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All rights reserved

Purpose

The purpose of this document is to provide users with the basic functionality of Integra’s LSR Portal.

1 Logging into the Gateway

The link to access the LSR Web Portal and information on Integra’s LSR information can be found at
http://www.integratelecom.com/about/Carrier_To _Carrier_Migration Information.php

1. Click on the “Access the LSR web portal” link

L5R Gateway

UseriD:  [GWADNN

Password: I-uuu

LoGIN | CLEAR

2. The Portal will launch and the log in screen will appear.
3. Enter the User Identification and Password provided by the company administrator.

User Id Provided User ID

Password Password

4. Click the Login button
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2 Home Tab

/’ \
ez LOCB I itegra Home \ Admin \‘ Orders \( Responses Reports \{ \
Creating
Networks . e,
Telecommunications Industry s

ORDERS RESPONSES REPORTS USER WORKLIST

Create a New Order C RR Order Reports Recent 20 Orders by paetec

Create from an Existing Order Res_nons_e Reports Recent 20 Responses by paetec

Create a Supplement Order Notification Reports Recent 20 Orders History by paetec1

Create from a Saved Order

Create from a Template

Create Voice Products

The Home tab is the default screen after logging into the portal.

2.1 The Screen Tabs

[

Admin Y Orders Y Responses Repnrts‘

Tab Function
Home Default start screen, contains links to create LSR, view reports, and for users for view activity of
last 20 orders
Admin Users can change password
Orders Users can create, print, delete LSRs and templates
Responses This tab has no functions available for the users
Reports Users can search for saved or sent LSRs and responses sent from Integra

2.2 Sign Out

Users can return to the login screen by clicking the Sign Out link on the right hand side of the screen

under the tabs.
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2.3 Quick Links

ORDERS RESPONSES REPORTS USER WORKLIST
Create a New Order C  Re Order Reports Recent 2Q Orders by paeteci
Create from an Existing Order C Riﬁ_wm Recent 20 F:e;:-:r.;_e; oy paetect
Create a Supplement Order G Notification Reports Recent 20 Orders History by paetec1
Create from a Saved Order C
Create from a Template =

Create Voice Products

Section ‘ Use

Orders Create New LSRs and supplement existing LSR’s

Responses These links are not useable

Reports Search for LSRs, responses from Integra, and notifications

User Worklist A short cut for the user to view their last 20 orders and status

User Worklist

2.3.1 Recent 20 Orders

List of Recent 20 Orders (Total count = 20)
#  PON VER  SERVICE TYPE TIME CCHA sC REQ TYPE ACT DOC NO STATUS
1 12750 [0} NP 01-26-2011 07:14:26 IOR PTO4 (:] v Sent
2 12013 0z NP 01-26-2011 06:47:15 IOR PTO1 CB v Sent
3 12013 [ NP 01-26-2011 05:29:06 IOR PTO1 CB v Sent
4 i11403 02 NP 01-25-2011 08:07:55 IOR PTO1 CB v FOC
5 i11472 [ NP 01-25-2011 07:46:28 IOR PTO1 CB v Sent
A list of the last 20 order created by the user with the order status.
Orders can be viewed by clicking the link to the PON, but not supplemented.
2.3.2 Recent 20 Orders History
List of Recent 20 Orders History (Total count = 20)
# PON VERSION SERVICE CENTRE DOCUMENT TYPE DOCUMENT NUMBER STATE TIME CORRESPOMDING RESPONSE
1 12750 L3 PTOM LSR Sent 01-26-2011 07:14:26 NIA
2 12013 02 PTO1 LSR Sent 01-26-2011 06:47:15 NIA
3 12013 o PTO1 LSR Sent 01-26-2011 05:29:06 NA
4 i11403 02 PTO4 LSR FOC 041-25-2011 08:07:55 i11403.02 (LR}
5 11472 " PTOM LSR Sent 01-25-2011 07:46:28 NIA
6 11403 " PTO1 LSR Sent 01-25-2011 07:37:36 NIA

A list of the last 20 order created by the user with the order state (status) and a link to the Local
Response (LR.)

Orders and responses can be viewed by clicking the links. LSRs can be viewed by clicking the link to
the PON, but not supplemented.
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3 Orders

Orders can be created from two places.

3.1 From Home tab

ORDERS

Create a New Order

Create from an Existing Order
Create a Supplement Order
Create from a Saved Order
Create from a Template

3.2 From the Orders tab

LSR Orders Wg’tiunsv Temp

Create a Mew Order

Create from an Exizting Order

Create a Supplement Order

Create from a Saved Order

Create from Template
Delete Saved Crder

Create Voice

Action Type

Create a New Order Start an LSR with all fields blank

Create from an Existing Order Search for an existing LSR to start a new LSR with a new
PON using the data populated from the existing LSR

Create a Supplement Order Search for an existing LSR to cancel, change the requested
due date, or make other changes

Create from a Save Order Search for a saved LSR to create a new LSR using the
entered data

Create from Template Search for a template that was created with pre-populated
data

Delete Save Order (Order tab menu only) Deleted a saved order from portal. Can not delete an order

that has been sent.
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3.3 Order Actions

3.3.1 Local Action Toolbar

ezlocal Actions

Z EIEEEE

Once the LSR forms screen is open, an Local Actions toolbar will appear in the upper right.

Button Action

Pre-Populate This functionality is not available at this time.

Save Save the current data

Validate System will validate the fields for errors

Send (Not recommended) Sends the LSR as is without checking for errors

Validate & Send Validates the fields for errors and if no errors are found, sends the LSR to Integra

Print Sends the LSR forms to a preview window where they can be printed

Orders Home Returns user to Orders tab. Will ask if user wants to save orders before exiting the LSR.

These functions can also be found in the Orders toolbar under Actions

3.3.2 Validation

3
é QError : Order validation failed.
LSR Form
Field Name Current Value Error Code Error Description
\Administrative Section
JAN LSROB10_010007 AN is required when ATN or EAN in EU form is not populated
|ATN LSROB10_010008 ATN is required when AN or EATN in EU form is not populated
|DDD 01-20-2011 LSROB10_010121 DDD cannot be prior to current date.
DATED LSROB10_010030 DATED is reguired when AGAUTH is ™™

When an LSR is validated, the portal will verify the fields that match the rules for the current Local
Service Ordering Guide (LSOG.)

If there are any fields that do not pass validation, error message will appear on the bottom of the
screen with the field name and a description of the error.

Clicking on the field name link will bring up the form and field on the screen that must be addressed.

3.3.3 General Order Rules

The forms provided in the Portal use the current Order and Billing Forum (OBF) LSOG version.

For specific information on what fields are required, conditional, or optional and what information is
needed to populate the fields, see your company’s documentation on the current standards.

Additional Order Rules

1. The version (VER) must be numeric characters only and should start with 01. This is the default
when creating an LSR.
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2. Populating an email address will provide the user email responses when an LSR is sent to
Integra, received by Integra, and when Integra returns a Local Response. An email address is
not required to submit an LSR.

3. The AGAUTH and Dated fields must be populated to indicate authorization has been granted.
The carrier must affirmatively indicate that it has the proper authorization (from the end user and
other needed authorization, if any) on LSR requests, or Integra will reject the request.

4. Fields with the title in Blue, are required fields. Other fields may still be conditional and may error

when a validation is done.

3.3.4 Navigation Bar

OBF)

Loop Service Number
Portability Request (L50G10 -

L3R Form
EU Form
LSNP Form
DL Form

When an LSR is opened, a navigation bar will appear on the left for the user to move between the

required forms.

3.3.5 Adding End User Information

End User Information

Add End User Information . . .

Location Humber | End User Name

To Add End User Information, click the link to open the EU form and populate the information

required.

Add End User Information . .

Number of End User Location Access : 1

Location Number

End User Hame

o0

Bob's Bobber Shop X

When the End User form has been populated the screen will show the Location Number and Name.
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If the data needs to be updated, click on the Location Number link to open the form to edit.
To delete the location and start over, click the X icon.

3.3.6 Adding Numbers to the LSR

LSNP For | | NP Form |
| B | or

Click the LSNP Form or the NP Form to enter TN’s to the request.
Depending on whether the request is an LSNP or NP the next link will appear slightly different.

Add Loop Service with Number Portability Information . . .

Location Number | Line Number | Line Activity

An LSNP form example
To enter numbers, click the link to Add Loop Service with Number Portability Information

Add HumberPortability . . .

An NP form example
To enter numbers, click the link to Add Number Portability

3.3.6.1 Single Number

)} PORTED HBR®
[612 555 5554 |

For one number on the form enter the 10 digits (NPA-NXX-XXXX).

3.3.6.2 Number Range

PORTED NBR*
[612 -555 _sso0-559q |

For a consecutive number range enter the NPA and NXX, then enter the first number of the range
and the last number of the range separated by a dash (-).

3.3.6.3 Entering Multiple Single Numbers or Ranges

To enter additional entries, click on the LSNP Form or NP Form link in the navigation bar and follow
the same steps used to enter the first number(s).
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3.3.6.4 Viewing and Editing TNs

Location Number | Line Number | Line Activity
001 00001 v bt
001 00002 v ot

To view the numbers or edit information, click the Line Number link to open the form.
To delete an NP or LSNP form and start over, click the X icon to delete a specific entry.

3.4 Create a New Order

CCHNA®

Activity”

Create New Order

Service Center” [{gil gl eleyly ~

Service Type*

Document Type |_3: LSR-EU - LSNP -DOL |

Request Type* IEIEI vl

[ =

[ LSNP - Loop With Number Portability Service v ]

| M-Mew Installation j

Cancel |

When creating a New Order without using an existing order or template, populate the initial order

screen.
Field

Service Center

‘ Data

This should default from the company the User logged in

CCNA

Choose the company code

Service Type

Choose the type of LSR

Document Type

This will default from the Service Type chosen.

Request Type

Choose the request type
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3.5 Create from an Existing Order

CELL\JwAl

LSR Orders ~ Actions * Ter

Create a New Crder

Create from an Existing Order

To start a new LSR using an order that has already been sent, use the Create from an Existing

Order

Search for Order
j Hew Query ] [ Recent Queries ]
Start Date End Date M- DD - YYrY
E— | =
VER ] ACT [ ]
Service Type | LI ATN :l
CurrentState |  ~] DDD M_DD_TrrT
Customer Hame | | REQTYP | LI
UserlD [ | Document Number [ |
ECCKT |_D® | secnuc [ ]
EU State = INIT State = EXP [ =
T0S ] Direction [ = Ne ]

FTOq (SR |« ’F
sC Order Type DL CCHNA MCL

comso x|
search | Cancel |

Search for the LSR to supplement using the fields available.
After entering the field or fields, click Search.

Use the % as a wildcard in the search.

g

ER SERVICE TYPE TIME

01 NP 01-26

-2011 07:14:26

Click on the PON link to open a new LSR.
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prc— -
Number Portability Service .
Request (LS0GA0 - OBF) LSR Qrders = Agtions ~  Templates ~  Help ~
LSR Form Local Service Requ
HEEonS CCHA*  PON: VER LSRHO LOCQTY* HTQTY
Lol [or =] | | o1] | |1 []
AH ATH AAN
| | [p52 235 -ssas | | |
HATH NAN sc* sC1 sC2  RESID
N I | [rror =1 11

The LSR will open with a blank PON field and the Version will be 01.
All other data from the previous order will copy over.

Once the updates are made, the LSR can be validated and sent.

3.6 Create from a Saved Order

LSH Orders + Actions + Template!

Create a New Order
Create from an Existing Order
Create a Supplement Order

Create from a Saved Crder

Create from Template
Delete Saved Order

To start a new LSR using an order that has been saved in the Portal but not sent, use the Create
from a Saved Order
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0Open Saved Order

_[ New Guery ][ Recent Queries ]

Start Date - DD - T End Date [

E— | =
VER [ ] ACT | |
Service Type | ;l ATHN l:l

Current State Im DoD M- DD - Y

Customer Name | | REQTYP | ;I

UserlD | | Document Number |:|
ecokT | | secuer ]

EU State [ =] INIT State =l EXP | ~]
TOS [ ] Direction | ~] NC [ ]
S—
PTo L3R« I0R
5C Order Type DL CCHNA MCL
comso x|

Search | Cancel |

Search for the LSR to supplement using the fields available. Use the % as a wildcard in the search.
After entering the field or fields, click Search.

# PON VER SERVICE TYPE TIME CCHNA

1 4520425 1 L3NP 01-31-2011 04:24:55 I0R

Click on the PON link to open a new LSR.

T T I nommT

Loop Service Number g
Portability Request (LSOG10 - | T QI0els ¥ Aclons ¥ Jempiaies Help =

OBF)

Local Service Request

LSRF . . c =
erm Administrative Section

EU Form

LSHP Form CCHA*  PON: VER LSRNO LOCATY: HTQTY
jlor | [4520423 | | |1 []

DL Form
AN ATH AAN
| L - - | | |
HATH HAN sC* 5C1 5C2 RESID
[ [ ] [ornr =l | [N [N

The LSR will open with the same PON and Version, because the order has not been sent.
The PON can be changed if needed.
Once the updates are made, the LSR can be validated and sent.
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3.7 Templates

To create an LSR from a template, a template must have been created and saved.

3.7.1 Create Template

Templates

Modify Temp

Help =

late

View Template

Delete Template

1. From the Order Toolbar, click Template.
2. Choose Create Template

Create Order Template

CCHA*

[ =

Service Center® IF'TEI‘I —LSGG'IU;I

Service Type* I LS - Loop Service

Lo

Document Type* |_ST< (LSR-EU-L

Request Type* |AB -

Activity* | M-Mew Installation

ﬂ Cancel |

[~

3. Fillin the initial order screen for the type of template to create.

CCHA*® PON® VER LSRHNO

for =] | | [ ]]

AN ATHN AAN

| | | | |

NATHN NAN SC= S
I 1T I | —

4. The PON field must be populated to save the template.

5. Populate any other fields.
6. Click the Save icon

Proprietary & Confidential




%egra“

LEC LSR User Guide for the Portal

TELECOM

1/31/2011

Page 14 of 25

j;) Info : Template saved successfully as "NP.test ..

7. The template will save with a name using the Request Type and the PON separated by a period

3.7.2 Create from Template

LSR Orders ~ Actions » Ten

Create a New Order

Create from an Existing Order
Create a Supplement Order
Create from a Saved Order

Delete Saved COrder !

To start a new LSR using a template that has been saved in the Portal, use the Create from

Template
Open Template Order Ed
LSHNP.LSHP .
NP.NP .
HNP.test .

A list of available templates will show on a list.
Click on the link of the template to use to start the LSR.

Administrative Section

CCNA* PON*

VER LSR NO
[or =] | | o] |
AN ATH

The LSR will open with a blank PON field and the Version will be 01.

Once the forms have been populated, the LSR can be validated and sent.
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4 Supplementing an LSR

ezl ocal

LSR Orders ~ Actions + Templal

Create a New Order
Create from an Existing Order

Create a Supplement Order

Create from a Saved Order

Choose Create a Supplement Order from the LSR Orders menu or the link from the Home tab.

j Newr Query ] [ Recent Queries ]

Start Date hi- DD - YT End Date hi- DD - 7YY

pon — sup | =]
VER [ ] ACT | -]
Service Type | ;I ATHN |:|

Current State Iﬁ DDD - DD - Y

Customer Name | | REQTYP I ;l
UserlD | | Document Number I:l

ECCKT | | sEcucr [ ]

LY —— L I—
EU State I - I INIT State EXP I - I

H

| jv
T0S [ ] Direction | -] NC

PTO1 LSR i IOR
5C Order Type DL CCHA MCL
comeo |

Search | Cancel |

Search for the LSR to supplement using the fields available. Use the % as a wildcard in the search.
After entering the field or fields, click Search.
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# PON VER  SERVICE TYPE
1 12750 01 NP
2 12013 0z NP
3 i11403 02 HP
4 i11472 01 HP
5 181541 01 NP
[ 11330 o1 LSNP
7 TESTINGLINKA 01 LSNP
3 B01695C 01 HP
9 5016958 01 HP

Click the Link to open the LSR to supplement.

——————— T I TTUTITE T Hl.l1'l'll11_1_
Humber Portability Service LSR Orders > Actions v Templates v Help

Request (L50G10 - DBF)
LSR Form
EU Form
NP Form
DL Form

Previous Order

Humber Portability Service
Request (L30G10 - OBF)

L5R Form
EU Form
HP Form
DL Form

Administrative Section

Local Service Request

CCHA*  PON* VER LSRHNO LOCQTY* HTQTY
[lor =] [eo1eesc | [ [0 1 [

AN ATH AAN

| | | | | |

NATN NAN sc: 5CA sc2 RESID

| | | | [Fro1 =] | | | | |

VT SENT* DSPTCH DDD* APPTIME DDDO NOR  APPTIME
[01-31 2011 -oszeam| [ x| [o1-21 -z011] | | | [ - ]

The LSR will open with a new version number auto-populated.
There are links on the left to the forms for the current version on top.
Links to the previous version the supplement is being created from are below for the user to

reference.

Once the updates are made, they LSR can be validated and sent.

S5 Reports

Reports are used to search the Portal to find information on orders.
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Reports I{Ag:'um + Help
Lag
Orders

Rezponses
Orders/Responses
Motifications
Motification Panel »

Reports Information

Orders View LSRs created in the system and their status
Responses View Responses sent from Integra
Orders/Responses View both LSR’s and Responses at the same time
Notifications (Not information for users)
Notification Panel (Not active for users)
5.1 Orders
Search for Order

_[ New Query 1[- Recent Queries 1

Start Date M- DD - Y End Date M- DD -

PON ] suP | =l
| ol

VER [ ] ACT
service Type | =] aw —

Current State I vl DooD M- DD - Y

Customer Hame | | REQTYP I LI
UseriD | | Document Number |:|

EcckT | | secici ]

EU State I vl INIT State EXP I vl

H

I jv
TOS [ ] Direction | -] NC
FT01 LSR o IoR

SC Order Type DL CCHNA MCL
comeo |

Search | Cancel |

Search for the LSR using the fields available. Use the % as a wildcard in the search.
After entering the field or fields, click Search.

Proprietary & Confidential



LEC LSR User Guide for the Portal

integra

TELECOM 1/31/2011 Page 18 of 25

List of Matching Orders (Total count = 74) @j Expart to Excel
Page of 3 G0|[ Next
# PON VER  SERVICE TYPE TIME CCHA sC REQ TYPE ACT  DOCHNO STATUS
1 4520423 1] LSNP 01-31-2011 04:24:55 I0R PTO1 BB v Saved
2 (12750 o P 01-26-2011 07:14:26 I0R PTO1  CB v Sent
3 =i12013 02 NP 01-26-2011 06:47:15 IOR PTO1  CB v sent
4 111403 02 P 01-25-2011 08:07:55 IOR PTO1  CB v FOC
5 I=i11472 1] NP 01-25-2011 07:46:28 I0R PTO1  CB v Sent
6 (181541 1] NP 01-24-2011 07:54:28 I0R PTO1  CB v Sent
7 1711330 o LSNP 01-24-2011 07:35:20 10R PTO1 BB v FOC
i ([ TESTINGLINK1 [} LSNP 01-20-2011 08:A8:01 MCL PTO1 BB v sent
9 [801695C 1] HP 01-20-2011 08:10:08 IOR PTO1  CB v Sent
10 (28016958 1] NP 01-19-2011 12:52:35 I0R PTO1  CB v Sent
11 [=-AMERROOF 1] NP 01-19-2011 12:51:47 I0R PTO1  CB v Sent
12 iF:ACUPON o sP 01-198-2011 12:51:21 I0R PTO1  CB v Sent
13 (8015168 1] LSNP 01-19-2011 12:60:37 MCL PTO1 BB v Sent
14 (725594 1] NP 01-19-2011 12:50:09 McL PTO1  CB v Sent
15 (2725529 1] NP 01-18-2011 06:46:31 McL PTO1  CB v Sent
16 (2801620 03 P 01-18-2011 06:41:41 I0R PTO1  CB v Sent
17 17801695 02 P 01-17-2011 11:66:07 10R PTO1  CB v FOC
18 (8015167 1] LSNP 01-17-2011 11:39:03 MCL PTO1 BB v Sent
19 |~ B01713 o1 LSNP 01-14-2011 19:41:52 McL PTO1 BB v JEP
=
2 iEDUCK2 o sP 01-12-2011 16:12:41 I0R PTO1  CB v Sent
22 DAISY1 [} sP 01-12-2011 16:12:30 IOR PTO1  CB v sent
23 = MOUSE2 1] sP 01-12-2011 16:12:18 IOR PTO1  CB v Sent
b2} 1= MINNIE1 o1 sP 01-12-2011 16:11:46 10R PTO1  CB v FOC
25 EPLUTO1 1] NP 01-12-2011 16:11:33 I0R PTO1  CB v Sent
Page of3 G0 | next |
Click on PON number to view the Order

Depending on the search criteria used, the results screen will show the order matching the criteria.
Click on the PON link to view the order.

@ Export to Excel

The list can be exported to Excel by clicking the Excel icon.

page [1__ |or3 50| |rnext]

The page will show up to 25 orders.

Additional results will appear on subsequent pages, the navigation is in the lower right hand corner of
the screen.
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5.2 Responses

Search for Response

J New Query 1 [ Recent Queries 1

Customer Name Current State

Start Date M- DD Ty End Date M-DD - Ty

PON L.\5 |:| Version |:|

DD UserlD |

ECCKT DocumentNumber [ |
I jv

Direction

I jv
PTOA
5C Response Type

Search Cancel |

Search for the response using the fields available. Use the % as a wildcard in the search.
After entering the field or fields, click Search.

# PON VER DOC HO DOC TYPE CURRENT STATE TIME CCHNA sC

1 (11403 LR Received 01-26-2011 06:11:57 10R PTM
2 (11330 [} LR Received 01-24-2011 10:51:55 10R PTM
3 1695 0z LR Received 01-18-2011 07:42:29 10R PTM

5 (AMERUSALL1 [} LR Received 01-18-2011 07:42:29 10R PTM

From the results window, click on the PON link to view the Response form and the LSR.
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5.3 Local Response

5.3.1 FOC

Local RESPBHSE
Administrative Section

CCNA* PO VER AN ATN
[itre | (11402 1

LSR NO ORD cno INIT*

[ | [2848702 | | [pave Pries

DT SENT* REP* TEL HO* RT* PIA  CHC  FOT FOTO DD*

[01 -25 2011 -1245PM | [Dave Pries | [rB3-745 -8451] |: =] | | | -] | | | | o2 -0z -2011]

EBD B4 BANA BI2 BANZ ECVER NMR NMR NMR HMR NMR ECI  COST

I N B T 100 000000 ]
RCODE  RDET

| = |

ESDD AFVR  DSGCON NSP DSGCON TEL NO ONSP  TDTR

C 1= | | | | | 1 [

An FOC response will populate with a valid DD entered on the Local Response form.

It will provide the Integra Order Number (ORD), date the response was sent (D/T SENT)
representative’s name (REP), and contact number (TEL NO.)

Proprietary & Confidential



LEC LSR User Guide for the Portal

integra

TELEGOM 1/31/2011 Page 21 of 25
5.3.2 Cancel
CCHA® PON: VER AN ATH
[lorR | [so1sas | [z01635 [ [ ]
LSR NO ORD CHO INIT=
| | |z7s8325 | | | [steph Prul |
DITSENT® REP= TEL NO* RT* PIA  CHC  FOT FDTO i
[01 -17 —2011 —0654PM | |Ronald Hebert | [s03-453 -8e78| |uj=| | =] | = | | | | [o01 01 go09|
EBD BI1 BAN4 BIZ BAN2 ECVER NMR HMR HNMR NMR NMR ECI  COS]

I (N0 IS I N A N N N N O N I

RCODE  RDET

| K |
ESDD AFVR  D3GCON HNSP DSGCON TEL NO ONSP  TDTR
L- - 1] = | | IR i N i

Hunt Group Section

. .._________________________________________________________________________|
Circuit Detail Section

. .._________________________________________________________________________|

SECLOC Section
|
Directory Section

ATN* DOR* DLCONT INIT DLCONT TH

DACONT INIT DACONT TN DLATYR® SQTYR*

I | - - 101 O

Remarks

Crder Cancelled Per Request -

A cancel response will populate a DD of 01-01-9999 and a remark that the order was cancelled by
Integra.
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5.3.3 Error
ERROR FORM
PON* VER BTN
801516 [ ][ - - - ]
DDD ORDDATE REJDATE

Error Details Section

REJMSG
Pending Crders currently exist against Telephone Mumber(s) =

If an LSR has errors that won't allow Integra to process the request an Error Form will be sent.
The reason for the error will appear in the Error Details section.

5.3.4 Jeopardy

Local Response
Administrative Section

CCNA®* POMN: VER AN ATH

[weL | [ot713 | [go1713 [ [ ]

LSR NO ORD cho INIT*

[ | [2758328 | | | [sTEPH |

DITSENT® REP: TEL NO* RT:  PIA  CHC  FDT FOTO DD*

[01 -17 -2011 - 10284M] [Steph Prun | [re3-745 -8as2| |1 =] | =] | =] | | | [o1-17 -2011]

EBD Bl BAN1 BI2 BANZ2 ECVER NMR HMR HMR NMR NMR ECI  COST
S 2 (i A I (V5 (S N I N I IO
RCODE  RDET

I ;I |Purt did not complete in timeframe provided. Order has been cancelled. |

If a Jeopardy must be sent because of information that has been discovered after an FOC has been
sent, the Local Response form will have the reason in the RDET field.
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5.4 Orders/Responses

Search for Order/Response [ <]
_[ Hew Query ] [- Recent Queries ]
Start Date End Date M- DD - v
PON | | Version l:|
servieo Type | = am ]
oD UseriD | |
ECCKT | | Document Number :l
Customer Name | Current State I vI
EFPPIPITITTITITTITTIe
PT0T IOR
sC CCHNA WMCL
Search Cancel

Combines the search for both Orders and Responses into one request.
Search for the response using the fields available. Use the % as a wildcard in the search.
After entering the field or fields, click Search.

# PON VER TYPE TIME CCHA sC REQ TYPE ACT DOC NO STATUS

1 112750 01 NP 01-26-2011 07:14:26 10R PTO1 CB v Sent

2 112013 0z NP 01-26-2011 06:47:15 10R PTO1 cB v Sent

3 111403 02 LR 01-26-2011 06:11:57 10R PTO1 Received
4 111403 0z NP 01-25-2011 08:07:55 10R PTO1 cB v FOC

5 11472 o NP 01-25-2011 07:46:28 I0R PTOM CB v Sent

& 11330 01 LR 01-24-2011 10:51:55 10R PTO1 Received
7 181541 o NP 01-24-2011 07:54:28 I0R PTOM CB v Sent

The results screen will show both the order type and the response type for a PON, if a response has
been received.

6 Simple Port Requests

Choosing the SP — Simple Number Portability Service Request for the service type will bring up the
Number Portability form.

This option is to only be used when requesting a single number port that meet the FCC rules for
simple ports.

If the Simple Port Service Type was chosen only one number will be allowed to be added to the
Number Portability form.
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7 Changing the Password

pme { Admin \{ Or

Ik

Admin

— 1

The user can change their password by clicking on the Admin Tab in the upper right of the screen for the
Administration section.

NOTE: Passwords should be 9 characters and must contain at least one alpha and one numeric character.

User +  Priviege

Create

Create Multiple

e
\View

Modify

Delete

Change Password

Active List

1. Choose User from the toolbar
2. Select Change Password from the menu.

Change User Password

UserID: |::.ae:e:' |

Current Password: | |

New Password: | |

Re-enter New Password: | |

Accept | Clear | Cancel |

Enter the Current Password.
Enter the New Password.
Re-enter New Password.

o 0 A~ w

Click Accept to change the password.
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8 Logging Out

Users can log out of the portal two ways.

1. The recommended way is for users click on the Sign Out link on the right hand side of the screen
under the tabs.

2. This will return the user to the login screen.
3. Then the user can exit the web browser.

The user can exit the web browser directly, but this may cause an active session error to appear
the next time they log in.

5. The user can click OK to reset the portal to a new session.

Revision Log
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