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Proprietary Notice

This document contains confidential information of AAPT Limited (“Confidential Information”). In consideration of receipt of this document, the recipient agrees to maintain the Confidential Information in confidence and may not reproduce or otherwise disclose the Confidential Information to any person outside the group directly responsible for the evaluation of its contents, except that there is no obligation to maintain the confidentiality of any information known to the recipient prior to receipt of the Confidential Information from AAPT, information which becomes publicly known through no fault of the recipient, or information which is received without an obligation of confidentiality from a third party owing no obligation of confidentiality to AAPT.

Information Provided
This document is for procedural and/or reporting processes only and should not be seen as the document containing the terms and conditions of your agreement with AAPT or as a stand alone agreement of any kind. Please refer to AAPT’s Master Services Agreement or Standard Services Agreement (as applicable) and any relevant Service Schedules and Service order Forms for the terms and conditions of your agreement with us, including in relation to service levels. Any terms defined in the Master Services Agreement/Standard Services Agreement, Schedules and Service Order Forms have the same meaning if used in this document.
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1. Introduction
1.1 What do you need to do?
If you are a new customer or you have never accessed the Datacentre then you need to be inducted (Co-Lo authorised).
1.2 Inductions
New customers must be inducted before gaining access to the Datacentre (once inducted you are Co-Lo Authorised for that particular Datacentre). Inductions are approximately 45mins in length and explain the rules/regulations of the Datacentre, including OH&S and emergency procedures.

Organise an induction by emailing your service centre with a completed Induction Co-Lo Authority request form (please note that the form must be signed by an Advanced Co-Lo authority from your organisation). 

Please contact your service centre to organise a convenient induction time and ensure all information is populated to avoid delays.

2. Entering the Datacentre
Please note: Entrance into the Datacentre does not permit any physical work or installation. For internal cabinet cabling, installation or physical work, you will require a permit to work and/or authority to install.

2.1 Standard Access
You are required to submit a simple request form to enter the Datacentre to perform software work on your equipment.

· Complete the Access request form (you must be a Co-Lo authority) and send it through 24 hours prior to access requirements. Your request will be processed and you will receive a case/entry number.
· Once you are at the Datacentre call 1800 802 813, select option three and when prompted give your name and the case/entry number. 
· Once these details are cross referenced and approved the door will open. Some customers have also been provided with a building access card for after hours as well as Co-Lo access card to the required floor.
2.2 Emergency Access
Refers to a request prior to the standard 24hr access notice period to perform emergency software work on your equipment.

· Call your service centre to organise emergency access (you must be a Co-Lo authority). 
· Once you are at the data centre call 1800 802 813, select option three and when prompted give your name and the case/entry number. 
· This will be cross referenced and if correct the door will be opened. Some customers have also been provided with a building access card for after hours as well as a Co-Lo access card to the required floor.
2.3 Frequent Access
Refers to a request for customers that require repeat access to perform software work on their equipment for the month.

Frequent access can be requested up to two months and then a new form must be submitted.
· Complete the Access request form (you must be a Co-Lo authority) stating the length of frequent access. Send the completed form through 24hrs prior to access requirement. 
· Once you are at the Datacentre call 1800 802 813, select option three and when prompted give your name and the case/entry number. 
· Once cross referenced and approved the door will open. Some customers have also been provided with a building access card for after hours as well as a Co-Lo access card to the required floor.
3. Co-Lo Authority

3.1 Two types of Co-Lo Authority

(a) Basic Permissions – Includes access request, remote hands, permit to work, equipment move and cabinet keys.

(b) Advanced Permissions – Includes basic as well as modification of access list, request for current access list, security card replacement and replacement of key and guard escort.


If you wish to know who is authorised for your organisation simply email your service centre (request must come from an advanced authority or your account manager)

3.2 Require external cabling or cross connections

Contact your account manager.
3.3 Issues concerning an inducted person to attend the Co-Lo

AAPT offers remote hands for some software work such as server reboot, visual inspection and power check.
To organise please email your request to the service centre. 


	Remote Hands Charges

	Item
	One-off charge

	Weekdays 0800 - 1730 EST – All Facilities
	$70.00 (in 30 minute increments)


	Weekdays (After Hours) 1730 - 0800 EST

Saturdays & Sundays (24 hours)

Public Holiday (24 hours)
	Call-out Fee: $240.00

PLUS

$70.00 (in 30 minute increments 



Alternatively you may require a third party technician or a non-inducted representative to be accompanied into the Datacentre. This can be organised as escorted access, where AAPT will provide a field operation technician to supervise. This is subject to availability.
	Escorted Access

	Item
	One-off charge

	Weekdays 0800 - 1730 EST – All Facilities
	Call-out Fee: $240.00

$70.00 (in 30 minute increments)


	Weekdays (After Hours) 1730 - 0800 EST

Saturdays & Sundays (24 hours)

Public Holiday (24 hours)
	Call-out Fee: $240.00

PLUS

$200.00ph (min 2 hrs)



3.4 Need to install equipment or perform Major Work

· Complete the Equipment Move Form if installing or removing equipment and email through to your service centre

· Complete the Permit To Work Form if you need to perform major work (not software based)
· Both forms need to be accompanied by an Access Request Form. This needs to be performed well in advance to your requested date as some requests require specific scheduling.

· Email the forms to your service centre.

3.5 Power requirements

If you need to install equipment that has specific power requirements please contact your Account Manager. AAPT has specific power consumption guidelines, as of such please ensure your requirements are discussed in advance with your Account Manager.
3.6 Customer’s General responsibilities

Include but not limited to the following:
· The ownership, maintenance and support of their equipment and/ or application(s). 

· Providing AAPT a list of authorised Co-Location contacts and ensuring this is kept up-to-date. For security reasons, requests for access to customer equipment within AAPT Co-Location facilities will not be granted to anyone – without exception – who is not on the customer’s authorised access control list. 

· Contacting AAPT to arrange access (standard, emergency, frequent), permit to work requests or remote hands to Co-Location facility and equipment ensuring there is enough notice to allow for access. 

· Notifying AAPT of anticipated significant changes to rack/power/cooling requirements – both once-off and ongoing. 

· Maintaining customer contact details. Customers must advise whenever any points of contact within their organisation change. These will be used by AAPT Customer Support in the event of a problem. 

· Maintaining details of any customer-specific operational requirements, including hours of operation, backup window, etc. 

· Access cards – initial allocation. Lost and replacement cards will incur a charge.

For any other queries please contact your service centre.

- end document - 
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