Staging Rooms (available only at the TDC)

There are staging rooms available for customers at Tokyo Data Center. If you wish to use a staging room,

the room request needs to be submitted along with admission request at the Data Center Site. If you only

wish to use the room, mandatory fields (“Visitor

can be left blank.

Copyright© 2011 by KVH Co., LTD All Rights Reserved.
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. |EVH | JAPAWNESE | MIANUAL | CHANGE PASSWOERD | CONTACT |
@@ Data Center Site

DB& Co Ltd. Resort Project

T I R s S N

Admission

| Request form | Request list | Search |
| Admission request

*is recpuired itera

I Browse.. | Apply | Clear |
SHAEZIFAD224

OBA Co., Ltd. Resart Project
[ RequesterkCEIRE

KWVH Tokyo Data Center

LS N [0010,06/15 [ 5] | 14 7| How| 30 7 Minute
IZD‘] 0/06/15 D I 14 j Hou.rl 30 j Minate [ Reuest for multiple days.

1. Company: Harne:

2. Corpany: Harne:

3. Corapany: Hame:

4. Corapany: Harne:

5. Corpany: Harne:

6. Cormpansy: Hame:

7. Corpany: Harne:

8. Company: Harne:

9. Corpany: Harne:

10. Company: I Harne:

~
Escorted by Customer
' KVH Rack Ho: |
~ ]
Rack unlock request Tes R.ackNo.I
Mo

" Maintenance [ Repair [~ Tow [T Ieeting ™ Other

r Housing room

00 eques! [T TOOI
™ Other

7| Terms o Ahout KVH |
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3 Shipping/Receiving Request

A request form to ship/ receive packages needs to be filled and submitted on the Data Center Site if you
wish to ship/receive packages. There is no need to submit request form if you plan to carry in a small
amount of packages (*).

* Packages which can be carried using a transport trolley and there is no need for KVH to keep the
packages for the customer.

3.1 Shipping/ receiving packages

Before KVH can ship / receive packages, the request needs to be submitted as shown hereunder.

3.1.1 STEP1 Check a list of shipping/ receiving request

1) Click the [Shipping/Receiving] tab to open the “the List of Shipping/ Receiving Request” screen.

. | KVH | TAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co,Ltd. Besort Project

Data Center Logout
Shippin
Racglwng °

| Request form | Request list | Search |

| Shipping / Receiving request list

Pick up date of roce
STO00524 Ship 201006715 18:15 cable Keikn Vamada 2010/06/1415:13 R.equestmg
STO00523 Rece 201006016 11:15 20100616 11:15 Server Keiko Vamada 2010/06/1415:12 Approved

ST000582 Ship 201006715 18:10 Server Keiko Varmada 2010/06/14 1405 Lpproved

2) Check the list to make sure that there is no duplicate request submitted by another person.

| Shipping / Receiving request list

Pick up date of rece m

STO00584 Ship 20100615 18:15 Keiko Varmada 2010/06r1415:13 quuestmg
STO00523 Rece 2010M06/16 11:15 2010006016 11:15 Server Keiko Yamada 2010/06114 15:12 Approved
STO00582 Ship 2010i06/15 18:10 Server Keiko Yamada 2010/06514 1405 Approved
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3.1.2 STEP2 Open the “New Shipping/Receiving Request” screen.

1) Click [Request Form] link to open the “New Shipping/Receiving Request” screen.

. |EVH | JAPANESE | WMANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

(OB& Co,Lid Resort Project

Data Center Logout

Shi
Raconng @

| Request list | Search |
| Shipping / Receiving request

*ig reun.red item

Browse.. | Apply' Clear|

SHABZIFANI24
m | OB Co, Ltd. Resort Project

m Keiko Vaada
m KWVH Tokyo Data Center

Shin/Reced oo L
hip/Receive Ship/Receive Shipping (Shipping from DC)
" Recetring (Delivery to D)

2) If you would like to send a package from the data center, select “Shipping” then Shipping
request template will be shown. If you would like to deliver a package to a data center, select
“Receiving” then Receiving request template will be shown.

. |EVH | JAPANESE | WMANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OBA Co,Lid. Resort Project

Data Center Logout

Shi
Rec:gl\:rﬁgg °

| Request form | Request list | Search |
| Shipping / Receiving request

*ig reun.red item

Browse.. | Apply' Clear|

SHABZIFANI24
m | B4 Co, Ltd. Resort Project

m Keiko Vaada
m KVH Tokyo Data Center

Shin/Reced oo L
hip/Receive Ship/Receive Shipping (Shipping from DC)
" Recetring (Delivery to D)
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3.1.3 STEPS3 Request to ship/receive packages.

1) Enter the date of delivery, number of packages and other required information on the “New
Shipping/Receiving Request” screen and click “OK”.
% If you prefer to create an XML file and update the information all at once, click [Browse] button
and select the XML file. Then clicking on the [Apply] button to display the XML file on the screen.
After the information is displayed, please confirm it. If there is no need to edit any information,
click [OK]. For more details on the XML format, please refer to Section 5.3 “Request to Receive
Packages in XML Format” and Section 5.4 “Request to Ship Packages in XML Format”.
*Clear] is to reset xml you applied, not for formatting CSL.
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. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co,Ltd. Resort Project

B N N S S T

Shippin
Rechvingg °
| Request form | Request list | Search |
| Shipping / Receiving request

i pendeed Gt

I Browse.. | Apply Clear

DU Customer LU |3 r 00 FAIFEL)

. OB Co,, Ltd. Resort Projest
[ Requesierf G e
I P i< 1 Tokyo Data Center

' Shipping (Shipping from DC)
" Receiving (Delivery to DC)

I s 7 = 5

Delivery company I

B

s (ez H22mx WimxD1.2m)
Size

Ship/Receive

Ship/Receive 7 Yes

Reason
Loading dock r Large size
r Large # of items
r Others:l
- Please specify expected time for loading deck and elevator.

o]
]

o ored

Terns of Use | About KVH |

2) When the information has been correctly input, a message “Request has been saved” appears.
¢ The request is saved and if it is necessary, the request can be selected from the list and
resubmitted at a later date.
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. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co.,Ltd. Resort Project

Data Center Logout

Shippin,
Rechvingg °

| Request form | Request list | Search |
| Shipping / Receiving request
Your recueset has been saved. Please continue to subrait your request or go back to request list page.

SHAF23FA0224
n OB Co,, Ltd. Resort Project

[ RequesterfCEREEL
m KVH Tokyo Data Center

S Shipping

of Shipping from D C PTGk
Dy npany FEEG]

[ Quaninl

Size

Ship/Receive

Loading dock[]

| e | sobmt J  ocete
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3) Click Submit button to submit the request.
#¢ To modify the request, click the [Edit] button.

. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site
OB& Co.,Ltd. Resort Project

Data Center Logout

Shipping
Rece?ving °
| Request form | Request list | Search |
| Shipping / Receiving request
Your recueset has been saved. Please continue to subrait your request or go back to request list page.

SHAF23FA0224
n OB Co,, Ltd. Resort Project

[ RequesterfCEREEL

m KVH Tokyo Data Center

L0 Shipping

LIgule 201006015 19:25
Delivery company gt

[ Quaninl

Ship/Receive

| &bout Inforrs ity v Pa BIm yhout KVH |

- VH.Co, Ltd. £
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4) Your request has been submitted. Please wait until KVH finishes processing your request.

. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTLCT |
@@ Data Center Site

OBA Co Ltd. Resort Project

Shippin,
Rech\nngg °

| Request form | Request list | Search |
| Shipping / Receiving request
Aecepted your request.

Click on"Recuest cancel"for canceling this request

DC Customer ID [z ENDec FA1ERL)
I ™YY, x.-. Co, Lid. Resort Project
m Keiko Varuada

KVH Tokyo Data Center

sliree

Date of Shipping from D C PN HRRERS

¥ company g
Ship/Receive
!
Size
Loading dockji[]
cables

| Back to request list | Reuest cancel | Printout |

| &shout Inforaation Security | Prr

5) After the request is approved, you will be notified by E-mail.

2 You will also be notified by E-mail if there is any information missing in the request. You will then
be asked to make the necessary changes to the request and resubmit it.
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OBA Co., Ltd.
Mr. Yamada

Your request was approved.
Thank you and best regards,

Flease do nat reply to this message. It was sent from an unmonitored
e-mail address and we are unable to respond to any replies

KWH Co., Ltd.

DC On-site Suppart

(Marme)

TEL: 0120-525-135 f +81-3-9617-2342
e-mail: de-onsitei@keh oo jo

kNH Portal: hittps:/portal koo jp

3.2 Cancel the request to ship/receive packages

If it is necessary to cancel/withdraw the request to send/receive packages, the following procedures need

to be taken to cancel the request.

3.2.1 STEP1 Open the “Shipping/Receiving” screen

1) Click the [Shipping/Receiving] tab to open the [Shipping/Receiving Request List] screen.

@@ Data Center Site

|EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |

OB& Co,Ltd. Resort Project

Data Center Logout

—
[ shoeme @ |

| Request form | Request list | Search |
| Shipping / Receiving request list

Fickwp date ofrece ] Contents [ Requester __| __Requestdate _| _ Status _|

STO00585 Ship 201006115 19:25 cahles
STO00524 Ship 20100615 18:15 cahle

STO00523 Rece 2010/06/16 11:15 201006016 11:15 Server
STO00552 Ship 2010/06/15 12:10 Server

| Ebout Information Security | P

icy | Termns of Use | About KVH |

Keiko Yarmada
Keiko Yamada
Keiko Vamada
Keiko Vamada

2010/06114 15:29
2010M06114 15:13
2010M6114 15:12
2010M6114 1405

Requesting
Reruesting
A pproved
A pproved

2) On the [Shipping/Receiving request list] screen, click the status link of the request to be

cancelled and open the [Shipping/Receiving Request] screen.

| Shipping / Receiving request list

e e == R I ==

STO00585 Ship 2010/06/15 19:25 cables
STO00554 Ship 2010/06/15 18:15 cable

STO00553 Rece 2010/06/16 11:15 2010M6/16 11:15 Server
STO00552 Ship 2010/06/15 18:10 Server

Copyright© 2011 by KVH Co., LTD All Rights Reserved.
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201006114 15:29
201006114 15:13
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201006114 14:05

Request date
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3.2.2 STEP2 Cancel the request to ship/receive

@@ Data Center Site

1) Check the contents of the request to be cancelled and click the [Request Cancel] link.

| EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |

OB& Co.,Ltd. Resort Project

Shipping

Recelvmg

| Request form | Request list | Search |
| Shipping / Receiving request
Aecepted your request.

Click on"Fecuest cancel"for canceling this request.

DC Customer ID [zFNDeciFA1reL)
I ¥ P - o, Lid. Resort Project
m Keiko Varuada

KVH Tokyo Data Center

I Shipping
LIgule 201006015 18:15

¢ company g

| I

Lnad.m,. = dock

se | sbout KVH |
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2) A prompt message “Are you sure to cancel the request?” will be shown on the screen. If it is OK
to go ahead and cancel, click on the [OK] button.

. |EVH | JAPANESE | WANUAL | CHANGE PASSWORD | CONTACT |

@@ Data Center Site
OBA Co,Ltd. Resort Project
T s S s S N

Shippin,
Recgﬁnﬁgg °

lReauest form Resuest list | Search l

| Shipping / Receiving request

Aure you sure to cancel this request?

DC Customer ID Rz fNSeei Nl
I Y . Co. Lid osort Project
m Keiko Vamarla

KVH Tokyo Data Center

sliepne

Daie o g R 2010/06/15 18:15

Delivery company g

1
No

Ship/Receive

cable

"o | onen |

| &honat Information Security olicy | Terms of Use | About KVH |
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3) A message “Your cancellation request has been sent to KVH.” is displayed on the screen. The
request is cancelled when the cancellation process on the part of KVH is completed and you will

be notified by E-mail.

. | EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

OB& Co,Ltd. Resort Project

Shippin,
Rechvingg °

| Request form | Request list | Search |
| Shipping / Receiving request

SHAF23FA0224
n OBA Co,, Ltd. Resort Project

[ RequesterfGEREELY
m KVH Tokyo Data Center

sliree

Date of Shipping from D C EIJULIIEREAG

De ¥ company gt
Ship/Receive
!

Size

Loading dockji[]

[ Contemssf

| Back to request list |

| &bout Information Security | P: o BT O out KVH |

4) After the request has been approved, you will be notified by E-mail.

OBA Co., Ltd.
Mr. Yamada

Your cancel request has been approved.
Thank you and best regards,

Please do notreply to this message. It was sent fram an unmonitared
e-mail address and we are unable to respond to any replies

KxH Co., Lid.

DC On-site Suppart

(Marne)

TEL: 0120-525-135 / +81-3-5617-2342
g-mail: de-onsite@kyh.co jo

KyH Portal: https:Ypoartal ke.cojp
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4 Other Set-up
4.1 Change the Password
The log-in password may be changed as described below.

Password is necessary to set with alphabet and numbers of mix and over 6 characters. (Symbol

characters are also available)

There is no limitation of password, but we recommend you to update password periodically.

4.1.1 STEP1 Open the “Change Password” screen

1) Click the [Change Password] tab at the top right side of the screen to open the “Password

Change” screen.

. |KVH | JLPANESE | MANUAONTACT |
@@ Data Center Site

CBA& Co,Ltd Resort Project

Data Center | | | | \ Logout

Request list °

4.1.2 STEP2 Change the password

1) On the “Password Change” screen, enter the old password and the new password. The new
password needs to be entered twice. Click the [Submit] button.

| EVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |

Portal

OB& Co,Ltd. Resort Project
Data Center | | | | [ Logout

| Change password

Old password | LLTTTL LT

New password I. [TTTTIT]
New password l—
AELIIITT] .|
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2) The password is now changed and you will receive the password change completion notification

by mail.
| KVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
Portal
OBA& Co,Ltd. Resort Project
Data Center | | | | | Logout

| Change password
Hew password will be announced to your e-mail address.

iy | Terras of Use | Lhout KVH |

OBA Co., Ltd.
Mr. Yamada

vour password has been changed successtully.
Please login the portal with your "ID" and "Mew Password".

URL: https:/portal kvh.co jpf
ID: (custamer E-mail address)

Thank you and best regards,

Please do not reply to this message. It was sent from an unmonitored
e-mail address and we are unable to respond to any replies

kyH Co., Ltd.

DC On-site Support

(Mame)

TEL: 0120-925-135 7 +81-3-5617-2342
e-mail: de-onsite@kdh.co jp

Ky'H Portal: hittps:portal koo jp

[ Sample Completion Notification Message]

4.2 When you have forgotten your password

When you have forgotten your password to log-in the Data Center Site, a temporary password can be
issued by E-mail. To get the temporary password, please follow the steps given below.
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4.2.1 STEP1 Go to KVH Portal Login Screen

1) Click “Forgot your password?” Link at the bottom of the log-in screen to open “Forgot the
password” screen.

@ @ P (o) r'ta I | EVH | JAPANESE | WIANUAL | CONTACT |
Login

UserlD {your E-mail address) |

Password I

l Forget sour password? l

icy | Termns of Use | About KVH |

4.2.2 STEP2 Requestatemporary password

1) Enter your E-mail address (the one that has been registered as E-mail 1 on the CSL) in “Forgot
password” screen and click the [Submit] button.

@ @ P orta I | EVH | JAPANESE | MANUAL | CONTACT |

Forget your password?

Inpat your User ID(e-mmail address) below to re-publish new password.
Password will be annoumced by e-tail of sour User ID.

Cr—
SUBMIT BACK

| About Informa o enms of Use | About KVH |
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o

ras 1

2) The new temporary password has now been issued. The temporary password is sent to the
E-mail address which has been provided by the customer.

@ @ P orta l | EVH | IAPANESE | MANUAL| CONTACT |

Mew password is published.
Password will be announced by e-roail of your User ID.

ToP

| &bout Informati v|P ertns of “bout KKVH |

OBA Co., Ltd.
Mr. “Yamada

Per your request the password has been changed successiully.
Please login to the portal with your "ID" and new "Initial Password”.
Please change the Password after login. (Click "change password” at
the top right side of the screen)

URL: hitps:#portal kvh.co jp/
D (customer E-mail address)
Initial PASSWOrd: (KXKEXHKK)
Thank you and best regards,

Flease do not reply to this message. It was sent from an unmonitared
e-mail address and we are unable to respond to any replies

KyvH Co., Ltd.

DC On-site Suppart

{Mame)

TEL: 0120-525-135 7 +81-3-5617-2342
e-mail: dc-onsite@kyvh.co jo

K&'H Portal: https:dpartal kev.cojo
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Click [TOP] to go back to the log-in screen. Enter the login ID (mail address) and the temporary
password which has been mailed to you to log in to the Data Center Site.

@@ Por'tal | EVH | TAPANESE | MANUAL | CONTACT |

Mew password is published.
Password will be announced by e-roail of your User ID.

TOP

| &hout Information Security | Privacy Policy | Terros of Use | About KVH |

(C 2009 KVH.Co, Ltd. Al rights reserved.

#< After you log-in using the temporary password, it is recommended to change the password to
something which is easy to remember. Please refer to Section 4.1 “Change the Password” on how
to change the password.
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5 [Reference] Request submission by using XML format

Information on CSL update, Admission and Shipping/Receiving requests can be entered by using the
XML file. Sample XML files for different types of requests are shown hereunder to help you create XML
formats.

5.1 CSL Update Request in XML Format

To submit a CSL update request, use the XML file as shown below.

5.1.1 Sample of CSL update request in XML format

<?xml version="1.0" encoding="UTF-8" standalone="yes"?>

<cslMembers>

<cslMember>
<lastName>LastNamel</lastName>
<firstName>FirstNamel</firstName>
<department>IT Solution Dept.</department>
<partnerName>Sample Co.,Ltd.</partherName>
<workPhone>03-1234-5678</workPhone>
<workPhone2>03-4321-8765</workPhone2>
<email>namel.sys@sys.com</email>
<email2>sample.sys@sys.com</email2>
<roleName>ACR</roleName>
<area>Area</area>
<access>LEVEL A</access>

</csIMember>

<csIMember>
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<lastName>LastName2</lastName>
<firstName>FirstName2</firstName>
<department>Tech Dept.</department>
<partnerName>Sample Co.,Ltd.</partherName>
<workPhone>03-8765-4321</workPhone>
<workPhone2>03-4321-8765</workPhone2>
<email>name2.sys@sys.com</email>
<email2>sample.sys@sys.com</email2>
<roleName>ACR-Sub</roleName>
<area>Area2</area>
<access>LEVEL B</access>

</csIMember>

<cslMember>
<lastName>LastName3</lastName>
<firstName>FirstName3</firstName>
<department>Technical Support Dept.</department>
<partnerName>Sample Co.,Ltd.</partherName>
<workPhone>03-1234-9876</workPhone>
<workPhone2></workPhone2>
<email>name3.sys@sys.com</email>
<email2></email2>
<roleName>ACR-Sub</roleName>
<area>Area3</area>
<access>LEVEL C</access>

</csIMember>

</cslIMembers>

* Use character code “UTF-8” for the XML file. In editing the XML file, use a text editor which allows
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.y

storing the text in UTF-8.

* The XML file header (<?xml version="1.0" encoding="UTF-8" standalone="yes"?>) needs to be
placed on the first line of the file.

* Tag names are case sensitive.

*The tag uses a nested structure. Please do not forget to add a closing tag.

5.1.2 How to use CSL Update Request in XML Format on Excel
1. Use Microsoft Office Excel to open CSL update request which is in XML format

2. Below message will be shown. Please select “As an XML list” then click “OK”

x

Please select how wou would like ko open this File:

" As a read-only workbook
" UUse the XML Source kask pane

K I Zancel | Help |

3. Below message is shown. Please click “OK”

Microsoft Office Excel x|

& The specified ¥ML source does not refer ko a schema, Excel will create a
y schema based on Ehe XML source data,

[ In the future, do nat show this message.

Help |

4. Please input required information and save the file in XML format.

A | B | c | D | E | F | G | H | | v | k
lastMame firstMame department partnerMame workPhone workPhone2 & mail email2 roleMame ares acCess
=1 & i IT =533 B IbaEit 03-1234-6678 |03-4321-8765  anaplumsys@emailcom etikaplumsys@email.com ACR IUF1 LEVEL A
B2 &Rz TS T I HFEt 03-8765-4321  03-4321-3766  bil plumsys@email.com dannyplumsys@emailcom | ACR-Sub IF2 LEVELE
EF3 Ewi3 EX0T Tl 03-1234-0876 claudette. plumsys@emasil.com ACR-Sub IUF: LEVEL

o

5. Login to the KVH Data Center Site -> Click on “Data Center” tab -> Click on “CSL” tab. Then click on
“CSL Update Request” to open the template of CSL Update Request.

6. Browse the XML file -> Click “Apply” button -> information which has been entered on XML file will be

shown on the template. Please confirm the information and click “OK” if information is input correctly.
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* New Standards in IT Management

Browse.. | Appl Clear
e N N i R 2 N1 R . .- o V-2 O YN il
*Last *Marme Division *Cormpary *Tel 1 *E-mail 1{Login ID) *TDC
, [Mahapun |Lada [PrO [4489 Co.Lid  [0zuc3-4855-9  [zucs200@kvh-sales ACR. |LEVELAJ 24 2B 2C
Tel2 E-mmail 2
[D90-1234-867  |mahapun@kvh.co g Clear

Permission for portal (View description)

*Last “Mame Dirvision *Cormpany Tell E-mail 1{Login ID} *TDC
, |Shibasaki [Meguri EY fsirmplex [03-4500-5362  [shibasakim@kvh.cc | ACR-Sub x| |LEVELA =l zA 28
Tel2 E-mmail 2

I I Clear

5.1.3 CSL request XML item description

Excel Tag Data type Bite Description
1 cslMembers | - Root elements for all CSL members
1.1 | cslMember - CSL members (may be more than one)
A 1.1.1 | lastName Text 50 Last Name
B 1.1.2 | firstName Text 50 First Name
C 1.1.3 | department | Text 30 Department
D 1.1.4 | partnerName | Text 100 Company Name
E 1.1.5 | workPhone | Text 15 Phone Number
F 1.1.6 | workPhone2 | Text 15 Phone Number 2
G 1.1.5 | emalil Text 50 E-mail
H 1.1.6 | email2 Text 50 E-mail2
I 1.1.7 | roleName Following 30 Role
texts:
ACR
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ACR-Sub
J 1.1.8 | area Any given text | 50 Area
K 1.1.9 | access Following 30 Access level
texts: * TDC2 user can not required to input
LEVEL A LEVEL B
N .
LEVEL B ODC user can have this column as
blank
LEVEL C
LEVEL D

5.2  Admission Request in XML Format
Use the XML file as given below to create an admission request.

5.2.1 Admission Request XML Sample

<?xml version="1.0" encoding="UTF-8"?>

<doss_request>
<data_center_id>-</data_center_id>

<l-- Visit date from -->
<visit_date from>2010-06-01T10:30:00</visit_date_from>

<l-- Visit date to -->
<visit_date t0>2010-06-01T11:45:00</visit_date to>

<!l-- Require escourt true:by Customer false: by KVH Staff -->
<is_own_escort>false</is_own_escort>

<l-- Please specify rack no of which to escourt if "is_own_escort" is false -->
<rack_no>2</rack_no>

<l-- Would you prefer KVH to open rack for visitor? YES : true NO:false -->

<is_rack_open>true</is_rack_open>

<l-- Please specify rack no if "is_rack_open" is false-->
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<open_rack_no>1</open_rack _no>

<!I-- Purpose of visit is maintenance -->
<is_maintenance_purpose>true</is_maintenance_purpose>

<!-- Purpose of visit is repairing -->
<is_repair_purpose>false</is_repair_purpose>

<!-- Purpose of visit is tour -->
<is_inspection_purpose>false</is_inspection_purpose>

<!-- Purpose of visit is meeting -->
<is_meeting_purpose>false</is_meeting_purpose>

<!-- Purpose of visit is other -->
<is_other_purpose>false</is_other_purpose>

<!-- Purpose of visit free text field -->
<purpose_of visit>Cleaning</purpose_of visit>

<!-- Require to use housing room -->
<use_housing_room>false</use_housing_room>

<!-- Require to use staging room -->
<use_staging _room>false</use_staging_room>

<!-- Require to use others -->
<use_other_room>true</use_other_room>

<l-- Please specify in free text field if answer of "Require to use others" is true -->
<use_other_room_comment>Special room</use_other_room_comment>

<I--"THIS IS ONLY FOR OSAKA DC USERS ONLY" Is the visitor coming by car?-->
<use_car>false</use car>

<I-- "THIS IS ONLY FOR OSAKA DC USERS ONLY" Please specify car number if answer of
"use_car" is true-->

<car_number>e.g) Lexus 1IS200 / Osaka 500 11-11</car_number>

<l-- Company1 -->
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<company_namel>Sample Co.,Ltd.</company_namel>

<!-- Namel -->
<member_namel>Yamada Taro</member_namel>
<!-- Company?2 -->
<company_name2>Sample Co.,Ltd.</company_name2>
<!-- Name2 -->
<member_name2>Yamada Hana</member_name2>
<!-- Company3 -->
<company_name3/>
<!-- Name3 -->
<member_name3/>
<!-- Company4 -->
<company_name4/>
<!-- Name4 -->
<member_name4/>
<!-- Company5 -->
<company_name5/>
<!-- Name5 -->
<member_name5/>
<!-- Company6 -->
<company_name6/>
<!-- Name6 -->
<member_name6/>
<!-- Company7 -->
<company_name7/>

<!-- Name7 -->

<member_name7/>
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<!-- Company8 -->
<company_name8/>
<!-- Name8 -->
<member_name8/>
<!-- Company9 -->
<company_name9/>
<!-- Name9 -->
<member_name9/>
<!-- Company10 -->
<company_namel0/>
<!-- Namel0 -->
<member_namel0/>
<!-- Comments -->

<remarks>This is free text comment field</remarks>

</doss_request>

* Use character code “UTF-8” for the XML file. In editing the XML file, use a text editor which allows
storing the text in UTF-8.

* The XML file header (<?xml version="1.0" encoding="UTF-8" standalone="yes"?>) needs to be
placed on the first line of the file.

* Tag names are case sensitive.

*The tag uses a nested structure. Please do not forget to add a closing tag.

5.2.2 How to use Admission Request in XML Format on Excel

1. Use Microsoft Office Excel to open Admission request which is in XML format

2. Below message will be shown. Please select “As an XML list” then click “OK”
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x

Please select how wou would like ko open this File:
o~ t
" As a read-only workbook

" UUse the XML Source kask pane

K I Zancel | Help |

3. Below message will be shown. Please click “OK”

Microsoft Office Excel x|

& The specified ¥ML source does not refer ko a schema, Excel will create a
\lj) schema based on the ¥ML source data.

[ In the future, do nat show this message.
Help |

4. To see the source of each cell, select the cell which has information -> Right click -> Select “XML” then

“XML Source”. Screen will show the source of information at the right side.

2 For more details on XML items for the admission request, please refer to Section 5.2.3

Al B | B = Y T O B o M I N | 0 T v source
1 61/z0101030] e/ /p01011a5| FaLsEl ol TRUET T TRUE FALSE | FaLSEl FaLSE] FALSE [FamEd o vz TTRUETEALSE ™ oo ipy
2
3 #ML maps in this workbook:
4 ‘dnss_request_Map
5 B [ dossrequest
K =
7 ] wisit_date_from
? -] wisit date_to
o | -] is_own_escort
- -] rackno
10 (=] israck_open
11 ] epen_rackno
| 12 | -.(7] is_maintenance purpose
13 is_repair_purpose
14 -[Z] is_inspection_purpose
15 (] is_meeting_purpose
16 =] is_other purpose
T -./=] purpose of wisit
e 2] use inside rack
|18 | -] use housing_room
| 19 | ] use staging_room
20 -.Z] use_conference room
21 --[=] use_other_room
22 2] use_confernce_ member
23 =] use_other room_comment
7 (=] use_car
= -[Z] car_number
b=t (=] company.namel
| 26 | 5] membernamer
| 27 | (=] companyname2
28 -~[=] member_name2
29 --[=] company_name3
30 =] member_name3
el -[Z] company_name4
? (=] member_named4
? -] company.name5
|2 -..[=] member_names
% (=] company_name6
e To map non-repeating elements, drag the elements
| 36 | from the tree onto the worksheet where you want t
a7 data bo appear,
| 58 | To import data, use the Import XML Data button on t
| 39 | List toolbar.
£ -
? Werify Map for Export...
43 w| @ Tips for mapping <ML
4 4 » M\Sheetl {SheetZ {Sheeta 14 |
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5. Please input required information and save the file in XML format.

6. Login to the KVH Data Center Site -> Click on “Data Center” tab -> Click on “Admission” tab. Then click
on “Request Form” to open the template of Admission Request.

7. Browse the XML file -> Click “Apply” button -> information which has been entered on XML file will be
shown on the template. Please confirm the information and click “OK” if information is input correctly.
K Clear] is to reset xml you applied, not for formatting CSL.
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. |EVH | JAPAWNESE | MIANUAL | CHANGE PASSWOERD | CONTACT |
@@ Data Center Site

DB& Co Ltd. Resort Project

T I R s S N

Admission

| Request form | Request list | Search |

| Admission request

*is recpuired itera

Browse.. | Apply ll Clear |
DC Customer ID @3 FNCFAES
CBA Co., Ltd. Fesort Project
LIS 8K eiko  Vamada
isiting Data Center S RGIATBNECIRS I

LS N 00 10,06/15 [ 5] | 14 7| How| 30 7] Minute

Visiting time to IZU'I 0/06A15 D I 14 j Hou.rl 30 j Minate [ Reuest for multiple days.

1. Company: Harne:

2. Corapany: Harne:

3. Corapanyr: Hame:

4. Corapany: Harne:

5. Cormpany: Harne:

. Corparnsy: Hame:

7. Cormpany: Harne:

2. Commpany: Harne:

9. Cormpany: Harne:

10. Company: I Harne:

' Customer
' KVH Rack Ho: |

Escoried by

© Yes R.ackNo:I

Rack unlock requesi
Mo

" Maintenance [ Repair [~ Tow [T Ieeting ™ Other

Purpose of visii

r Housing room
Room requesi [T st IO
™ Other

Commeni

| &bout Inforrmation iy 7 7| Terms o Ahout KVH |

"o, Lid. &
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5.2.3 XML items for the admission request

Excel Tag Data Type Bite | Description
1 doss_request - Root elements for all CSL members

Al 1.1 data_center_id - -

Bl 1.2 visit_date_from Date & Time Visiting date & time from

C1 1.3 visit_date_to Date & Time Visiting date & time to

D1 1.4 is_own_escort TruthValue Escorted by: True = Customer, False =
(true/false) KVH

E1l 1.5 rack_no Text 64 Escort to Rack No

F1 1.6 is_rack _open TruthValue Rack Unlock Request: Yes =true No

(true/false) = false
Gl 1.7 open_rack _no Text 64 Open Rack No
H1 1.8 is_maintenance_pur | TruthValue Purpose of visit-maintenance
pose (trueffalse) Yes : true No : false

11 1.9 is_repair_purpose TruthValue Purpose of visit-repair
(trueffalse) Yes : true No : false

J1 1.10 | is_inspection_purpo | TruthValue Purpose of visit-tour

s¢€ (trueffalse) Yes : true No : false

K1 1.11 | is_meeting_purpose | TruthValue Purpose of visit-meeting
(trueffalse) Yes : true No : false

L1 1.12 | is_other_purpose TruthValue Purpose of visit-other
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X

(trueffalse) Yes : true No : false
M1 1.13 | purpose_of visit Text 4000 | Purpose of visit
N1 1.14 | use_housing_room | TruthValue Room request-housing room
(trueffalse) Yes : true No : false
o1 1.15 | use_staging_room TruthValue Room request-staging room
(trueffalse) Yes : true No : false
P1 1.16 | use_other_room TruthValue Room request-other
(trueffalse) Yes : true No : false
Q1 1.17 | use_other_room co | Text 64 Room request-comment for using
mment other room
R1 1.18 | use_car TruthValue Car
(trueffalse) Yes : true No : false
XOnly for Osaka Data Center
S1 1.19 | car_number Text 64 Car Number
XOnly for Osaka Data Center
T1 1.20 | company_nhamel Text 100 | Company 1
Ul 1.21 | member_namel Text 100 | Namel
Vi1 1.22 | company_nhame?2 Text 100 | Company 2
W1 1.23 | member_name2 Text 100 | Name 2
X1 1.24 | company_nhame3 Text 100 | Company 3
Y1l 1.25 | member_name3 Text 100 | Name 3
Z1 1.26 | company_name4 Text 100 | Company 4
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AAl | 1.27 | member_name4 Text 100 | Name 4
ABl1 | 1.28 | company_name5 Text 100 | Company 5
ACl | 1.29 | member_name5 Text 100 | Name 5
AD1 | 1.30 | company_name6 Text 100 | Company 6
AE1 | 1.31 | member_name6 Text 100 | Name 6
AF1 | 1.32 | company_name7 Text 100 | Company 7
AG1l | 1.33 | member_name7 Text 100 | Name 7
AHl1 | 1.34 | company_nameS8 Text 100 | Company 8
All 1.35 | member_name8 Text 100 | Name 8
AJl | 1.36 | company_name9 Text 100 | Company 9
AK1 | 1.37 | member_name9 Text 100 | Name 9
AL1 | 1.38 | company_namelO Text 100 | Company 10
AM1 | 1.39 | member_namelO Text 100 | Name 10
AN1 | 1.40 | remarks Text 2000 | Comment
5.3 Receiving Request in XML Format

Use the XML file as given below to create a request for receiving packages.

5.3.1 Receiving Request XML Sample

<?xml version="1.0" encoding="UTF-8"?>
<doss_request>

<data_center_id>-</data_center_id>
<l-- Shipping:false / Receiving:true -->

<inout>true</inout>
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<!-- Date of shipping out from customer -->
<user_ship_date>2010-06-01T12:00:00</user_ship_date>

<!-- Date of planned delivery to DC -->
<ship_date>2010-06-01T13:00:00</ship_date>

<!-- Date of customer pickup at DC -->
<receive date>2010-06-10T15:30:00</receive_date>

<!-- Delivery company -->
<transport_company>FedEx</transport_company>

<!-- Quantity of package -->
<box_number>3</box_number>

<!-- Size of package -->
<box_size>Hight2.2m x Width1m x Depth0.8m</box_size>

<!I-- Require loading dock? ONLY FOR TDC Users -->
<use_entrance>true</use_entrance>

<!I-- Reason of using loading dock is because package is Large-->
<reason_large_size>true</reason_large_size>

<!-- Reason of using loading dock is because package quantity is a lot-->
<reason_ammount>true</reason_ammount>

<!I-- Reason of using loading dock is others...-->
<reason_other>true</reason_other>

<!-- Comment field for others on reason of using loading dock -->
<reason_other_comment>Free text field</reason_other_comment>

<!-- Contetns -->
<contents>Servers</contents>

<!-- Manufacture -->
<maker>IBM</maker>

<!-- Comments -->
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<remarks>Free text field</remarks>

</doss_request>

* Use character code “UTF-8” for the XML file. In editing the XML file, use a text editor which allows
storing the text in UTF-8.

* The XML file header (<?xml version="1.0" encoding="UTF-8" standalone="yes"?>) needs to be
placed on the first line of the file.

* Tag names are case sensitive.

*The tag uses a nested structure. Please do not forget to add a closing tag.

5.3.2 How to use Receiving Request in XML Format on Excel
1. Use Microsoft Office Excel to open Receiving request which is in XML format

2. Below message will be shown. Please select “As an XML list” then click “OK”

x

" As a read-only workbook
™ Use the XML Source task pane

(4 I Zancel | Help |

3. Below message will be shown. Please click “OK”

Microsoft Office Excel x|

i The specified XML source does nok refer ko a schema, Excel will create a
\J) schema based on the $ML source data,

[ In the future, do not show this message.

Help |

4. To see the source of each cell, select the cell which has information -> Right click -> Select “XML” then
“XML Source”. Screen will show the source of information at the right side.

% For more details on XML items for the Receiving request, please refer to Section 5.3.3
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Al B | c | D | E | E_ gl H Lr g kLl WD xmsource v

1 TRUE] 6/1/201012:00] 61,2010 13:00] 6/10/2010 15307~ & | 3]52.2m x 081 m x B08m | TRUEN TRUE TRUE| TRUE [R5 ™ sy
% ML maps in this workhook:

4 ‘ doss_request_Map -
| 5 | B [ dossrequest

; "

7 ] inout
Em (=] user_ship_date
T (] ship_date

_‘_‘ receive_date

10 (=] transport_company

11 -[Z] boxnmumber
|12 | (=] boxsize

13 -[Z] use_entrance
En -] reason large_size

1 5 _‘_‘ reason_ammount
ER -[Z] reason_other
? _‘_‘ reason_other comment

-] contents

16 (=] maker

19 < 2] remarks

20

To map non-repeating elements, drag the elements
From the tree onto the worksheet where you want the
data to appear,

To import data, use the Import XML Cata button on the
List toolbar,

— “ML Maps...

Werify Map for Export...

JL[ (@) Tips for mapping XML
|

o L R o R O o R R S S S Y
— O | |0 |~ @ | |4 (0 r = O @ |~ |3 | ()R

e
(5]

s
5]

4 4 b M]\Sheetl fSheetz fSheets |« |

5. Please input required information and save the file in XML format.

6. Login to the KVH Data Center Site -> Click on “Data Center” tab -> Click on “Shipping/ Receiving” tab.
Then click on “Request Form” to open the template of Admission Request.

7. If you would like to deliver a parcel to a data center, select “Receiving” then Receiving request template
will be shown.
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8. Browse the XML file -> Click “Apply” button -> information which has been entered on XML file will be
shown on the template. Please confirm the information and click “OK” if information is input correctly.

. | EVH [ JAPANESE | MANUTAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site

EVH Co,, Ltd Tokyo Test

Shippin,
Racgf)vingg °

| Request form | Request list | Search |

| Shipping / Receiving request

*is reguired itern

ada Corporation Ltd. Tokso Test
cliia Lee
JATVEE S UK VH Tokyo Diata Center

" Shipping (Shipping from DC)

Ship/Receive
& Recefving (Delivery to DC)

Date shipped by customer [EINRIFITE E
Date of planned delivery to [EINITITAES [3]] 18 x| Hour | 15 x| Minute
DC T ¥ shipped from overseas, this forr will be vailed for one week after the planned delivery date.
Daie of cusiomer pickup ai

W 201 0/06/15 16 =| Hour | 15 =| Minute

Delivery company

Ship/Receive eg H22mx WimxD1.2m})

™ Yes

Large size

™ Large #of iterns

I Others: |

FPlease specify expected time for loading deck and elevator.

Contents

Manufacture

Comment

Cancel
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Excel Tag Data Type Bite | Description
1 doss_request - Root elements for all CSL members
Al 1.1 data_center_id - -
B1 1.2 inout TruthValue inout = true
(trueffalse) Receiving = true Shipping = false
C1 1.3 user_ship_date Date & Time Date shipped by customer
D1 1.4 ship_date Date & Time Date of planned delivery to DC
E1l 1.5 receive_date Date & Time Date of customer pickup at DC
F1 1.6 transport_company Text 100 | Delivery Company
Gl 1.7 box_number Numerical 30 Quantity
Value
H1 1.8 box_size Text 30 Size
11 1.9 use_entrance TruthValue Loading dock
(trueffalse) Yes : true No : false
J1 1.10 reason_large_size TruthValue Reason - large size
(trueffalse) Yes : true No : false
K1 1.11 reason_ammount TruthValue Reason - Large # of items
(trueffalse) Yes : true No : false
L1 1.12 reason_other TruthValue Reason - others
(trueffalse) Yes : true No : false
M1 1.13 reason_other_commen | Text 128 | Comment for others
t
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N1 1.14 contents Text 255 | Contents

01 1.15 maker Text 128 | Manufacturer

P1 1.16 remarks Text 2000 | Comment
5.4  Shipping Request XML

Use the XML file as given below to create a request for shipping packages.

5.4.1 Shipping Request XML Sample

<?xml version="1.0" encoding="UTF-8"?>
<doss_request>
<data_center_id>-</data_center_id>
<!I-- Shipping:false / Receiving:true -->
<inout>false</inout>
<!-- Date of Shipping from DC -->
<ship_date>2010-06-01T12:00:00</ship_date>
<l-- Delivery compan -->
<transport_company>FedEx</transport_company>
<I-- Quantity -->
<box_number>1</box_number>
<l-- Size of package -->
<box_size>Hight2.2m x Width1m x Depth0.8m</box_size>
<l-- Require loading dock? ONLY FOR TDC Users -->
<use_entrance>true</use_entrance>

<!l-- Reason of using loading dock is because package is Large-->
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<reason_large_size>true</reason_large_size>
<!-- Reason of using loading dock is because package quantity is a lot-->
<reason_ammount/>
<!l-- Reason of using loading dock is others...--> <reason_other/>
<!-- Comment field for others on reason of using loading dock -->
<reason_other_comment/>
<!-- Contetns -->
<contents>PC</contents>
<!-- Manufacture -->
<maker>NEC</maker>
<!-- Comments -->

<remarks>Free comment field</remarks>

</doss_request>

* Use character code “UTF-8” for the XML file. In editing the XML file, use a text editor which allows
storing the text in UTF-8.

* The XML file header (<?xml version="1.0" encoding="UTF-8" standalone="yes"?>) needs to be
placed on the first line of the file.

* Tag names are case sensitive.

*The tag uses a nested structure. Please do not forget to add a closing tag.

5.4.2 How to use Shipping Request in XML Format on Excel

1. Use Microsoft Office Excel to open Shipping request which is in XML format

2. Below message will be shown. Please select “As an XML list” then click “OK”
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x

Please select how wou would like ko open this File:
o~ t
" As a read-only workbook

" UUse the XML Source kask pane

K I Zancel | Help |

3. Below message will be shown. Please click “OK”

Microsoft Office Excel x|

& The specified ¥ML source does not refer ko a schema, Excel will create a
y schema based on the ¥ML source data.

[ In the future, do nat show this message.

Help |

4. To see the source of each cell, select the cell which has information -> Right click -> Select “XML” then
“XML Source”. Screen will show the source of information at the right side.

2 For more details on XML items for the Shipping request, please refer to Section 5.4.3

Al_B | c [ o Tel F e w0 T o 7 w JTelwml] N 2] £ xmL source -
1 Easel e /20101200] 7=t 338 [ 1]52.2m « BB m x B08m [ TRUE[TRUE] | ] IPo Inec ISEEEBDE| o ipy
% %ML maps in this workbook:
T ‘ doss_request_Map -
| 5 | B [ dossrequest
o a
| 7 | -] inout
g (=] ship_date
e -[Z] tramsport_company
| 2 | --[=] boxnumber
E 2] box_size
R (=] reason large size
| 13 | (=] reason_ammount
14 (2] reason other
15 (=] reason_other comment
16 [Z] contents
EER <[] maker
15 | (] remarks
|19 |
| 20 |
[ 21 |
| 27 |
| 23 |
| 24 |
| 25 |
| 26 |
| 27 |
| 28 |
| 29 |
| 30 |
ER
| 52 |
| 33 |
| 34 |
35 .
e | To map non-repeating elements, drag the elements
| 36 | From the tree onto the worksheet where you want the
| 37 | data to appear,
| 36 | To import data, use the Import ZML Data button on the
| 39 | List toolbar,
40 -
a0 -
a2z | Werify Map For Export...
43 ~| (@ Tips for mapping XML
M 4 b H[\Shestl (Sheetz {Sheets |« | » JJ
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5. Please input required information and save the file in XML format.

6. Login to the KVH Data Center Site -> Click on “Data Center” tab -> Click on “Shipping/ Receiving” tab.
Then click on “Request Form” to open the template of Admission Request.

7. If you would like to send a parcel from the data center, select “Shipping” then Shipping request
template will be shown.

8. Browse the XML file -> Click “Apply” button -> information which has been entered on XML file will be
shown on the template. Please confirm the information and click “OK” if information is input correctly.

. | KVH | JAPANESE | MANUAL | CHANGE PASSWORD | CONTACT |
@@ Data Center Site
4490 Co_Ltd. Tokyo Test

Data Genter | | | | | Logout

Shippin,
Rec';ﬁrin!g o

| Request form | Request list | Search |

| Shipping / Receiving request

‘orporation Ltd. Tokyo Test
ada Mlshapun

WH Tokyo Data Centex

(%' Shipping {Shipping from DC)
€ Recetving (Delivery to DC)

|:||13 | How |15 =] Minute

‘_ 6.2 HaZm e Wi x DIl 21 )
B HZ 2 W x D0.8m

Ship/Receive

Loading dock ¥ Large size

I Large # of iters

¥ Others: |Add Comment

Please specify expected time for loading deck and elevator.

Contents (SIS

Manufacture (ST

Add remarks here
Comment

Cancel

5.4.3 Shipping request XML item description

Excel Tag Data Type Bite  Description
1 doss_request - Root elements for all CSL
members

Al 1.1 data_center_id - -
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Bl 1.2 inout TruthValue Inout = false
(trueffalse) Receiving: false  Shipping: true
C1 1.3 ship_date Date & Time Date of shipping from DC
D1 1.4 transport_company Text 100 | Delivery company
El 15 box_number Numerical 30 Quantity
Value
F1 1.6 box_size Text 30 Size
Gl 1.7 use_entrance TruthValue Loading dock
(true/false) Yes : true No : false
H1 1.8 reason_large_size TruthValue Reason — large size
(trueffalse) Yes : true No : false
11 1.9 reason_amount TruthValue Reason - large # of items
(trueffalse) Yes : true No : false
J1 1.10 reason_other TruthValue Reason - others
(trueffalse) Yes : true No : false
K1 1.11 reason_other_comment | Text 128 | Comment for others
L1 1.12 contents Text 255 Contents
M1 1.13 maker Text 128 | Manufacturer
N1 1.14 remarks Text 2000 | Comment
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6 When portal is out of service

Following screen will displayed when you access https://portal.kvh.co.jp during maintenance or outage.
When it is out of service, please follow instruction on screen and submit request to KVH by e-mail. (Only
Admission and Shipping and Receiving request is available to submit via mail during the maintenance or
incident.)

In case of the following screen is not displayed but the portal system is not available or enable to login,
please contact KVH Service Desk. KVH Service Desk will provide Excel based request form to you.

@@ Portal motice!

REBLRCEWEE A,
KVH Portalld . RECFIALVEEFEE A,

Apologize for your inconvenience.
KVH Portal is now out of service.

B3 TCSLO EH B WP TEE A,
IBEL AL, FRRZIEIIILTHRL.

Genter Admission and Shipping / Receiving Requests.

Request for Data Center

ORI — L]
Fiam o tha ez e

AR EARE
Admission Request Request  Shippine & Recaivine Requast

| |

Zou S~ LSRR AL,
Piease il n the ecel shest

——

IO IR = A ST TRPFUIE TRTaL
o mail and send

For Tokyo Data Center - ¢
For Osaka Data Center - o

IO LRSS, LELCGRI L RLET,
Thank you ard zomy or the movenence
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7 Field Description

* Every input field can not handle model dependence Chinese characters.

7.1 Admission Request

. | EMH | JAPAMESE | MAMNUAL | GHAMGE PASSWORD | CONTACT |
@@ Data Center Site
IS5 Test Account Tokyo DG TEST

Admission @

| Request form | Request list | Search |
| Admission request
*jz requlred item
03 | fipply I Clear I
0 Gustomer DERCHIAEY
Requester ]S Test fccount Tokyo DG TEST
I T e i
CVH Toyo Dt e

|2D1U/T2/14 11@ Hour | 15 | Minute

Visiting time to 2010!1 2514 11 Hour |15 = Minute I Requ@r multiple dayvs. I

. Company: MHame:

. Compaty: Mame:
. Company: Mame:

Ciompany: Mame:
. . Compaty: Mame:
Visitor @ —

. Company: MHame:

. Compaty: Mame:
. Company: MHame:
. Compaty: Mame:

0. Company: Mame:

Escorted by, stz @
EVH  Rack Mo
Rack unlock request Yes  Rack Noj @
o

Maintenance Repair Tour Meeting Other

Purpose of visit @

Housing room
Room request| Staging room @
Other

Gomment

| About Informatia v | Terms of Use | About KMVH |

1. Input “Visiting time from” and “Visiting time to” By clicking calendar icon you may select date on
calendar view. The default is set as next day, so please be aware to change the date to today if you are
requesting for today’s visit.
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2. By selecting "Request for multiple dates”, this feature will help you to create same requests if you are
requesting for same time of entry and leave dc every day.

For security reasons, one request will be invalid once applicant leave data center.

3. Input name and company name of the visitor. If visitors are over 10 people, please submit in to 2

requests.

4. Select escort person from , “Customer” with visitor card, or “KVH” for KVH staff. Please input rack
number of where you want to have visitor escorted when you select “KVH”.

5. Select “Yes” for KVH to unlock rack for visitor to work. In such case please input rack no.

6. Select visitor’'s purpose of the visit to data center (multiple selection)

7. Select room which visitor needs to use. (multiple selection)

Housing Room: Server room where customer’s racks are stored.

Staging Room: Reservation room where visitor can work on unpacking.
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7.2 Receiving Request

. | KVH | JAPANESE | MANUAL | GHANGE PASSWORD | CONTACT |
@@ Data Center Site

IS Tegt Account Tokyo DG TEST

B I R R S T

Shippin,
Rscgﬁrir‘lgg °

| Request form | Request list | Search |

| Shipping / Receiving request

#iz required item

I =03 I Apply I Clear I
DG Gustomer IDEISIIITINEEYY
Requester ]S Test dccount Tokyo DG TEST

AL EN Charlie  Yoshida

(K Tekyo Dot Gerter

(" . .
Ship/Receive Shippine (Shipping from DC)
* PReceiving (Delivery ta DCY

Date shipped by "
customer 2010/'1

Date of planned |ENTAEIAES 15 | Hour |45 = | Mindke

delivery to DG

TWnen snipped TTom Overseas, (his 10rm o vahd for one week after the planned delivery date.

1 De
Datlof ':"'S‘“'“"(; 2010,/12/14 @13 | Hour [45 = Mimle

pickup at D
@ |

Reason @
Large size

Laree # of items
Others:

T e e S ET T B EC T TTTE - TOr SO TE T r ot I e e T

Contents 8
Manufacturer g

Loading dock

Gomment

T T

| About Informati

1. Input date of package dispatch from customer or manufacture. By clicking calendar icon you may
select date on calendar view.

2. Input date of package delivery to data center.

3. Input date of customer picking up the package delivered.
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4. Input delivery company name

5. Input quantity of package.

6. Input size of the package (e.g: H2.2m x W1m x D1.2m )

7. If loading dock is necessary for delivery, please specify reason and expected time for delivery.

8. Input contents information (e.g: Server)

9. Input manufacture name of the package (e.g:HP)

Please be advised that “Admission request” is required for driver of delivery company ships in package to
data center.
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7.3 Shipping Request

. | KWH | JAPAMESE | MANUAL | CHANGE PASSWORD | CONTACGT
@@ Data Center Site
I3 Test Account Tokyo DG TEST

Shipping
ReceRring °
| Request form | Request list | Search |
| Shipping / Receiving request
*iz required item
\\\\\\ | Bpply | Clear |
50 Gustomer DRSS
Requester ]B Test ficcount Tokyo DO TEST

BENTTRI BN Charlie Yoshida

KYH Tokyo Data Certer

% Shippine (Shipping from DC)
Receiving (Delivery to DG}

Ship/Receive

Date of Shipping from
ile] 20101109 ®9 MECIED vlfn‘tE te

Delivery company ® |

Reason
Loading dock Laree zize
Large # of items @

Others:
— Pleaze specify expected time for loading deck and elevatar.

Gontents

Manufacturer

1. Input date of package dispatch from data center. By clicking calendar icon you may select date on

calendar view.

2. Input delivery company name

3. Input quantity of package.

4. Input size of the package (e.g: H2.2m x W1m x D1.2m)
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5. If loading dock is necessary for delivery, please specify reason and expected time for delivery.

6. Input contents information (e.g: Server)

7. Input manufacture name of the package (e.g:HP)

Please be advised that “Admission request” is required for driver of delivery company ships in package to
data center.
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IS yeeny
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7.4 CSL Update Request

. | KWH | JAPANESE | MANUAL | GHANGE PASSWORD | GONTACT |
@@ Data Center Site
IS Test Account Tokya DG TEST
Data Center Logout

csSLQ

| CSL Update Request | Search | Active CSL |
| CSL Update request

[P e g (8] SHISO000TEST
Requester ]S Test Account Tokyo DG TEST

BREL TGN Charlie Yoshida

I ™YY 201 1121

*iz required item

08 Apply I Glear |

rm—m_m—mmm-m
Alagt Mame )
: !|Yosh\da @) || E%} | fH n3-4
Jnartie @ | EE}

Permiszion for portal (Wiew descriptiond

*|ast Mame Division *Company Tel 1 E-mail 1{Login 100

|Mahapun f PLUM [ {daleujitcd@kh.co.jp |LEVEL a = |1 [
2 *Firgt Mame Tel 2 E-rmail 2
ILada I I Clear

QoD AR il amsion o S Swne S G oL WL

Comment

You can by clicking on each button.

_ This becomes active if “E-mail Address 1”is filled
- Activate -View admission request - Edit admission request - Submit admission request
_ Inactivate View shipping & receiving Edit shipping & receiving Submit shipping & receiving
package request package request package request
-View CSL - Edit GSL - Submit CSL update request

| About

1. Input last name

2. Input first name
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3. Input division/department

4. Input company name

5. Please enter your phone number. *Only ACR is mandatory
KVH will contact you through this number in case:

- Identity confirmation is required.

- The visitor gets sick or injured and requires medical treatment.

- The applicant for a visit or ship-in/out cannot be contacted, or some details could not be confirmed with
the applicant.

6. Input emergency telephone number in case KVH could not reach Tell.

7. The primary E-mail address (E-mail 1) will be used as the KVH Portal login ID. It is compulsory for
users, who are required to view, create, or submit request forms, to register E-mail 1 address. (Please
note that users without an E-mail 1, cannot access the KVH Portal)

The primary E-mail (E-mail 1) must be a unique E-mail address meaning that it can be used only once as
a primary E-mail (E-mail 1) for one CSL.

8. Secondary E-mail (E-mail2) address is for notifications purposes only and is not to be required unique.
The same E-mail address can be used multiple times in one CSL.

9. Select permitted access level.

10. Input permitted area (server room, rental locker floor)

11. By clicking on “Clear" will clear the line of user
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12. Select Role from “ACR-Sub” or “Members”’(BLANK). ACR is fixed on top row.

13. This “Add 10 row” will be available if request is raised to KVH for adding more than 10 users.
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