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TELECOM PROVISIONING TEAM

(217)557-8788 jeff.schmid@illinois.gov Manager

(217) 785-7566 john.alsup@illinois.gov Data Services

(217) 524-8484 michael.beckman@illinois.gov Video & Voice Services

(217) 524-0748 lori.cappellin@illinois.gov VolP Services

(217) 558-4856 tracy.cooley@illinois.gov Cellular & IWIN Services

(217) 558-6580 ann.crutchley@illinois.gov TSR Screener & Data

(217) 785-8678 francis.delay@illinois.gov VolP DID Migration & VolP Services

(217) 558-3931 nathan.harmon@illinois.gov TSR Logger

(217) 524-5032 mark.kaye@illinois.gov State directory & Telecom Coordinator

(217) 524-9205 betsy.lamaster@illinois.gov Wireless & Voice Services

(217) 524-3316 teddy.lee@illinois.gov Voice Services

(217) 782-8885 twana.brooks@illinois.gov VolP MUS Migration & Wireless Services
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Overview
Blank TSR

Home Tools  Document B K Q 1o [ I UNC] - 3 &
Page 10f 1
Workflow Area D I T TELECOMMUNICATIONS SERVICE REQUEST vigsa
Reset Buttons Incomplete Form

Ihings: LUCHJ S

Innxuhon & Technology W e

Coordinator Name (required Agency (required) Control No. {required) | Dale (req)

Coordinator Email (required) Division Cost Center (10 characters required)
C Oo rd I n ato r Coordinator Telephone No. {required) ‘ Extension
I nfo Area Desiad Service Date "ﬁme Overime Attforzed Electronic Signature is required when form is completed.

Title
[Justiication
Service Requirements (Agency Use)

Service Type | |E| _

RequestArea

Page 10of 1
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Key Features

« Common Request Document to order Telecom Services.

* Provides the ability to reuse documents (Template).

« Setup Digital Signature for approval.

* |nstructions contained in “*hover” Tool Tip boxes.

« Employs workflow for local save and submission of the
request. Allows the attachment of other supporting
electronic documents.

 PAPERLESS!!!




Telecom Coordinator Template

" PrintF
}E TELECOMMUNICATIONS SERVICE REQUEST v196A M
@; Reset Buttons Incomplete Form
Illincés Deparimant QT# . Local Save
Innovation & Technology Attach a File |
Coordinator Name (required) Agency (required) Control No. (required) | Date (req)
] [
Coordinator Email (required) Division Cost Center (10 characters required)
A
Coordinator Telephone No. (required) Extension
Désied Bervice Date 1 Time Overime Authonzed Electronic Signature is requirdg when form is completed.
Title
Justfjcafion
Service Requirements (Agency Use)

Service Type - RESET

Fill in your information. Once you have this portion filled out you can

Required fields are Blue save it to your local drive. The next time you

need to place another order you can load this
and not need to start over from scratch.
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Selecting the Service Type

Print Form

TELECOMMUNICATIONS SERVICE REQUEST v19sA
!I_!j‘ﬁ | Reset Buttons | Incomplete Form

lincés Degartmant n Local Save NOTICE, this button is not functional until all the required fields are entered.

Innovation & Technology | Attach a File |

Coordinator Name (required)

Agency (required) Control No. (required) | Date (req)
John Smith DIT - Innovation and Technology, Dept of El JS062519 06/25/2019
Coordinator Email {required) Division Cost Center (10 characters required)
john.smith@illinois.gov CRF1234X02
Coordinator Telephone No. {required) Exiension
217-555-1234 L . ] ]
Desred Service Date T Time Overime Authonzed Electronic Signature is required when form is completed.
Title
Justiication
Service Requirements (Agency Use)
Service Type | RESET
Cellular
Data
Vid “ . . y
Voo The “Justification” field can be used to add
VoIP . . . . . . .
Wiring Only pertinent information that will assist provisioning
Radio

(i.e. Floor plans are attached)

The Service type is selected from this
dropdown

Depending on which Service type is selected the form will provide additional fields to
be populated for desired work to be done
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SERVICE REQUIREMENTS HINTS

Service Requirements (Agency Use)

, RESET |
Service Type Cellular
Shipping Address Floor No: City & ZIp Site Contact (Mame and [ elephone No-)
-Ej Shipping Address I
''''' QUIRED-Shipping address of prndu(tl Work Requested

[ Ada | [ Romovo |

Click on “Add” button for multiple work being requested

Hover over the fields and the tips will advise if the field is required.

VERSION: V196A
_
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Fields per Service Requirements

Cellular
Service Requirements (Agency Use)
Service Type Cellular - RESET
Shipping Address - Floor No- City & Zip Sife Contact {Wame and [ elephone No )
Line # Work Requesied
Add 1 [ Remove |
Data
Service Requirements (Agency Use)
Service Type I Data RESHIN
[Primary Location Nearby # FIIRoom Tity & Z1p Hrs Open Site Contact (Name and #) Existing ?
=1
Secondary Location Nearby # FIlRoom City & Zip Hrs Open Site Contact (Name and #) Existing ?
Service lype Circuit Number Work Requesied / Commenis
Inside Wire Req™”? F"YES", extend wire to this location: | Equipment Serial Number Tag Number
Add | [ Remove |
Video
Service Requirements (Agency Use)
Service Type Video H eSS
Current Address Floor No- City & Z1p Hrs Open Site Contact (Name and [ elephone No-)
New Address ‘ Nearby # Floor No. City & Zip Hrs Open Site Contact (Name and #) Existing 7 ]
Circuit #/ Line #/ Extension Jack # ‘ Work Requested
Add 1l [ Remove |
Voice _ _
Service Requirements (Agency Use)
] . RESET | [ TCVS/ITCKS
Service Type Woice |
Local Directory Information Required? 3]
Current Address Floor No. | City & ZIp Hrs Upen | Site Contact (Mame and 1 elephone No.)
New Address ‘ Nearby # Foor No. [ City & Zip Hrs Open | Site Coniact (Name and #) ‘ BExisting 7
Circuit # /' Line # T Extension New Line Pickups Work Requested ‘ Phone Color
Room Floor ‘COS ‘CFA o ‘ CFB/Hunt o PG SCG/Cont Sta ‘ BFP ‘SCI ‘ CFV ‘ CHD ‘ Other

Add 1 [ Remove |




_________IEEE— e
Fields per Service Requirements cont.

Wiring Only
Service Requirements (Agency Use)
Service Type Wiring Only v RESET
Current Address - Foor No. City & ZIp Hrs Open Site Contact (Name and 1 elephone No.)
New Address Nearby # Hoor No. City & Zip Hrs Open Site Contact (Name and #) Existing 7
Work Requested
Add | [ Remove
Radio
Service Requirements (Agency Use)
Service Type Radio - EESEN
Request Type | v
Current Address Starcom21 Subscriber Equipment City & 7ip Hrs Open Site Contact (Name and Telephone No )
Starcom21 Network Services
New Address Legacy Radio Equipment City & ZIp Ars Open Site Contact (Name and #) Existing ?
Radio Maintenance B
Tower Maintenance
Work Requested Radio Repair Parts
Add | [ Remove |
VolP
Service Requirements (Agency Use)
_ RESET 1CEV# LOC
Service Type VoIP v l—l
Select which VolP order process that you plan to use: | v

This TSR (small orders)
The VolP Master Spreadsheet (large orders)
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This button
appears when
the Agency

is selected but
IS not functional
until all the
Required fields
are populated. <

SUBMITTING ELECTRONIC TELECOM SERVICE REQUEST

DAIT

llincts Degartmant of
Attach a File

Innovation & Technology

Incomplete Form
Local S

TELECOMMUNICATIONS SERVICE REQUEST v19A

Page 1 of 2

- Print Form

ICE, this button is not functional until all the required fields are entered.

217-555-1234

Desired Service Date | Time

Overtime Authonzed

Coordinator Name (required Agency (required) Control No. (required) | Date (req)

John Smith DIT - Innovation and Technology, Dept of JS062519 06/25/2019
mail {required) Division Cost Center (10 characters required)

john_smith@illinois.gov CRF1234X02

Coordinator Telephone No. {required) Extension

Electronic Signature is required when form is completed.

Title

Jusfificafion
USING MAC FROM AGENCY INVENTORY

Service Requirements (Agency Use)

TCEV# [OC
Service Type VolP v RESET
VolIP Order
800 Service? =| Local Directory Information Required? ~| Existing Service?
Current Address Floor No. [City & ZIp Hrs Open Site Contact (Name and Telephone No.)
120 WEST JEFFERSON 2ND SPRINGFIELD LORI JONES 217/555-5678
New Address Foor No.  [City & Zip Hrs Open Site Contact (Name and Telephone No.)
Old user Active Directory Email Old User Name

New user Active Directory Email

New User Name

BILL ADAMS@ILLINOIS.GOV

BILL ADAMS

Phone Model (link at right for available models)

Phone Models (Click to show Web Page) |

Existing MAC ID (Leave blank if new) Prewired?

SEP145EA42555V1 El

Assigned Options for New or Existing Users

COS CFNA CFB Voice Mail Jabber | Smart Record Accessaphone [FC Page
SPR_3 CSS-| Standard and Unifie[-] Yes [-] - -] -

DITJS062519VolP

Page 1 of 2



D@I T| Reset Buttons |

| Atachafie |

llnais Daparimant "‘i

Innovation & Technology

Attaching Required Documents

Incomplete Form

TELECOMMUNICATIONS SERVICE REQUEST v196A

Page 1 of 2

Print Form

Local Save NOTICE, this button is not functional until all the required fields are entered.

John Smith

Coordinator Name (required)

Agency (required)
DIT - Innovation and Technology, Dept of

Control No. (required) [ Date (req)

JS062519

06/25/2019

john_smith@illinois.gov

Coordinator Email (required)

Division

Cost Center (10 characters required)
CRF1234X01

217-555-1234

Coordinator Telephone Mo (required)

Extension

Desired Service Date

Time

Overtime Authorized

Electronic Signature is required when form is completed.

Title

Justification

USING MAC FROM AGENCY STOCK

Orders may require additional documents. Prior to submitting your order you can attach

these documents and they will become part of your order.

ADD ATTACHMENTS BEFORE ADDING YOUR DIGITAL ID

Click on the “Attach a File” button or select the paper clip from the left margin. Locate the
attachment and click ok

VERSION: V196A




Completed Electronic Telecom Service Request

©

I I Reset Buttons

1lnis Deparimant of

Innovation & Technology

Incomplete Form
Local Save

TELECOMMUNICATIONS SERVICE REQUEST v19ea

iNOTICE, this button is not functional until all the required fields are entered.I

Page 1 of 2

Coordinator Name (required)
John Smith

Agency (required)
DIT - Innovation and Technology, Dept of

Control No. (required)
JS062519

Date (req)
06/25/2019

Coordinator Email (required)

Division

Cost Center (10 characters required)

john_smith@illinois.gov
Coordinator Telephone No. (required)
217-555-1234

Desired Service Date

CRF1234X01

Extension

Time Overime Authorzed Electronic Signature is required when form is completed.

Title

Justification
USING MAC FROM AGENCY STOCK

Service Requirements (Agency Use)

RESET TCEV # LOC
Service Type VolP =
VolIP Order
800 Service? | Local Directory Information Required? ~|| Existing Service? -
Current Address - Floor No. |[City & Zip — Hrs Open ~ [ Site Contact (Name and Telephone No.)
120 W JEFFERSON 2ND SPRINGFIELD 62702 LORI JONES 217-555-5678
New Address Floor No. |[City & Zip Hrs Open Site Contact (Name and lelephone No.)

Old user Active Directory Email Old User Name

MNew user Active Directory Email

BILL ADAMS@ILLINOIS.GOV
Phone Model (link at right for available models) ‘

New User Name
BILL ADAMS

Phone Models (Click to show Web Page)

Existing MAC ID (Leave blank if new) Prewired?

SEP705EA425ESV1 YES E[

Assigned Options for New or Existing Users

COS CFNA CFB Voice Mail Jabber | Smart Record Accessaphone IFC Page
sPR_3_cssl] Standard and Unifie[+] Yes [] ] -] -
DITJS062519VolP

Page 1 of 2



Create a Self-Signed Digital ID

'

’m TELECOMMUNICATIONS SERVICE REQUEST\ Save [
@ \ Reset Buttons |

|llingds Degariment DT#

Innovation & Technology ‘ Attach a File |

Page 1 of 2

' Print Form

Save your filgfas: DITJS062519VoIP

Coordinator Name (required)
John Smith

Agency (required)

DIT - Innovation and Technology, Dep

E| JS062519

Control No. (required) | Date (req)

06/25/2019

Coordinator Email {required)
john_smith@illinois_gov

Division

217-555-1234

Coordinator Telephone No. {required) Extension

Desired Service Date | ime

Overtime Authonzed

L

Cost Center (10 characters required)

2

Signature - Authorizati

o perform requested work. {required)

litle

Justification

USING MAC FROM AGENCY INVENTORY

Once the “Form Complete” button is pressed the “Save” button appears.

Before saving TSR you will setup your digital signature.

This signature field regquires a digital signature identity.

Would ywou like to configure cone now?

Help

Configure Digital 1Dy Cancel

Click within the “Signature — Authorization” field and click on “Configure Digital ID” button

VERSION: V196A
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Create a Self-Signed Digital ID cont.

Configure a Digital ID for signing o

Select the e of Digital 1D:
A Digital 1D is reguired to e 4

create a digital
signature.The most secure

S | h Digital ID are issued by {:} E‘ Use a Signature Creation Device
e eCt t e trusted Certificate -lﬁ}- Configure a smart card or token connected to your
authorities and are based computer

“Create a new
Digital ID” and
click Continue Digital ID, but they

a low level of identity
button — asSUrance.

on secure dewvices like smart

Use a Digital ID from a file

O |l‘.;,@ Import an existing Digital ID that ywou hawe
obtained as a file

o @ Create a new Digital 1D
<> Create your self-signed Digital 1D

® g o

Select the destination of the new Digital 1D b
Se|eCt the “Save Digital IDs are t3,.-|::'in:zlllg.-_rrJ Py @. Save to File
. » . Li'_ls;l_Ed oy %?;?;: oF e = Sawve the Digital ID to a file in your computer
to File” and click === eres.
elf-signe igita raEy
n |n n not provide the same level Sawve to Windows Certificate Store
CO t Ue bUtto of assuratnc;_and may not - I Q'[E:II Sawve the Digital ID to Windows Certificate Store to
c::'c.cEp ST semmE vss be shared with other applications

Consult with your re
if this is an acceptable form
of authentication.
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Create a Self-Signed Digital ID cont.

Enter the identity
information to be
used. When
completed click the
Continue button

Create a self-signed Digital ID

Enter the identity
information to be used for

creating the self-signed
Digital ID.

Digital |Ds that are self-
signed by individuals do not
provide the assurance that
the identity information is
valid. For this reason they
may not be accepted in
SOME USE Cases.

Mame
Crganizational Unit
Organization Name
Email Address
Country/Region
Key Algonthm

Use Digital ID for

John Smith
Telecom Coordinator
Department of Innovation & Technology

Jjohn.smith@illinois.gov

US - UNITED STATES h
2048-bit R5A ~

Digital Signatures ~
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Create a Self-Signed Digital ID cont.

Click on Browse
button if you want to
change the
destination the
Digital ID is saved

Add a password for
security protection.
When completed
click the Save button

Save the self-signed Digital ID to a file %

Add a password to protect
the private key of the
Digital ID. You will need this
password again to use the
Digital ID fer signing.

Save the Digital 1D file in a
known location so that you
can copy or backup it.

Your Digital 1D will be saved at the following location :

CA\Users\jeff.schmid\Desktop\Electronic T5R's\JohnSmi

Apply a password to protect the Digital ID:

Confirm the password:




I 00 I UTEEEEESS—S—I—I—_—_"_"a
Create a Self-Signed Digital ID cont.

Sign with a Digital 1D

Choose the Digital ID that you want to use for signing:

o IT_‘”?f—' John Smith (Digital 1D file) Wiewe Details

Choose the Digital ID -
and click on the
Continue button

@ C Configure New Digital 1D ) {: Cancel 5

Sign as ""John Smith" -

Appearance Standard Text -

Enter the Digitally signed
Password and J O h n

by John Smith
click on the Sign th Date: 2019.06_26
button

10:58:10 -05'00°

( Rewview )

You will be prompted to save the form. Change the name of the file and save it




Saving and Re-naming the Order

Click on the Save button which will prompt you to save the form again. If you

changed the name when it prompted you to save after adding your digital id just
click on Save and replace file

Page 1 of 2

@IT TELECOMMUNICATIONS SERVICE REQUEﬂ Save \ _pontFom |

Reset Buttons
Saveyourfileas:  DITJS062519VolP

lbngis Deporman of

Innovation & Technology | AttachaFile

Coordinator Name (required) Agency (required) Controf No. (required) | Date (req)
John Smith DIT - Innovation and Technology, Dept of +|| JS062519 06/25/2019
Coordinator Email {required) Division Cost Center (10 characters required)
john smith@illinois.gov CRF1234X02
Coordinator Telephone No. (required) Extension . Digitally signed by John Smith
217-555-1234 ) JOh N S 1l th Date: 2019.06.26 11:07:50
Desired Service Date | Time Overtime Authorized -05°00°

Signaiure - Authorization fo perform requesied work. (required) Title

VERSION: V196A




Submitting Your Order

Once the document is saved the “Submit by Email” buttons are activated
NOTE: you will use the “Radio only — Submit by Email” button when submitting
a “Radio” service type order

Page 10of 2

H TELECOMMUNICATIONS SERVICE REQUEST vigea 02y Emal

@ Radio only - Submit by Email
Ilugcr‘;g?crmrgr; & Technology
The “Reset” button is used to
re-activate the Email buttons

From * Jeff.Schmid@lllinois.gov
) :El To.. DolT.Prov
Once the Submit button Send | [~ _—
1S pr?sse.d the WIndOW at Subject Form Returned: 15062519 T3R. pdf
the right is displayed.
This will generate an Email with sttached SR
your order attached
_ _ Form Returned: 15062519 TSR.pdf

You can add more information
on the “Subject” line but onIy The attached file is the filled-out form. Please open it to review the data.

after what was automatically
populated
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TELECOM PROVISIONING TEAM

(217)557-8788 jeff.schmid@illinois.gov Manager

(217) 785-7566 john.alsup@illinois.gov Data Services

(217) 524-8484 michael.beckman@illinois.gov Video & Voice Services

(217) 524-0748 lori.cappellin@illinois.gov VolP Services

(217) 558-4856 tracy.cooley@illinois.gov Cellular & IWIN Services

(217) 558-6580 ann.crutchley@illinois.gov TSR Screener & Data

(217) 785-8678 francis.delay@illinois.gov VolP DID Migration & VolP Services

(217) 558-3931 nathan.harmon@illinois.gov TSR Logger

(217) 524-5032 mark.kaye@illinois.gov State directory & Telecom Coordinator

(217) 524-9205 betsy.lamaster@illinois.gov Wireless & Voice Services

(217) 524-3316 teddy.lee@illinois.gov Voice Services

(217) 782-8885 twana.brooks@illinois.gov VolP MUS Migration & Wireless Services
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