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Getting started

This guide provides instructions on using IMA (Interconnect Mediated Access)
for CLECs (including payphone service providers). The guide assumes you
have a background in telecommunications local service, including some
knowledge of CenturyLink™ products and order-writing conventions.

IMA is available for use by CLECS in the legacy Qwest territories within the
former 14-state Qwest region.

Logging in to IMA

To log in to IMA, open a browser window and follow the guidelines in the
Connection Guide.

Interconnect Login

Interconnect
Medlated
Aci i

q":::‘ Canturylink*

Fnter your Corporate ID, Username and Password then Click 'Login'.

Corporate ID:
Username: I
Password:

Clear

151 % Locd intranet B 100% -
1 Fill in the three fields, using the values given to you by your system
administrator.
¢ Note that the fields are case-sensitive.

e Once you have logged in for the first time, be sure to change your
password. (See “Changing your password” on page 178.)

2 Click Login.
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Creating your personal profile

Creating your personal profile

The first time you log in to IMA, you must complete a personal profile before
you can go on to other tasks. Your personal profile contains information that
CenturyLink uses to contact you.

(’ Personal Profile - Windows Internet Explorer E@E}

Go- & S5lx e
Ele Edt View Favorites Took Help

ik e Fjreme - dmpant < [ Page + 3 Tadks - @ Hep -

Either an Email address or valid Fax Number is required as part of the User Profile information.

Personal Profile

Name:
Telephone Number:
E-Mail Address:
Fax:
Street Address:
Floor:
Room/Mail Stop:
City:

State: | AL v
Zip/Postal Code:

[ Update Database ][ Logout ]

&4 Local intranet 100 -

1 Fill in the fields. (Floor and Room/Mail Stop are optional.)
a For your telephone and fax numbers, use the format 555-555-5555.

b Fill in your e-mail address, fax number, or both to indicate how you
want to receive system notifications.

2 Click Update Database.
3 C(Click Return to Main Menu.

Logging out of IMA

To log out of IMA, click Return to Main Menu, then click Logout.

If you're working in PreOrder/Order/PostOrder, you may first have to click
Cancel or Close or Finish to close the window(s), then File > Exit to close
the Interconnect Mediated Access window.

October 20, 2014
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IMA hours (Mountain Time)

IMA hours (Mountain Time)

Monday-Friday 6 a.m. to midnight
Saturday 6a.m.to9 p.m.
Sunday 10 a.m. to 7 p.m.

IMA conventions

Buttons

Several buttons appear throughout IMA (and work the same way):

To ... Click ...

Display the information in a separate browser window Print Preview

E-mail the information in the window E-mail

Clear the fields in the form or window Clear or Reset

Close the form or window without saving the information Cancel

Go on to other forms or tasks OK or Close or Finish
Interrupt a process Abort

Access PreOrder functions while filling out LSR forms PreOrder

Repeating sections

Many forms contain repeating sections, allowing you to add multiple features

or lines for a single account. As you add sections, a counter updates to show

how many sections you’ve added and which section you're currently viewing.

You can move from one section to another by moving the slider below the Add
button.

October 20, 2014 8
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Additional resources

Additional resources

Websites

IMA GUI Error Messages

http://www.centurylink.com/wholesale/ima/gui/all_errormessages_a-
c.html

Local Service Ordering Guidelines
http://www.centurylink.com/wholesale/clecs/Isog.html

Products and Services
http://www.centurylink.com/wholesale/pcat/index.htmi

Wholesale Customer Contacts business procedure
http://www.centurylink.com/wholesale/clecs/customercontacts.html

Wholesale Resources—IMA
http://www.centurylink.com/wholesale/ima/index.html

Documents

In addition to this document, CenturyLink provides four other guides to help
you use IMA. The first three guides are available at
http://www.centurylink.com/wholesale/ima/gui/index.html:

e IMA Connection Guide—guidelines for connecting to IMA

e CLEC System Administrator’s Guide—guidelines for managing CLEC users’
accounts

e Facility-Based Directory Listings Guide—guidelines for submitting orders
for facility-based directory listings

The fourth guide is available at
http://www.centurylink.com/wholesale/training/coursecatalog.html:

e Loop Qualification and Raw Loop Data CLEC Job Aid—guidelines for
retrieving raw loop data and for checking whether a loop qualifies (for
CenturyLink HSI/Broadband Service or for unbundled ADSL service)
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Before preparing service requests

Before filling out the LSR (local service request) forms, you can do certain
tasks that save time when you actually fill out the forms and that reduce the
chances for errors in your request. Before preparing a request, always try to

e validate the customer’s service address (directly below)

You validate the service address for a customer to make sure that the
address you use on the LSR matches an address in CenturyLink'’s
databases.

e review the customer’s CSR (customer service record) (page 19)

You review the CSR for a customer to make sure that they have a live
account and that your records match CenturyLink’s for the customer’s
current listing, billing information, and services and equipment.

Other tasks must be done before you submit a request, but they can be done
either before you prepare the LSR forms or while you're actually preparing
them. Because those tasks commonly depend on which forms you're
preparing, they are discussed separately (chapter 3).

Validating addresses

Before preparing a request, you should validate your customer’s service
address—that is, make sure that the address you will use on the request forms
matches an address in CenturyLink’s databases. (If the addresses don’t match,
IMA will reject your request.) There’s no need to validate addresses if you're
requesting conversions for Local Number Portability, Loop with Number
Portability (LNP), Unbundled Loop, Loop Split (Unbundled Loop), or UBL Split
w/ NP. But otherwise, try to validate the service address even if it does not yet
have telephone service (for example, because it is for new construction). If
your customer is moving, be sure to validate both their current service address
and what will be their new service address, so that IMA can automatically fill in
both addresses on the End User form and so that you can check to see
whether Dual Service is available if they’'ve requested it. (See “"Checking
whether POTS facilities are available” on page 36.)

As long as you don't close your browser, IMA saves the last 10 addresses you
validated. When you prepare the request forms, you can select any of those
addresses and IMA will automatically fill in the validated address for your
customer.

October 20, 2014 10
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Validating addresses

11

Searching for your customer’s address

To validate the service address, you search for a matching address in
CenturyLink’s databases. You can search by using either the street address or
the current telephone number for the service address. Experiment to find what
type of search works best for you. In general, searches by street address are
more reliable, but searches by telephone number may be easier under certain
circumstances. More specifically:

You must search by street address if your customer’s service address does
not currently have telephone service or if the telephone number for their
service address was ported in from outside the normal wire center for the
service address. And it's most effective to search by street address for
service addresses that have many lines (like businesses or government
buildings) or that have Centrex or designed services.

To search by street address, follow the guidelines directly below.

You can typically search by telephone number for service addresses that
have had no major changes in service during the past few months and that
have a working telephone number and a 1FR or 1FB (or similar)
account—typically, single dwellings or small businesses that have few lines
and that do not have Centrex or designed services.

To search by telephone number, see “Searching by telephone number” on
page 13.

Searching by street address

Search by street address

if your customer’s service address does not currently have telephone
service

if the telephone number for their service address was ported in from
outside the normal wire center for the service address

if the service address has many lines (like businesses or government
buildings) or has Centrex or designed services

To search by street address

1

In the Interconnect Functions window, select PreOrder/Order/
PostOrder.

In the Interconnect Mediated Access window, select PreOrder >
Validate Address.

Address Validation Wizard X
Select Address Validation Type:

@ }alidate by Street Address

© validate by Telephone Number

[ Prntpreview ][ E-mai | stan over Mot x> [ ctear ][ Finisn_|

[

[E——
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Validating addresses

3 Select Validate by Street Address, then click Next.

Address Validation Wizard E\
Address Validation by Street Address
LMAME:
-
v

< k3

Validated Addresses

Mo Validated Address ¥

AFT. SAPR! SANG! SASF

v
SASD SASM: SATH: SAGS:
v v
LD1: (R Loz Lv2: LD3: Lv3: AHN: ROUTE: BOX
v v v
cany: STATE: 7IP:
v
CALAISAGA:
v
Print Preview E-mail Start Qwer ” <= Previous " Mext == Clear Finish

‘Java Applet Window

4 Fill in the fields in this window, following the guidelines in Pre-Order (POP)
at http://www.centurylink.com/wholesale/clecs/lsog.html.

a Skip the Validated Addresses field unless you want to modify an
address that you've already validated—for example, by adding
supplemental address information (page 17).

b Fill in the at least the SASN, CITY, and STATE fields. If you are
requesting a private line, use the service address for location A of the
circuit.

c If the address includes supplemental information such as an apartment
number and

e If you want to validate just one specific location at this address,
select the location designator from one or more of the LD lists, and
type the correct location value (e.g., the number of the apartment
or floor) in each corresponding LV field.

e If you want to validate two or more specific locations at this
address, skip these fields.

d Select the SAGA (street address geographical area) for the service
address from the CALA/SAGA list. If you don’t know the SAGA, search
(Ctrl+F) for your customer’s city in LFACS-AN Community Names at
http://www.centurylink.com/wholesale/systems/street.html, and use
the SAGA given there. If you can't find the SAGA, fill in the ZIP Code
(you may still need to select the SAGA later on).

5 Click Next.

One of the following windows appears:

e an error message or an obvious mismatch (Click Previous and repeat
step 4. Check the information you entered for accuracy and enter
additional address information if necessary.)

e Near Matches found. Select one. (See "Selecting from near
matches” on page 14.)

e Multiple CALA/SAGAs found. Select one. (See “Selecting from
multiple CALA/SAGAs"” on page 15.)

October 20, 2014 12
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Validating addresses

Searching by telephone number

page 16.)

User’s Guide—IMA 37.0

SAG Only Match Found. (See "Dealing with a SAG Only match” on

Supplemental Matches found. Select one. (See “Providing

supplemental address information” on page 17.)

page 18.)

Address Validation Response (See “"Checking the address match” on

You can typically search by telephone number for 1FR or 1FB (or similar)
accounts that have had no major changes in service during the past few
months and that have a working telephone number—typically, single dwellings
or small businesses that have few lines and that do not have Centrex or
designed services.

1

13

In the Interconnect Functions window, select PreOrder/Order/

PostOrder.

In the Interconnect Mediated Access window, select PreOrder >

Validate Address.

Address Validation Wizard X
Select Address Validation Type:

@ Validate by Street Address

O validate by Telephone Nurmber
| PrintFreview || Evmail || start Over Next >> [ ctear [ Finish |
[1va AceletWindow

Select Validate by Telephone Number, then click Next.

ZIP;

Address Validation Wizard 3]
Address Validation by Telephone Number

WIN:

CALASAGA 3

| Prntpreview ][ E-mai | stanover | <<pravious ][ nem>»

[ ctear ][ Finisn_|

[

[E——

Fill in the fields in this window.

a In the WTN field, type the current telephone number for the service
address. Be sure it's the current working number. If there are multiple
lines at the service address, be sure to use the billing telephone
number (the number for the main line). If your customer lives near a
state line and the central office is across the state line, use the area
code for the central office rather than your customer’s actual area code.

(Follow the guidelines in http://www.centurylink.com/wholesale/clecs/

preordering.html.)

o

Select the SAGA (street address geographical area) for the service

address from the CALA/SAGA list. If you don’t know the SAGA, search
(Ctrl+F) for your customer’s city in LFACS-AN Community Names at
http://www.centurylink.com/wholesale/systems/street.html, and use

the SAGA given there. If you can't find the SAGA, fill in the ZIP Code
(you may still need to select the SAGA later on).

October 20, 2014
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5 Click Next.

2—Before preparing service requests
Validating addresses

One of the following windows appears:

e an error message or an obvious mismatch (Click Previous and repeat
step 4, checking the information you entered for accuracy. If necessary,

validate by street address.)

e Multiple Matches found. Select one. (See "Selecting from multiple

matches” on page 15.)

e Multiple CALA/SAGASs found. Select one. (See “Selecting from
multiple CALA/SAGAs"” on page 15.)

e Address Validation Response (See "Checking the address match” on

page 18.)

Selecting from near matches

If the Near Matches found. Select one. window appears, you select your
customer’s address from a list of possible matches.

Determine whether one of the listed addresses matches the address for your

customer.

If none match ...

a Select the row that shows the correct
address.

b Click Next.

c Do one of the following:

o If the Multiple SAGA/CALAs found.
Select one. window appears, go to
“Selecting from multiple CALA/SAGAs”
on page 15.

e If the SAG Only Match Found. window
appears, go to “"Dealing with a SAG Only
match” on page 16.

o If the Supplemental matches found.
Select one. window appears, go to
“Providing supplemental address
information” on page 17.

o If the Address Validation Response
window appears, go to “"Checking the
address match” on page 18.

a If the SANO Range or AHN Range column
shows a range of numbers, select the row
that shows the correct range.

b In the SANO or AHN field, type the correct
number within the range.

c Click Next and do one of the following:

o If the Multiple SAGA/CALAs found.
Select one. window appears, go to
“Selecting from multiple CALA/SAGAs”
on page 15.

¢ If the SAG Only Match Found. window
appears, go to “Dealing with a SAG Only
match” on page 16.

¢ If the Supplemental matches found.
Select one. window appears, go to
“Providing supplemental address
information” on page 17.

o If the Address Validation Response
window appears, go to “Checking the
address match” on page 18.

e If you still don’t get a match, go to
“Dealing with addresses that you can’t
validate” on page 18.

14
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Selecting from multiple matches

If the Multiple Matches found. Select one. window appears, you select your
customer’s address from a list of possible matches.

Determine whether one of the listed addresses matches the address for your

customer.

If none match ...

a Select the row that shows the correct
address.

b Click Next.

c Do one of the following:

o If the Multiple SAGA/CALAs found.
Select one. window appears, go to
“Selecting from multiple CALA/SAGAs”
on page 15.

o If the Address Validation Response
window appears, go to “"Checking the
address match” on page 18.

a Click Previous.
b Check for errors in the information you
entered.

e If you find errors, correct them and
repeat the rest of the procedure. If you
had to guess at the CALA/SAGA, click
Previous and select another credible
CALA/SAGA.

e If you don’t find errors, go to “Dealing
with addresses that you can’t validate”
on page 18.

Selecting from multiple CALA/SAGAs

If the Multiple CALA/SAGAs found. Select one. window appears, you need
to select the correct CALA or SAGA for your customer. (CALA is customer
address location area; SAGA is street address geographical area.)

Determine whether one of the listed CALA/SAGAs is correct for your customer.

If none are correct ...

a Select the row that shows the correct CALA
or /SAGA.

b Click Next.

c Do one of the following:

o If the SAG Only Match Found. window
appears, go to “"Dealing with a SAG Only
match” on page 16.

o If the Supplemental matches found.
Select one. window appears, go to
“Providing supplemental address
information” on page 17.

o If the Address Validation Response
window appears, go to “"Checking the
address match” on page 18.

a Click Previous and check for errors in the
address you entered.
e If you find errors, correct them and try
again to validate the address.
e If you don’t find errors, go to “Dealing
with addresses that you can’t validate”
on page 18.

For further SAGA data, see http://www.centurylink.com/wholesale/systems/

street.html.

October 20, 2014
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Dealing with a SAG Only match

October 20, 2014

If the following window appears, the address you entered is not in

CenturylLink’s primary database of addresses with existing phone service—it
appears only in a database of street addresses (the SAG or street address
guide). The message most likely appears because the address you entered
doesn’t currently have phone service. If there’s no phone service, CenturyLink
will need to install facilities at the address.

%] SAG Only Match Found.

Message

that

your DDD will he met for a $AG Only address.

[

12 Appiet Windows

1 Click OK.

IMA saves the address so that you can select it from the list of validated
addresses on the LSR forms.

Make a note to provide additional information on the Remarks tab of the
LSR form (such as a working CenturyLink telephone number from a nearby
address) before you submit the request. Note too that if CenturyLink has to

install facilities, CenturyLink cannot guarantee to meet your desired due
date (DDD).

If your request is for new phone service or for an outside move, make a

note to select A or B from the NCON list on the End User or Resale Private
Line form.

Note: When entering a new LOC at an existing service address due to a
SAG Only match in IMA Address Validation, an NCON=B entry
should be made on the End User form.

4 Do any of the following:

e To show the information in a new browser window, click Print

Preview.
To e-mail the information in the window, click E-mail.

To validate another address, click Start Over.

(As long as you don't close your browser, IMA saves the last 10
addresses you validated so that you can select them when you're filling
out the request forms and automatically fill in fields on the forms.)

To go on to other tasks, click Finish.

16
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Providing supplemental address information

If the Supplemental Matches found. Select one. window appears, you
need to provide additional address information, such as the building, floor, or
room number of the service address.

1 Do one of the following:

To validate just one location at the address, check whether one of the
rows in the window shows the correct supplemental information for the
service address, then follow the guidelines in either column of the table
below.

To validate two or more locations at the address, follow the guidelines
in the right column of the table (even if the window does show the
correct supplemental address information).

If the window doesn’t show the
supplemental address
information ...

a Select the row that shows the correct
information. (If more than one row
shows the correct information, select
any of those rows.)

b Click OK.

The Address Validation Response
window displays the service address
with the supplemental address
information you selected.

c Click Previous.

d From the Validated Addresses list,
select the address that includes the
supplemental address information.

a Click Cancel to close the
Supplemental Matches window.

b Click Previous.

c From the Validated Addresses list,
select the address without any
supplemental address information.
(You can select an address with
supplemental address information, but
you may overwrite it if you modify it as
in the steps below.)

d In one or more of the LD lists, select
the location designator (e.g., RM -

Room).

e In the corresponding LV field(s), type
the location value (e.g., 14).

2 Click Next.

If the Address Validation Response window appears, check the
address match, following the guidelines in the next section. If there is a
slider above the WTN field, make sure that one of the repeating
sections shows the TN STATUS as WORKING and the correct name
and TN for the current customer.

If the Supplemental Matches found. Select one. window reappears
or if you don’t find a WTN and WORKING TN status along with the
correct customer name, go to "Dealing with addresses that you can’t
validate” on page 18.

3 If you're validating more than one location at the address, repeat steps b-e
in the right column of the table above.

17
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Checking the address match

If the Address Validation Response window appears, the service address
for your customer matches an address in CenturyLink’s databases.

1 Check that the address in the Validated Addresses field matches your
records of the service address (the address you want to use on the LSR).

a Check the customer’s name to make sure it's accurate for the current
customer at the service address. (You can’t do this for nonpublished
numbers.)

b Check the other fields in the window, including those on the three tabs.
(For definitions of the fields, click Pre-Order (POP) at
http://www.centurylink.com/wholesale/clecs/Isog.html.)

c If there is a slider above the WTN field, make sure that one of the
repeating sections shows the TN STATUS as WORKING and the
correct name and TN for the current customer.

If the addresses don’t match ...

Do any of the following: Check for errors in the address you

e To show the information in a new entered. Then do one of the following:
browser window, click Print Preview. e If you find errors, click Previous and

e To e-mail the information in the try again to validate the address. If
window, click E-mail. you had to guess at the CALA/SAGA,

¢ To validate another address, click click Previous and select another
Start Over credible CALA/SAGA.
(As long as you don't close your e If you don't find errors, go to “Dealing
browser, IMA saves the last 10 with addresses that you can't validate”
addresses you validated so that you on page 18.

can select them when you're filling out
the request forms and have IMA
automatically fill in fields on the
forms.)

e To go on to other tasks, click Finish.

Dealing with addresses that you can’t validate

If IMA displays a message indicating that the information you entered does not
match a valid address:
1 Check for errors in the information you entered.
e If you find errors, correct them and try again to validate the address.
e If you don’t find errors and

e if you searched by street address, try searching by telephone
number

e if you searched by telephone number, try searching by street
address

October 20, 2014 18
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2 If your address records seem to be accurate and you still can’t find a valid
match

a Contact CenturyLink and ask them to enter the address in
CenturylLink’s databases before you submit the request. Follow the
guidelines in
http://www.centurylink.com/wholesale/clecs/customercontacts.html.

b Make a note that you may need to enter the service address
information manually when you prepare the End User and Resale
Private Line forms.

Reviewing customer service records

19

Before you submit a service request, you should review the CSR (customer
service record) for the customer to ensure that they have a live account and to
check that your records match the CSR for the customer’s listing, billing
information, and current services and equipment. (If there has been a recent
billing change in the customer’s account, the CSR may not indicate that the
account is live, but you may still be able to submit a request for that account.)
When you retrieve a full CSR, you can use the Recap button to fill in the
Service section on the Centrex Resale, Centrex Resale Split, Port Service,
Resale, and Resale Split forms.

Before you retrieve the CSR, make sure that your company already owns the
customer’s account or that you have an LOA (letter of authorization) to view
the CSR.

When you want to review a CSR, you can retrieve

e the full CSR (directly below)
You typically retrieve a full CSR whenever
e you're converting the account of another service provider
e you want to change features on an account that your company owns

e you know that the CSR isn’t too large—for example, it's a CSR for a
single telephone number

e you want to use the Recap function
e a partial CSR (page 23)

You typically retrieve a partial CSR when you need only part of the
information in a large CSR—for example, when you need information on
service and equipment for only a few lines on a large Centrex system.

e the CSR as a downloadable electronic file (page 29)

You typically retrieve the CSR as a downloadable electronic file when it is
too large to view online. You can open the file in many word-processing or
spreadsheet programs and view it or print it.

October 20, 2014
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Before you retrieve the CSR, make sure that you either own the account or
have an LOA (letter of authorization) to view the CSR.

1 In the Interconnect Functions window, select PreOrder/Order/

PostOrder.

2 In the Interconnect Mediated Access window, select PreOrder >

Review CSR > Review Full CSR.

[

Review Full CSR Wizard X
Review Full CSR
AGAUTH: _ + | DATED! I AUTHNM:
WTN - ECCKT: (N<n=A%44 NNN=nnn=.A8)
Request USOC Deseriptions: ~|csRDaTE [
Customer Name:
Walidated Addresses
Mo Validated Address v
AFT SAPR: SANO SASF
v
SASD SASN SATH SASS:
v v
CITY. STATE:
-
Print Preview || E-mail Start Over Next =» Clear || Finish
‘Jave Applet Window

3 Do one of the following, using the guidelines in Customer Service Record
Inquiry (CSR) at http://www.centurylink.com/wholesale/clecs/Isog.html:

If you are not the customer’s
service provider but have an LOA
(letter of authorization) on file ...

In the AGAUTH (agency authorization
status) field, select N-No Authorization.

a In the AGAUTH (agency authorization
status) field, select Y—Authorization on
File

b In the DATED field, type the date of the
LOA (YYYY/MM/DD).

c (Optional) In the AUTHNM (authorization
name) field, type the name of the person
who signed the LOA.

4 Type the telephone number in the WTN field or the circuit ID in the ECCKT

field.

e For a standard 10-digit telephone number, type the customer's billing
number or working telephone number. If you know the customer code,
type it in the field immediately to the right of the WTN field.

e For trunk-based or circuit-based products such as PRI ISDN, Private
Line, or UBL, use the circuit ID if possible. If you don’t know the circuit
ID, type the special billing number (SBN—for example, 265 A33 2145)

in the WTN field.

5 If you want the CSR to include descriptions of the USOCs, select Y=Yes in
the Request USOC Descriptions field. (Descriptions are currently
available only for the Western and Eastern regions.)

October 20, 2014
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6 Inthe CSR DATE field, type the date for which you want the CSR to reflect
pending service orders. Use the current date or a future date—typically, the
due date. (If the CSR reflects all pending service orders, your request can
be handled more efficiently.) If you retrieved the CSR by clicking the
PreOrder button on one of the LSR forms, type the DDD for the LSR here.

7 Click Next.
e If the Review Full CSR-Response window appears, continue with
step 8.

e If the Multiple matches found. Pick one. window appears, select the
customer’s account from the list. (CenturyLink-specific fields are
explained in Customer Service Record Inquiry (CSR) at http://
www.centurylink.com/wholesale/clecs/Isog.html.) Then click Next, and
continue with step 8.

e If the message No active account found appears,

a Check the WTN or circuit ID you entered in step 4 above. If
necessary, correct it and repeat the procedure.
b Type the listed name or the subscriber name of the customer in the

Customer Name field.

e If the customer is a residential customer, type the name in the
format Smith, John

e If the customer is a business customer, type the full business
name without abbreviations, for example, CenturyLink,
Incorporated.

¢ Do one of the following:

e If you have validated the address of the customer whose CSR
you want, select the address from the Validated Addresses
list.

IMA automatically fills in the remaining fields on the window.

e If you weren’t able to validate the address, fill in at least the
SASN, CITY, STATE, and CALA/SAGA fields, following the
guidelines in “Validating addresses” on page 10.

d Click Next and continue with step 8.

8 Check the message in the center of the window (just above the tabs).

e If the message is Complete Customer Record Displayed, IMA
displays the complete CSR. Go to “If the complete CSR is displayed” on
page 22.

e If the window shows any other message, IMA cannot display the
complete CSR. Click Next and go to “If the complete CSR is not
displayed” on page 23.

21 October 20, 2014
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If the complete CSR is displayed

1 Review the information in the CSR.

The Vcsr field indicates whether the CSR includes information for pending
service orders as of the date shown in the CSR DATE field.

The window shows the Listing, Billing, Service and Equipment, and Pending
Order sections of the CSR as tabs:

e The Listing tab displays the customer’s listing information.

e The Billing tab displays the customer’s billing name and address.

e The Service and Equipment tab displays the type of services and
equipment on the customer’s account.

e If there are pending service orders, the Pending Order tab displays
the service order number and due date for each pending service order
and indicates whether the CSR includes data from each of those service
orders as of the date shown in the CSR DATE field. (If the Order Due
Date field is 00000000, no due date has yet been assigned to the
service order.)

2 When you are finished viewing the CSR, do any of the following:

e To display the information in a separate browser window, click Print
Preview.

e To e-mail the CSR, click E-mail.
e To retrieve another full CSR, click Start Over.

(If you plan to use to use the Recap function to fill in the fields in the
Service section on the Centrex Resale, Centrex Resale Split, Port
Service, Resale, or Resale Split form, click Finish and continue filling
out the form before you retrieve any more CSRs.)

e To go on to other tasks, click Finish.

October 20, 2014 22
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If the complete CSR is not displayed

If the message in the center of the window (just above the tabs) displays any
message other than Complete Customer Record Displayed, do one of the

following:
If you do not need to see any more
data for the CSR ...
a Click Next. Do one of the following:
b In the window that appears, do any or all of | e Click Start Over to retrieve another full
the following: CSR.
¢ To retrieve additional data, click ¢ Click Finish to go on to other tasks.

Retrieve Additional CSR Data.

The Review Full CSR-Response
window (the previous window)
reappears, and IMA displays additional
data for the CSR.

e To e-mail the full CSR, click E-mail all/
partial CSR Data.

e To create a downloadable electronic file
of the full CSR, click Create Electronic
File of all/partial CSR Data, then click
Next. When you are ready to download
the electronic file, go to “Retrieving
CSRs as downloadable electronic files”
on page 29.

Retrieving a partial CSR

You can retrieve a partial CSR either by WTN (working telephone number) or
by ECCKT (circuit ID). If you search by WTN, you can retrieve CSR information
for up to 30 WTNs on the same account in a single query.

Before you retrieve the CSR, make sure that you either own the account or
have an LOA (letter of authorization) to view the CSR.
Retrieving a partial CSR by WTN

If you want to retrieve more than one CSR for an account, you can retrieve
partial CSRs by WTN (working telephone number).

1 In the Interconnect Functions window, select PreOrder/Order/
PostOrder.
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Reviewing customer service records

In the Interconnect Mediated Access window, select PreOrder >
Review CSR > Review Partial CSR > Retrieve by WTN(s).

Review Partial CSR by WTN Wizard X

Review Partial CSR - Response

AN: 970-472-2000 CustCode: |a45  Line Status:  |LvE Account Descriptor:

Narne: |

ECCKT: |

Summary Billing Mumber:
Orig. Svc. Established 6-18-97 Class OfSvc:  [FFMUX | Reseller D Dept Locn

Listing Billing | Service and Equipment

L ;H
Print Preview | E-mail Startover || << Previous ¢ Finish

12 Appiet Windows

Do one of the following, using the guidelines in Customer Service Record

Inquiry (CSR) at http://www.centurylink.com/wholesale/clecs/Isog.html:

If you are not the customer’s
service provider but have an LOA
(letter of authorization) on file ...

In the AGAUTH (agency authorization a In the AGAUTH (agency authorization
status) field, select N-No Authorization. status) field, select Y—Authorization on
File.

b In the DATED field, type the date of the
LOA (YYYY/MM/DD).

c (Optional) In the AUTHNM (authorization
name) field, type the name of the person
who signed the LOA.

If you want the CSR to include descriptions of the USOCs, select Y=Yes in
the Request USOC Descriptions field. (Descriptions are currently
available only for the Western and Eastern regions.)

In the BTN field, type the customer’s billing number or working telephone
number. If you know the customer code, type it in the field immediately to
the right of the BTN field.

If the WTN field is dimmed, click Add so that you can add a WTN.
(If the field is already filled, check the WTN and revise it if necessary.

The counter updates to show the current number of repeating WTN
sections.

24
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7

8

In the WTN field, type the customer’s billing number or working telephone
number.

If you want to retrieve CSR information for additional WTNs on the same
account (up to 30), repeat steps 6-7.

e To view a different WTN, drag the slider.
e To delete a WTN, click Delete Current.
e To clear the fields for one of the WTNs, click Clear Current.

Click Next, and do either of the following:

e If the window that appears indicates that IMA has found the CSR
information, continue with step 10.
e If the message No active account found appears,
a Check the WTN you entered in step 7 above. If necessary, correct it
and repeat the procedure.
b Type the listed name or the subscriber name of the customer in the

Customer Name field.

e If the customer is a residential customer, type the name in the
format Smith, John.

e If the customer is a business customer, type the full business
name without abbreviations, for example, CenturyLink,
Incorporated.

e If you validated the address of the customer whose CSR you
want, select the address from the Validated Addresses list.
IMA automatically fills in the remaining fields on the window.

e If you weren't able to validate the address, fill in at least the
SASN, CITY, STATE, and CALA/SAGA fields, following the
guidelines in “Validating addresses” on page 10.

¢ Click Next and continue with step 10.
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[ Review Partial CSR by WTN Wizard X
Review Partial CSR - Response
AN a70-472-2000 CustCode:  |g45 Line Status:  |LIvE Account Descriptor.
Name: |
ECCKT |
Summary Billing Number.
Orig. S, Established, B-18-97 Class OTSve.  [FRMUX Reseller D Dept: Loen
Listing Billing | Service and Equipment
el ;I_‘
Print Preview E-mail Start Cver Finish
‘JavaApp\elW\ndnw

11 Review the information in the window.
e The Listing tab displays the customer’s listing information.
e The Billing tab displays the customer’s billing name and address.
e The Service and Equipment tab displays the type of services and
equipment on the customer’s account.

12 If the CSR contains more information than can be displayed in the window,
the Next button is active. Click Next to see that information.

13 In the window that appears, do any or all of the following:
e To retrieve additional data, click Retrieve Additional CSR Data.

The Review Partial CSR-Response window (the previous window)
reappears, and IMA displays additional data for your review.

e To e-mail the partial CSR, click E-mail all/partial CSR Data.

e To create a downloadable electronic file of the partial CSR, click Create
Electronic File of all/partial CSR Data, then click Next. When you
are ready to download the electronic file, go to “Retrieving CSRs as
downloadable electronic files” on page 29.

14 When you are finished viewing the CSR, do any of the following:

e To display the CSR information in a separate browser window, click
Print Preview.

e To e-mail the CSR, click E-mail.
e To retrieve another partial CSR by WTN, click Start Over.
e To go on to other tasks, click Finish.

October 20, 2014 26
http://www.centurylink.com/wholesale/ima/gui/index.html



2—Before preparing service requests User’s Guide—IMA 37.0
Reviewing customer service records

27

Retrieving a partial CSR by ECCKT

If you have an ECCKT for the account (circuit ID—for example, for Resale
Private Line), you can use it to retrieve the CSR.

1

In the Interconnect Functions window, select PreOrder/Order/
PostOrder.

In the Interconnect Mediated Access window, select PreOrder >
Review CSR > Review Partial CSR > Retrieve by ECCKT.

Review Partial GSR by ECCKT Wizard EJ

Retrieve Partial CSR by ECCKT

AGAUTH: _Lf DATED I AUTHRM:

ECCKT: (N<n>.AAAA NMNN<nnn>. . AR)

Request USOC Deseriptions: j

Customer Name:

Walidated Addresses
o Validated Address = |

AFT. SAPR: SANO: SASF.
BASD BASM BATH BABSE:
CITY, STATE.
Print Preview E-mail Start Over Meyt == Clear Finish

[ l

12 Appiet Windows

Do one of the following, using the guidelines in Customer Service Record
Inquiry (CSR) at http://www.centurylink.com/wholesale/clecs/Isog.html:

If you are not the customer’s
service provider but have an LOA
(letter of authorization) on file ...

In the AGAUTH (agency authorization a In the AGAUTH (agency authorization
status) field, select N—-No Authorization. status) field, select Y—Authorization on
File.

b In the DATED field, type the date of the
LOA (YYYY/MM/DD).

c (Optional) In the AUTHNM (authorization
name) field, type the name of the person
who signed the LOA.

In the ECCKT field, type the customer’s circuit ID. If you're using a circuit
ID that is longer that 24 characters, make sure you also fill in the State
field.

If you want the CSR to include descriptions of the USOCs, select Y=Yes in
the Request USOC Descriptions field. (Descriptions are currently
available only for the Western and Eastern regions.)

Click Next.

e If the window that appears indicates that IMA has found the CSR
information, click Next and continue with step 7.
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If the message No active account found appears, follow the steps
below or try to retrieve by WTN. (See “Retrieving a partial CSR by
WTN” on page 23.)

a Type the listed name or the subscriber name of the customer in the

Customer Name field.

e If the customer is a residential customer, type the last name
followed by a comma and then the first name, for example:
Smith, John.

e If the customer is a business customer, type the full business
name without abbreviations, for example, CenturyLink,
Incorporated.

b Do one of the following:
e If you have validated the address of the customer whose CSR

you want, select the address from the Validated Addresses
list.

IMA automatically fills in the remaining fields on the window.

e If you weren't able to validate the address, fill in at least the
SASN, CITY, STATE, and CALA/SAGA fields, following the
guidelines in “Validating addresses” on page 10.

7 Review the information in the window that appears.

The Listing tab displays the customer’s listing information.
The Billing tab displays the customer’s billing name and address.

The Service and Equipment tab displays the type of services and
equipment on the customer’s account.

If the CSR contains more information than can be displayed in the window,

the Next button is active. Click Next to see that information.

In the window that appears, do any or all of the following:

To retrieve additional data, click Retrieve Additional CSR Data.

The Review Partial CSR-Response window (the previous window)
reappears, and IMA displays additional data for your review.

To e-mail the partial CSR, click E-mail all/partial CSR Data.
To create a downloadable electronic file of the partial CSR, click Create
Electronic File of all/partial CSR Data, then click Next. When you

are ready to download the electronic file, go to “Retrieving CSRs as
downloadable electronic files” on page 29.

10 When you are finished viewing the CSR, do any of the following:

To display the CSR information in a separate browser window, click
Print Preview.

To e-mail the CSR, click E-mail.
To retrieve another partial CSR by ECCKT, click Start Over.

(If you plan to use to use the Recap function to fill in the fields in the
Service section of the Centrex Resale, Centrex Resale Split, Port
Service, Resale, or Resale Split form, click Finish and continue filling
out the form before you retrieve any more CSRs.)

To go on to other tasks, click Finish.

28

http://www.centurylink.com/wholesale/ima/gui/index.html



2—Before preparing service requests User’s Guide—IMA 37.0
Reviewing customer service records

29

Retrieving CSRs as downloadable electronic files

You can retrieve and download both full and partial CSRs as electronic files
that you can open in many word-processing or spreadsheet programs so that
you can view or print them. You commonly do this if the CSR is too large to
view on the screen.

1

In the Interconnect Functions window, select PreOrder/Order/
PostOrder.

In the Interconnect Mediated Access window, select PreOrder >
Review CSR > Retrieve Electronic File List.

Review Electronic File CSR Wizard X
Electronic File List Screen
CCHA: cc
Highlight File You Wish to Retrieve
CSR Retrieval Identifier Date-Time
000-000-0000 |200408231458 |a
000-000-0000 [200208231458 |~
< >
[ Prntpreview || Ewmal || Reresn | Retrieve CER Finish
‘Java Applet Window

The window shows the files that you've created.
(If a list of files doesn’t appear, click Refresh.)

IMA displays ...

CSR Retrieval Identifier The WTN, ECCKT, or AN and Cust Code (REFNUM). If you
retrieved the CSR by WTN, the WTN or the BTN for the
account appears here.

Date-Time The date and time you created the electronic file.

For further information, click Customer Service Record Inquiry (CSR)

at http://www.centurylink.com/wholesale/clecs/Isog.html.

Select the CSR whose file you want to retrieve.

Tip: To retrieve more than one file, hold the CTRL key while you select
additional CSR files.

You can download each file for two IMA business days after you select it.

Do any of the following:

e To retrieve the electronic file, click Retrieve CSR. If you're using
Internet Explorer, select File > Save As in the browser window that
appears and then use the dialog box that appears to save the electronic
file.

e To display the list of files in a separate browser window, click Print
Preview.

e To e-mail the list of files, click E-mail.
e To go on to other tasks, click Finish.
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Before submitting service requests

A number of “preorder” tasks need to be done before you submit an LSR but
not necessarily before you start preparing it. Because some of those tasks
depend on the type of request you're preparing, you may want to do them
while you're actually preparing the LSR. You can do many of these tasks by
clicking PreOrder on certain LSR forms while you're preparing them. When
you click PreOrder on the forms, IMA shows the tasks you might need to do
before you submit the request you're preparing.

You can

October 20, 2014

check whether the services you want are available (page 31)
You check whether services are available to determine
e whether the central office supports those services

e whether CenturyLink can provide them to your company, given your
contract with CenturyLink and the state in which you're requesting
them

check whether the facilities you want are available (page 34)

You check for available facilities to determine whether the facilities needed
to support the services you're requesting currently exist.

select available CFA units (page 42)

You select available CFA (carrier facility assignment) units for loop services
you are requesting.
find available meet points (page 46)

You search for available meet points when you want to unbundle the data
portion of a loop from the voice portion. You use the meet point data to
find out where your company’s data equipment meets CenturyLink’s
equipment.

retrieve raw loop data (page 53)

You retrieve raw loop data to get the physical characteristics of a loop.
Typically, you do this so your engineers can determine whether the loop
can carry your company’s DSL service without network modifications.
check loop qualification (page 54)

You check loop qualification to determine whether your customer’s line
qualifies for CenturyLink HSI/Broadband Service or unbundled ADSL
service.

30
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e reserve telephone numbers (page 54)

You reserve one or more telephone numbers whenever you request new
service, a new line on existing service, or a change of telephone number.

e manage appointments (page 59)
You schedule appointments to set up a date and time for a technician to
install new facilities or to modify facilities at either the wire center or your
customer’s premises. You change appointments when there’s a need to

reschedule them. You cancel appointments so that your company won't be
charged for a dispatch that’s not needed.

Checking whether services are available

Before you submit a request for POTS products, you should check whether the
services you want to request for your customer are available for you to
resell—that is,

e whether the central office supports them

e whether CenturyLink can provide them to your company, given your
contract with CenturyLink and the state in which you’re requesting them

You can check which features and services, which carriers, and which switches
are available. If you request services that aren’t available, you won't be able to
submit your LSR successfully. To check whether Dual Service is available,
follow the guidelines in “"Checking whether POTS facilities are available” on
page 36.

You can check whether services are available before you prepare the LSR
forms or by clicking PreOrder on various forms while you're preparing them.

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are checking services on behalf of another CLEC and if the menu bar
of the Interconnect Mediated Access window doesn’t already show the
corporate ID for that CLEC, continue with this step. Otherwise, skip to step
3.

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list that appears, select the CLEC for which you are checking
services. Click Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.
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3 Click PreOrder > Service Availability.

Service Availability Query E]
Request Section
NPA: X State:  Type: Usoc: INFO TYPE
v Business v S- Single ¥
Response Section
Features / Services | Carriers| Switches
8T Ugoc Modifier Description MNRetail RRetail Switch Supp  MDise RDigt:
~
v
< >
Print Freview E-mail Submit Query Clear Close
‘Java Applet Window

4 Fill in the active fields.
a In the NPA and NXX fields, type the NPA and NXX for the wire center.
b In the USOC field, do one of the following:

e To list all the services that are available, leave the field blank.
e To check whether a specific service is available, type the complete
USOC for that service.

e To list all the services whose USOCs start with certain letters, type
one or more letters of the USOC followed by an asterisk (for
example, type E* to list all the USOCs that start with E).

¢ In the INFO TYPE list, do one of the following:

e to list the USOCs and PICs for a specific NPA-NXX, select S—Single

o to list the different switch types and the NPA-NXXs for each switch
in @ multi-switch wire center, select M—Multiple

5 Click Submit Query.

The Features/Services tab lists the features and services that are
available. (The number in parentheses next to the tab name shows the
number of features and services that are available.)

The Features/Services tab displays ...
ST The state in which you're requesting the service
usocC The Universal Service Order Code for each service
Modifier The modifiers associated with each USOC
Description A description of each USOC
NRetail CenturyLink’s nonrecurring retail rate
RRetail CenturyLink’s recurring retail rate
Switch Supp Whether the service is available on the switch:

Y = yes, U = unknown
NDisc The nonrecurring discount
RDisc The recurring discount
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6 Click the Carriers tab.

Service Availability Query

[

Regquest Section
NPA: NXX: State: Type: Usac: INFQ TYPE
v | Business ¥ S-Single %
Response Section
Features / Services| Carriers | Switches

Carrigr 1D Service Offering Cartier Name
-~
-

< >

Print Preview || E-mail Subrnit Query clear || Close

[ 15+ Aoplet Window

The Carriers tab lists the carriers that are available. (The number in

parentheses next to the tab name shows the number of available carriers.)
It displays the following information:

IMA displays ...

Carrier ID

The identification code for the carrier

Tip: To sort the carriers by ID, click the Carrier ID column
heading.

Service Offering

Whether the carrier offers intraLATA or interLATA service

Carrier Name

The name of the carrier

Tip: To sort the carriers by name, click the Carrier Name
column heading.

7 Click the Switches tab.

Service Availability Query

[

Regquest Section
NPA: NXX: State: Type: Usac: INFQ TYPE
v | Business ¥ - Single %
Response Section
Features / Services | Carriers| Switches
Print Preview || E-mail Submit Guery Clear | Close
[ 15+ Aoplet Window

October 20, 2014
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The tab lists the switches available at the wire center. (The number in
parentheses next to the tab name shows the number of available
switches.) If you filled in the NPA and NXX for the wire center and selected

Multiple as the INFO TYPE, the tab also lists the NPA and NXXs serviced by
each switch.

When you have checked all three tabs to determine whether the services
you want to request are available, do any of the following:

e To show the information in a new browser window, click Print
Preview.
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e To e-mail the information, click E-mail.

e To check whether services are available for another NPA/NXX (or
whether different services are available), click Clear.

e To go on to other tasks, click Close.

Checking whether facilities are available

Before requesting certain services, you can check whether the facilities to
support them are currently available between the central office and the
customer’s premises. You can check whether facilities are available before you
prepare the LSR forms or by clicking PreOrder on many of the forms while

you're preparing them.

Checking whether facilities are available for designed
services or digital services

October 20, 2014

You can check whether CenturyLink facilities are available for provisioning
most designed and digital (HICAP) services. But to check for the availability of
circuits riding a higher non-CenturyLink facility (for example, a DS1 riding a
DS3), you need to contact your CenturyLink service manager.

1 In the Interconnect Functions window, click PreOrder/Order/

PostOrder.

2 Do one of the following:

To check facilities for HICAP digital
services ...

In the Interconnect Mediated Access
window, select PreOrder > Check Facility
Availability > Design Services Request.

In the Interconnect Mediated Access
window, select PreOrder > Check Facility
Availability > HICAP Request.

(The following figure shows the Designed Services window, but the

HICAP window has the same fields.)

http://www.centurylink.com/wholesale/ima/gui/index.html

Design Service Facility Availability Request Wizard 3
Design Senvices Facility Request
[linclude Location 2
Main | Location A
Senvice Request Data
Quantity of Circuits Requested: | 1 Class of Service: Assignable USOC:
Service Code: Mu Location:
CFA Data
Fac. Designation Fac. Type: Channel
Location A: Location 2
Print Previem E-mail Start Over Mest == Clear Finish
‘Java Applet Windous
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3 On the Main tab, fill in the fields, following the guidelines for each field in
Pre-Order (POP) at http://www.centurylink.com/wholesale/clecs/Isog.html.

The table below shows guidelines for fields specific to IMA.

Type ...

Quantity of Circuits
Requested

The number of lines you're requesting

Class of Service

The USOC for the class of service you're requesting

Assignable USOC

The line-assignable USOC that, together with the class of
service and service code, specifies the type of facilities
you're requesting

Service Code

The first two characters of the NC code that defines the
type of service on the circuit
(For guidelines on finding NC codes, see page 184)

Mux Location

The CLLI code for the central office that provides
multiplexing for a service riding the designed service

Fac Designation

The facility designation

Fac Type The facility type

Channel The channel or time slot to be provisioned
Location A The CLLI code for Location A

Location Z The CLLI code for Location Z

Design Service Facility Availability Request Wizard

Design Services Facility Request

4 Click the Location A tab.

[ikciude Cocation 2
Main| Location A
‘alidated Addresses
o Validated Address ¥
AFT: SAPR SAND: SasF
v

SASD: SASN: SATH; SASS:

v v
Lo Lt LD2 Lv2: Lo3, Lva AHN ROUTE: BOX

- v v
CITY: STATE:  ZP,

-
CALMSAGA:
v
Print Preview || E-mail Start Over Mext »» Clear || Finish

l

[Java dppiet Window

Do one of the following:

If you validated the address ...

If you didn’t validate the address ...

From the Validated Addresses list,

select your customer’s address.

IMA automatically fills in the address

fields and the Site ID and TTA fields.

Fill in the SANO, SASN, CITY, STATE, and
CALA/SAGA fields, following the guidelines
in “Validating addresses” on page 10.
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6 If you need to check a second location, select the Include Location Z
check box, click the Location Z tab, and repeat step 4.

7 Click Next.

IMA indicates whether facilities are available for the service and address
you specified.

IMA displays ...
Quantity of Circuits The number of lines you specified
Requested
CFA Status Whether the facility is available
MUX Status Whether the multiplexer is available
Location A Number of The number of facilities available for the request
Facilities Satisfied
Location A Remarks Free-form comments pertinent to Location A
Location Z Number of The number of facilities available for the request
Facilities Satisfied
Location Z Remarks Free-form comments pertinent to Location Z

8 After reviewing the data, do any of the following:

e To display the information in a new browser window, click Print
Preview.

e To e-mail the information in the window, click E-mail.
e To retrieve new data, click Start Over.
e To close the window and go on to other tasks, click Finish.

Checking whether POTS facilities are available

You can check whether POTS facilities are available using either your
customer’s address or their TN. In general, checking by telephone number
may be easier, but checking by street address is more reliable, especially if
you're checking to see whether Dual Service is available. (If your customer is
moving, Dual Service enables them to use the same telephone number for
both the old and the new service address for up to 30 days.)

Checking availability by address

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.
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2 In the Interconnect Mediated Access window, select PreOrder >
Check Facility Availability > POTS Facility Request.

POTS Facility Request

POTS Facility Availability Reguest Wizard 3

Quantity of Lines Requested: Local Service Office:

Address Request | TN Request

Validated Addresses:
Mo Validated Address ¥

AFT: SAPR SANO: SASF:

SASD: SASN: SATH SASE:

v v
LD1 Lv1 LDZ: Lw2: LD3 Lwa: AHN ROUTE: BOX

v v v
(=14 STATE: ZIF

v
CALAISAGA:
v
Print Preview E-mail Start Over IMext == Clear Finish

[

l

[E——

3 Enter the number of lines you are requesting.

4 On the Address Request tab, do one of the following:

If you didn’t validate the address ...

From the Validated Addresses list,
customer is moving and you want to

or the new address, then repeat the
procedure for the other address.)
IMA automatically fills in the address
fields and the Site ID and TTA fields.

select your customer’s address. (If your

request Dual Service, select either the old

a Type the NPANXX for the local service office.

b Fill in the SANO, SASN, CITY, STATE, and
CALA/SAGA fields, following the guidelines
in “Validating addresses” on page 10. (If
your customer is moving and you want to
request Dual Service, enter either the old or
the new address, then repeat the procedure
for the other address.)

October 20, 2014
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POTS Facility Availability Request Wizard @

POTS Facility Response

POTS Section

Mumber OTWorking Left-in Lines: [ Dual Service: | available
Quantity Of Lines Requested 1
Status Dispatch Status

A A

REMINDER: Check both serice addresses

Comments
’AF’F‘D\NTMENT SCHEDULER REQUIRED,

<

Number Of Unsupported Products: |

Products Not Supparted
<

Pending Order Section

Mumber O Pending Orders: | g

Pending Order Type
<

Print Preview E-mail

Order Number

Due Date
>

Start Over == Previous Finish

[

l

[1va £pit Windows

IMA shows the facilities available for POTS service for the account you
specified. For further explanation of each field, click Pre-Order (POP) at
http://www.centurylink.com/wholesale/clecs/Isog.html.

IMA displays ...

Number Of Working Left-In
Lines

The number of lines currently working at the specified
address

Dual Service

Available indicates that Dual Service is available at the
service address you specified. (If your customer is
moving, Dual Service enables them to use the same
telephone number for both the old and the new service
address for up to 30 days.) Be sure to check whether it's
available at the other address too.

Quantity Of Lines
Requested

The number of lines you specified

Status

The status of the lines you requested
e A=available

H=held order

e S=available (SDT)

Dispatch Status

Whether a dispatch is required
e Y=yes
N=no

Comments

Further explanation of the status

Number Of Unsupported
Products

Number of products the loop facility does not support

Products Not Supported

The products that are not supported on the loop facility

Number Of Pending Orders

The number of pending orders for the address you
specified

Pending Order Type

The type(s) of the pending orders

Order Number

The order number(s) for the pending orders

Due Date

The due date(s) for the pending orders

October 20, 2014
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6 If your customer is moving and has requested Dual Service and if you've
found that Dual Service is available at either the old or the new location,
repeat this procedure to ensure that it is available at the other location as

well.
7 After reviewing the data, do any of the following:

e To display the information in a new browser window, click Print
Preview.

e To e-mail the information in the window, click E-mail.
e To retrieve new data, click Start Over.
e To close the window and go on to other tasks, click Finish.

Checking availability by TN

Remember that if you're checking to see whether Dual Service is available, it's
better to check by address—using the WTNs for the old and the new addresses
may not give reliable results.

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 In the Interconnect Mediated Access window, select PreOrder >
Check Facility Availability > POTS Facility Request.

POTS Facility Availability Request Wizard 3
POTS Facility Request
Quantity of Lines Requested: Local Service Office:
Address Request TN Request
Yalidated Addresses:
Mo Validated Address ¥
AFT: SAFPR SANO: BASF:
v
sA5D: SASN: ATH e
- -
Lo L LDZ: Lw2: LD3 L3 AHM: ROUTE: BOX:
- v -
ary: STATE: ZIP:
-
CALAISAGA
3
Print Previem E-mail Start Over MNext == Clear Finish
‘Java Applet Window

3 Type the number of lines you are requesting and the NPANXX for the local
service office.
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Quantity of Lines Requested: Local Service Office:

Address Request| TN Request
Telephone No.:
Zip Cade

CALA/SAGA:

Print Preview E-mail

Start Qver Clear Finish

[

l

[12va £pit Windows

5 Enter the telephone number and the ZIP Code or CALA/SAGA.
6 Click Next.

POTS Facility Availability Request Wizand @

POTS Facility Response

POTS Section

Number OfWorking Leftin Lines: [ Dual Service
Quantity Of Lines Requested 1
Status Dispatch Status

A A

Avallahle

REMINDER: Check both service addresses

Comments
’AF‘PD\NTMENT SCHEDULER REQUIRED Ala

<

Number Of Unsuppored Products: | g

Products Mot Supported
<

Pending Order Section

Number Of Pending Orders: | g

Fanding Order Type
<

Frint Praview E-mail

Ordet Number

Due Date
>

Start Ovar << Previous Finish

[

)

12 Appiet Windows

IMA shows the facilities available for POTS service for the account you
specified. For further explanation of each field, click Pre-Order (POP) at
http://www.centurylink.com/wholesale/clecs/Isog.html.

In this field ...

IMA displays ...

Number Of Working Left-In
Lines

The number of lines currently working at the specified
address

Dual Service

Generally not applicable for searches by TN. Available
indicates that Dual Service is available at the service
address you specified. (If your customer is moving, Dual
Service enables them to use the same telephone number
for both the old and the new service address for up to 30
days.)

Quantity Of Lines
Requested

The number of lines you specified

October 20, 2014
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In this field ... IMA displays ...

Status The status of the lines you requested
e A=available

e H=held order

e S=available (SDT)

Dispatch Status Whether a dispatch is required
e Y=yes
e N=no
Comments Further explanation of the status
Number Of Unsupported Number of products the loop facility does not support
Products
Products Not Supported The products that are not supported on the loop facility
Number Of Pending Orders | The number of pending orders for the address you
specified
Pending Order Type The type(s) of the pending orders
Order Number The order number(s) for the pending orders
Due Date The due date(s) for the pending orders

7 After reviewing the data, do any of the following:

e To display the information in a new browser window, click Print
Preview.

e To e-mail the information in the window, click E-mail.
e To retrieve new data, click Start Over.
e To close the window and go on to other tasks, click Finish.

Checking whether a POTS loop can be unbundled

You can view the characteristics of a POTS loop to see whether it can be
unbundled without being moved.

You can determine

e whether the loop is copper or pair gain

e whether there are bridged taps or load coils on the loop

e whether the loop must be moved to copper to be unbundled

You can retrieve the loop characteristics by entering your customer’s
e street address

e telephone number

e circuit ID (ECCKT)

You can check POTS loops before you prepare the LSR forms or by clicking
PreOrder on many of the forms while you're preparing them.

The procedure for checking whether a POTS loop can be converted is detailed
in chapter 4 of the Loop Qualification and Raw Loop Data CLEC Job Aid at
http://www.centurylink.com/wholesale/training/coursecatalog.html.
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Checking ISDN facility availability

You need to check whether ISDN facilities are available when you request new
service, a new line for an existing customer, or an outside move for ISDN BRI
lines (Integrated Services Digital Network—Basic Rate Interface). (You can
also check whether an unbundled loop is capable of carrying ISDN signals.)
You check to see whether there are any facilities available that are ISDN-
capable and that can support the number and type of ISDN BRI lines you are
requesting—that is, whether they can support the required switching,
channels, and protocol. You check ISDN-capable facilities by entering your
customer'’s street address. (Try to validate the address first, if possible.)

You can check ISDN facility availability before you prepare the LSR forms or by
clicking PreOrder on the Resale form while you're preparing it.

The procedure for checking whether ISDN-capable facilities are available is
detailed in chapter 4 of the Loop Qualification and Raw Loop Data CLEC Job Aid

at http://www.centurylink.com/wholesale/training/coursecatalog.html.

Selecting available CFA units

October 20, 2014

Either before or while preparing an LSR, you need to select one of the available
carrier facility assignment (CFA) units for the services you are requesting. To
do so, you select one of the available CFA units from a list of units. You can
select available CFA units before you prepare the LSR forms or by clicking Add
and then clicking Validate CFA or PreOrder > Validate CFA on the following
forms while you're preparing them:

e Loop Service
e Loop Service with Number Portability
e Port Service

If you select unit(s) while you are actually preparing a Loop Service, Loop
Service with Number Portability, or Port Service form, IMA automatically enters
the CFA information (CABNM/CABTYP/<unit>/LOCA/LOCZ) in the CFA list on
the form.

You can find the available CFA units either by specifying the units directly or by
searching first for CFA groups and then selecting the units from the groups.

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are selecting CFA units on behalf of another CLEC and if the menu
bar of the Interconnect Mediated Access window doesn’t already show
the corporate ID for that CLEC, continue with this step. Otherwise, skip to
step 3.

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.
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b From the list that appears, select the CLEC for which you are checking

CFA units. Click Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.

3 In the Interconnect Mediated Access window, click PreOrder >
Validate CFA.

CFA Validation Wizard X
CFA Validation
ACNA  LOCA Locz CABNM FIRSTUNIT  LASTUNIT
v v - v v -
[ PrintFreview || Email | [ start ower Next > Clear || Finish
12 Appiet Windows

4 Do one of the following:

To list CFA groups, fill in the ACNA, LOCA, and LOCZ fields.

(If you've previously filled in these fields during the time you’ve been
logged on to IMA, you can select from the lists.)

To list CFA units, fill in all six fields.

(If you don’t know the last three fields, you can list groups and select
units later.)

Follow the guidelines in the table below. For further information, click
PreOrder (POP) at http://www.centurylink.com/wholesale/clecs/

[sog.html.
Type ...
ACNA The Common Language code for your company
LOCA The originating CLLI code
LOCz The terminating CLLI code
CABNM The name of the cable
FIRST UNIT The number of the first unit in a CFA group
LAST UNIT The number of the last unit in a CFA group

5 Click Next.
One of two windows appears:

October 20, 2014

http://www.centurylink.

CFA Groups. Continue with the procedure immediately below.
CFA Units. Skip to “"Viewing CFA units” on page 45.
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Selecting available CFA units

If you entered information only in the ACNA, LOCA, and LOCZ fields, the
following window appears:

CFA Graups
TOTALCFAGROUPS [32 | LOCA | PHNIAZEE L0CZ | PHN)AZSEHG!
CABINM CABTVP FIRETUNIT | LASTUNIT | INVET.. OTYSPARE  PCTAYAL
aLTot ZhL 00001 00100 0064 064 ~
AL L i a 8
A 7 7
AL B
AL 0
AL 5
AL 5
A H 0
A X B 5 0
ALTO1 22NL 00901 01000 0100 100
ALTO1 22-NL 01001 01100 0100 100
ALTO1 22-NL 01101 01200 o100 100
AL L o
A 0
AL 0
AL 0
AL 0
A L E 0
ALTO1 22NL 1801 01800 0100 100
ALTO1 22NL 1901 02000 0100 100
ALTO1 2NL 02001 02100 0100 00 g
< >
| PrintFreview || Evmail | [ startover ][ <= Previous ][ Mewt-- clear || Finish
[12va et indow

The table below shows guidelines for fields specific to IMA. For further

information, click Pre-Order (POP) at http://www.centurylink.com/

wholesale/clecs/Isog.htmil.

IMA displays ...

TOTAL CFA GROUPS The number of CFA groups listed in the window

LOCA The originating CLLI code you entered

LOCz The terminating CLLI code you entered

CABNM Cable name—the identifier for a cable comprising a number of
CFA groups

CABTYP The type of facility—the cable type, gauge, load coil spacing,
and load coil inductance

FIRST UNIT The number of the first unit in a CFA group

LAST UNIT The number of the last unit in a CFA group

INVSTAT Inventory status—the current status of the CFA group

QTYSPARE Quantity spare—the number of CFA units available

PCTAVAIL Percentage available—the percentage of CFA units available

1 From the CFA groups listed in the window, select a group that has available
units and the cable type you need.

2 Click Next.
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Viewing CFA units

3—Before submitting service requests
Selecting available CFA units

If you entered information in all six fields in the CFA Validation window or
selected a group in the CFA Group window, the following window appears:

CFA Validation Wizard X
CFA Units

TOTAL CFAUNITS | 100 LOCA | DNYRCOSL LOCZ | DNVRCOSLHGF

CABNM CABTYP UNIT SUBDF  SUBDT ' ASGTRSTN = CURACT PNDACT D  CKTIDICLO DATE

ALT1S 24-ML 01801 5 29/LAFUMD2344  MS 20020528 -~

ALT1S 24-NL 01602 5 §

ALT16 24-NL 01603 £ £3 2O/LAFUMD2206  IMS 20020416

ALT1S 24-ML 01604 2LAFINI02253 M5 20030925

ALT1S 24-PL 01605

ALT1S 24-ML 01606

AL ML 7

AL

AL

AL

AL

AL 2

AL 3

AL -NL 4

ALT1S 24-ML 01615

ALT1S 24-PL 01616

ALT1S 24-ML 01617

AL - 1

AL 1

AL 2

AL 2 @

< »

Select CFA
< >
Print Preview E-mail Start Qwer == Previous Clear Finish | &

i 188
< b
‘Java Applet Window

The table below shows guidelines for fields specific to IMA. For further
information, click Pre-Order (POP) at http://www.centurylink.com/

wholesale/clecs/Isog.html.

IMA displays ...

TOTAL CFA UNITS The number of CFA units listed in the window

CABNM Cable name—the identifier for a cable comprising a number of
CFA groups

CABTYP The type of facility—the cable type, gauge, load coil spacing,
and load coil inductance

UNIT A specific unit in the cable identified by CABNM

LOCA The originating CLLI code you entered

LOCz The terminating CLLI code you entered

SUBDF Subdivision from—the routing from the originating central office

SUBDT Subdivision to—the routing to the originating central office

ASGTRSTN Assignment restriction code—code for restrictions against a
specific CFA

CURACT Current activity for the unit

PNDACT Pending activity for the unit

D Diversity indicator—whether there are alternate transmission
routes

CKTID/CLO Circuit ID/circuit layout order number

DATE Due date

October 20, 2014
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1 Select one of the available CFA units from the list in the window. Available
CFA units are indicated by $ or R in the CURACT column and any value
other than A (pending add or connect) in the PNDACT column.

The window shows just the first 20 units in the group. To scroll through the
units that aren’t displayed, select any row and use the down arrow.

2 Click Select CFA.

IMA stores the information for the CFA unit so that it is available from the
CFA list on the Loop Service, Loop Service with Number Portability, and
Port Service forms.

3 If you want to select another CFA unit, select it in the list, then click Select
CFA again.

4 When you have selected the CFA(s), do any of the following:

e To display the information for both groups and units in a separate
browser window, click Print Preview.

e To e-mail the information in the browser window, click E-mail.
e To view another list of CFA groups or units, click Start Over.

e To return to the form you were working on or to go on to other tasks,
click Finish.

If you return to the form, the necessary information for the CFA(s) you
selected now appears in the CFA list on that form.

Searching for available meet points

You search for available meet points (POTS splitters or cable connections)
when your company wants to provide data service to your customer through a
shared loop (or line sharing) arrangement with CenturyLink. In a shared loop,
your company provides xDSL-based service and CenturyLink provides
voiceband service on the same loop.

You can search for available meet points before you prepare the LSR forms or
by clicking PreOrder on the Loop Service, Resale Split, and Centrex Resale
Split forms while you're preparing them. IMA stores the available meet points
you find so that you can select them in the POTSSPLIT or CABCONN lists on
the Loop Service form, Loop Service NP form, Resale Service Split form, and
Centrex Resale Service Split form.

You search for POTS splitters for shared loops where the splitter is in
CenturyLink’s part of the colocation area. You search for cable connections for
subloop unbundling and for shared loops where the splitter or cable connection
is in your company’s part of the colocation area.
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Searching for available POTS splitters

October 20, 2014

Searching within a list you specify

You can list up to five individual POTS splitters and see whether they are

available.

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are searching for POTS splitters on behalf of another CLEC and if the
menu bar of the Interconnect Mediated Access window doesn’t already
show the corporate ID for that CLEC, continue with this step. Otherwise,
skip to step 3.

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list that appears, select the CLEC for which you are searching
for POTS splitters. Click Submit.
The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.

3 In the Interconnect Mediated Access window, select
PreOrder > Meet Point Query > POTS Splitter Query > POTS Splitter
List.

[ Print Preview “ E-mail “ Start Qver Mext == [ Clear ” Finigh ]
[
‘JavaApp\elW\ndnw
4 In the LSO field, type the NPANXX for the local service office.
5 1In the POTSSPLIT fields, type the code for the POTS splitters you want to

check.
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[ PoTS Splitter List Query X
POTS Splitter Respanse:
POTSSPLIT Respanse Response Message
0200214.01.01-001 [INVALID |Specified device 0200214.01.0.. |~
0200214.01.01-003 INVALID Specified device 0200214.01.0...
0200214.01.01-007 [INVALID Specified device 0200214.01.0..| %
< >
| PrintFreview || Email || startOver || =< Previous Finish
‘JaveADD\elW\nduw

IMA shows which of the POTS splitters you specified are available

(“VALID").
IMA displays ...
POTSSPLIT A POTS splitter you specified
Response Whether each splitter is available ("VALID")
Response Message If a splitter is not available, indicates why

7 After reviewing the data, do any of the following:

e To display the information in a new browser window, click Print
Preview.

e To e-mail the information in the window, click E-mail.

e To search for additional POTS splitters, click Start Over and repeat the
procedure.

e To go on to other tasks, click Finish.

Searching within a range you specify

You can specify a range of up to 10 POTS splitters and see which of them are
available.

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are searching for POTS splitters on behalf of another CLEC and if the
menu bar of the Interconnect Mediated Access window doesn’t already
show the corporate ID for that CLEC, continue with this step. Otherwise,
skip to step 3.

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list that appears, select the CLEC for which you are searching
for POTS splitters. Click Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.
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3 In the Interconnect Mediated Access window, select PreOrder > Meet
Point Query> POTS Splitter Query > POTS Splitter Range.

POTS Splitter Range Query. X

Walidate POTS Splitter Range

Lso
LOPOTSSPLIT
HIPOTSSPLIT

[ Prntpreview ][ E-mai | stan over Mot x> [ ctear ][ Finisn_|

[E——

4 Fill in the fields.

Type ...
LSO The NPANXX for the local service office
LOPOTSSPLIT The lowest number of the range you want to specify
HIPOTSSPLIT The highest number of the range you want to specify

(This number must be no greater than 10 more than the
lowest number in the range. If you need to retrieve POTS
splitter data for a larger range, repeat the search,
specifying new limits for the range.)

5 Click Next.

POTS Splitter Response
POTSSPLIT Responze Response Message
VDA 0200214.01.01-001 INVALID |Specified device VDA.0200214.0...[ &
VDA0200214.01.01-002 INVALID Specified device VDA0200214 .0
VDA0200214.01.01-003 INVALID Specified device VDA0200214.0
VDA,0200214.01.01-004 INVALID Specified device VDAD200214.0.
VDA0200214.01.01-005 INVALID Specified device VDA0200214.0..
VDA 0200214.01.01-006 INVALID Specified device VDA0200214.0
VDR 0201 01-007 ALID Specified device VDA.020
VDA 0201 01- ALID Specified device VDA020
VDA 0201 01- ALID Specified device VDA 020
VDA020 01- ALID Specified device VDA.020 .| &
< b3
[ Print Preview “ E-mail ] [ Start Qwer H == Previous Finish
‘JavaApp\elW\ndnw

IMA shows which POTS splitters are available ("VALID").

Field Definition

POTSSPLIT The POTS splitter(s) you specified
Response Whether each splitter is available (*VALID")
Response Message If a splitter is not available, indicates why

6 After reviewing the data, do any of the following:

e To display the information in a new browser window, click Print
Preview.

e To e-mail the information in the window, click E-mail.

e To search for POTS splitters within a new range, click Start Over and
repeat the procedure.

e To go on to other tasks, click Finish.
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Searching for available cable connections

Searching within a list you specify

You can list up to five individual cable connections and see whether they are
available.

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are searching for cable connections on behalf of another CLEC and if
the menu bar of the Interconnect Mediated Access window doesn’t
already show the corporate ID for that CLEC, continue with this step.
Otherwise, skip to step 3.

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list that appears, select the CLEC for which you are searching
for cable connections. Click Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.

3 In the Interconnect Mediated Access window, select PreOrder > Meet
Point Query > Cable Connection Query > Cable Connection List.

Cable Connection List Query E]

Validate Cable Connection List

LSO CABCONN

[ Printpreview || Emal || stanover Nest > [ ctear [ Fimisn |

[

12 Appiet Windows

4 In the LSO field, type the NPANXX for the local service office.
5 1In the CABCONN fields, enter the cable connections (up to five).

Cable Connection List Query @
Cahble Connections Response
CABCONN Response Response hessage
VDAPDT03.250 ‘\NVAL\D ‘CABLE CONNECTION VDAF’D...‘A
VDAPDTO3.252 [InvALID Specified device YDAPDTOR.2... |
VDA PDT03 254 ‘\N\/AUD Specified device ¥DA PDT03 2 ‘v
< >
[ Print Preview “ E-mail “ Start Qver “ == Previous Finish
‘Java Applet Window

IMA shows which cable connections are available ("VALID").

In this field ... IMA displays ...

CABCONN The cable connection(s) you specified
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In this field ... IMA displays ...
Response Whether each connection is available (*“VALID")
Response Message If a connection is not available, indicates why

7 After reviewing the data, do any of the following:

e To display the information in a new browser window, click Print
Preview.

e To e-mail the information in the window, click E-mail.

e To search for additional cable connections, click Start Over and repeat
the procedure.

e To go on to other tasks, click Finish.

Searching within a range you specify

You can specify a range of up to 10 cable connections and see which of them
are available.

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are searching for cable connections on behalf of another CLEC and if
the menu bar of the Interconnect Mediated Access window doesn’t
already show the corporate ID for that CLEC, continue with this step.
Otherwise, skip to step 3.

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list that appears, select the CLEC for which you are searching
for cable connections. Click Submit.
The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.
3 In the Interconnect Mediated Access window, select PreOrder >
Meet Point Query > Cable Connection Query > Cable Connection
Range.

Cable Connection Range Query X

Validate Cable Connection Range

LSO
LOCABCONN
HICABCONN

[ Print Preview “ E-mail “ Start Qver Next == [ Clear ” Finish ]

[

[E——

4 Fill in the fields.

In this field ... Type ...

LSO The NPANXX for the local service office

LOCABCONN The lowest number of the range you want to specify
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In this field ... Type ...
HICABCONN The highest number of the range you want to specify
(This number must be no greater than 10 more than the
lowest number in the range. If you need to retrieve cable
connection data for a larger range, repeat the search,
specifying new limits for the range.)
5 Click Next.

Cable Connection Range Query

Cable Connections Response

CABCONN Response

Response hessage
Specified device YDA.P ~

DAPD 1 ALID

Specified device YDA P

Specified device YDA.P

Specified device YDA.P

Specified device VDA.P

Specified device VDA P

Specified device VDA.P

EEEEEEEEE
=
o|olo|c|ojojalg

Al
Al
AL
AL
Al
Al
Al
Al

O|5|C|5|o|6|a|o

Specified device YDA P

Specified device YDA.P .. | ™

Py

b

FrintPreview || Evmail || @tart Over ][ << Previous | Finish

[

l

[1va AceletWindow

IMA shows which cable connections are available ("VALID").

IMA displays ...

CABCONN

The cable connection(s) you specified

Response

Whether each connection is available (*"VALID")

Response Message

If a connection is not available, indicates why

6 After reviewing the data, do any of the following:
e To display the information in a new browser window, click Print

Preview.

e To e-mail the information in the window, click E-mail.

e To search for cable connections within a new range, click Start Over
and repeat the procedure.

e To go on to other tasks, click Finish.
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Retrieving raw loop data

You retrieve raw loop data to get the physical characteristics of a loop—the
presence or absence of pair gain, the number and type of load coils, the
presence and characteristics of bridge taps, and other characteristics of the
loop. Typically, you do this to check whether the loop can support DSL-capable
unbundled loops and shared-loop facilities. Your engineers can use this raw
data to determine whether the loop can carry your company’s DSL service or
whether modifications are required, such as conditioning the loop (removing
load coils and bridge taps).

You can view raw loop data for any working loop or spare facility, regardless of
who owns it. For each telephone number, service address, or circuit ID, IMA
shows data for the entire loop and detailed characteristics for each segment
and subsegment.

To retrieve raw data for a loop, you use IMA. To retrieve raw loop data for an
entire wire center, you use the Wire Center RLD tool (https://rld.gwest.com/
rld/). (You’'ll need to obtain a digital certificate to use the tool. See Requesting
Access to CenturyLink Systems at
http://www.centurylink.com/wholesale/systems/generalinfo.html.)

If you're using IMA, you can retrieve raw loop data before you prepare the LSR
forms or by clicking PreOrder on several of the forms while you’re preparing
them.

You can use:

e Your customer’s telephone number or address to retrieve raw loop data for
up to 24 working telephone numbers (including nonpublished and nonlisted
numbers).

e Their address to retrieve data for all working telephone numbers and
working circuits at that address or to retrieve data for spare facilities at the
address. (If you retrieve loop data by address, be sure to validate the
address first so it matches CenturyLink’s databases.)

e Their circuit ID to retrieve data for the working circuit at that address.

The procedures for retrieving raw loop data are detailed in the Loop
Qualification and Raw Loop Data CLEC Job Aid at http://www.centurylink.com/
wholesale/training/coursecatalog.html—the IMA procedure in chapter 3, the
Wire Center RLD tool in chapter 6.
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Checking whether a loop qualifies for
CenturyLink HSI/Broadband Service or
unbundled ADSL service

You can check whether your customer’s loop qualifies for CenturyLink HSI/
Broadband Service or unbundled ADSL service. You can check by using your
customer’s street address or telephone number. If the loop does not qualify,
you can have IMA periodically recheck it. You can check loop qualification
before you prepare the LSR forms or by clicking PreOrder on several of the
forms while you're preparing them.

The procedure for checking loop qualification is detailed in chapter 5 of the
Loop Qualification and Raw Loop Data CLEC Job Aid at http://
www.centurylink.com/wholesale/training/coursecatalog.html.

Reserving telephone numbers

You need to reserve one or more telephone numbers whenever you request
® new service

e a new line on existing service

e a change of telephone number

If you don’t reserve a number for requests of this kind, IMA rejects your LSR.
(IMA doesn’t reject your LSR if you try to reserve a telephone number after
receiving a notification that the reservation system is not available.) You can
reserve numbers only for nondesigned services.

Note: Reserving a number does not guarantee that your customer will
actually get that number. If the number you reserved cannot be
provisioned, you will be issued a new number.

You can reserve telephone numbers before you prepare the LSR forms or by
clicking PreOrder on the Port Service and Resale forms while you're preparing
them. You must use the same CLEC codes (RSID/ZCID/ACNA) to submit an
LSR with a reserved TN as you used when you reserved the TN. If you submit
an LSR using a different CLEC code than when you reserved the TN, IMA
creates the service order using a different TN than the one you reserved. The
FOC lists the TN(s) that IMA used.

Before you try to reserve number(s):

1 If you haven’t validated the address for your customer, try to validate it
now, so that the number or numbers you reserve will be assigned to the
correct wire center. (See “Validating addresses” on page 10.)

2 If you need to reserve 10 or more telephone numbers at one address, 3
Easy Numbers, or 5 Consecutive Blocks numbers, contact CenturyLink
following the guidelines in http://www.centurylink.com/wholesale/clecs/
customercontacts.html.
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Caution: After you select the telephone number(s) that you want to

reserve, be sure to submit the LSR within the next 30
calendar days. If you don't, you’'ll need to repeat this

procedure.

To reserve telephone numbers

1 In the Interconnect Functions window, click PreOrder/Order/

PostOrder.

2 If you are reserving a telephone number on behalf of another CLEC and if
the menu bar of the Interconnect Mediated Access window doesn’t
already show the corporate ID for that CLEC, continue with this step.

Otherwise, skip to step 3.

a In the Interconnect Mediated Access window, click File > Select

Owner CCNA.

b From the list that appears, select the CLEC for which you are reserving

the number. Click Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.

3 In the Interconnect Mediated Access window, click PreOrder >

Reserve Telephone Numbers.

[V TN Availability

Administrative Section

1> dlx

FON: WER:

—

TN Information

Preferred MPA:  Preferred heG<:  Number of THs: (QR}
[ | [ | =l
Address Information i Custom TN Information

Site ID: TTA:

Validated Addresses

[N validated Address =]
AFT: SAFR SAND SASF
I &l I
S50 SASH; SATH 455
[ =] | | I il
Lo L1 LDz L2 LD3 L3 AHN ROUTE: BOK
[ = El I = | [ I
ary: STATE: ZIP
[ e |
CALASAGH
7 SelectSupplermental

Response Section

| ] Telephone Mumbers

GelTH List

Current Status

Customn? |

4

—

Print Preview | E-mail |

Clear | Reset | CIDs—‘J
id

4 If you want to reserve one or more custom numbers, type the purchase
order number you will use on your LSR. If the LSR is a supplemental LSR,
type the version number in the VER field. (If you clicked PreOrder >
Reserve Telephone Numbers on the Port Service or Resale forms, these
fields are already filled in.) If you are not reserving custom numbers, these

fields are optional.
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5 Fill out the TN Information section.

Type or select ...

Preferred NPA (optional)

The area code (if you want to specify it)

(You must fill in this field if you fill in the Preferred NXX
field. But IMA will disregard this field if you specify a nearby
TN in step 7.)

Preferred NXX (optional)

The number exchange (if you want to specify it)
(IMA will ignore this field if you specify a nearby TN in
step 7.)

Number of TNs: (QR)

The number of telephone numbers or circuits you want to

reserve

e If you want to reserve a consecutive block of numbers,
the number must be 2-5.

e If you want to reserve an Easy Number or Easy Word to
Find (ECAT or EWORD), the number must be 1-3.

6 Do one of the following:

If you validated the address ... If you didn’t validate the address ...

From the Validated Addresses list, a Fill in the SANO, SASN, CITY, STATE, and
select the service address. CALA/SAGA fields, following the guidelines
IMA automatically fills in the address in “Validating addresses” on page 10.

fields and the Site ID and TTA fields. b In the Site ID field, type the NPANXX (in

the Central and Eastern regions) or the CLLI
code (in the Western region) for the
servicing wire center. (Follow the guidelines
for this field in PreOrder (POP) at http://
www.centurylink.com/wholesale/clecs/
Isog.html)

c In the TTA field, type the TN or CLLI code
for the central office. (Follow the guidelines
for this field in PreOrder (POP) at http://
www.centurylink.com/wholesale/clecs/
Isog.html)

Tip: If you want revise the information you entered but keep the same
PON, click Reset. If you want to clear all the information you

entered, click Clear.
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7 If you want to reserve one or more custom numbers, click the Custom TN
Information tab. (If you don’t want to reserve custom numbers, skip to
step 9.)

TN Availability ®

Administrative Section

p

<]

N: WER

TH Information

Preferred NPA  Preferred N3¢ Number of TNs:{(OR)  SCATEG:
1] ]
Address Infermation| Custom TN Information

Consecutive Blocks: (CBLOCK)  Nearky TH: (NTHLUM)
]

Custom Numbers

Easy Number: (EASNUM)  Easy Number Categary: (ECATEG)
] =1

Easy Word to Find: (EWORD)

Easy WWord Justification: (EJUST)
O Left (3 Right

Response Section

Telephone Nurbers Current Status Custom?
Get TH List A
Select Highlighted TNs
Return Highlighted THs

Frint Praview E-mail Clear Reset Close
[ l

12 Appiet Windows

8 Do one—and only one—of the following.

e To reserve a series of consecutive telephone numbers, select the
Consecutive Blocks: (CBLOCK) check box.

e To reserve one or more telephone numbers that are close to an existing
telephone number, type the existing telephone number in the Nearby
TN: (NTNUM) field.

e To reserve an Easy Number or Easy Word to Find, select the Easy
Number: (EASNUM) check box. Then follow the guidelines for these
fields in PreOrder (POP) at http://www.centurylink.com/wholesale/

clecs/lsog.html.

To reserve an Easy Word ...

Select the format for the number from a In the Easy Word to Find: (EWORD)
the Easy Number Category: (ECATEG) field, type the word that you want to
list. spell out with numbers.

b In the Easy Word Justification:
(EJUST) field, specify whether you
want the custom number to begin with
that word (Left justification) or end
with it (Right justification).

9 Scroll down to the Response Section at the bottom of the window.
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Reserving telephone numbers

10 Click Get TN List.

11

The Telephone Numbers column lists the numbers that are available.
Easy Numbers and Easy Word numbers are identified by a Y in the
Custom? column.

Tip: If you want to display all the items in a column in alphabetical or
numerical order, click the column head. (Follow the guidelines in
the Screen Tip for each column.)

From the list, select one or more telephone numbers.

(Be sure to select the number(s) you want to reserve within 30 minutes of
the time they first appear in the list. If you don’t, the list will expire and
you’ll need to repeat the procedure.) If you are adding a line through a
multi-switch wire center to a hunt group or to existing UNE Centrex 21(P or
STAR), Resale Centrex 21, or Resale POTS services, select only number(s)
whose NPA-NXX matches the NPA-NXX of your customer. If none are
available, contact CenturyLink following the guidelines in http://
www.centurylink.com/wholesale/clecs/customercontacts.html.

e To select a single number, click on it.

e To select a block of numbers, press and hold SHIFT, then click on the
first and last numbers in the block.

e To select nonsequential numbers, press and hold CTRL, then click on
each number you want to select.

12 Click Select Highlighted TNs.

The status changes to SELECTED for the number or numbers you reserved
and to CANCELED for the rest of the numbers.

13 If you don’t want to reserve one or more of the numbers you selected,

highlight those numbers, then click Return Highlighted TNs.
The status of the highlighted numbers changes to CANCELED.

14 If you want to search for additional numbers, repeat steps 10-13.

15 When you are finished reserving the number(s), do any of the following:

e To show the information in a new browser window, click Print
Preview.

e To e-mail the information in the window, click E-mail.

e To reserve numbers for a different PON, click Clear and return to
step 4.

e To go on to other tasks, click Close.

16 To actually reserve the telephone number(s) you selected, be sure to

submit your LSR within the next 30 calendar days. If you don’t, you’ll lose
the number(s) you reserved and you'll need to repeat this entire
procedure. When you submit the LSR, remember to use the same CLEC
code (RSID/ZCID/ACNA) as you used to reserve the telephone number.

Note: Remember that reserving a number does not guarantee that
your customer will actually get that number.
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Managi

Managing appointments

ng appointments

You can schedule or “reserve” (directly below), change (page 63), and cancel
(page 64) appointments. You can change or cancel appointments if you have
not yet scheduled another appointment, clicked Clear, or closed the
Appointment Scheduler window. You can change or cancel appointments for
unbundled products if you have not yet closed the Appointment Scheduler
window. To change or cancel appointments for other products, you must
submit a supplemental LSR. (See “Preparing a supplemental LSR"” on

page 167.)

When you schedule an appointment, be sure to submit an LSR (or a
supplemental LSR) with the same PON within 24 IMA business hours (page 8)
so that IMA doesn’t cancel the appointment.

Scheduling appointments

October 20, 2014

When you schedule an appointment, you schedule a date and time for a
technician to install new facilities or to modify facilities at either the wire
center or your customer’s premises. When you schedule an appointment, IMA
automatically fills in the confirmation number and the appointment date and
time on the LSR forms.

If your LSR requires an appointment, be sure to schedule one so that IMA
doesn’t reject the LSR. (IMA doesn’t reject your LSR if you try to schedule an
appointment after receiving a notification that the reservation system is not
available.) When you schedule an appointment, be sure to consider the
standard service interval for the product or service you're requesting. (See
http://www.centurylink.com/wholesale/guides/sig/index.html.)

You can schedule appointments before preparing the LSR forms or by clicking
PreOrder on the Resale, Centrex Resale, Resale Split, and Centrex Resale
Split forms as you prepare them:

Before you schedule an appointment:

e Check whether the facilities you want are available (page 34) to see
whether IMA indicates that a dispatch is necessary (pages 38 and 41).

e If you are ordering an unbundled product, you'll need to specify the NC
code. If you don’t know the code, see “Finding the NC, NCI, and SECNCI
codes for a product” on page 184.

After you schedule an appointment, if you want a connection made at your
customer’s NID, make a note to request this in the Remarks field on the LSR
form.

59

http://www.centurylink.com/wholesale/ima/gui/index.html



User’s Guide—IMA 37.0

October 20, 2014

3—Before submitting service requests
Managing appointments

To schedule an appointment

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are scheduling an appointment on behalf of another CLEC and if the
menu bar of the Interconnect Mediated Access window doesn’t already
show the corporate ID for that CLEC, continue with this step. Otherwise,
skip to step 3.

b

In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

From the list that appears, select the CLEC for which you are scheduling
the appointment. Click Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.

3 In the Interconnect Mediated Access window, click PreOrder >
Schedule Appointment.

Appointment Scheduling @
Calendar | Reservation | Confirmation
Check for Existing Appaintment
WTNor NPANXX: | - - # Of Lines:
#Of Jacks: TXTYP: D - Other Praducts v
Type of Service: ~| NC Code
Enter Other Work Required Usog:; | | CINerwork Reaulred US0Cs -
.
< ¥
General | Specific
Reserve Available Appointment
Print Preview | E-mail Clear Close
‘Java Applet Windous

4 1In the PON field (on the Calendar tab), type the purchase order number.

5 (Optional) Click Check for Existing Appointment.

If an appointment has already been scheduled, the Confirmation tab
appears.

If the appointment is for a batch hot cut and the LSR has not yet been
submitted, you can change the number of lines and due date that were
originally requested.

If no appointment has been scheduled, the message No Appointment
found appears. Click OK to close the message box, and continue with
the next step.
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6 Fill in the fields, following the appropriate guidelines below.

e If you're scheduling an appointment for products that you’'re requesting
(TXTYP = D or U), use these guidelines:

Type or select ...

WTN or NPANXX

The 10-digit working telephone number

or

The 3-digit area code plus the first 3 digits of the
telephone number

Note: For number pooling, use NPA-NXX.

# Of Lines

The number of lines that require service

# Of Jacks (if applicable)

The number of internal line jacks that require
service

TXTYP

The type of transaction (here, select D or U)

Type of Service

The type of service you are requesting

NC Code

The NC code for your product (unbundled products
only; TXTYP=U)

(For guidelines on finding NC codes, see

page 184)

Enter Other Work Required
usocC

If other work is needed (e.g., to specify the need
to install facilities), type the USOC (Universal
Service Order Code), then click Add. Repeat as
necessary for additional USOCs.

The USOC appears in the adjacent list

(If you need to delete a USOC from the list, select
it, then click Delete.)

e If you're scheduling a batch hot cut (TXTYP = C), use these guidelines:

In this field ...

Type or select ...

# Of Lines The number of lines that require service

LST The CLLI code of the end office switch from which
service is being provided

TXTYP The type of transaction (here, select C)

Type of Service

The type of service you are requesting

NC Code

(IMA automatically fills in LX--)
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To schedule an appointment on a
specific date or more than 25 days
in the future ...

a Click the General subtab.

b Click Reserve Available Appointment. b In the Appointment Date field, type the

a Click the Specific subtab.

date you'd like to specify. Use the format
YYYY/MM/DD.

c Click Reserve Available Appointment.
Be sure to save or submit the LSR for the
appointment within 24 IMA business
hours (page 8). Otherwise, IMA will
cancel the appointment.

o If the Confirmation tab appears, continue with the next step.

e If an error message appears instead, click the Calendar tab and check
for errors. Then repeat steps 4-7.

e If IMA displays the message

No appointment available, enter Desired Due Date (DDD) on

LSR form

make a note to manually enter the desired due date when you prepare
the LSR form for this request.

8 Check the information on the Confirmation tab for the appointment you

reserved:

e If you're scheduling an appointment for products that you're requesting

(TXTYP=D or U)

The Confirmation tab displays ...

PON

The purchase order number for the request

Confirmation Number

The confirmation number assigned for the
appointment

Completion Date

The completion date for the appointment

Completion Time

The completion time for the appointment

After - Before Time

The time reserved for the work to be done

e If you're scheduling a batch hot cut (TXTYP=C)

In this field ...

The Confirmation tab displays ...

PON

The purchase order number for the request

Confirmation Number

The confirmation number assigned for the
appointment

Completion Date

The completion date for the appointment

# of Lines

Nothing—the field is blank. If the LSR has not yet
been submitted, you can change the number of
lines that require service by typing the nhumber
you now want.
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In this field ... The Confirmation tab displays ...

New Due Date Nothing—the field is blank. If the LSR has not yet
been submitted, you can change the due date you
scheduled by typing a new date.

9 Still on the Confirmation tab, do any of the following:

To reserve the appointment, you need do nothing more (you might
want to write down the confirmation number or print the Confirmation
tab page).

To change the appointment:

e If you're scheduling an appointment for products that you're
requesting (TXTYP = D or U): click the Reservation tab, select one
of the available appointments from the list, then click Reserve
Highlighted Appointment.

IMA again displays the Confirmation tab, showing the revised
appointment data.

e If you're scheduling a batch hot cut (TXTYP = C) and the LSR has
not yet been submitted: type the number of lines and/or the due
date you now want, then click Change Appointment.

To cancel the appointment without making it, click Return
Appointment.

To schedule another appointment, click the Calendar tab and return to
step 4. If you want to save the appointment and clear the information
that applied to the previous request, click Clear.

To show the information in a new browser window (so you can print the
confirmation information), click Print Preview.

To e-mail the information, click E-mail.
To save the appointment and go on to other tasks, click Close.

Changing appointments

October 20, 2014

To reschedule an appointment that has already been made, you typically need
to submit a supplemental LSR. (See “Preparing a supplemental LSR"” on

page 167.) If you create a supplemental LSR to change the DDD, be sure to
change the appointment first.

You can reschedule an appointment directly

if you reserved the appointment within the past 24 IMA business hours but
have not yet submitted an LSR with the same PON. (Appointments are
automatically canceled after 24 IMA business hours if you haven’t
submitted a request with the same PON.)

Follow the procedure for scheduling an appointment (above) using the PON

for the appointment that you want to change but reserving a different

appointment time.

if you've not yet scheduled another appointment or clicked Clear
Click the Reservation tab, select one of the available appointments from

the list, then click Reserve Highlighted Appointment.

IMA again displays the Confirmation tab with the new date.
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if you’ve scheduled a batch hot cut and the LSR has not yet been submitted

Click the Calendar tab, type the PON, and click Check for Existing
Appointment. When the Confirmation tab appears, type the number of
lines and/or due date you now want.

Canceling appointments

October 20, 2014

If you no longer need an appointment that you’ve scheduled, you should
cancel it so that your company won’t be charged for a dispatch that’s not
needed.

If you're requesting an unbundled product and you're still in the
Appointment Scheduling window, you can cancel the appointment by
clicking Return Appointment on the Confirmation tab.

If you've left the Confirmation tab (or if you're requesting anything other
than unbundled products), postpone submitting an LSR with the PON you
used to schedule the appointment. (IMA automatically cancels
appointments after 24 IMA business hours if you haven’t submitted an LSR
with the same PON.) If you want to submit the LSR sooner, submit it with a
new PON and don’t schedule an appointment with the new PON.

If, within 24 IMA business hours of scheduling the appointment, you
submitted an LSR with the same PON as the appointment, submit a
supplemental LSR. (See “Preparing a supplemental LSR” on page 167.)
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Preparing and submitting service requests

With IMA, you prepare LSRs (local service requests) and BRCs (bulk requests
to create) by filling out the LSR forms online rather than on paper. The online
forms closely resemble the paper forms.

This chapter gives guidelines for using IMA to prepare and submit the forms
online. It assumes that you're already familiar with the forms and the
processes for preparing and submitting them.

October 20, 2014

Centrex Resale (CRS)—page 76

Centrex Resale Split (CRSS)—page 82

DID Resale Services (DRS)—page 89

Directory Listings (DL) Request—page 90

End User (EU)—page 95

Facility Based Directory Listings Request—page 99
Hunt Group Information (HGI)—page 99

Local Service Request (LSR)—page 102

Loop Service (LS)—page 107

Loop Service with Number Portability (LSNP)—page 111
Number Portability (NP)—page 114

Port Service (PS)—page 117

Resale (RS)—page 123

Resale Frame Relay (RFR)—page 129

Resale Private Line (RPL)—page 130

Resale Split (RSS)—page 135

Simple Port Request (SPR)—page 142
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Creating a new LSR or BRC (local service request)

Before you fill out the online forms, be sure to validate your customer’s
address and review their customer service record (CSR). Chapter 2 gives
guidelines for these tasks. By doing so, you save time and reduce the chance
of error when you fill out the online forms.

For definitive guidelines on filling out the forms, refer to the appropriate Form
Preparation Guide(s) at http://www.centurylink.com/wholesale/clecs/
Isog.html. You can also double-click any field name (on all forms) to view help
on filling in the field.

For a listing of activity types, see the “Local Service Ordering—Overview”
portion of the CenturyLink’'s LSOG at http://www.centurylink.com/wholesale/
clecs/Isog.html.

For product-specific information, see http://www.centurylink.com/wholesale/

pcat/index.html.

Creating a new LSR or BRC (local service
request)

66

You can create a new LSR or BRC two ways: from scratch and by using an
existing LSR or BRC as a template. BRC submissions are limited to 1000
accounts per hour (e.g., 10 BRCs with 100 accounts each or 20 BRCs with 50
accounts each).

Before you create a new LSR or BRC, validate your customer’s address and
review their CSR. (Follow the guidelines in chapter 2.) IMA will then fill in some
of the fields on the forms for you. Except for new requests, all CSRs must be in
Active status for the request to be processed. If the CSR has a Final status,
IMA automatically rejects the request.

Creating a new LSR or BRC from scratch

1 In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

2 If you are creating an LSR on behalf of another CLEC and if the menu bar
of the Interconnect Mediated Access window doesn’t already show the
corporate ID for that CLEC, continue with this step. Otherwise, skip to step
3. (You can’t create a batch hot cut for another CLEC.)

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list, select the CLEC for which you are creating the LSR. Click
Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.
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3 In the Interconnect Mediated Access window, select Order > New
LSR/BRC.
PON: VER:
REQTYP: | |B - Firm Order v
Activity: v
TOS: MNaone w
BAMN: v
Farm Mame Required Include
-
v
< >
[ Frint Preview ” E-mail ” Save ” Submit [ Clear ” Reset ” Close ]
|Java Applet Window
4 Fill in the fields in the window. You can leave the BAN field blank;

CenturylLink finds the correct BAN and uses it on any generated service
orders. (You can also find it on the CSR.)

Be sure you select B—Firm Order in the right REQTYP field. If you select
A—Service Inquiry, your request is not processed to completion, even if

you receive an FOC.

IMA automatically lists the forms you fill out for your request.

e If a form is required, the word Yes appears in the Required column
and a check appears in the Include column.

e If a form is not required, you can include it by clicking the check box in

the Include column.

5 To access a form, highlight the form name and click Edit Form.

6 Complete the forms in the order they are listed.

7 Schedule any necessary appointments and reserve telephone numbers.

(See chapter 3.)

8 When all of the forms are complete, click Submit to submit the request.
(See “Submitting a service request (LSR or BRC)"” on page 75.)

Using an existing LSR or BRC as a template

You can use an existing LSR or BRC (that hasn’t been submitted) as a

template.

There is an indirect method to make a template from a non-saved LSR. See
“Use an existing (issued) LSR that has not been saved” on page 69.

1 In the Interconnect Functions window, click PreOrder/Order/

PostOrder.
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68

2

If you are creating an LSR on behalf of another CLEC and if the menu bar
of the Interconnect Mediated Access window doesn’t already show the
corporate ID for that CLEC, continue with this step. Otherwise, skip to step
3. (You can't create a batch hot cut for another CLEC.)

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list, select the CLEC for which you are creating the LSR. Click
Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.

In the Interconnect Mediated Access window, click Open LSR/BRC.

Selection Criteria
CChA [ele]
PON: VER: THE

User 1D

The Date Range will not be used when a PON is specified.

If the Completed Only, Canceled Only or Completed and Canceled Onty Radio Button is selected, the Date Range can not exceed 90 calendar days.
@) All Pending Statuses (ncluding Purged) O All Pending Staluses () Bulk Only

O Completed Only O Ganeeled Gnly - O Gompleted, Bulk, and Ganceled Only

From Date i) To Date "

Selection Results

PON WER Original User 1D Original Save Date Status LSRID

v
< bl

| Prntpreview ][ E-man_] [_reunLsrercs || open Hignigntza || Purge Highiightea | [ ciear ][ Reset | cancel |

[

[E——

If you know the PON for the LSR or BRC you want to use as a template,
enter it to find the LSR directly. If you don’t know the PON, find the LSR or
BRC that you want by specifying the criteria you want to search by and
clearing the fields that you dont want to search by.

Do the following ...

A specific LSR or BRC Type its PON (and version number if it has one)

LSRs or BRCs prepared by a | Type their user ID
specific user (Your user ID appears by default)

LSRs or BRCs with a specific | Select the status
status

LSRs or BRCs submitted in a Fill in the From Date and To Date fields (YYYY/MM/DD)
specific date range

Click Fetch LSR/BRCs.

IMA displays a list of the LSRs or BRCs that meet your search criteria. (If
you specified the PON, the list shows just one.) To sort a column, click the
column heading.
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6 Highlight the LSR or BRC you want to use as a template and click Open

Order Information for Existing LSR / BRC E|
PON: 123123 VER: |1
REQTYP:
Activity:
TOS: 2BF - Residence, Single-Line, Flat Rate v
BAN v
Farm MName Reguired  Include
Local Serice Reguest Yes ] Yes ~
Hunt Graup Information Mo No
End User [Yes 7| fes
Resala Form [Yes | fes
Listing Forms e [v]es @
< >
Edit Form Clear All Forms
| Prntpreview || Ewman | save [ subrit || useasTempiate || clear || Reset | cinse |

[ l

12 Appiet Windows

7 Click Use as Template.

IMA copies the LSR or BRC (and clears the PON, VER, LSR NO, DDD,
APTCON, APPTIME, and TNS fields).

Order Information for New LSR / BRC E|
PON: VER:

REQTYP: |E - Resale (POTS,PAL, PEX, ISDN, and Qwest DSL) «| [B-Firm Order v
Activity: M - Mew Installation anefor Account ¥

TOS: 9BF - Residence, Single-Line, Flat Rate v

BAN: -

Required  Include
acal Service Reguest Yes Ves ~
|Hunt Group Infarmation o (1o
End User Yes /] Yes
[Resale Form [res ] es
Listing Forms [ves ] Yes @
< >
Edit Form Clear All Forms

[[ FrintPreview || Evmail || ave ][ submit mmm}

[1va AceletWindow

8 Fill in the PON and VER fields.

9 \Verify the information in the REQTYP, Activity, TOS, and BAN fields.
Make changes if necessary.

10 To access a form, highlight the form name and click Edit Form.
11 Complete the forms in the order they are listed.

12 Schedule any necessary appointments and reserve telephone numbers.
(See chapter 3.)

13 When all of the forms are complete, click Submit to submit the request.
(See “Submitting a service request (LSR or BRC)"” on page 75.)

Use an existing (issued) LSR that has not been saved

You can use an existing LSR or BRC (issued, but not saved) as a template.
1 Find the ISSUED (non-pending) status LSR.
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2 Change the version (VER). In this example, we changed it to version 2.

N R-Ehjrder Information for Existing LSR £ BRC El
PON:  HEILATNT o VER: |2 |

REQTYP: | k -1 I |

Acthity: | k|

Tos: |2 Residence j

BAN:

PrintPreview | Email || swe || suoma | [ ctear || Reset || ciose |
Java Applet Window

3 Select a supplemental value of 3 in the LSR form.

¥ Local Service Reguest

Administrative Section

uBs | HBIUATNT

CoNA  PON VER  LSRMO
[z | 35479908

AN (MHN-E5-3395-933) HAR

DLEC CONA

612-870-0630-255

Admin Billing Contact Remarks

PGOL DT SENT
[ 201112081036 |

[ =l [anans il

DSFTCH  DOD APPTIME APTCON

PROJECT CHC TEST

| Il 2

REQTYPE ACT RETTYP

EN E El

CONVIND Ml

e NNEF  AENG ALER
| onvn | |
AGAUTH DATED AUTHNM
[r- aumorzaion =] 30110 207 |

[ ] - Funmigration 1o a new secaunt =1

1 - Cancal
2 - DOC changs

4 Save the LSR.

5 An Informational window appears. You may ignore the information in the

window. Click OK.

You are now able to use this newly saved LSR with the “Use As Template”

option. (The LSR with the new version is in SAVED status.)

6 Find the saved LSR with its modified version (VER) number.

7 Remove the SUP value selected earlier.

70

October 20, 2014

http://www.centurylink.com/wholesale/ima/gui/index.html



User’s Guide—IMA 37.0

4—Preparing and submitting service requests

8 Click on “"Use As Template.”

[¥3 Order Information for Lxisting L5R f BRC

Correcting errors when you close a form

REQTYP: || -]
Acthaty: J
TOS: 28M - Resldence, Multi-ling, Maasuread =]
BAN: -
Forrm Narna Required  Include
£ Raquast [¥es [~]¥es -
Hunt Groug Information Mo [INa
End User ves [+T¥es
Port Service es [+]ves
Lizting Farms ves [+l ves a3
< >
EditForm | CIEST All Forms &
¢ >
Prnt Praview " E-mail || Save | Submit |i Usa 32 Template ] Clear || Ressi " Close |
4y
Jewea Appiet Window

9 You can now use the processes described in “"Using an existing LSR or BRC
as a template” on page 67.

Correcting errors when you close a form

If there are data errors on the form, IMA displays a list of the errors.

Messages: E\
Errors:
~
Errors on 'Adwin' tab:
DLD is mandatory and must be filled.
RTR is mandatory and must he £illed.
v
< >
Print Freview E-mail Return to Form ” Ignore Errors and Close Form ]
‘JavaApp\elW\r\dnw

Do any of the following:

To return to the form and correct your errors, click Return to Form.
To return to the Order Information for New LSR/BRC window without

correcting your errors, click Ignore Errors and Close Form.

Saving a

service request

To preview a printable version of the error message, click Print Preview.

To e-mail the error message, click E-mail.

IMA allows you to save any unsubmitted service requests (as long as you've
filled in the minimum required information). Everyone under your company'’s
corporate ID has access to view, edit, submit, resave, and purge these saved
service requests for your company. When a service request is saved, all the
data on the forms (complete, partially complete, and not started), including
prepopulated data, is saved.
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After you retrieve a saved service request, you can modify any data on the
forms. But if you want to transfer information from the CSR, you need to
retrieve the full CSR for that request. (See page 20.)

1
2

Important: Unsubmitted (pending) service requests are automatically
purged 30 days after they were first saved regardless of
how many times you access the request after saving it.

Close any open forms.
In the Order Information for New LSR/BRC window, click Save.

IMA saves the request information and associated forms. IMA checks the
service request for errors. (You can ignore any error messages IMA
displays; your request will still be saved.)

Note: Reserved telephone numbers and appointments associated with
pending service requests are automatically canceled after 24 IMA
business hours. When you retrieve a pending request with an
expired TN or appointment, IMA informs you that the resource
reservation has timed out.

Purging an LSR or BRC

You purge LSRs that you‘ve saved if you decide not to submit them.

1

72

In the Interconnect Functions window, click PreOrder/Order/
PostOrder.

If you are purging an LSR on behalf of another CLEC and if the menu bar of
the Interconnect Mediated Access window doesn’t already show the
corporate ID for that CLEC, continue with this step. Otherwise, skip to
step 3.

a In the Interconnect Mediated Access window, click File > Select
Owner CCNA.

b From the list, select the CLEC for which you are purging the LSR. Click
Submit.

The CCNA for the other CLEC appears in the menu bar for the
Interconnect Mediated Access window.
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3 In the Interconnect Mediated Access window, select Order > Open

LSR/BRC.

Selection Criteria

CChA [ele]

PON: VER: THE

User 1D

The Date Range will not be used when a PON is specified.
If the Completed Only, Canceled Only or Completed and Canceled Only Radio Button is selected, the Date Range can not exceed 90 calendar days.

@ All Pending Statuses (neluding Purged) () All Pending Staluses () Bulk Only
O Completed Only - O Canceled Only - O Corpleted, Bulk, and Canceled Only
From Date: i To Date. X

Selection Results

PON WER Original User ID Original Save Date Status LSRID

~
< bl

[ PrintFreview || Emal | [_FetcnsrieRcs || open Hignightes || Purge Hignightes | [ ctear |[ Reset | canca |

[

12 Appiet Windows

4 If you know the PON for the LSR or BRC you want, enter it to find the LSR
or BRC directly. If you don’t know the PON, find the LSR or BRC that you
want to purge by specifying the criteria you want to search by and clearing
the fields that you don’t want to search by.

Do the following ...

A specific LSR or BRC Type its PON (and version number if it has one)

LSRs or BRCs prepared by a | Type their user ID
specific user (Your user ID appears by default)

LSRs or BRCs with a specific | Select the status
status

LSRs or BRCs submitted in a Fill in the From Date and To Date fields
specific date range

5 Click Fetch LSR/BRCs.
IMA displays a list of the LSRs or BRCs that meet your search criteria. (If

you specified the PON, the list shows just one.) To sort the list using a
different column, click that column heading.

6 Highlight the LSR(s) or BRC(s) you want to purge and click Purge
Highlighted.

Note: You can reuse the PON and VER of a purged order. If you reuse
the PON and VER, there will be one LSR or BRC with Purged
status and one LSR or BRC with Pending status.
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Correcting errors when you submit a service

request (LSR or BRC)

If you click Submit before you‘ve fill in all the mandatory fields or if there are
errors in the Order Information for New LSR/BRC window, IMA displays a

list of the errors.

Invalid Data E|
Messages:
local Service Request
Errors on 'Adwin' tab:
IDD is mandatory and must be filled.
RTR is mandatory and must be filled.
~
< >
0K Print Freview E-mail
‘JavaApp\elW\r\dnw

1 Do any of the following:

e To return to the form and correct your errors, click Return to Form.

e To return to the Order Information for New LSR/BRC window
without correcting your errors, click Ignore Errors and Close Form.

e To preview a printable version of the error message, click Print

Preview.

e To e-mail the error message, click E-mail.
2 Select the forms that must be corrected, make the necessary changes, and

resubmit your request.
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Submitting a service request (LSR or BRC)

Once you've filled in the information for the LSR or BRC, you submit it.
1 In the Order Information for New LSR/BRC window, click Submit.

Order Submit Confirmation

Degired Due Date:
Activity Type: M - New Installation and/or Account

Supplemental LSR Ind

12 Appiet Windows

2 Verify that the information is correct.

Do one of the following:

e If the information is incorrect, click Close and correct the error(s) in
the Order Information for New LSR/BRC window.

e If the information is correct, click Commit.

Order Confirmation X

PON ,7 VER ,_

ACT |

SUP ,7
LSRID ’—
Wessages =
o o
Firm Order request has been successfully submitted
Print Preview E-mail Clase

[E——

The window displays the LSR ID number assigned to your request and
indicates the type of request and the success of submission.

Important: When you submit requests after IMA business hours, IMA
places them in a queue to be processed the next business
day. Disconnect orders are processed the next bill pull date
for the account.

4 To close the window, click Close.
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Completing the Centrex Resale (CRS) form

76

For definitive guidelines on filling out this form, see the Centrex Resale
Services form preparation guide at http://www.centurylink.com/wholesale/
clecs/lsog.html. You can also double-click the field name to get help filling in
that field.

While you’re working on this form, you can do related tasks by clicking
PreOrder (at the bottom of the window) and selecting the task. Follow the
appropriate guidelines:

e “Retrieving a full CSR” on page 20

e "“Checking whether POTS facilities are available” on page 36
e “Checking whether services are available” on page 31

e “Managing appointments” on page 59

To complete the Centrex Resale form

1 In the Order Information for New LSR/BRC window, select Centrex
Resale Form under Form Name.

2 Click Edit Form.

Centrex Resale E]
Administrative Section
PON VER RSCTY: AN (NNN-393-0939-399) B ChE 1D
)
Station Details | common Block Details
Oof0
Add
LOCHUM:  LNUM: i Features ¥ TC| Inside Wire | Remarks
TERS: L LTC:
LNA;
J CLN
NS
. TSP
OTH:
— SAN:
FIC: LPIE:
MEGACEMTNM:
NP
J TCOPT: TCTOPRI TCID:
TC NAME: TCPER
H
OK Print Preview E-mail PreCrder Recap Clear Reset Cancel
‘Java Applet Window

3 In the Administrative Section, type the common block identifier (CB)
and the Centrex management system identifier (CMS ID).
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4 Do one of the following:

e If you're preparing a request for activities T, V, or Z, and if you've
retrieved a full CSR during the current session, you can fill in the fields
automatically. Continue with step 5.

e If you haven't retrieved a full CSR for the request you're preparing,
click PreOrder and do so now. (See page 20.) If only one number/
account appears when you retrieve the CSR and your search returns a
near match error, go back and enter the customer code so you get an
exact match.

e Otherwise, skip to step 9 and fill in the fields manually.

5 Click Recap.
|§fm§m JCSN 00
| setecthignigntea s || selectan s |
‘JavaApp\elW\r\dnw
6 Do one of the following:
e Select the TNs you want to recap and click Select Highlighted TNs.
e Click Select All TNs.
7 For each selected TN, check each feature and revise it if necessary.
IMA creates a Station Detail section for each TN you select and
automatically fills in the fields with the information in this window.
8 Do one of the following:

e If you need to add additional station detail sections, continue with step
9.

e If you've added all the information you need, skip to step 25.

9 Click the Station Details tab.

10 Click Add to activate a new section.
The counter updates to show the current number of repeating sections.

11 Enter the station details information in the fields on the left and fill in the
Miscellaneous subtab. The following table shows guidelines for
CenturyLink-specific fields. For help with blocking combinations see http://

www.centurylink.com/wholesale/clecs/features/blockingjobaid.html.

In this field ... Do the following ...

TLI Type the lead number for a multi-line hunt group

MEGACENTNM Type the name of the ISP for CenturyLink HSI/Broadband
Service

TC OPT Select the transfer of calls option the end-user requested

TC TO PRI Type the primary number calls will be transferred to
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In this field ...

Do the following ...

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a primary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

TC PER Type the date (CCYYMMDD) that the transfer of calls

message should be removed

12 If you need to request additional lines, repeat steps 10-11.
13 Click the Features subtab.

Administrative Section
PON YER  RSQTY: AN (NNN-K98-0988-099) CB CMSID:
0
Statioh Details | common Block Details
0of0
Add
LOCNUM: LNUM: 1eous| Features y TC| Inside Wire | Remarks
0ofn
LR
TS 0
OTN Fa
PIC LPIcs FEATURE: 5
= FEATURE DETAIL:
] .
-
< >
0K Print Previes E-mail PreQrdear Recap Clear Reset Cancel
‘JavaApp\elW\r\dnw

14 Click Add to a activate a new section.
15 Enter the features information in the fields.
16 If you need to add additional features, repeat steps 14 and 15.
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17 Click the Secondary TC subtab.

4—Preparing and submitting service requests
Completing the Centrex Resale (CRS) form

x
PON VER  RSQTY: AN (MMMN-x99-9999-859) Ch: CMS 1D ;I
[TEST! [o |- - |
Station Detailsl Common Block Details|
- 1of
Add | Delete Current Clear Current | Dielete All |
1 :
i
LOCHUM: LNUM: Miscellaneousl Features Secondary TC | Inside Wirel Remarksl
| oom - Dofd
LA
I LI Add | [elete Current | Clean Current | Delete Al |
THS: | _
I . |
OTH: TCTO SEC: TC ID:
FIC: LPIC: TC MAME:
I |
MPI:
I - FFI: SGML: NIDR:
= B =l
4| | »
Ok I Print Prewiewn: | E-mail | PreCrder | Recap | Clear | Reset | ;!

18 Click Add to activate a new section.

19 Fill in the secondary transfer of calls information.The following table shows
guidelines for CenturyLink-specific fields.

Do the following ...

TC TO SEC Type the secondary number calls will be transferred to

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a secondary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

NIDR Indicate whether you need a new network interface device

(Y)

20 If you need to add additional sections, repeat steps 18 and 19.

October 20, 2014

79

http://www.centurylink.com/wholesale/ima/gui/index.html



4—Preparing and submitting service requests
Completing the Centrex Resale (CRS) form

80

21 Click the Inside Wire subtab.

User’s Guide—IMA 37.0

[icontrenresae x|
Administrative Section =
| PoN YVER  RSQTY: AN (MMN-¥99-0599-095) CE: CME

TESTI [

Station Details | Common Block Details'

- 1of1

Add | Delete Current

|
1]

Clear Current | Delete Al |

LOCNUM:  LNUM:

[ Joom

LA

Miscellaneous' Features' Secondary TC Inside Wire | Rema

- Oofd

THE:

[

OTN:

[

——

NP

|

Add | [Delete Current | Clear Current | Lelete All |

.

ALK I—IWJQ: |_

JR: JK CODE:

=l

ok | PprintPreview | E-mail |

FredQrder | Recap |

4

22 Click Add to activate a repeating section.

23 Enter the inside wire information in the fields.

Remarks subtab and do the following:

24 If you need to add additional sections, repeat steps 22 and 23.

25 If you need to add additional information relevant to this form, click the

Do this ...

Remarks

Enter any additional information relevant to the form

Manual Ind

If CenturyLink requires information that you couldn’t
provide on the form, select Y so that the request will be
processed manually
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26 Click the Common Block Details tab.

Centrex Resale @
Administrative Section
PON YER RSOTY: AN (NNN-X99-0059-084) CB CMS 1D
0 -
Station Details| Commeon Block Details
COSs:
AL DPA:
DEPT: Loc:
MIL:
0K Print Preview E-mail Precrder Recap Clear Reget Cancel
‘JavaApp\elW\ndnw

27 Fill in the fields on the tab. The following table shows guidelines for
CenturyLink-specific fields.

Type ...

CoSs The class of service (for example, C21XX for Centrex 21
service)

XLI The Centrex location

DPA The different premises address

DEPT The department code

LOC The location

MIL The distance (in quarter miles) between the serving central
office and your customer’s location

28 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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Completing the Centrex Resale Split (CRSS)

form

82

For definitive guidelines on filling out this form, see the Centrex Resale
Services Split Form Preparation Guide at http://www.centurylink.com/
wholesale/clecs/Isog.html. You can also double-click the field name to get help

filling in that field.

While you’re working on the Centrex Resale Split form, you can do related
tasks by clicking PreOrder (at the bottom of the window) and selecting the
task. Follow the appropriate guidelines:

“Managing appointments” on page 59

“Checking whether services are available” on page 31
“Checking whether POTS facilities are available” on page 36
“Reviewing customer service records” on page 19
“Retrieving raw loop data” on page 53

“Checking whether a loop qualifies for CenturyLink HSI/Broadband Service
or unbundled ADSL service” on page 54

“Searching for available meet points” on page 46

To complete the Centrex Resale Split form

1

In the Order Information for New LSR/BRC window, select Centrex
Resale Split Form under Form Name.
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Click Edit Form.

Centrex Resale Split

Administrative Section

4—Preparing and submitting service requests
Completing the Centrex Resale Split (CRSS) form

PON WER RSQTY: AN (NNMN-X93-0955-095)

0

CB

Station Details | Common Block Details
00f0

Addd
0

LOCHUM:  LNUM:

Features

TERS, TLI LTC!

BAN:

POTSSPLITLOC!

POTSEPLIT.
LPIC:

MEGACERTHIM.

TCOPT. TCTOPRI

-1 EE

TC NAME:

OK Print Preview E-mail Pre0rder Recap

¥y TC | Inside Wire | Cable Connections | Remarks

TCID

TC PER.
I

Clear Reset Cancel

[

]

[E——

identifier.

Do one of the following:

In the Administrative Section, fill in the CB field with the common block

e If you're preparing a request for activities T, V, or Z, and if you've
retrieved a full CSR during the current session, you can fill in the fields
automatically. Continue with step 5.

If you haven't retrieved a full CSR for the request you're preparing,

click PreOrder and do so now. (See page 20.) If only one number/
account appears when you retrieve the CSR and your search returns a
near match error, go back and enter the customer code so you get an

exact match.

e Otherwise, skip to step 9 and fill in the fields manually.
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84

5

9

Telephone Number Recap Selection @
Name and Address heing recapped:
Marne: Address
Telephone numbers for above address:
™ Us0cC Features and Feature Details
1FR [EXK 303 274 A
IRTHN
MM
OE3R1
| ICSN 00
v
< >
| Selectighignted Tus || Gelectan Tus |
‘Java Applet Window

Do one of the following:

e Select the TNs you want to recap and click Select Highlighted TNs.
e Click Select All TNs.

For each selected TN, check each feature and revise it if necessary.

IMA creates a Station Details section for each TN you select and
automatically fills in the fields with the information in this window.

Do one of the following:

e If you need to add additional station detail sections, continue with step
9.

e If you've added all the information you need, skip to step 28.
Click the Station Details tab.

10 Click Add to activate a new section.

The counter updates to show the current number of repeating sections.

11 Fill in the station details information on the left and fill in the

Miscellaneous subtab. The following table shows guidelines for
CenturyLink-specific fields.

In this field ... Do the following ...

TLI Type the telephone line identifier (the pilot number of a
multi-line hunt group)

POTSSPLIT Specify the location of the cable connection points for POTS
splitters outside your company’s cage. You can type in the
location or select it from the list if you retrieved meet point
data (See page 46.)

POTSSPLITLOC Specify the location of the POTS splitter

MEGACENTNM Type the name of the ISP for CenturyLink HSI/Broadband
Service

TC OPT Select the transfer of calls option the end-user requested

TC TO PRI Type the primary number calls will be transferred to

TCID Select the transfer of calls to identifier (the code for the

intercept message requested for a primary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to
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In this field ... Do the following ...
TC PER Type the date (CCYYMMDD) that the transfer of calls
message should be removed

12 Click the Features subtab.

Centrex Resale Split X
Administrative Section
PON WER  RSQTY. AN (NMN-X99-8999-999) CEB:
0
Station Details | common Block Details
0of0
Add
LOCNUM: LNUM: i Features ¥ TC | Inside Wire | Cable Connections | Remarks
r 0of0
LR
TS 0
OTN FA
PIC LPIcs FEATURE: g
= FEATURE DETAIL
= "
v
< >
0K Print Previes E-mail Preorder Recap Clear Resat Cancel
‘JavaApp\etW\r\dnw

13 Click Add to activate a new section.
14 Fill in the features information.

15 If you need to add additional features section, repeat steps 13-14.
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16 Click the Secondary TC subtab.

Centrex Resale Split @

Administrative Section
PON VER  RSQTY. AN (NNN-X98-3933-359) CE
i 5
Station Details  common Block Details
Qoro
Add
LOCNUM:  LNUM: Miscellaneous | Features| Secondary TC | Inside Wire | Cable Connections | Remarks
0of0
LA,
ThS: J
il TCTO SEC TCID:
PIC LPIC: TC NAME
NP
= SGNL: NIDR:
0K || PrintPreview || E-mail PreOrder || Recap Clear | Reset || cancel
‘JaveADD\elW\nduw

17 Click Add to activate a new section.

18 Fill in the secondary transfer of calls information.

Do the following ...

TC TO SEC

Type the secondary number calls will be transferred to

TCID

Select the transfer of calls to identifier (the code for the
intercept message requested for a secondary telephone
number associated with intercept service)

TC NAME

Type the name associated with the number that calls will be
transferred to

NIDR

Indicate whether you need a new network interface device

(Y)

19 If you need to add additional sections, repeat steps 17-18.
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20 Click the Inside Wire subtab.

Administrative Section
PON VER  RSQTY AN (NNN-98-3933-999) G
(N [ [ Il
‘ Station Details ‘ Common Block Details
0of0
Add
0
LOCHUM: LNUM: i Features y Tc| Inside Wire | cable Connections | Remarks
N [ vero
LMA
[
TS
I |||
v [ e [
[
FIC LPIC:
’—H—‘ LSCP: BA:
NP I—_I \—_I
-~
v
0K ” Print Preview ][ E-mail ] PreQrder “ Recap ] [ Clear ” Reset ” Cancel ]
Java Applet Window

21 Click Add to activate a new section.

22 Fill in the inside wire information. For help with blocking combinations see
http://www.centurylink.com/wholesale/clecs/features/blockingjobaid.html.

23 If you need to add additional inside wire sections, repeat steps 21-22.
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24 Click the Cable Connections subtab.

0

Station Details | Common Block Details

RSQTY: AN (NNMN-X93-0955-095) CB

Centrex Resale Split @
Administrative Section
PON WER

Dof0
Add
LOCHUM: LNUM: Features ¥y TC | Inside Wire Cable Connections | Remarks

r 0ofd
LIA:
NS 0
OTH CABCONNTYP: [ |
CABCONMN -1
PIC: LPIC:
NP
0K Print Preview E-mail PreQrder Recap Clear Reset Caneel

[

]

[E——

25 Click Add to activate a new section.

26 Fill in the cable connection information.

Do the following ...

CABCONNTYP

Select the cable connection type

CABCONN

Specify the location of the cable connection points for POTS
splitters inside your company’s cage. You can type in the
location or select it from the list if you retrieved meet point
data (See page 46.)

27 If you need to add additional cable connections, repeat steps 25-26.

28 If you have any additional information relevant to this form, click the
Remarks subtab and do the following:

Do the following ...

Remarks

Add any additional information that is relevant to this form

Manual Ind

If CenturyLink requires information that you couldn’t
provide on the form, select Y so that the request will be
processed manually
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29 If you need to add additional station details sections, repeat steps 10-28.
30 Click the Common Block tab.

31 In the COS field, type the account-level USOC.

32 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.

Completing the DID Resale Service (DRS)
form

For definitive guidelines on filling out this form, see the DID Resale Service

Form Preparation Guide at http://www.centurylink.com/wholesale/clecs/
Isog.html. You can also double-click the field name to get help filling in that
field.

1 In the Order Information for New LSR/BRC window, select DID
Resale Service under Form Name.

2 Click Edit Form.

DID Resale Service @
Administrative Section
PON VER AN (NNMN-93-3938-333) ORD:
Service | Remarks
Oof0
Add
LOCHUM:  DIDMUM: CKR.
DTGN: DRTE DTL DGOUT: DPULSE! DSGML:
DTKACT: DTk DTKID!
r Oof0
DTNRACT: DTNRG DTHR:
DETHG
Qor0
DSTNACT: DSTN;
0K Print Preview E-mail Clear Reget Cancel
‘Java Applet Window

3 Click the Service tab.

4 Click Add to activate a new section.
The counter updates to show the current number of repeating sections.
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5 Fill in the service information.

6 If you have any additional information relevant to this form, click the
Remarks tab and do the following:

Do the following ...

Remarks Add any additional information that is relevant to this form

Manual Ind If CenturyLink requires information that you couldn’t
provide on the form, select Y so that the request will be
processed manually

7 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.

Completing the Directory Listings Request
(DL) form

For definitive guidelines on filling out this form, see the Directory Listing form
preparation guide at http://www.centurylink.com/wholesale/clecs/Isog.html.
You can also double-click the field name to get help filling in that field.

1 In the Order Information for New LSR/BRC window, select Listing
Forms under Form Name.

2 Click Edit Form.

N Drermasy limes Bagputrt = — W i B -
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antral indicaters | Instruction | CapSlenBLY  Delivery Addressinfe | Advertising | Remaris

LaT AL FEOL CCENA. FBE

G
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3 Click Add to activate a new section.
The counter updates to show the current number of repeating sections.
4 Click the Control tab and enter the control information in the fields.
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5 Click the Indicators tab.
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6 Fill in the indicators information.
7 Click the Instruction tab.
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Fill in the instruction information. The following table shows guidelines for

CenturyLink-specific fields.

Do the following ...

HS If this an SLU listing, select whether the caption or SLU
header is new (N) or existing (E). Otherwise, leave this
field blank

SHTN If this is an SLU Listing, fill in the telephone number for the

SLU Header. Otherwise, leave this field blank.

SO Select whether the normal sequencing for an “indent”
should be overridden

FAINFO If you selected A in the SO field, type the indent or
subcaption header you want this listing filed after. If the
indent or subcaption header is longer than 100 characters,
type only the first 100

FATN If you selected A in the SO field and the text this listing
follows text that contains a standard phone number, type
the phone number

Click the Caption/SLU tab.

g

A

Coniral Indictters Ingtruction CIptionSLU Dalivary Addresuinty

[T o R L e T - -
"IIIl il il M A R VTR R TR -
W B 7 :

Advertiling Remarki

10 Click Add to activate a new section.
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11 Click the Delivery Address/Info tab.

B2 Dirmctary Linings hegrt | —
|
Gonirol | indicaors | instrechan | EaptionALU Dalivery Addressints baverising Remarks
£ 0ab
DELM DACT. 4T
3] g
ot Blwkit bW oM. OfAsD
DR
DEaTH Cais [
L6 W 1.3} L [0} [
| ]
G FATE 2P
DRATY DRTTF DORGTYA  DRRITYG ooy DRCEL
z x|
G PeaPies | Bmel G | Resel | Ganie

12 Click Add to activate the repeating section.

13 Fill in the delivery address information. If you have additional address

information (such as a specific floor), type it in the DDALO field.

14 Click the Advertising tab.

15 Fill in the Advertising information.

16 If you have any additional information relevant to this form, click the

Remarks tab and fill in the Remarks field.
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17 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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Completing the End User (EU) form

If you're filling in a bulk request, see page 98 for instructions on filling in this
form. For all other LSRs, use the instructions directly below.

For definitive guidelines on filling out this form, see the End User form

preparation guide at http://www.centurylink.com/wholesale/clecs/Isog.html.

You can also double-click the field name to get help filling in that field.

... for individual LSRs

To complete the End User form

1 In the Order Information for New LSR/BRC window, select End User
under Form Name.

2 Click Edit Form.

W2 End User ==

AdmirdErstive Section

FOM VER AN (NN R0 0- 20500095 ATH
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Loc Access/inside Wire Billing | Disconnect | Shipping
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001
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Walidaded Addrateeg
r.'a'ufaluna'%_l;nc-esf-;l

AFT SAPR =L EAEF

BASD BAZH SATH EAEE

L Lvi LDz Lv2: LD3 LV

CHTY, STATE: DP

LCON QRO TEL M

waoe WEOP TEL NO EUM ELT

CPE MFR WO PLEG PWERH BCON TELMNG

Ok [Prrint Fiuniaw E-mil Clarar Ragel Cancel

3 On the Loc Access/Inside Wire tab, select the number of location tabs
you want to activate—that is, the number of locations for which you want
to enter information.
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Caution: If you reduce the number of locations you selected, you lose
the information you entered.

4 Click the First Location tab.

5 In the Name field, type your customer’s name. Use the Customer Name

from the CSR if it’s available.

6 Do one of the following:

If you didn’t validate the address ...

In the Validated Addresses list, select
the address for your customer.

IMA automatically fills in the address
information.

a If you couldn’t validate the address—or if
you got a SAG Only match—and this is a
new installation or account, indicate in the
NCON field whether this is a new service
address (A) or a new location within an
existing service address (B).

b Do one of the following:

e For LNP, LSNP, UBL Split with Number
Portability, or for UBL and UBL Split
Conversions As Specified, fill in the
SANO field.

e Otherwise, fill in the SANO, SASN,
CITY, STATE, and CALA/SAGA fields,
following the guidelines in “Validating
addresses” on page 10.

7 Fill in the remaining fields as appropriate. If there is working service on the
premises, type the telephone number in the WSOP TEL NO field.

8 In the EUMI field, indicate whether your customer is moving (Y) to the

service address shown on the form.

9 If you activated any additional locations in step 3, click the Second
Location subtab and repeat steps 5 and 6. If applicable, repeat steps 5
and 6 for the Third and Fourth Locations also.

10 Click the Billing tab.

m End User

Administrative Section
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3
|
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ok || PrntPreview [ Email |

clear | Reset || cancel ||
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11 If you are converting an entire account and if your customer wants their
final bill to be sent to an address different from their billing address, select
D-Different in the FBI list and fill in at least the BILLNM, CITY, STATE,

and ZIP fields.

12 Do one of the following:
e If you are disconnecting an entire account, continue with steps 13-17.
e If you are not disconnecting an entire account, skip to step 18.

13 Click the Disconnect tab.

N End User ==

Administrative Section

PON WER AN (WMMN-X39-9393-9399393) ATH
LSOGTEST 1

| Log Accessiinside Wire | Billing| Disconnect | shipping

gofo
| Add ‘ Delete Current Clear Current lete A
I

DMUM: DISC MNER: DISCECCKT: TERS: TC OPT.

TC TO PRI TCID: TC NAME: TC PER:

-1 i
0 of 0- Secondary Transfer of Calls
Add Delete Current Clear Current Delate All
TC TO SEC TCID: TG NAME!
4| A | 3

0K Print Preview | E-mail ‘ Clear Reset ” Cancel

14 Click Add to activate a new section.
The counter updates to show the current number of repeating sections.

15 Fill in the fields on the tab. The following table shows guidelines for
CenturyLink-specific fields.

Do the following ...

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a primary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

16 If you need to specify a secondary transfer of calls, click Add to activate a
new subsection and fill in the fields.

17 If you need to disconnect additional lines, repeat steps 14-16.

18 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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To complete the End User form
1 Click the Disconnect tab.

End User E3]
Administrative Section
PON DaTY:
0
Disconnect
Qoro
Add
DISC NER: DOD
i
TC OPT. TC PER
I
TCTOPRIE TCID: TC MAME:
00f0- Secondary Transfer of Calls
TC TO SEC: TCID: TG NAME:
0K Print Freview E-mail Clear Reset Cancel
‘JaveADD\elW\nduw

2 Click Add to activate a new section.

The counter updates to show the current number of repeating sections.

3 Fill in the disconnect information. The following table shows guidelines for
CenturyLink-specific fields.

Do the following ...

DISC NBR Use this field to list a number on the account you want to
disconnect, suspend, or change the PIC/LPIC

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a primary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

4 If you need to specify a secondary transfer of calls, click Add to activate a
new subsection and fill in the fields.

5 1If you need to disconnect additional lines, repeat steps 2-4.

6 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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Completing the Facility Based Directory

Listing

Request form

For definitive guidelines on completing a FBDL form, see the IMA FBDL Guide
at http://www.centurylink.com/wholesale/ima/GUI/index.html

Completing the Hunt Group Information (HGI)

form

October 20, 2014

You use the Hunt Group Identification Section to establish, change, or
discontinue hunting. You use the Hunt Detail Section to specify the line
activity, number type, and terminal or telephone number for the line(s) in the
Hunt Group Identification Section.

For “conversion as specified” orders (ACT = V or Z), you must specify the end
state of the hunting on the account. If you have hunting on an account and
you submit an LSR for that account without including the HGI form,
CenturyLink removes the hunting from the account.

Hunting change requests normally require you to include a product form with
your request. If you are changing the hunt sequence on an existing hunt group
for any product except Centrex, fill in only the LSR, EU, and HGI forms; Leave
the product form blank.

A hunt group cannot be split between CSRs on a partial conversion; you must
establish a new hunt group for the new account.

For definitive guidelines on filling out this form, see the Hunt Group
Information form preparation guide at http://www.centurylink.com/wholesale/
clecs/lsog.html. You can also double-click the field name to get help filling in
that field.

29
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Completing the Hunt Group Information (HGI) form

To complete the Hunt Group Information form

1 In the Order Information for New LSR/BRC window, select Hunt
Group Information under Form Name.

2 Click Edit Form.

Nﬂ Hunt Group Information

Administrative Section

PO WER AN (NMM-#09-3330-3999055) ATH
Test122 23

Hunt Group ldentification Section

- Oord

Delete Current Clear Gurrent Dielete All

l

LOCNUM:  HNUM:  CB: HA: HID: TIF:

TLI:

HMTYP:

HTSEQ:

Fl

Hunt Detail Section

0ofd

Add Delete Current Clear Current Delete All

HLA: MOTYP: HTH

£ Tl P

| Clear ][ Reset || Cancel |

[ ok | PrintPreview | Email |

3 Click Add to activate a new section.
The counter updates to show the current number of repeating sections.

Fill in the hunt group identification information. The following table shows
guidelines for CenturyLink-specific fields.

Do the following ...

HTSEQ If you are adding or changing hunting, type the hunting

sequence or range of hunt sequences

5 In the Hunt Detail Section, click Add to activate a new section.
6 Fill in the hunt detail information.
100
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7 Repeat steps 5 and 6 for each line in the hunt group.
8 If are requesting more than one hunt group, repeats steps 3-7.

9 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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Completing the Local Service Request (LSR)
form

You use the Local Service Request form to enter or verify general
administrative, billing, and contact information about your customer. You must
use a separate form for each service request. If you are preparing a BRC (bulk
request to create LSRs), you can use a single LSR form to request multiple
disconnections or suspensions.

If you're filling in a bulk request, see page 106 for instructions on filling in this
form. For all other LSRs, use the instructions directly below.

For definitive guidelines on filling out this form, see the Local Service Request
form preparation guide at http://www.centurylink.com/wholesale/clecs/
Isog.html. You can also double-click the field name to get help filling in that
field.

... for individual LSRs

To complete the Local Service Request form

1 In the Order Information for New LSR/BRC window, select Local
Service Request under Form Name.
2 Click Edit Form.

Administrative Section
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The Administrative Section identifies the LSR you are processing.
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3

Completing the Local Service Request (LSR) form

Fill in the LOCQTY, AN, NAN, and DLEC CCNA fields, following the
guidelines in the Local Service Request form preparation guide
(http://www.centurylink.com/wholesale/clecs/Isog.html).

Skip the LSR REJECT OVERRIDE field unless you have received one of the
following:

An event notification indicating that you need to use reject override.

An error message when you tried to submit the LSR (page 74) saying that
you need to override the rejection to submit the LSR.

A Copper Retirement error message when you tried to submit the LSR.
Skip the LSR Reject Override unless installation of a temporary loop is
desired, for a period of more than 7 calendar days prior to the scheduled
copper retirement date.

If you don’t know the account number, you can leave the AN field blank. But if
there are two or more CSRs for a single TN, be sure to fill in the account
number—including the customer code. You can obtain the customer code from
your customer’s CSR (see page 19).

4

Fill in the fields on the Admin tab. The following table shows guidelines for
CenturyLink-specific fields. The due date (DDD) cannot be later than one
year from today’s date. If you need a later due date, either re-submit
closer to that date or fax in your order for manual processing.

Do the following ...

APTCON IMA automatically fills in the appointment confirmation
number if you scheduled an appointment

CHC Indicate whether you need a single hot cut (Y - Yes), batch

hot cut (B - Batch Hot Cut), or none (N - No). (You can't

create a batch hot cut for another CLEC.)

Note: If you've scheduled a batch hot cut, make sure that
the LOCZ CLLI code matches the switch CLLI code
(LST) you used when you scheduled the appointment.

TEST Select the type of testing requested for the installation, if
applicable

RSTTYP If you are requesting that service be restored, indicate
whether the restore is from a seasonal suspend (S) or a
deny (D)

CIP You can select Y to speed up the processing of your request

if you're requesting a change in an account (ACT=C) and if
a conversion is in progress but isn’t reflected in the
customer’s CSR (see page 22) Be sure to follow the
guidelines for the CIP field in the Local Service Request
(LSR) form preparation guide at http://
www.centurylink.com/wholesale/clecs/Isog.html. If you
select Y, type the service order number(s) for the pending
conversion(s) in the CSO1 field and, if necessary, the
CSO2 field

PMI Indicate whether your customer is requesting a partial
move of their account

RTR If you want to request a DLR (design layout record), select
D
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5 Click the Billing tab.

Administrative Section

31 [E3

ConA  PON EOPI VER  LSRNO LOCGTY HTGTY LSR REJEGT OVERRIDE
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OK I Print Preview | E-mail |

Clear | Reset | Cancel |

6 Fill in the active fields as appropriate.
7 Click the Contact tab.

[Mi Local Service Request

Administrative Section

| |E3
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As appropriate, fill in the active fields on the Initiator subtab and the
Design Contact subtab.

If you need to add additional information relevant to this form, click the
Remarks tab and do the following:

In this field ... Do the following ...

Remarks1

Enter any additional information relevant to the form
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In this field ... Do the following ...
Remarks2 Enter any other additional information relevant to the form
Manual Ind If CenturyLink requires information that you couldn’t

provide on the form, select Y so that the request will be
processed manually

Pending Order Indicate whether another request is pending for the
account

10 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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To complete the Local Service Request form

1 Click the Admin tab.

¥ Bulk Request

Administrative Section

CCNA - PON
() [—
‘ATHH‘ Contact

DIT SENT

200704161140

DDD

PIC LPIC

L.

OK ” Print Preview ][ E-mail ]

[ Clear “ Reset ][ Cancel

Java Applet Window

2 Fill in the DDD field.

3 If necessary, fill in the PIC and LPIC fields.

4 Click the Contact tab.

Hulk Request

Administrative Section

CChA POM
[ —

Admin | Contact:‘

| Initiator |

INIT: TEL NO:

EnAIL:

FAR NO:

BTREET:

FLOOR: ROOMIMAIL STOP
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PAGER
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[ ciear ][ Reset || cancel

Java Applet Window

5 As appropriate, fill in the active fields on the Initiator subtab.
6 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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Completing the Loop Service (LS) form

You can create a single LSR to establish multiple unbundled loops at a single
location (for unbundled local loop (UBL), unbundled feeder loop, and loop
splitting). You can also submit a single LSR for moves or changes to multiple
loops if the loops were established with a single LSR. IMA verifies that requests
on local multi-loop accounts are valid and support flowthrough of eligible
product/activity types.

For disconnects or disconnect requests, the LSR may contain multiple circuits
with different addresses and/or NC/NCI codes as long as the Near Match rules/
edits in flowthrough are met.

For UBL requests with ACT=T M, or C, the CFA, NC, NCI, and SECNCI fields
must match the CSR.

For definitive guidelines on filling out this form, see the Loop Service form
preparation guide at http://www.centurylink.com/wholesale/clecs/Isog.html.
You can also double-click the field name to get help filling in that field.

For more information about this form, see the Loop Qualification and Raw Loop
Data CLEC Job Aid at http://www.centurylink.com/wholesale/training/
coursecatalog.html.

While you’re working on the Loop Service form, you can do related tasks by
clicking PreOrder and selecting the task. Follow the appropriate guidelines:

e “Checking whether a POTS loop can be unbundled” on page 41

e "“Checking whether a loop qualifies for CenturyLink HSI/Broadband Service
or unbundled ADSL service” on page 54

e “Selecting available CFA units” on page 42

e “Searching for available meet points” on page 46
e “Retrieving raw loop data” on page 53

To complete the Loop Service form

1 In the Order Information for New LSR/BRC window, select Loop
Service Form under Form Name.
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2 Click Edit Form.

Loop Service E]
Administrative Section
PON VER AN (NNN-99-0909-990) LaTY:
- 0
Service | Remarks
0of0
Add
Line Shared Th
LOCNUM;  LNUM: LNA; CKR:
TspP SAN EGCKT: (N=n> AAAA NNNSnnn=. A4y
CFA: MNIDR:
POTSEPLIT. POTSSPLITLOC:
Inside Wire | Transfer of Calls| Cable Connections
nofo
IAUK: G
0K Print Previes E-mail PreQrdear Clear Reset Cancel
‘Java Applet Windous

3 On the Service tab, click Add to activate a new section.
The counter updates to show the current number of repeating sections.

4 Enter the service information in the fields. The following table shows
guidelines for CenturyLink-specific fields.

Do the following ...

Line Shared TN Type the telephone number of the loop to be shared

Validate CFA Use as a shortcut for selecting available CFAs (See
“Selecting available CFA units” on page 42.)

POTSSPLIT Specify the location of the cable connection points for POTS
splitters outside your company’s cage. You can type in the
location or select it from the list if you retrieved meet point
data (See page 46.)

POTSSPLITLOC Select the location of the POTS splitter

If you need to add additional services, repeat steps 3 and 4.
Click the Inside Wire subtab.
Click Add to activate a new section.

Enter the inside wire information in the fields.

© 0 N & U

If you need to add additional sections, repeat steps 7 and 8.
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10 Click the Transfer of Calls subtab.

Administrative Section

POM WER AN (NNMN-X95-0995-055) LaTY:
- 0

Service | Remarks
00f0

Addd

0
Line Shared TH:
LOCHUN  LNUM: LA CKR:
TEP. BAN, ECCKT: {N=n= A4 MMMN=nnn=_ At}
CFA: MNIDR:
POTSEPLIT. POTSSPLITLOC:

Inside Wire| Transfer of Calls | Cable Connections

DISC NBER TC OPT. TCTOPRI TCID

TC MAME TCPER
I

0of 0- Secondary Transfer of Calls

TC TO SEC TCID: TG MAME:
0K Print Preview E-mail PreOrder Clear Resst Cancel

[ l

12 Appiet Windows

11 Enter the transfer of calls information in the fields at the top of the subtab.

Do the following ...

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a secondary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

12 Click Add to activate a new section.
13 Enter the secondary transfer of calls information in the fields.

14 If you need to add additional sections, repeat steps 12 and 13.
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15 Click the Cable Connections subtab.

Loop Service E|
Administrative Section
POM WER LaTY:
0
Service | Remarks
0afo
Addd
Line Shared TH:
LOCHUN  LNUM: LA CKR:
TEP. BAN, ECCKT: {N=n= A4 MMMN=nnn=_ At}
CFA: MNIDR:
POTSEPLIT. POTSSPLITLOC:
Inside Wire | Transfer of Calls| Cable Connections
oofo
CABCONNTYP
CABCONN:
0K Print Preview E-mail Precrder Clear Reset Cancel
‘Java Applet Window

16 Click Add to activate a new section.

17 Enter the cable connections information in the fields. The following table
shows guidelines for CenturyLink-specific fields.

Do the following ...

CABCONNTYP

Select the type of cable connection

CABCONN

Specify the location of the cable connection points for POTS
splitters inside your company’s cage. You can type in the
location or select it from the list if you retrieved meet point
data (See page 46.)

18 If you need to add additional cable connections, repeat steps 16 and 17.

19 If you need to add additional information relevant to this form, click the
Remarks tab and do the following:

Do the following ...

Remarks

Add any additional information relevant to the form

Manual Ind

If CenturyLink requires information that you couldn’t
provide on the form, select Y so that the request will be
processed manually

20 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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For definitive guidelines on filling out this form, see the Loop Service Number
Portability form preparation guide at http://www.centurylink.com/wholesale/
clecs/lsog.html. You can also double-click the field name to get help filling in

4—Preparing and submitting service requests
Completing the Loop Service with Number Portability (LSNP) form

that field.

While you’re working on the Loop Service with Number Portability form, you
can do related tasks by clicking PreOrder (at the bottom of the window) and

selecting the task. Follow the appropriate guidelines:

“Checking whether a POTS loop can be unbundled” on page 41
“Checking whether a loop qualifies for CenturyLink HSI/Broadband Service

or unbundled ADSL service” on page 54
“Selecting available CFA units” on page 42

“Retrieving raw loop data” on page 53

complete the Loop Service with Number Portability form

In the Order Information for New LSR/BRC window, select Loop

Service with Number Portability under Form Name.

Click Edit Form.

Loop Service NP E|
Administrative Section
FOMN YER AN (NNN-98-3538-880) Lary:
Service | Remarks
Dorg
Add
LNUM: LNA:
CKR. TSP
TOT: SAN: ECCKT: (N=n>AARA NNN=nnn= ARy
CFA MNIDR:
POTSSPLIT: POTSSPLITLOC:
Inside Wire | Port/Transfer of Calls| Cable Connections
0of
K WG
0K Print Preview E-mail Precrder Clear Reset Cancel

[

l

[1va £pit Windows

Enter the number of loops you need ported in the LQTY field.

Click the Service tab.

Click Add to activate a new section.

The counter updates to show the current number of repeating sections.
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6 Enter the service information in the fields. The following table shows

7

guidelines for CenturyLink-specific fields.

Do the following ...

POTSSPLIT Specify the location of the cable connection points for POTS
splitters outside your company’s cage. You can type in the
location or select it from the list if you retrieved meet point
data (See page 46.)

POTSSPLITLOC

Select the location of the POTS splitter

If you need to add additional sections, repeat steps 5 and 6.

8 Scroll to the lower part of the screen and click the Inside Wire subtab.
9 Click Add to activate a new section.

10 Enter the inside wire information in the fields.

11 If you need to add additional sections, repeat steps 9 and 10.
12 Click the Port/Transfer of Calls subtab.

Loop Service NP

Administrative Section
POM WER AN (NNMN-99-9999-989) LOTY:
Service | Remarks
Oof0
Add
LHUM: LA,
CKR TSP
TOT. SAN ECCKT: (N=n=AAAANNK=nnn=, Ad)
CFA: MIDR!
POTSSPUT: POTSSPLITLOC:
Inside Wire | PortTransfer of Calls | Cable Connections
FORTED NBR: TNP CFTN NPT: RTI MPTG:
BA. BLOCK: FPI: LPIC:
TC OPT. TCTO PRI TCID
TC NAME! TCPER:
IR
0of0- Secondary Transfer of Calls
TCTOSEC TCID: TC NAME:
OK Print Preview E-mail PreCrder Clear Reset Cancel

[

l

[E——
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13 Enter the port/transfer of calls information in the fields.

Do the following ...

FPI Leave this field blank

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a secondary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

14 Click Add to activate a new repeating section.

15 Enter the secondary transfer of calls information in the fields.
16 If you need to add additional sections, repeat steps 14 and 15.
17 Click the Cable Connections subtab.

Loop Service NP g|
Administrative Section
PON WER AN (NNN-X89-0999-999) Lary:
Service  Remarks
Qoro
Add

LHUM: LI

CKR TEP.

TOT: SAN ECCKT: (N=n= AAAA NHN<nn=_ A%

CFA: NIDR:

POTESSPLIT: POTSSPLITLOC

Inside Wire | PortTransfer of Calls| Cable Connections
Qoro

0

CABCOMNNTYP:
CABCONN

Ok Print Preview E-mail PreCrder Clear Reset Cancel
[ l

[1va AceletWindow

18 Click Add to activate a new section.

19 Enter the cable connections information in the fields. The following table
shows guidelines for CenturyLink-specific fields.

In this field ... Do the following ...
CABCONNTYP Select the cable connection type
CABCONN Specify the location of the cable connection points for POTS

splitters inside your company’s cage. You can type in the
location or select it from the list if you retrieved meet point
data (See page 46.)
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20 If you need to add additional sections, repeat steps 18 and 19.

21 If you need to add additional information relevant to the form, click the
Remarks tab and do the following:

Do the following ...

Remarks Add any additional information relevant to the form

Manual Ind If CenturyLink requires information that you couldn’t
provide on the form, select Y so that the request will be
processed manually

22 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71

Completing the Number Portability (NP) form

On each request, you can specify one or more ported telephone numbers or
one range of ported numbers. If you are porting a range of numbers, you can
specify only one range; if you need to port an additional range, you must
submit an additional request.

For definitive guidelines on filling out this form, see the Number Portability
form preparation guide at http://www.centurylink.com/wholesale/clecs/
Isog.html. You can also double-click the field name to get help filling in that
field.

1 In the Order Information for New LSR/BRC window, select Number
Portability under Form Name.
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2 Click Edit Form.

4—Preparing and submitting service requests
Completing the Number Portability (NP) form

N/ Number Port =
Administrative Section =
FOM WER AN (MNMN-X83-3333-9933338)
Test123 23
EService'.
r DofD

Add Delete Current Clear Current Delete All

I

LOCNUM:  LMUM: LIMA; PORTED NBR:

NPT RTI: MNPTG: BA

Disc. TH at port outtlmeJ

BLOCK: LEAM, FPI TCTO PRI TCID:

A - Mo collect and 3rd party|

B - No 3rd party

G- Mo collect call

TG MAME: TCPER:

r Dofl- Secondary Transfer of Calls

Add Delete Current Clear Current Delete All
TCTO SEC: TCID: TG NAME:
<[ b
OK || Print Preview ” E-mail ‘ Clear ” Reset ” Cancel

3 Click the Service tab.

4 Click Add to activate a new section.

The counter updates to show the current number of repeating sections.

5 Enter the service information in the fields. The following table shows

guidelines for CenturyLink-specific fields.

Do the following ...

RANGE The highest value of the range of ported TNs

FPI Leave this field blank

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a secondary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

6 If you are disconnecting numbers, do one of the following:
If you filled in the RANGE field, complete the TC ID, TC NAME, and

October 20, 2014

TCPER fields.

If you did not fill in the RANGE field, complete the Secondary
Transfer of Calls section.

http://www.centurylink.com/wholesale/ima/gui/index.html
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7 If you need to add additional services, repeat steps 4-6.

8 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.

To complete a request for simple port, see "Completing a request for Simple
Port” on page 142.
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Completing the Port Service (PS) form

For definitive guidelines on filling out this form, see the Port Service form
preparation guide at http://www.centurylink.com/wholesale/clecs/Isog.html.
You can also double-click the field name to get help filling in that field.

While you're working on the Port Service form, you can do related tasks by
clicking PreOrder (at the bottom of the window) and selecting the task.
Follow the appropriate guidelines:

October 20, 2014

“Reserving telephone numbers” on page 54

“Checking whether a POTS loop can be unbundled” on page 41
“Checking whether POTS facilities are available” on page 36
“Selecting available CFA units” on page 42

“Retrieving a full CSR” on page 20

“Checking whether services are available” on page 31

“Retrieving raw loop data” on page 53
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To complete the Port Service form

1 In the Order Information for New LSR/BRC window, select Port
Service under Form Name.

2 Click Edit Form.

Port Service E|
Administrative Section
PON VER AN (NNMN-93-3938-333) PATY: ORD:
)
Service | Remarks
Oof0
Add
LOCHUM:  LNUM: Features Y TC | CFA
TERS! TLI TSP
LNA;
J SAN:
g ECCKT: (Mxn= AARA NNN=nnn= A%
OTH CKR:
PIC LRIC: MEGACENTNM
NPl TC OPT: TC TO PRI TC ID:
TC NAME: TC PER.
I
0K Print Preview E-mail Predrder Recap Clear Reset Cancel
‘Java Applet Window

3 Do one of the following:

e If you're preparing an LSR for activities T, V, or Z, and if you've
retrieved a full CSR during the current session, you can fill in the fields
automatically. Continue with step 4.

e If you haven't retrieved a full CSR for the request you're preparing,
click PreOrder and do so now. (See page 20.) If only one number/
account appears when you retrieve the CSR and your search returns a
near match error, go back and enter the customer code so you get an
exact match.

e If you are going to fill in the fields manually, skip to step 8.
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Completing the Port Service (PS) form

Telephone Number Recap Selection @
Name and Address heing recapped:
Marne: Address
Telephone numbers for above address:
™ Us0cC Features and Feature Details
1FR [EXK 303 274 A
IRTHN
MM
OE3R1
| ICSN 00
v
< >
| Selectighignted Tus || Gelectan Tus |
‘Java Applet Window

Do one of the following:

e Select the TN(s) you want to recap and click Select Highlighted TNs.
e Click Select All TNs.

For each selected TN, check each feature and revise it if necessary.

IMA creates a Service section for each TN you select and automatically fills
in the fields with the information in this window.

Do one of the following:

e If you need to add additional service sections, continue with step 8.
e If you've added all the information you need, skip to step 22.

Click the Service tab.

Click Add to activate a new section.

The counter updates to show the current number of repeating sections.

10 Enter the service information in the fields on the left and fill in the

Miscellaneous subtab. The following table shows guidelines for
CenturyLink-specific fields:

Do the following ...

TLI Type the telephone line identifier (the pilot number of a
multiline hunt group)

MEGACENTNM Type the name of the ISP for CenturyLink HSI/Broadband
Service

TCID Select the transfer of calls to identifier (the code for the

intercept message requested for a secondary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

11 If you need to add additional sections, repeat steps 9 and 10.
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12 Click the Features subtab.

Administrative Section
PON WER AN (NNMN-X93-3999-399) PATY: ORD:
\ | I [0 ||

| Service | Remarks

0afo

Addd
0

LOCHUM:  LNUM:

O

| Features ¥y TC CFA

NPA-KGC

E——

0of0

0

FA

[ |

FEATURE,

FEATURE DETAIL.

0K ” Print Preview ][ E-mail ]

Predrder “ Recap ]

[ Clear “ Reset ][ Cancel

Java Applet Window

13 Click Add to activate a new section.

14 Enter the features information in the fields. (If you filled in the TNS field,
click Get Feature List to get a list of features you can use for the number

you entered.)

User’s Guide—IMA 37.0

15 If you need to add additional features, repeat steps 13 and 14.
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16 Click the Secondary TC subtab.

Administrative Section
FOMN YER AN (NNN-X93-3338-880) FaTY: ORD:
\ | | B |
| Service | Remarks
Dorg
Add
0
LOGKUM:  LNUM: Miscellaneous | Features| Secondary TC | CFA
r Oof0
LINA;
[E—
J
NS
[EE = =
.- ]
OTH: |:|
[ e
FIC: LPIE: |
[ [ =
" i
[—
0K ” Print Preview ][ E-mail ] Predrder “ Retan ] [ Clear “ Reset ][ Cancel
Java Applet Window

17 Click Add to activate a new section.

18 Enter the secondary transfer of calls information in the fields. (In the NIDR
field, select Y if you're requesting a new network interface device.)

19 If you need to add additional sections, repeat steps 17 and 18.
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20 Click the CFA subtab.

Port Service E]

Administrative Section
FOMN YER AN (NNN-98-3538-880) FaTY: ORD:
= 0
Service | Remarks
Dorg
Add
LOGNUM: LNUM: i Features | S: dary TC| CFA
SGNL: §5IG: BA
LINA; J J
J PULSE: BLOCK:
J A
LIS LSCF:
2o = v
OTH:
FIC: LPIE:
CFA;
NP J
0K Print Preview E-mail Predrder Recap Clear Reset Cancel
‘JavaApp\elW\ndnw

21 Enter the CFA information in the fields.

22 If you need to add additional information relevant to the form, click the
Remarks subtab and do the following:

Do the following ...

Remarks Add any additional information relevant to the form

Manual Ind If CenturyLink requires information that you couldn’t
provide on the form, select Y so that the request will be
processed manually

23 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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Completing the Resale (RS) form

October 20, 2014

When you order CenturyLink HSI/Broadband Service, be sure you check to see
that the customer's loop qualifies (see the Loop Qualification and Raw Loop
Data CLEC Job Aid). If you are ordering CenturyLink HSI/Broadband Service
for a new connection, first order the new service, then check to see whether
the loop qualifies. If the loop qualifies, then order CenturyLink HSI/Broadband
Service. (See page 54.)

You can migrate UNE POTS(P or STAR) customers and their current feature
sets by specifying the end state of the account. This means that you can
specify which USOCs and FIDs should appear on the account after conversion,
rather than listing the changes to each USOC on the existing CSR. In addition,
you can convert UNE-P products by submitting the account telephone number
and customer code or SANO.

For definitive guidelines on filling out this form, see the Resale form
preparation guide at http://www.centurylink.com/wholesale/clecs/Isog.html.
You can also double-click the field name to get help filling in that field.

While you're working on the Resale form, you can do related tasks by clicking
PreOrder (at the bottom of the window) and selecting the task. Follow the
appropriate guidelines:

e “Retrieving a full CSR” on page 20
e "“Checking whether POTS facilities are available” on page 36
e "“Checking ISDN facility availability” on page 42

e "“Checking whether a loop qualifies for CenturyLink HSI/Broadband Service
or unbundled ADSL service” on page 54

e “Checking whether services are available” on page 31
e “Managing appointments” on page 59
e “Reserving telephone numbers” on page 54

e “Retrieving raw loop data” on page 53
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To complete the Resale form

1
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In the Order Information for New LSR/BRC window, select Resale
Form under Form Name.

Click Edit Form.

Administrative Section

Service | Remarks

FON YER

AN (NMMN-E8-995-995) R5QTY:

0org

Addd
LNUR: Features S ¥ TC | Inside Wire

TERS: L PRIBD:
LHA 5

1] 1o PTLI
11-11

TS: ECCKT: (M<n= AARA NNN<Nn= . AR PTKCON
aTh el
PIC LPIC: Y
NI MEGACENTNM

TC OPT: TC TO PRI TC ID:

TC NAME: TC PER:

iy
0K Print Previes E-mail Pre0rder Recap Clear Resat Cancel

[

|

12 Appiet Windows

3 Do one of the following:

e If you're preparing an LSR for activities T, V, or Z, and if you've
retrieved a full CSR during the current session, you can fill in the fields
automatically. Continue with step 4.

e If you haven't retrieved a full CSR for the request you're preparing,
click PreOrder and do so now. (See page 20.) If only one number/
account appears when you retrieve the CSR and your search returns a
near match error, go back and enter the customer code so you get an
exact match.

e If you are going to fill in the fields manually, skip to step 8.
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Completing the Resale (RS) form

Telephone Number Recap Selection @
Name and Address heing recapped:
Marne: Address
Telephone numbers for above address:
™ Us0cC Features and Feature Details
1FR [EXK 303 274 A
IRTHN
MM
OE3R1
| ICSN 00
v
< >
| Selectighignted Tus || Gelectan Tus |
‘Java Applet Window

Do one of the following:

e Select the TN(s) you want to recap and click Select Highlighted TNs.
e Click Select All TNs.

For each selected TN, check each feature and revise it if necessary.

IMA creates a Service section for each TN you select and automatically fills
in the fields with the information in this window.

Do one of the following:

e If you need to add additional service sections, continue with step 8.
e If you've added all the information you need, skip to step 23.

Click the Service tab.

Click Add to activate a new service section.
The counter updates to show the current number of repeating sections.

10 Fill in the service information fields on the left and fill in the

Miscellaneous subtab. The following table shows guidelines for
CenturyLink-specific fields.

Do the following ...

TLI Type the telephone line identifier (the pilot number of a
multi-line hunt group)

PTLI Type the PBX lead telephone line (the lead telephone line
identifier assigned to the trunk group)

PTKCON Select the PBX trunk configuration (the directional
configuration of the PBX trunk being ordered)

MEGACENTNM Type the name of the ISP for CenturyLink HSI/Broadband
Service

TCID Select the transfer of calls to identifier (the code for the

intercept message requested for a primary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to
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11 Do one of the following:

e If you need to add features to your request, click the Features subtab
and continue with step 12.

e If you do not need to add features to your request, skip to step 15.

Resale Form X
Administrative Section
PON VER AN (NNN-X99-9998-998) RSQTY:
a
Service | Remarks
0ofn
Add
LNUM: Miscellaneous | Features | Secondary TC | Inside Wire
NPA-MGC
LNa: B
= (]
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OTN
- - FA:
PIC: LPIC =
FEATURE:
HPI -]
] FEATURE DETAIL:
-~
v
< >
Feature Detail Format Guide
/CFND nnn- non-nmnmm ~
JHSS o HMSSGRP. x30x
VM35 o MISGRP. 0
JHSS oo MSSGRP. xec
JRCYC n
/SHL mnn non-nmn
/SHL mon oon-nnon oo
JSHL mnn smn-nnn onn
/W0 mon non-nnm
v
oK || PrintPreview || E-mail PreOrder || Recap Clear | Reset || cancel
Jarva Applet Windon

12 Click Add to activate a new section.

13 Fill in the features information. (If you filled in the TNS field, click Get
Feature List to get a list of features you can use for the number you
entered.

For POTS Resale and UNE POTS(P or STAR), follow the formatting
guidelines on the tab. For all other products, see CenturyLink’s USOC and
FID Finder at

http://usocfidfind.centurylinkapps.com/ or the Product Catalog Features at

http://www.centurylink.com/wholesale/clecs/features/.

Note: If you type a TN in the FEATURE DETAIL field, you must type
10 digits. (If you are typing a TN in the Eastern region, you may
enter only 7 digits.)

Important: For UNE-P products, the only valid USOCs are PORNX,
PORPX, and PORXX.

14 If you need to add additional features, repeat steps 12-13.
15 Click the Secondary TC subtab.
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16 Click Add to activate a new section.

Resale Form @

Administrative Section
PON WER AN (NNN-X89-0999-999) REQTY:
= 0
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17 Enter the secondary transfer of calls information on the tab. The following
table shows guidelines for CenturyLink-specific fields.

Do the following ...

TCID Select the transfer of calls to identifier (the code for the
intercept message requested for a secondary telephone
number associated with intercept service)

TC NAME Type the name associated with the number that calls will be
transferred to

18 If you need to add additional subsections, repeat steps 16 and 17.
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19 Do one of the following:

e If you need to specify block or inside wire information for your request,
click the Inside Wire subtab and continue with step 20.

e If you do not need to specify block or inside wire information for your
request, skip to step 23.

x|
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-
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20 Click Add to activate a new section.
21 Enter the inside wire information in the fields.
22 If you need to add additional sections, repeat steps 20 and 21.

23 If you need to add additional information relevant to this form, click the
Remarks subtab and do the following:

Do the following ...

Remarks Enter any additional information that is relevant to this
form
Manual Ind If CenturyLink requires information that you couldn’t

provide on the form, select Y so that the request will be
processed manually

24 To go on to other forms, click OK.

If you receive an error message when closing the form, see “Correcting
errors when you close a form” on page 71.
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Completing the Resale Frame Relay (RFR) form

Completing the Resale Frame Relay (RFR)

form

For definitive guidelines on filling out this form, see the Resale Frame Relay
form preparation guide at http://www.centurylink.com/wholesale/clecs/
Isog.html. You can also double-click the field name to get help filling in that
field.

While you’re working on the Resale Frame Relay form, you can do related
tasks by clicking PreOrder and selecting the task. Follow these guidelines:

“Checking whether facilities are available for designed services or digital
services” on page 34

To complete the Resale Frame Relay form

1

7
8
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In the Order Information for New LSR/BRC window, select Resale
Frame Relay under Form Name.

Click Edit Form.

Resale Frame Relay: E]
Administrative Section
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Click the UNI Circuit tab.
Enter the UNI circuit information in the fields.
Click the Virtual & Related Circuit Detail tab.

Resale Frame Relay X
Administrative Section
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