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Wholesale/clecs/electronic access


REQUEST FOR INTERCONNECT MEDIATED ACCESS (IMA) SYSTEM ADMINISTRATOR INSTRUCTIONS

Should the System Administrator have any questions regarding this form, please contact your Qwest Service Manager.

IMA (INTERCONNECT MEDIATED ACCESS) Is used by Co-Providers to send Local Service Requests (LSRs).  This can be via IMA XML, or IMA GUI, and accessed via the Internet.

IMA ADMINISTRATOR:  Each Co-Provider must establish at least one individual at the company level as the System Administrator.  This Administrator is responsible for establishing users and managing passwords and establishing BANs in IMA.  This individual will be the main contact point for Qwest regarding IMA related items.  This form must be prepared when the IMA Administrator changes.

SYSTEM ADMINISTRATOR INFORMATION:  Please provide System Administrator’s Full Name, Social Security Number (which is used as a unique identifier), Mother’s maiden name (which is used for password reset), email address, and telephone numbers.

NOTE:  Social Security Number and Mother’s Maiden Name are used for security purposes, solely to identify the User.  This information will not be disclosed or used for any other purposes.  If you elect not to provide Social Security information for yourself, additional processing time may be required.  In this case, Qwest will establish identifying codes on your behalf.  Social Security information or identifying codes are required when contacting the Wholesale Systems Help Desk for access assistance.

SYSTEM ADMINISTRATOR’S COMPANY INFORMATION:  Please provide the System Administrator’s company information for security setup.  Also, provide the Supervisor’s contact information for verification purposes.

SYSTEM ADMINISTRATOR’S REQUEST TYPE

Check One:

· New Application is checked when this is a first time request and the System Administrator does not have system access.

· Cancellation is checked when the System Administrator or company no longer has a need to access Qwest Systems. 

· Information Update is checked when the System Administrator has a name change, the company has moved to a new location, or the company has a new name. 

Check All That Apply:

· Digital Certificate is checked when the System Administrator will be accessing IMA via the web.  Digital Certificate information will be emailed to you. UserID and password information will be sent to you from your Service Manager.

NOTE:  If request is access via Internet, you will also need to request a Digital Certificate via your Service Manager.  

SYSTEM ADMINISTRATOR’S SYSTEM ACCESS:

Company RSID/ZCID:  Reseller Identification Code.  This is a three-digit code assigned by Qwest that is company specific.  Please contact your Service Manager to verify this code if it is unknown

The appropriate box should be checked indicating the type of business your company performs.  This will be used by the Qwest IMA System Administrator to establish the correct IMA system access for your company.

QWEST SERVICE MANAGER INFORMATION:

The next area on the form is used by the Service Manager to provide their information and to approve the IMA System Administrator’s request.  Comments - This area is to be used to note any information that will assist either your Qwest Service Manager or the Wholesale Systems Security group in processing your request.

Once the System Administrator’s information has been completed, the System Administrator emails the request to their Qwest Service Manager.  The Service Manager completes their section then forwards it to Qwest Wholesale Systems Security Group.  If the form is incomplete, the Security Group will send the application back to the Service Manager for completion.  This will delay the process of your request.  The Security Group will coordinate with the appropriate groups to have security and system access established. NOTE:  If you elect not to provide Social Security information for yourself, additional processing time may be required.
Under no circumstances, should the originator send the form directly to the Qwest Wholesale Systems Security group.
REQUEST FOR IMA SYSTEM ADMINISTRATOR ACCESS

Please read the instructions at the beginning of the form, and then complete the following Information:

BY COMPLETING THIS REQUEST TO ACCESS QWEST’S SYSTEMS, YOU AGREE TO QWEST’S SECURITY POLICIES.  VIOLATION OF THIS POLICY WILL RESULT IN THE TERMINATION OF ACCESS TO QWEST’S SYSTEMS.

SYSTEM ADMINISTRATOR INFORMATION

	System Administrator’s Name (First, MI, Last):
	

	Social Security Number:
	
	Mother’s Maiden Name:
	

	
	I am checking this box because I elect not to provide my Social Security Number and Mother’s Maiden Name.  I understand that this may affect the processing time for my application.

	Email Address:
	

	Telephone Number:
	
	Fax Number:
	


SYSTEM ADMINISTRATOR’S COMPANY INFORMATION

	Company Name:
	

	Company Address:
	

	City:
	
	State/Province:
	
	Postal Zip Code:
	

	Supervisor’s Name:
	

	Supervisor’s Telephone Number:
	
	Supervisor’s Email Address:
	


SYSTEM ADMINISTRATOR’S REQUEST TYPE

Check One:

	
	New Application
	
	Cancellation
	
	Information Update


Check All That Apply:

	
	Digital Certificate


SYSTEM ADMINISTRATOR’S SYSTEM ACCESS

Company RSID/ZCID: 

Date Prepared by System Administrator:

TO BE COMPLETED BY THE QWEST SERVICE MANAGER SPONSORING THE SYSTEM ADMINISTRATOR

	Qwest Service Manager:
	

	Telephone Number:
	
	Email Address:
	

	Date Received:
	
	Date Approved by Qwest:
	

	Comments:
	


TO BE COMPLETED BY QWEST’S WHOLESALE SYSTEMS SECURITY ADMINISTRATION

	Date Received:
	

	Database Entry Date:
	

	Comments:
	


THANK YOU FOR CAREFULLY COMPLETING THIS FORM
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