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Pinnacle - DVA Manual - Phone Orders

Part 1: Welcome to Pinnacle!

Hi there!

You are now a Departmental Voice Administrator (DVA) and have been granted access to the Pinnacle
Portal, where you can look up phone bills and place phone orders on behalf of your department.

Let’s get started. To access the Pinnacle Portal:

e Goto http://billing.it.ubc.ca
e Log-inwith your CWL username and password.

Departmental Voice Administrator

Billing Q

Department Billing

Servi

You will see a screen that looks like this:

In the top right of the screen, you will see two links: ‘Billing’ and ‘Services’.

e Tolookup phone bills click on ‘Billing’.
e To place phone ordersclick on ‘Services’.

Would you like to look up phone bills or place a phone order?



http://billing.it.ubc.ca/
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Part 2: Placing Phone Orders

Now that you have logged into Pinnacle with your CWL account and clicked on ‘Services’ in the top right,
you are ready to place a phone order.

You will see a screen that looks like this: ﬂ ﬂ,
Q R & ERe) -]
Services Saved Search |Active v | Clear Manage save
Quick Search =
Department Number =) | | Service Status (<) [/ Disconnected [ In Service |J Suspended | Vacant
C——— > Service Number (no spaces/dashes) [=J Service Type (=] (all) m
Subscriber First Name (=) Subscriber Last Name (=)
User Defined ID (=) Subscriber Status (=) ¥ Active | Inactive

Building Code (=) Building Name (=)
Floor (=) Room [=J

You can place phone orders in several ways. The most common methods are:

e You can leave all the fields blank and click on ‘Search’ to display a list of all the services you have
access to change.

e You can enter the 10 digit phone number of the service you wish to change, disconnect, or
move in the ‘Service Number’ box and then click on ‘Search’. Please note that it must be the full
10 digit number, with no spaces or extra characters. For example: ‘6048222008 would look up
604-822-2008.

e |fyou wish to add a new service AND a new subscriber, for example a new employee in a new
position, click on ‘Add Subscriber And Service’.

e If you wish to add a new service to an existing subscriber, you can search for their current 10
digit phone numberin the ‘Service Number’ box, or you can enter their first and/or last names
inthe ‘Subscriber First Name’ and ‘Last Name’ boxes.

Would you like to change, move, disconnect, or add a service to an existing

subscriber or order a new service for a new subscriber?
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Part 2a: Changing, Adding, Disconnecting, or Moving Services for Existing
Subscribers

Services SavedSearch |  v|  Clear Manage Save
Quick Search -]
Department Number = | | Service Status (=) [ Disconnected [ In Service [/ Suspended [ vacant
Service Number (no spaces/dashes) (=) (6048221374 | serviceType &) [al)  |[ETEY
Subscriber First Name (=) | | Subscriber Last Name (=) | |'s
UserDefinediD & [ ] Subscriber Status (=] [ Active [ Inactive
BuildingCode = [ ] Building Name [ | |
Foor @ | Rom @
1-1 Rows Per Page
Department Subscriber Group Service Service Type~ Switch Service Status  Line Type Location
1205 (CLASS NEAR E&REL STU) MEMKIS, RICHARD AdminTel Internal 6048221374  Voice Cisco Server Rating  In Service 121-3 (BUCHANAN BLOCK C) / 2nd / C:

1-1
Now that you have searched for the subscriber you wish to change, you will see a screen that looks like

this:

Click on the blue highlighted phone number for the subscriber you wish to change listed under the
‘Service’ column. You will then be taken to a screen that looks like this:

11 1 1

QO E A EINORSN 2 - [ vove service | crange service | pisconnect service |
Subscriber, Service and Location Details

Name RICHARD MENKIS Subscriber ID 6512725(%)
User Defined ID 8221374
Group AdminTel Internal Billing Cycle AdminTel Internal
Status Active Status As Of Date 26-NOV-1999
Department Number 1205(7 Department Name CLASS NEAR E&REL STU Bill To Department
Cost Center Tax Status None
Hierarchy Path
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From this screen you can:

e Adda Cisco Personal Directory (VolP speed dial)

e Adda LongDistance Authorization Number (PBN) to an existing subscriber

e Adda new service toan existing subscriber

e Addan extensiontoan existingline

e Addvoicemail
e Change a subscriber and call display (caller ID) name

e Change Speedchart (billing) information for a service

e Disable longdistance

e Disconnect a service

e Enable long distance

e Move aline (orreporta VolP phone move)

e Remove voicemail

e Reseta voicemail password (PIN)

Add a Cisco Personal Directory (VolP Speed Dial)

Add a Long Distance Authorization Number (PBN) to an existing subscriber
Add Voice Mail

Reset a Voice Mail Password (PIN)

From this screen: click on ‘Change Service’.

260 ERRCIROR= ~ca - | wove service | change service [ Disconnect service

subscriber, Service and Location Details

Name RICHARD MENKIS Subscriber ID 651272500
User Defined ID 8221374
Group AdminTel Internal Billing Cycle AdminTel Internal
Status Active Status As Of Date 26-NOV-1999
Department Number 1205 Department Name CLASS NEAR E&REL STU Bill To Department *
Cost Center Tax Status None
Hierarchy Path
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Change Service Wizard

Other Information

I Wor

(@ @ =3 =3 e

Subscriber

Subscriber ID 6512725 User Defined ID 8221374
Name RICHARD MENKIS Group Al (AdminTel Internal)

Service Information

Service Number 6048221374[5) Service Type Voicel) Switch Cisco Server Rating
Service Status In Service Alert
Switch Address
Location 121-3 (BUCHANAN BLOCK C) / 2nd / C223 / VOIP

Other Information

Project |

Requested Date [moT ) <:|

Any more information

You will need to:

Enter the ‘Request Date’ — the ideal date you wish the change to occur (actual completion date

1.
depends on complexity of request and current volume of requests).

2. Describe the request in the ‘Additional information and/or contacts’ box, and also include the
email address you wish to be contacted at and the email address of the subscriber where the
login and/or password information should be sent. Describing the request in this box helps to
speed up the process for the Voice Team.

3. Fill in yourcontact information (not the subscribers) if it is not already filled in automatically in

the ‘Contact’ section.
4, Click ‘Next’.

You will now see this screen:
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Change Service Wizard
[ Other Information | Service Catalog
@ e e
1-25 Rows Per Page
L Name=« Description
L) Internal: Add Telus Directory Listing Add a Telus Directory Listing to the Telus White Pages. Indicate in the com|
::> I Internal: A I Personal Dir oy, Enable the Personal Directery on CISCO VoIP phones
L Internal: Change Phone Number Change the phone number, on an existing phoneset, to a new phone num
Q L Internal: Change Phone Set Please specify type of phone. For changing from any analog set type toJﬁ&)
L) Internal: Change Telus Directory Listing Change an existing Telus Directory Listing in the Telus White Pages. (pleas|
L Internal: Change 3 Toll Free Phone Service Change a toll free phone service. i.e. the terminating phone number or wh
| Internal: Disable Service and Hold Service Number  Disconnect a voice service but retain the phone number for future use. (W
L Internal: Disable Service and Rediract Number Disconnect a voice service and redirect the number to another UBC phon

In order to view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default set to 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Placeacheckinthe box nextto:
a. ‘Internal: Voice Mail — Change Voice Mail Password’ to reset a Voice Mail password
(PIN).
b. ‘Internal: Add a CISCO Personal Directory’ to enable the Cisco Personal Directory (VolP
speeddial).
2. Click ‘Finish’ at the top of the screen.
3. Ifthereare no errors, you will be taken back to the subscriberinformation page.
4. If you have more orders to place, click on ‘Services’ and search for the next service you wish to
change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.

You will now see this screen:
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—

inistrator Services

B & @S D0 I T B

-3 Rows Per Page
> Department Service Request « Service Number Est Recurring Charges Est One Time Charges Date / Time
Edit v D CLASS NEAR ER&REL STU Change Voice Service 6048221374 0.00 0.00 28-APR-2020 15:31:19
Edit v D CLASS MEAR ERREL STU  Change Voice Service 6048221374 0.00 0.00 28-APR-2020 15:32:30
Edit D CLASS NEAR E&REL STU  Change Voice Service 6048221374 0.00 0.00 28-APR-2020 15:30:15
=3

1. Place a checkinthe box nexttoeach orderyou wish to submit.
2. Click ‘SubmitChecked’.

You will now see this screen:

Cart Checkout Wizard
| Checkout Items | View Results |
@] creceoutems J cancel |
Instructions
CHECK THIS BOX when submitting multiple orders [
1-2 Rows Per Page
Department Number Department Name =« Service Reguest Service Number ReqgDue Date Estimated Recurring Charges Estimated One Time Charges Date / Time
1205 CLASS NEAR E&REL STU  Change Voice Service 6048221374 21-APR-20 0.00 0.00 28-APR-2020 15:32:30
1205 CLASS NEAR E&REL STU  Change Voice Service 6048221374 21-APR-20 0.00 0.00 28-APR-2020 15:31:19

4 A

1. If you have more than one order to submit, place a check in the box next to ‘CHECK THIS BOX
when submitting multiple orders’.
2. Click on ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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Add a New Service to an Existing Subscriber

Services Services Voice 6048221374 Cisco Server Rating 6512725 MENKIS, RICHARD

Q©® e B RO 0D wm [ e Ty

. ) . Add Subscriber and Service
Subscriber, Service and Location Det 7o e

Subscriber

Add Location to Service

Name RICHARD MENKIS Subscriber ID &

User Defined ID 8221374

Group AdminTel Internal Billing Cycle AdminTel Internal
Status Active Status As Of Date 26-NOV-1999
Department Number 120507 Department Name CLASS NEAR E&REL STU  Bill To Department
Cost Center Tax Status None
Hierarchy Path
Service Number 60482213740 Service Type Voiceld Switch Cisco Server Rating
Service Status In Service Alert
Switch Status Imported Switch Address
Service Start Date 26-NOV-1999 Service End Date
Multi-line/Single Service Class UNR (Unrestricted)
Analog/Digital/IP Line Type
E911 Class Of Svc E911 Type Of Svc

Location 121-3 (BUCHANAN BLOCK C) / 2nd / C223 / VOIP

From this screen: click on ‘Add’ and then a new menu will open, from there click on ‘Add Service to
Subscriber’.

You will now see the following screen:

Add Service To Subscriber Wizard

‘ Service Type | Other Information |
@ EX3
Instructions
1-3 Rows Per Page
Code ~ Category Characteristics Format Service Number Rule  Private Number Rule

= m PBN PEN Voice Random Use Service Number
m Telzconference  Woice None Pool System will Generate for Rating
m Voice Voice Voice Pool System will Generate for Rating

1-3

e Ifyou are addinga new phone service, putacheckin circle to the left of ‘Voice’'.
e |f you are adding a Long Distance Authorization Code (aka PBN), put a check in the circle to the
leftof ‘PBN’.
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o Click ‘Next’
. You will now see the following screen
J () ()
Add Service To Subscriber Wizard [
| Service Type | Other Information | New Location

® @ I D B
—

Service Type PEN

Subscriber

Subscriber ID 6512725 User Defined ID 8221374
Name RICHARD MENKIS Group Al (AdminTel Internal)

Other Information
|:0:[> _ &
Project ﬂ

Requested Date ‘MDTB

Any more information

—— Cotact
Select Existing Contact |
Contact |
First Name
Last Name
Primary Phone
Primary Email |
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You will need to:

1. Enter the ‘Request Date’ — the ideal date you wish the service to be active (actual completion
date depends on complexity of requestand current volume of requests).
2. Describe the request in the ‘Additional information and/or contacts’ box, including a brief

description of the jack location in the room if it is for a new phone line, and also include the
email address you wish to be contacted at. If you are also adding a Voice Mail box, please also
include the user’s email address in this section. Describing the request in this box helps to speed
up the process for the Voice Team.

3. Fill in your contact information (not the subscribers) if it is not already filled in automatically in
the ‘Contact’ section.

4. Click ‘Next’.

You will now see this screen:

(‘\ J\

| Service Type I Other Information [ New Location [ Service C4

(DGO <rr= | vext> | eoisn J cancel

Service Type PEN

Subscriber ID 1195303 User Defined ID U1195303
Name TELEPHONE ROOM2 Group Al (AdminTel Internal}

New Location Information
"Building Code | ) Building Name

“Floor
“Room
Jack

Other New Location Information

-
e

¥

You will need to:

1. Enter the ‘Building Number’. If you do not know the building number, you can click on the
‘magnifier’ to the right of the text box to look up the building number. Once you have entered
the building number, the building name will be automatically filled in.

2. Enterthe ‘Floor’ number, for example ‘3’.

3. Enter the ‘Room’ number. If the room does not have a number, enter the name, for example

‘Lobby’.

10
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4, Click ‘Next’.
You will now see this screen:

R RRRRRRRRRRRRRRRRRERERRERSRSSSSsSSSSSS—SS—S——————————————————————

| Service Type | Other Information I Mew Location [ Service Catalog I Work Order Additional Inforr
EIRO@) < rre | rext> | eoisn § conce
| )
Instructions o

New Service Information

Service Type PEMN

Subscriber 1D 1195303 User Defined ID U1195303
Mame TELEPHONE ROOK2 Group Al (AdminTel Internal)

Mew Location Information

On Site Contact Information 301 /301 /31127

Service Catalog Selections
1-1 Rows Per Page 250

 —

Mame - Description Est Recurring Charges  Est One Time Charges  Switch  Approval Required

- Internal Mew PEN  Add a new PEN (Personal Billing Number or Long Distance Authaorization Code) for a subseriber. 0,00 0.00 Mot Required
1-1

In order to view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default set to 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Ifyouwishtoorder:

a. A new BasicService fora regular UBC employee, place acheckin the box next to
‘Internal: Employee Basic Service’.

b. A new Enhanced Service foraregular UBC employee, place a check in the box nextto
‘Internal: Employee Enhanced Service’'.

c. A new Multiline Service foraregular UBC employee, place a check in the box next to
‘Internal: Employee Multiline Service’'.

d. A new Jack Only Service for a regular UBC employee (for someone using their own
phone set), place a check in the box next to ‘Internal: Employee Jack OnlyService’'.

e. A new fax, modem, elevator, alarm, or other similar service, place a check next to
‘Internal: Other Jack Only Service’.

f. A new Long Distance Authorization Code (aka PBN), place a check next to ‘Internal: New

11
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g. Anew line for a non-employee, such as contractors, conference/meeting rooms,

classrooms, etc., select one of the ‘Internal: Other Basic/Enhanced/Multiline/Jack Only

Service’ offerings as appropriate.

2. Ifyou wish to add Voice Mail to the new service, also puta check in the box next to ‘Internal:

Exchange Voice Mail'.

3. You can find more information about service offerings at the UBC IT AdminTel website._

http://www.it.ubc.ca/service catalogue/internet telephone/facultystaffphoneservice/admintel

/cost_admintel.html

4. Click ‘Next’ at the top of the screen.

You will now see this screen:

Aﬂmﬁmw

Service Type

Other Information

Mew Location Service Catalog

&) @mmm

E

Mew Service Information

Service Type PEMN

Subscriber ID 11253032 User Defined ID U11953032
(o) Name TELEPHONE ROOM2

On Site Contact Information 301 /301 /3112

Additional Information

Group Al (AdminTel Internal) (

"MRC (Monthly Recurring Charges ) Speedchart | ||

(Reguired for new services)

"0CC (One Time Charges) Speedchart
“Long Distance (Y/N)3?
“Toll (Long Distance Charges) Speedchart
“Subscriber's Email Address

“Service Use (select one)
“Subscriber's OWL ID or Employee |D

~ e

(Required for new services)
(Required for new services)
(Required for new services)
(Required for new services)
v | (Required for new services)

(If the CWL ID or Employee ID are not available, please leave this field blank)

e New services require Speedchart information for billing. Please fill in (all entries are required):

‘MRC Speedchart’ — Recurring charges
‘OCCSpeedchart’ — One time charges

Should outgoing long distance be allowed, Y/N?

‘Toll Speedchart’ — Long distance charges

‘Email Address’ — The subscribers email address, if there is not one, use your own
‘CWLLogin’ — This is pending future implementation, please leave blank for now.

o
o
o ‘LongDist Y/N? -
o
O
O

e Click ‘Next’.


http://www.it.ubc.ca/service_catalogue/internet_telephone/facultystaffphoneservice/admintel/cost_admintel.html
http://www.it.ubc.ca/service_catalogue/internet_telephone/facultystaffphoneservice/admintel/cost_admintel.html
http://www.it.ubc.ca/service_catalogue/internet_telephone/facultystaffphoneservice/admintel/cost_admintel.html
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e You will now see a page summarizing all the information you have entered. Please look it over
and then click‘Finish’.

e |fthere are no errors, you will be taken back to the ‘Services’ page.

e If you have more orders to place, click on click on ‘Add Subscriber And Service’ or search for the
next service you wish to change. If you are done submitting orders, click on ‘Cart’ at the top of
the screen.

You will now see this screen:

Departmental Voice Administrator

Billing

Rows Per Page { S0 (

Services Department Service Request - Service Number Est Recurring Charges  Est One Time Charges Date / Time

m [) cLASS NEARESRELSTU Change Voice Service 6048221374 0.00 0.00 28-APR-2020 15:32:30
Orders m D cuassnearesRfLSTU  ChangeVoice Service 6048221374 0.00 0.00 28-APR-2020 15:30:1%

1-2 ~ ¢

L

1. Place a checkinthe box nexttoeach orderyou wish to submit.
2. Click ‘Submit Checked’.

You will now see this screen:

| Checkout ltems | View Results |

— =
8 ® _ Eﬂ
KN Checkout

& (2) Iterms

instructions .8 ]

CHECK THIS BOX when submitting multiple orders: -
1-1 Rows Per Page 50

Department Number Department Mame « Service Request Senvice Number Req Due Date  Estimated Recurring Charges Estimated One Time Charges Date/ Time

1205 CLASS MEAR ELREL STU Change Vioice Service  B048221374 21=APR-20 0.00 000 28-APR-2020 12332230

1. If you have more than one order to submit, place a check in the box next to ‘CHECK THIS BOX
when submitting multiple orders’.
2. Click on ‘Checkoutltems’.

13
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Congratulations, you are done! — Click here to go back to Placing Phone Orders.

Add an Extension to an Existing Line

QOeE @ & B @ =
Subscriber, Service and Location Details
Name Patrick Blaeser Subscriber ID 50200740
User Defined ID U5020074
Group AdminTel Internal Billing Cycle AdminTel Internal
Status Active Status As Of Date 18-JUL-2006
Department Number 113000 Department Name ENGIN COOP EDUC Bill To Department L
Cost Center Tax Status None C
Hierarchy Path
Service Number 604827451200 Service Type VoicelD Switch Cisco Server Rating
Service Status In Service Alert
Switch Status Imported Switch Address
Service Start Date 23-JUL-2012 Service End Date
Multi-line/Single Multi-line Service Class CTD (Conditionally Toll Denied)
Analog/Digital/IP Digital Line Type
E911 Class Of Svc E911 Type Of Svc
Location 747 (PULP & PAPER CENTRE) / MAIN / 1009\/ VOIP A

From this screen: click on ‘Add’ and then a new menu will open, from there click on ‘Add Location to
Service’.

You will now see the following screen:

14
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Subscriber ID 8343640 User Defined ID
Name Stephanie Lee Group Al (AdminTel Internal)

Service Number 604822964100  Service Type VoicelD Switch Cisco Server Rating
Service Status In Service Alert
Switch Address
Location 747 (PULP & PAPER CENTRE)/ MAIN /109 / VOIP

Project 2]

“Requested Date |moT@)

Any more information

Select Existing Contact |
“Contact |
—
First Name
Last Name
Primary Phone
Primary Email

You will need to:

1. Enter the ‘Request Date’ — the ideal date you wish the service to be active (actual completion
date depends on complexity of requestand current volume of requests).

Information Pinnacle - DVA Manual-Phone Orders
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2. Descrlbegt)ﬁe request in the ‘Additional information and/or contacts’ box, including a

Ed 05,

description of the jack location in the room if it is for a new phone line, and also include the
email address you wish to be contacted at. Describing the request in this box helps to speed up

the process for the Voice Team.

3. Fill in your contact information (not the subscribers) if it is not already filled in automatically in

the ‘Contact’ section.
4, Click ‘Next’.

will now see this screen:

——

e ey

07/2020
ision1.0

E)R@Y <erev J next> | nisn | cancel ]

Subscriber ID 1618129  User Defined ID 1618129
Mame Elaine Hu Group Al (AdminTel Internal)

Service Information

Service Number 60482296430  Service Type VoicelD) Switeh Cisco Server Rating
Service Status In Service Alert
Switch Address
Location 747 (PULP & PAPER CENTRE)/ MAIN /109 / VOIP

*Building Code | | E Building Name
. "Floor | .
"Room
Jack

—_—

Other New Location Information

"

You will need to enter the location for the new phone set. Please note: the new location must be within
the same building and on the same floor. This is to ensure the 911 location service works correctly.

1. Enter the ‘Building Number’. The building number will be the same as the current location, so
you can check it by looking at the ‘Location’ information under ‘Service Information’. Once you

have entered the building number, the building name will be automatically filled in.

2. Enterthe ‘Floor’ number, for example ‘3’

Enter the ‘Room’ number. If the room does not have a number, enter the name, for example

‘Lobby’.

4. In the ‘OtherInformation’ mention what extension thisis. For example, if there is only one
current phone set, and this is the second, put ‘E1’ meaning it is the first extension. If it will be

the third total phone, put ‘E2’, and so on.
5. Click ‘Next’.

16
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You will now see this screen:
@) e~ | o>
SWILLTI AUUress
Location 747 (PULP & PAPER CENTRE)/ MAIN / 100D / VOIP
On Site Contact Information 301/2/234/
1-21 Rows Per Page
[0 Name= Description
[ Internal: Add Telus Business (1B) Line or ISDN Install a Telus Business (1B) Line or ISDM. Charge will come from Telus and will be adde
[J  Internal: Add Telus Directory Listing Add a Telus Directory Listing to the Telus White Pages. Indicate in the comments how y
[ internal: Add Toll Free Phone Number Add a toll free phone number. Please provide phone line that this toll free number will 1
[ Internal: Add WiTel set to an existing service Add a WiTel set to an existing service. Click Here to view details about the WiTel service.
¥ Internal: Add an Additional Location Add an additional location to an existing service. Monthly charges vary depending on ty

In order to view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default set to 15) to 250, and click on a blank
part of the page to refresh the screen.

e To add a location (extension) to an existing service, place a check in the box next to: ‘Internal:
Add an Additional Location’.
e (Click ‘Next’ at the top of the screen.

You will now see this screen:

@ <eev J vext> | emisn | carcer
v

New Subscriber Information

Subscriber gdonepud edon Department 1201 (FACULTY OF LAW)
Subscriber Group Al (AdminTel Internal)

) New Service Information ¢

Service Type Voice

New Locatlon Information

On Site Contact Information 301 /37 3112/

Additional Information

“MRC (Monthly Recurring Charges ) Speedchart | ] (Required for new services) (E—

"0CC (One Time Charges) Speedchart (Required for new services)

"Lang Distance (Y/N)? ] (Required for new services)

“Tall (Long Distance Charges) Speedchart (Required for new services)

"Subscriber's Email Address (Required for new services)

“Service Use | (select one) v | (Required for new services)
*Subscriber's OWL ID or Employee ID | - {If the CWL ID or Employee ID are not available, please leave this field blank]’
v

17
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o New locations require Speedchartinformation for billing. Please fill in (all entries are required):
o ‘MRC Speedchart’ — Recurring charges
‘OCCSpeedchart’ — One time charges
‘Long Dist Y/N?' — Should outgoing long distance be allowed, Y/N? Note —must be the
same as the mainline
o ‘TollSpeedchart’ — Long distance charges
‘Email Address’ — The subscribers emailaddress, if there is not one, use your own
‘CWLLogin’ —This is pending future implementation, please leave blank for now.
o Click ‘Next’.

e You will now see a page summarizing all the information you have entered. Please look it over
and then click‘Finish’.

e |fthere are no errors, you will be taken back to the ‘Services’ page.

e If you have more orders to place, click on click on ‘Add Subscriber And Service’ or search for the
next service you wish to change. If you are done submitting orders, click on ‘Cart’ at the top of
the screen.

You will now see this screen:

T

o . o)
Z RN N CIM@) suor: cneckea | Remove checkea | gatt checkea
8 =S Ly

Cart .
() 1-3 Rows Per Page BQI ()
Department Service Request = Service Number  Est Recurring Charges Est One Time Charges Date / Time
E3 [ encin coop eDuC Add PN Seryi riber 0.00 0.00 O5-MAY-2020 11:26:01
O O O

1. Place a checkinthe box nexttoeach orderyou wish to submit.
2. Click ‘Submit Cheded'.

You will now see this screen:
el L L™

=N
Instructions. o

" - ol
) CHECKTHIS BOX when submitting multiple orders | s C

1-1 Rows Per Page =0

Department Number Department Name= Service Reqguest Service Number Req Due Date  Estimated Recurring Charges  Estimated One Time Charges  Date / Time

1130 ENGIN COOP EDUC  Add PBN Service to Subscriber 05-MAY-20 0.00 0.00 05-MAY-2020 11:26:01

1-1
- ) r

18
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1. If you have more than one order to submit, place a check in the box next to ‘CHECK THIS BOX
when submitting multiple orders’.
2. Click on ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.

Change a subscriber and call display (caller ID) name
Change Speedchart (billing) information for a service
Disable long distance

Enable long distance

Remove voicemail

L

Q® O BRAEKCEEY - - ] o s ] croroe sevee ] scomectservce

Subscriber, Service and Location Details

Name Elaine Hu Subscriber ID 161812900
User Defined ID U1618129
Group AdminTel Internal Billing Cycle AdminTel Internal
Status Active Status As Of Date 09-MAR-2007
Department Number 11300 Department Name ENGIN COOP EDUC Bill To Department
Cost Center Tax Status None
Hierarchy Path
Service Number 6048229643() Service Type Voicell Switch Cisco Server Rating
Service Status In Service Alert
Switch Status Imported Switch Address
Service Start Date 23-JUL-2012 Service End Date
Multi-line/Single Multi-line Service Class CTD (Conditionally Toll Denied)
Analog/Digital/IP Digital Line Type
E911 Class Of Svc E911 Type Of Svc

Location 747 (PULP & PAPER CENTRE)/ MAIN / 109 /VOIP

From this screen: click on ‘Change Service’.
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Change Service Wizard
J Other Information | Service Catalog | work or
@) tex> ] Firisn || cancel |
Subscriber
Subscriber ID 1618129 User Defined ID U1618129
Name Elaine Hu Group Al (AdminTel Internal)
Service Information
Service Number 6048229643(0  Service Type VoicelD  Switch Cisco Server Rating
Service Status In Service Alert
0O Switch Address o)
Location 747 (PULP & PAPER CENTRE)/ MAIN / 109/ VOIP i
Other Information
Project | a
“Requested Date |MoTE)
Any more information
A.
Select Existing Contact |
"Contact |
First Name |
Last Name |
O O Q

You will need to:

1. Enter the ‘Request Date’ — the ideal date you wish the change to occur (actual completion date
depends on complexity of requestand currentvolume of requests).

2. Describe the request in the ‘Additional information and/or contacts’ box, and also include the
email address you wish to be contacted at. Describing the request in this box helps to speed up
the process for the Voice Team.

a. Ifyou are updatinganame, be sure to include the new name here.
b. Ifyou are updating aSpeedchart, be sure to include it here.

3. Fill in your contact information (not the subscribers) if it is not already filled in automatically in
the ‘Contact’ section.

4. Click ‘Next’.
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| Other Information | Service Catalog

@ O 3 X e

Name ciaine Hu aroup AlAaminiel internal)

Service Number 6048229643(0) Service Type Voicell) Switch Cisco Server Rating
Service Status In Service Alert
Switch Address
Location 747 (PULP & PAPER CENTRE)/ MAIN / 109/ VOIP

Service Catalog Selections

1-25 Rows Per Page

L Name= Description

) Internal: Add Telus Directory Listing Add a Telus Directory Listing to the Telus White Pages. Indicate in the c
] Internal: Add a CISCO Personal Directory Enable the Personal Directory on CISCO VolIP phones

Il Internal: Change Phone Number Change the phone number, on an existing phoneset, to a new phone n
I Internal: Change Phone Set Please specify type of phone. For changing from any analog set type to
I Internal: Change Telus Directory Listing Change an existing Telus Directory Listing in the Telus White Pages. (ple
I Internal: Change 3 Toll Free Phone Service Change a toll free phone service. i.e. the terminating phone number or

In order to view all the service catalog selections, go to the box under ‘Service Catalog Selections that

says ‘Display xxx rows per page’ and change the xxx (by default set to 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Placeacheckinthe box nextto:
a. ‘Internal: Update Subscriber Name’ to change the subscriber and call display (caller ID)
name. Note: you should have entered the name you wish to change it to in the
‘Additional information and/or contacts’ box in the previous step.
b. ‘Internal: Update Speedchart Information’ to change the Speedchart (billing)
information.
c. ‘Internal: Long Distance Allowed’ to enable long distance calling.
‘Internal: Long Distance Denied’ to disable long distance calling.
e. ‘Internal: Voice Mail — Remove Voice Mail’ to remove a Voice Mail box. Please note:
thiswill delete all messages currently in the Voice Mail box.
2. Click ‘Finish’ at the top of the screen.
3. Ifthereare no errors, you will be taken back to the subscriberinformation page.
4. If you have more orders to place, click on ‘Services’ and search for the next service you wish to

21



UBC|Information

===

“'Technology

Pinnacle - DVA Manual-Phone Orders
Reviewed 19/02/2013

Revision1.0
change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.
You will now see this screen:
O 0, O
B & @ @
117
Cart B
(:) 1-3 Rows Per Page SQ] (:)
Department Service Request = Service Number Est Recurring Charges Est One Time Charges Date / Time
E3 [ EenGin coop EDUC B i ribar £.00 0.00 OS5-MAY-2020 11:26:01
O O O
1. Place a checkinthe box nexttoeach orderyou wish to submit.
2. Click ‘Submit Cheded'.
You will now see this screen:
wal L=
@ ®
Instructions +]
) CHECKTHIS BOX when subrmitting multiple orders [
1-1 Rows Per Page 0
Department Number Department Name = Service Reguest Service Number Req Due Date  Estimated Recurring Charges  Estimated One Time Charges  Date f Time
1130 EMGIN COOP EDUC  Add PBM Senvice to Subscriber 05-MAaY-20 0.00 0.00  05-MAY-2020 11:26:01
1-1
~y ™ i

1.

If you have more than one order to submit, place a check in the box next to ‘CHECK THIS BOX

when submitting multiple orders’.
2. Click on ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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2

QO @& @

Subscriber, Service and Location Details

| Name Stephanie Lee Subscriber ID 83436400 :
User Defined ID
Group AdminTel Internal Billing Cycle AdminTel Internal
Status Active Status As Of Date 26-JAN-2016
Department Number 11300 Department Name ENGIN COOP EDUC  Bill To Department +
Cost Center Tax Status None
Hierarchy Path

)

From this screen: click on ‘Disconnect Service’.

You will now see this screen:

Disconnect Service Wizard

| Other Information I Service Catalog

@] nex:> J enisn | concel

Subscriber ID 2343640 User Defined ID
Name Stephanie Lee Group Al (AdminTel Internal)
Service Information
Service Number 60482296410  Service Type VoicelD) Switch Cisco Server Rating
Service Status In Service Alert
Switch Address

Location 747 (PULP & PAPER CENTRE)/ MAIN /109 / VOIP

Other Information

Project | B

“Requested Date |mMoT(E)

Any more information

Contact
Select Existing Contact
"Contact | |
First Name |
Last Name |
Primary Phone
Primary Email

—_—

b
2
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You will need to:

1. Enter the ‘Request Date’ — the date you wish the service to be disconnected on (actual
completion date depends on complexity of request and current volume of requests.

2. Describe the request in the ‘Additional information and/or contacts’ box, and also include the
email address you wish to be contacted at. Describing the request in this box helps to speed up
the process for the Voice Team.

3. Fill in your contact information (not the subscribers) if it is not already filled in automatically in
the ‘Contact’ section.

4. Click ‘Next’.

Disconnect Service Wizard

Other Information Service Catalog

@m

Subscriber ID 8343640 User Defined ID
Name Stephanie Lee Group Al (AdminTel Internal)

Service Number 504822964100 Service Type Voicelll Switch Cisco Server Rating
Service Status In Service Alert
Switch Address
Location 747 (PULP & PAPER CENTRE)/ MAIN / 109 / VOIP

Service Catalog Selections

1-3 Rows Per Page

L MName « Description Est Recurring Charges EstC
J Internal: Disconnect Additional | ocation Disconnect an additional location (not the main service) 0.00

(o) Internal: Disconnect Woice Service Disconnect Voice Service (any set type) 0.00

L Internal: Disconnect a Toll Free Service Disconnect a toll free service number. 0.00

1-3

You will now see this screen:

In order to view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default set to 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Placeacheckinthe box nextto:
a. ‘Internal: Disconnect Additional Location’ to disconnectan extension.
b. ‘Internal: Disconnect Voice Service’ to disconnecta phone service.

2. Click ‘Finish’ at the top of the screen.

3. Ifthere are no errors, you will be taken back to the subscriberinformation page.
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4. If you have more orders to place, click on ‘Services’ and search for the next service you wish to
change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.

You will now see this screen:

B & @ ®
Cart 1 ]
) 1-2 Rows Per Page E —_ (
Department Service Request« Service Number Est Recurring Charges Est One Time Charges Date f Time
m [ cLASS NEAR ERRELSTU Change Voice Service 6048221374 0.00 0.00 28-APR-2020 15:32:30
m [ cLASS NEARERRELSTU Change Voice Service 6043221374 0.00 0.00  28-APR-2020 15:30:15
hoL . —~ -

1. Place a checkinthe box nexttoeach orderyou wish to submit.
2. Click ‘CheckoutChecked’.

You will now see this screen:

Cart Checkout Wizard
| Checkout Items I View Results |
| -ﬁ
1 ]
) Instructions [+] (
CHECK THIS BOX when submitting multiple orders [

1-1 Rows Per Page S0

Department Number Department Mamse = Service Request Service Mumber Heq Due Date  Estimated Recurring Charges  Estimated One Time Charges  Date / Time

1208 CLASS MEAR ERREL 5TU  Change Voice Service 8048321374 21-APR-20 0.00 000  28-APR-2020 13:32:30
Y 1.1 ™ r

1. If you have more than one order to submit, place a check in the box next to ‘CHECK THIS BOX
when submitting multiple orders’.
2. Click on ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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Move a Line (or Report a VolP Phone Move)

Q | 5B <
QOELELAB® DO 22
Subscriber, Service and Location Details

Name Stephanie Lee Subscriber ID 834364000
User Defined ID
Group AdminTel Internal Billing Cycle AdminTel Internal
Status Active Status As Of Date 26-JAN-2016
Department Number 113000 Department Name ENGIN COOP EDUC Bill To Department ¢
) Cost Center Tax Status None C
Hierarchy Path
Service Number 604822964100 Service Type Voice[) Switch Cisco Server Rating
Service Status In Service Alert
Switch Status Switch Address
Service Start Date 26-JAN-2016 Service End Date
Multi-line/Single Service Class
Analog/Digital/IP Line Type
E911 Class Of Svc E911 Type Of Svc
Location 747 (PULP & PAPER CENTRE)/ MAIN / 109 / VOIP
'y N 7

From this screen: click on ‘Move Service’.

You will now see this screen:

[/
Move Service Wizard
| Other Information | New Location | Service Ca
@) nex:> | cancel |
- N-ame a'[ne Hu - Gfbup Al (AdminTel Internal)

Service Information

Service Number 604822964305 Service Type VoicelD Switch Cisco Server Rating
Service Status In Service Alert
Switch Address
Location 747 (PULP & PAPER CENTRE)/ MAIN / 109/ VOIP

A Other Information
o] 4
Project | B
"Requested Date |vOT(E) d

| —
Any more information

Select Existing Contact '
"Contact |
First Name [ ]
Last Name | |
Primary Phone | |
Primary Email |
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You will need to:

1. Enter the ‘Request Date’ — the date you wish the service to be moved on (actual completion
date depends on complexity of request and current volume of requests). Ifitis a VolP phone set

move, you may instruct the user to move the phone themselves, however please submit the
move order before they move the phone so that we are able to keep the emergency 911
location information up to date.

2. Describe the request in the ‘Additional information and/or contacts’ box, for example where
the phone is currently, and where it is moving to, and also include the email address you wish
to be contacted at. Describing the request in this box helps to speed up the process for the
Voice Team.

3. Fillin your contact information (not the subscribers) if itis not already filled in automaticallyin
the ‘Contact’ section.

4. Click ‘Next’.

You will now see this screen:

L

[ Other Information I MNew Location Service Catalog

@) < | vext> ] Fnisn J gancer

i

Subscriber ID 1618122 User Defined ID U161812%

Name Elaine Hu Group Al (AdminTel Internal)
Service Information
O Service Number 6048229643[0 Service Type Voicell Switch Cisco Server Rating C
Service Status In Service Alert
Switch Address

Location 747 (PULP & PAPER CENTRE)/ MAIN / 109/ VQIP

New Locatlon Information

*Building Code | | Building Name
o “Floor | |
~ "Room
Jack |

Other New Location Information

‘e Fal Py

You will need to enter the new location where the phone set is to be moved.
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1. Enter the ‘Building Code’. If you do not know the building number, you canclick on the
‘magnifier’ to the right of the text box to look up the building number. Once you have entered
the building number, the building name will be automatically filled in.
2. Enterthe ‘Floor’ number, for example ‘3’.
3. Enter the ‘Room’ number. If the room does not have a number, enter the name, for example
‘Lobby’.
Click ‘Next’.

You will now see this screen:

Move Service Wizard
| Other Information | New Location | Service Catalog | Work Order Addition
Switch Address v

Location 747 (PULP & PAPER CENTRE) / MAIN / 109 / VOIP

New Location Information
On Site Contact Information 301 /3/3112/
Service Catalog Selections
i-8 Rows Per Page| 250
Name = Description
Internal: Chanse Phone Set Please specify type of phone. For changing from any analog set type to JACK ONLY Please complate this order AND this fo

Internal: Disable Service and Hold Service Number Disconnect a voice service but retain the phone number for future uze.

Ingermal: Di I i nd Radir Mymber Disconnect a voice service and redirect the number to another UBC phone,
Internal: Dizable Service and Retain Voice Mai Use this to disconnect a telephone but retain the phone number and voice mail.
- # internal: Move Jack Only or Single Line Service Maove Jack Only or Singleline Phone Service.
Internal: Move Myltiline Phon i Mave Multiline Phone Service.
Internal: Move VOIP Phone Service Move a VOIP phone service (singleline or multiline).
Internal: Reinstall Hald Service Mumbar Reinstall a voice service number that you have placed on hold. Please indicate in "additional infarmation’ what Type of ph

In order to view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default set to 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Placeacheckinthe boxnextto:
a. ‘Internal: Move Jack Only or Single Line Service’ to move a jack only or single line
service.
b. ‘Internal: Move Multiline Service’ to move amulti-line phone service.
c. ‘Internal: Move VOIP Phone Service’ to reporta VolP phone set move.

2. Click ‘Finish’ at the top of the screen.
3. Ifthereare no errors, you will be taken back to the subscriberinformation page.
4. If you have more orders to place, click on ‘Services’ and search for the next service you wish to

change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.

You will now see this screen:
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(@) 5o checkea | Remove checkea || Eattheckea |

1-2 Rows Per PageEﬂ. {
Department Service Request « Service Number Est Recurring Charges Est One Time Charges Date/ Time

m [ cLASSNEARESRELSTU Change Voice Service 6048221374 0.00 0.00 28-APR-2020 15:32:30

m [ cCLASS NEARESRELSTU Change Voice Service 6048221374 0.00 0.00 28-APR-2020 15:30:15

_ ~

3. Place a check inthe box nexttoeach orderyou wish to submit.
4. Click ‘Submit Checked’.

You will now see this screen:

Cart Checkout Wizard

‘ Checkout Items | View Results ‘
®
Instructions
CHECK THIS BOX when submitting multiple orders [/
1-1 Rows Per Page
Department Number Department Name = Service Request Service Number Req Due Date Estimated Recurring Charges Estimated One Time Charges Date / Time
1205 CLASS NEAR E&REL STU  Change Voice Service 6048221374 21-APR-20 0.00 0.00 28-APR-2020 15:30:15

5. If you have more than one order to submit, place a check in the box next to ‘CHECK THIS BOX
when submitting multiple orders’.
6. Click on ‘Checkoutitems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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Part 2b: Order a New Service for a New Subscriber

If you wish to add a new service AND a new subscriber, for example a new employee in a new position,
click on ‘Add Subscriber and Service’ at the top of the ‘Services’ page.

Departmental Voice Administrator Services Services

~ m L (=) — =
or 2 & (8 o) @
($) Billing (o A & 8 & @ ExX
SEWiCES Saved Search |/
Quick Search -
Department Number (= | | Service Status (=)
Service Number (no spaces/dashes) (=) Service Type (=)
Subscriber First Name (=) Subscriber Last Name [=)
User Defined ID (=) Subscriber Status =)
Building Code (=) Building Name (=)
Reports Floor [=) Room (=)

After you have clicked on the button, the following screen will appear:

Add Service and Subscriber Wizard

| New Subscriber I Service Type | Other Information | New L

Instructions
*First Name | | "Last Name 4
*Department Number B —
Subscriber Group (DO NOT SELECT) v

1. Fill outthefields onthe screen. The required fields are:

a. LastName

b. Department Number (You can search for the department number by clicking on the

‘magnifier’ icon to the right of the ‘Department Number’ box

c. Subscriber Group (Forregular UBC employeesitis ‘Al — AdminTel Internal’)

2. First Name is optional. Note that the combination of First Name and Last Name will be the Caller
Display (callid)
3. User Defined IDis optional and may be left blank, we recommend using the 7-digitphone
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number, for example 8273700 if the numberis 604.827.3700
4. Click ‘Next’.

You will now see the following screen:

Add Service and Subscriber Wizard

\ New Subscriber | Service Type | Other Informatit

& @ 3 E=

Instructions
New Subscriber Information
Subscriber geetha donepudi Department 1307 (SAUDER SCHOOL OF BUSINESS)

Subscriber Group Al (AdminTel Internal)

1-3 Rows Per Page
Code= Category Characteristics Format Service Number Rule  Private Number Rule
m PEN PEBM Voice Random Use Service Number
m Teleconference Voice None Poaol System will Generate for Rating
m Voice Voice Voice Pool System will Generate for Rating

A -

e Ifyou are addinga new phone service, putacheckin circle to the left of ‘Voice’.
e Ifyou are adding a Long-Distance Authorization Code (aka PBN), put a check in the circle to
the leftof ‘PBN’.

Click ‘Next’.
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You will now see the following screen:

Add Service and Subscriber Wizard

New Subscriber Service Type I Other Information New Location
Confirmation

@] <erev J wext> | einisn Jf cancel |

Service Type Voice

Project |
"Requested Date | MDTB
D) C
Any more information \

Select Existing Contact *
Search Al Contacts ‘® Department Contacts Only
“Contact | 2 48
First Name -
Last Name
Primary Phone
Primary Email

) F i
¥

You will need to:

1. Enter the ‘Request Date’ — the ideal date you wish the service to be active (actual completion
date depends on complexity of requestand current volume of requests).

2. Describe the request in the ‘Additional information and/or contacts’ box, including a brief
description of the jack location in the room if it is for a new phone line, and also include the
email address you wish to be contacted at. If you are also adding a Voice Mail box to the new
service, please also include the user’s email address in this section. Describing the request in this
box helpstospeed upthe process for the Voice Team.

3. Fill in your contact information (not the subscribers) if it is not already filled in automatically in
the ‘Contact’ section.

4. Click ‘Next’.
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<

You will now see this screen:
[ o rd

Ay
Add Service and Subscriber Wizard

New Subscriber Service Type | Other Information | New Location
Confirmation

@) <prev | next> | Fmin | Gancer

Instructions

-
o

MNew Subscriber Information

Subseriber gdonepud edon Department 1801 (FACULTY OF LAW)
Subscriber Group Al (AdminTel Internal)

3
™

New Service Information
Service Type Voice

New Location Information

“Building Code | |2 BuildingName e
"Floor | |
- r -
Room |
Jack
Other New Location Information
M ' 'y

You will need to:

1. Enter the ‘Building Number’. If you do not know the building number, you can click on the
‘magnifier’ to the right of the text box to look up the building number. Once you have entered
the building number, the building name will be automatically filled in.

N

Enter the ‘Floor’ number, for example ‘3.

w

Enter the ‘Room’ number. If the room does not have a number, enter the name, for example
‘Lobby’.
4. Click ‘Next’.

You will now see this screen:
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Add Service and Subscriber Wizard

New Subscriber Service Type | Other Information [ New Location

Confirmation

—

Name« Description
Internal; Add CISCO Personal Directory Enable the Personal Directory on CISCO VoIP phones.

internal: Add Telus Business (18) Line or ISDN
Internal: Add Telys Diractory Listing

Internal: Add Toll Free Phone Number

install 3 Telus Business (18) Line or ISDN. Charge will come from Telus and will be added to subscr
Add a Telus Directory Listing to the Telus White Pages. Indicate in the comments how you would lil

Add a toll free phone number, Please provide phone line that this toll free number will terminate ¢

internal: Add WiTel set to an existing service Add 3 WiTel set to an existing service. Click Here to view details about the WiTel service.
nternal: A n Additional tion Add an additional location to an existing service, Monthly charges vary depending on type of phon
Internal; Ci P rence Phon Purchase a Cisco VolP Conference Phone without additional speakers.

nternal: Employee Basic Service

Internal: Employee Enhanced Service

nstall a basic s ngleline phone foran employee, depending on avallability and your location, this n

Install 3 single line speaker phone for an employee, depending on availability and your location, th

In order to view all the service catalog selections, go to the box under ‘Service Catalog Selections that says

‘Display xxx rows per page’ and change the xxx (by default set to 15) to 250, and click on a blank part of the
page to refresh the screen.

1.

2.

If you wish to order:

a.

A new BasicService for a regular UBC employee, place a checkin the box next to
‘Internal: Employee Basic Service’.

A new Enhanced Service foraregular UBC employee, place a check in the box next to
‘Internal: Employee Enhanced Service’.

A new Multiline Service foraregular UBC employee, place acheck in the box nextto
‘Internal: Employee Multiline Service’'.

A new Jack Only Service for a regular UBC employee (for someone using their own
phone set), place a check in the box next to ‘Internal: Employee Jack OnlyService’.

A new fax, modem, elevator, alarm, or other similar service, place a check next to
‘Internal: Other Jack Only Service’.

A new Long Distance Authorization Code (aka PBN), place a check next to ‘Internal: New
PBN'.

A new line for a non-employee, such as contractors, conference/meeting rooms,
classrooms, etc., select one of the ‘Internal: Other Basic/Enhanced/Multiline/Jack Only
Service’ offerings as appropriate.

If you wish to add Voice Mail to the new service, also put a check in the box next to ‘Internal:
Exchange Voice Mail'.

You can find more information about service offerings at the UBC IT AdminTel website._
http://www.it.ubc.ca/service catalogue/internet telephone/facultystaffphoneservice/admintel

/cost _admintel.html
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4. Click ‘Next’ at the top of the screen.

You will now see this screen:

Add Service and Subscriber Wizard

New Subscriber Service Type I Other Information [ Mew Location 1 Servig
Confirmation

o]
@ <erev J newt> | emsn | cance
1 F

New Subscriber Information

Subscriber gdonepud edon Department 1801 (FACULTY OF LAW)
Subscriber Group Al (AdminTel Internal)

M e sevieintormaton &

Service Type Voice

New Location Information

On Site Contact Information 301 /3 /31127

Additional Information

"MRC (Monthly Recurring Charges ) Speedchart | J (Required for new services) (=
"0CC (One Time Charges) Speedchart {Required for new services)
"Long Distance (Y/N)? {Required for new services)
*Tall (Long Distance Charges) Speedchart (Required for new services) g
"Subscriber's Email Address | {Required for new services)
"service Use | (select one) * | (Required for new services)
. “Subscriber's CWL ID or Employee ID . (If the CWL ID or Employee |D are not available, please leave this field I}Iank],\

e New services require Speedchart information for billing. Please fill in (all entries are required):
o ‘MRC Speedchart’ —Recurring charges
o ‘OCCSpeedchart’— Onetime charges
o ‘Long Dist Y/N?'— Should outgoing long distance be allowed, Y/N?
o ‘TollSpeedchart’ — Long distance charges
o ‘Email Address’ — The subscribers emailaddress, if there is notone, use your own
o ‘CWLLogin’ —This is pending future implementation, please leave blank for now.
o Click ‘Next’.
e You will now see a page summarizing all the information you have entered. Please look it over
and then click‘Finish’.
e |fthere are no errors, you will be taken back to the ‘Services’ page.
e If you have more orders to place, click on click on ‘Add Subscriber And Service’ or search for the
next service you wish to change. If you are done submitting orders, click on ‘Cart’ at the top of
the screen.

You will now see this screen:
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Departmental Voice Administrator

Billing

Rows Per Page| 50

Services Department Service Request « Service Number  Est Recurring Charges  Est One Time Charges  Date / Time

E3 D ciassnearesreLSTU  Change VoiceService 6048221374 0.00 0.00 28-APR-2020 15:32:30
Ondore [ Edit | D) CLassNEARELRELSTU ChangeVoice Service 6048221374 0.00 0.00 28-APR-2020 1%:30:18
1. Place a checkinthe box nexttoeach orderyou wish to submit.
2. Click ‘Submit Checked’.
You will now see this screen:
Cart Checkout Wizard
| Checkout lterns | View Results |

@ G T =
O | g . C

CHECK THIS BOX when submitting multiple orders

1-1 Rows Per Page S0
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1. If you have more than one order to submit, place a check in the box next to ‘CHECK THIS BOX

when submitting multiple orders’.
2. Click on ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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