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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 

 

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 

http://www.integratelecom.com/about/Carrier_To_Carrier_Migration_Information.php


 

LEC LSR User Guide for the Portal 

1/31/2011 Page 3 of 25 

 

 Proprietary & Confidential  

2 Home Tab 

 

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

2.1 The Screen Tabs 

 

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 

 

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 

 

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 

 

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 

 

3.2 From the Orders tab 

   

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 

 

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 

 

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 

 

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 

 

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

 

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 

 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. 

 
An LSNP form example 

To enter numbers, click the link to Add Loop Service with Number Portability Information 

 

An NP form example 

To enter numbers, click the link to Add Number Portability 

 

3.3.6.1 Single Number 

 

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

3.3.6.2 Number Range 

 

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 

 

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 

 

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

Field Data 

Service Center 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 

 

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

 

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. 

 

Click on the PON link to open a new LSR. 
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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 

 

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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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. 

 

Click on the PON link to open a new LSR. 

 

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 

 

1. From the Order Toolbar, click Template. 

2. Choose Create Template 

 

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

 

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

5. Populate any other fields. 

6. Click the Save icon 
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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 

 

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

 

A list of available templates will show on a list. 

Click on the link of the template to use to start the LSR. 

 

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 

 

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

 

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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Click the Link to open the LSR to supplement. 

 

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. 

5 Reports 

Reports are used to search the Portal to find information on orders. 
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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 the LSR using the fields available.  Use the % as a wildcard in the search. 

After entering the field or fields, click Search. 
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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. 

 

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

 

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 the response using the fields available.  Use the % as a wildcard in the search. 

After entering the field or fields, click Search. 

 

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 

 

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.) 
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5.3.2 Cancel 

 

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 

 

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 

 

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 

 

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. 

 

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 

 

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. 

 

1. Choose User from the toolbar 

2. Select Change Password from the menu. 

 

3. Enter the Current Password. 

4. Enter the New Password. 

5. Re-enter New Password. 

6. 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. 

4. 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. 
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