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AT&T 12-State Address Validation Job Aid

	Versioning
	All current LSOR versions.


	New Service
	AT&T recommends that the CLEC representative verify their End User's address prior to submitting an LSR for new service (where Act Types are “N”, “T” or (for UNE loops Act “C” with an LNA of “N”).  The representative may perform this validation by using Verigate or XML address validation functions.  

If an exact match is not returned in Verigate/XML, the CLEC representative should:

· query their End User to make sure the address supplied is correct. 
· verify that the spelling of street names, city, etc is correct 

· verify thoroughfare abbreviations 

Once the representative is confident the address supplied is correct, but the system has not returned a match, the CLEC representative may need to take additional actions prior to LSR submission.  This job aid outlines various scenarios that may occur during the (preorder) address validation process which lead to special processing.  This document also outlines the actions (both during the preorder process and ordering process) the CLEC representative should take when presented with these scenarios. 
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AT&T Midwest Region

Scenario 1**: Address Validation--No SANO match, EU Address is Within Range Returned 

**Note: this scenario outlines the steps where the address is a NUMBERED address.  Where the region is AT&T Midwest, and the address is Unnumbered or Unnamed, refer to the “AT&T Address Validation/TN Reservation Form Procedure” steps outlined at the end of this document.
	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)
· All Other Req Types (where TN reservation is required).

	Scenario:
	(Note:  AT&T anticipates that the user would only encounter the scenario outlined below if the address is in the AT&T Midwest region.  The user would not encounter the scenario if the address is in the AT&T Southwest or AT&T West regions) 

User Performs Address Validation Inquiry.

· System Returns Supplemental Address List, where there is NOT a SANO address match, but the End User’s SANO falls within the range of the addresses returned or

· System Returns Supplemental Address List (with a SAG Range selection) and, after user selects appropriate range, the system returns addresses where there is NOT a SANO match, but the End User’s SANO falls within the range of the addresses returned.


	Preorder Actions

	Step
	Action

	1.
	Verify that the EU address has been entered correctly and that the SANO is within a RANGE on the Supplemental/Alternative Address List returned by the system. 

Example: EU gives their address as: 

1234 NW Main Ave, Grand Rapids, MI 49504

· Verigate/XML Address List returns:

RANGE   SASN  SATH  SASS  CITY                            ZIP

 1-1300          MAIN   AVE    NW    GRAND RAPIDS         49504

 1500-2300     MAIN   AVE    NW    GRAND RAPIDS         49504
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	2.
	Select the range that most closely matches the EU address, in this example that would be 1-1300 and submit the EU’s address again. 

· Supplemental List Returns

RANGE   SASN  SATH  SASS  CITY                            ZIP

1225    MAIN   AVE    NW    GRAND RAPIDS         49504

1250    MAIN   AVE    NW    GRAND RAPIDS         49504
This indicates that although the address is within the range in the database, the EU SANO is not found. (Use the address format returned that most closely matches as a guide when populating the LSR)

· If Req type is A and loop qual is not required, proceed to Step 5a (under order actions).
· If Req type is other than “A” (i.e., TN reservation is required prior to submitting LSR), the CLEC has two choices:

· The first choice is to select a nearby subscriber (preferably on the same side of the thoroughfare as the end user’s address).  Validate using this address, then perform the TN reservation function.  (Note:  if the user wishes to obtain DD information: in the AT&T Midwest region, the user should perform the “Due Date Inquiry by Address”, using the address of the nearby subscriber.)  Then proceed to Step 5a.

· The second choice is to have AT&T validate the address.  If this option is chosen proceed to Step 3.  

	3.
	· Submit “Address Validation/TN Reservation Form”.  Note:  
· Populate all required fields/sections and
· Populate “End User Address Additional Information Section” with the appropriate selection (“New Construction” or “Not New Construction”).

· Optional:  if the CLEC desires AT&T to reserve the TN(s), populate the “Telephone Number & Service Information Section” then proceed to Step 4a or

· Optional: if the CLEC does NOT desire AT&T to reserve the TN(s), proceed to Step 4b.


(continued on next page)
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	4a.
	· AT&T will process the “Address Validation/TN Reservation Form” request.  Once processed, AT&T will send back the “AT&T Address Validation/TN Reservation Response Form”.  Included on the form will be the disposition of the request (accepted or rejected).  (Note: If rejected, the CLEC will need to take the appropriate corrective action, then resubmit the “Address Validation/TN Reservation Form”.)  
· Once accepted, proceed to Step 5b (under “Order Actions”).

	4b.
	· AT&T will process the “Address Validation/TN Reservation Form” request.  Once processed, AT&T will send back the “AT&T Address Validation/TN Reservation Response Form”.  Included on the form will be the disposition of the request (accepted or rejected).  (Note: If rejected, the CLEC will need to take corrective action, then resubmit the “Address Validation/TN Reservation Form”.)  Otherwise;

· Since AT&T has built the address, the CLEC user will now be able to validate the address and perform the TN reservation transaction (as well as the Due Date Inquiry by Address Function). Once these steps are done, the CLEC user can proceed to Step 5b (under “Order Actions).

	Order Actions 

	Step
	Action

	5a.
	· Submit the LSR.  Populate the NCON field with an “A”.
Note:  If AT&T finds that the address information provided on the LSR is not sufficient to build the address into the database, AT&T will Reject the LSR. If this occurs follow the steps outlined in the “AT&T Address Validation/TN Reservation Form Procedure” section of this job aid.

END

	5b.
	· Submit the LSR.  Do NOT populate the NCON field

END


Scenario 2: Address Validation--System returns address with Location Designators 

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	· EU gives address with location designator (Example:  515 N Halsted St Chicago IL 60622 Apt 320)
· System returns address, with location designators (living units), but none of the location designators match what the EU provided

	Preorder Actions:

	Step
	Action

	1.
	Example:  515 N Halsted St Apt 320 Chicago IL 60622 
· System Returns: 515 N. Halsted St Chicago IL 60622 Apt 312, 313, 314, 315, etc but NOT Apt 320

	2.
	Verify with the EU that the location designator provided is correct, and is NOT any of the location designators returned by the system.

· If the EU revises the address to include one of the location designators listed 

· Select the address from the list and the Address Validated Screen will be returned.

· Perform TN Reservation Inquiry (if appropriate to Req Type).

· Go to Step 3a (under Ordering).

· If the EU insists that the location designator is correct as originally provided (not one of the ones returned on the list) and:
· If the req type is “A” (where loop qual is not required) then go to Step 3b (under Ordering) and be sure to include the location designator as provided by the End User on the LSR.    
· If the Req Typ requires TN reservation, then:  choose any of the addresses (with LOCs) that match the EU’s SANO, and perform an address validation.  Then, proceed with the TN reservation inquiry. (In addition:  if the user wishes to obtain DD information: in AT&T Southwest region, the user should perform the “Due Date Inquiry by Working Telephone Number” and input the reserved phone number in the WTN field.) Once the TN(s) are reserved: go to Step 3b (under ordering) and be sure to include the location designator as provided by the End User on the LSR.

	Ordering Actions

	3a.
	· Submit the LSR.  Do NOT populate the NCON field.

END.

	3b.
	· Submit the LSR.  Populate the NCON field with a “B”.
END.


Scenario 3: Address Validation--System returns address with and without Location Designators
	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	· EU gives address with no location designator

· A decision message is returned:

 Living Unit Information has been recognized with the Input Address, please select one of the following options:

· IGNORE; please proceed with the basic address, without the Living Unit Information.

· Go Back to Input Screen, Living Unit information is needed in the Location Designation (LD)  and Location Value (LV) field(s)

(This is an indication that the database has the address listed both with and without location designators).


	Preorder Actions:

	Step
	Action

	1.
	Example:  525 N Halsted Chicago IL 60622
· Verigate/XML Returns a decision message:

Living Unit Information has been recognized with the Input Address, please select one of the following options:

· IGNORE; please proceed with the basic address, without the Living Unit Information.

· Go Back to Input Screen, Living Unit information is needed in the Location Designation (LD)  and Location Value (LV) field(s)

This is an indication that the database has the address listed both with and without location designators.  Therefore, it is suggested that the user select the Go Back option to input a location designation to validate the formatting of the addresses on the Supplemental List. 

On the Input Screen populate LD1 and LV1 fields with a generic value, e.g. APT 1 and submit
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	2.
	Note, where the system returns multiple locations (with location designators) at the address:  this is a good indicator that any additional locations at that address should also include a location designator.
· If, however, the EU insists that the address does not have a location designator, return to the screen that presented the decision message. 

· Select the radio button next to IGNORE to validate the base address only.  
· Perform TN Reservation Inquiry (if appropriate to Req Type).
· Go to Step 3 (under Ordering).
· If the EU revises the address to include one of the location designators listed 

· Select the address from the list and the Address Validated Screen will be returned.

· Perform TN Reservation Inquiry (if appropriate to Req Type).

· Go to Step 3 (under Ordering).

· If the EU revises the address to include a location designator not returned on the list, and:
· If the req type is “A” (where loop qual is not required) proceed to Step 4 and be sure to include the location designator as provided by the End User on the LSR.  
· If the Req Typ requires TN reservation, then:  choose any of the addresses (with LOCs) that match the EU’s SANO, and perform an address validation.  Then, proceed with the TN reservation inquiry. (In addition:  if the user wishes to obtain DD information: in the AT&T Midwest region, the user should perform the “Due Date Inquiry by Address”, using the nearby LOC.)  
· Once the TN(s) are reserved: Proceed to Step 4 (under ordering) and be sure to include the location designator as provided by the End User on the LSR.

	 Ordering Actions

	3.
	· Submit the LSR.  Do NOT populate the NCON field.

END.

	4.
	· Submit the LSR.  Populate the NCON field with a “B”.
END.


Scenario 4: Not In Range or Error Message Returned
	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	The EU SANO does not fall within a RANGE of any of the addresses returned in the Supplemental/Alternative List. 

Or

A Response Code (error message) is returned in Verigate/XML, indicating no information found. 



	1
	Verify that the EU address has been entered correctly 

· Example: EU gives their address as: 

1234 NW Main St, Grand Rapids, MI 49504

· Address List returns:

RANGE    SASN   SATH  SASS   CITY                          ZIP

250-450   MAIN   AVE      NW     GRAND RAPIDS          49504

1-1000     MAIN    ST       NE       GRAND RAPIDS         49504

or

A Response Code (error message) is returned indicating no information found.

	2
	Since the EU address was not found or does not fall within the ranges listed, it could be an indication that this is a new subdivision or development not yet loaded into the address database. 

Ask the EU if this is in fact new construction. 

· If EU says it is new construction Go To Step 3a

· If EU says it is NOT new construction and EU does not know a telephone number that was previously working at the address(residence service only)  Go To Step 3b
· If EU knows the telephone number (residence service only) previously working at the address perform address validation using WTN.  If this does not result in an address match,  Go To Step 3b
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	3a.
	1. For Numbered addresses only:  Follow directions in the LSPOR and/or the Enhanced Verigate User Guide for submitting via the new mechanized inquiry which is called “Manual Address Validation Inquiry.”  OR

2. Follow the directions outlined in sections of this job aid titled “AT&T Address Validation/TN Reservation Form Procedure”. 
· In the End User Additional Information Section, check Box next to “New Construction”.
Ask the EU to provide the nearest cross streets or Subdivision Name, TRACK # and/or Lot #.  Enter this information in the appropriate field(s) in the End User Additional Information Section.

	3b.
	1. For Numbered addresses only:  Follow directions in the LSPOR and/or the Enhanced Verigate User Guide for submitting via the new mechanized inquiry which is called “Manual Address Validation Inquiry.”  OR

2. Follow the directions outlined in section titled “AT&T Address Validation/TN Reservation Form Procedures” of this job aid.

· In the End User Additional Information Section, check Box next to “Not New Construction”.

· Ask the EU to provide the nearest cross street.  Enter this information in the appropriate field in the End User Additional Information Section.
· If a previous telephone number working at the premise, provide in the “Additional Information” field in the End user Additional Information Section.

	4.
	Go to “AT&T Address Validation/TN Reservation Form Procedures” section of this job aid for details on the process.


AT&T Southwest Region

Scenario 1: Address Validation--SANO match, Response returned with “SAG Information Only” in AAI field.

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	(Note:  the user may only encounter the scenario outlined below if the address is in the AT&T West or AT&T Southwest regions.  The user would not encounter the scenario if the address is in the AT&T Midwest region) 

· User Performs Address Validation Inquiry.

· System validates the address, but, on the response, “SAG Information Only” appears in the AAI field.  (This means that the SANO is within the SAG range, but the actual SANO is not found in the database).

	Preorder Actions

	Step
	Action

	1.
	Verify that the EU address has been entered correctly.

	2.
	· If Req type is A and loop qual is not required, proceed to Step 3 (under order actions).

· If Req type is other than “A” (i.e., TN reservation is required prior to submitting LSR), proceed with the TN reservation function, using this address.  (Then proceed to Step 3 (under order actions)).

	Order Actions 

	Step
	Action

	3.
	· Submit the LSR.  Do not populate the NCON field.

END


Scenario 2: Address Validation--System returns address with Location Designators 

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	· EU gives address with location designator

· System returns address, with location designators (living units), but none of the location designators match what EU provided

	Preorder Actions:

	Step
	Action

	1.
	Example:  3578 Wilhurt Av Apt 999 Dallas TX 75216
· System Returns: 3578 Wilhurt Av Apt 184, 185, 282, etc., but NOT 999

	2.
	Verify with the EU that the location designator provided is correct, and is NOT any of the location designators returned by the system.

· If the EU revises the address to include one of the location designators listed 

· Select the address from the list and the Address Validated Screen will be returned.

· Perform TN Reservation Inquiry (if appropriate to Req Type).

· Go to Step 3a (under Ordering).

· If the EU insists that the location designator is correct as originally provided (not one of the ones returned on the list) and:
· If the req type is “A” (where loop qual is not required) then go to Step 3b (under Ordering) and be sure to include the location designator as provided by the End User on the LSR.    
· If the Req Typ requires TN reservation, then:  choose any of the addresses (with LOCs) that match the EU’s SANO, and perform an address validation.  Then, proceed with the TN reservation inquiry. (In addition:  if the user wishes to obtain DD information: in AT&T Southwest region, the user should perform the “Due Date Inquiry by Working Telephone Number” and input the reserved phone number in the WTN field.) Once the TN(s) are reserved: go to Step 3b (under ordering) and be sure to include the location designator as provided by the End User on the LSR.

	Ordering Actions

	3a.
	· Submit the LSR.  Do NOT populate the NCON field.

END.

	3b.
	· Submit the LSR.  Populate the NCON field with a “B”.
END.


Scenario 3: Address Validation--System returns address with and without Location Designators 

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	· EU gives address with no location designator

· A decision message is returned:

 Living Unit Information has been recognized with the Input Address, please select one of the following options:

· IGNORE; please proceed with the basic address, without the Living Unit Information.

· Go Back to Input Screen, Living Unit information is needed in the Location Designation (LD)  and Location Value (LV) field(s)

(This is an indication that the database has the address listed both with and without location designators).



	Preorder Actions:

	Step
	Action

	1.
	Example:  711 N Euclid Av St Louis MO 63108
· Verigate/XML Returns a decision message:

Living Unit Information has been recognized with the Input Address, please select one of the following options:

· IGNORE; please proceed with the basic address, without the Living Unit Information.

· Go Back to Input Screen, Living Unit information is needed in the Location Designation (LD)  and Location Value (LV) field(s)

This is an indication that the database has the address listed both with and without location designators.  Therefore, it is suggested that the user select the Go Back option to input a location designation to validate the formatting of the addresses on the Supplemental List. 

On the Input Screen populate LD1 and LV1 fields with a generic value, e.g. APT 1 and submit
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	2.
	Note, where the system returns multiple locations (with location designators) at the address:  this is a good indicator that any additional locations at that address should also include a location designator.
· If, however, the EU insists that the address does not have a location designator, return to the screen that presented the decision message. 

· Select the radio button next to IGNORE to validate the base address only.  
· Perform TN Reservation Inquiry (if appropriate to Req Type).
· Go to Step 3a (under Ordering).

· If the EU revises the address to include one of the location designators listed 

· Select the address from the list and the Address Validated Screen will be returned.

· Perform TN Reservation Inquiry (if appropriate to Req Type).

· Go to Step 3a (under Ordering).

· If the EU revises the address to include a location designator not returned on the list, and:
· If the req type is “A” (where loop qual is not required) then go to Step 3b (under ordering) and be sure to include the location designator as provided by the End User on the LSR.    
· If the Req Typ requires TN reservation, then:  choose any of the addresses (with LOCs) that match the EU’s SANO, and perform an address validation.  Then, proceed with the TN reservation inquiry. (In addition:  if the user wishes to obtain DD information: in AT&T Southwest region, the user should perform the “Due Date Inquiry by Working Telephone Number” and input the reserved phone number in the WTN field.)  Once the TN(s) are reserved: go to Step 3b (under ordering) and be sure to include the location designator as provided by the End User on the LSR.

	Ordering Actions

	3a.
	· Submit the LSR.  Do NOT populate the NCON field.

END.

	3b.
	· Submit the LSR.  Populate the NCON field with a “B”.

END.


Scenario 4: Not In Range or Error Message Returned 

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	The EU SANO does not fall within a RANGE of any of the addresses returned in the Supplemental/Alternative List. 

Or

A Response Code (error message) is returned in Verigate/XML, indicating no information found. 



	1
	Verify that the EU address has been entered correctly 

· Example: EU gives their address as: 

1234 NW Main St, Grand Rapids, MI 49504

· Address List returns:

RANGE    SASN   SATH  SASS   CITY                          ZIP

250-450   MAIN   AVE      NW     GRAND RAPIDS          49504

1-1000     MAIN    ST       NE       GRAND RAPIDS         49504

or

A Response Code (error message) is returned indicating no information found.

	2
	Since the EU address was not found or does not fall within the ranges listed, it could be an indication that this is a new subdivision or development not yet loaded into the address database. 

Ask the EU if this is in fact new construction. 

· If EU says it is new construction Go To Step 3a

· If EU says it is NOT new construction and EU does not know a telephone number that was previously working at the address(residence service only)  Go To Step 3b
· If EU knows the telephone number (residence service only) previously working at the address perform address validation using WTN.  If this does not result in an address match,  Go To Step 3b
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	3a.
	1. For Numbered addresses only:  Follow directions in the LSPOR and/or the Enhanced Verigate User Guide for submitting via the new mechanized inquiry which is called “Manual Address Validation Inquiry.”  OR

2. Follow the directions outlined in sections of this job aid titled “AT&T Address Validation/TN Reservation Form Procedure”. 

· In the End User Additional Information Section, check Box next to “New Construction”.

Ask the EU to provide the nearest cross streets or Subdivision Name, TRACK # and/or Lot #.  Enter this information in the appropriate field(s) in the End User Additional Information Section.

	3b.
	1. For Numbered addresses only:  Follow directions in the LSPOR and/or the Enhanced Verigate User Guide for submitting via the new mechanized inquiry which is called “Manual Address Validation Inquiry.”  OR

2. Follow the directions outlined in section titled “AT&T Address Validation/TN Reservation Form Procedures” of this job aid.

· In the End User Additional Information Section, check Box next to “Not New Construction”.

· Ask the EU to provide the nearest cross street.  Enter this information in the appropriate field in the End User Additional Information Section.

· If a previous telephone number working at the premise, provide in the “Additional Information” field in the End user Additional Information Section.

	4.
	Go to “AT&T Address Validation/TN Reservation Form Procedures” section of this job aid for details on the process.


AT&T West Region

Scenario 1: Address Validation--SANO match, Response returned with “SAG Information Only” in AAI field.

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	(Note:  the user may only encounter the scenario outlined below if the address is in the AT&T West or AT&T Southwest regions.  The user would not encounter the scenario if the address is in the AT&T Midwest region) 

· User Performs Address Validation Inquiry.

· System validates the address, but, on the response, “SAG Information Only” appears in the AAI field.  (This means that the SANO is within the SAG range, but the actual SANO is not found in the database).

	Preorder Actions

	Step
	Action

	1.
	Verify that the EU address has been entered correctly.

	2.
	· If Req type is A and loop qual is not required, proceed to Step 3 (under order actions).

· If Req type is other than “A” (i.e., TN reservation is required prior to submitting LSR), proceed with the TN reservation function, using this address.  (Then proceed to Step 3 (under order actions)).

	Order Actions 

	Step
	Action

	3.
	· Submit the LSR.  Do not populate the NCON field.

END


Scenario 2: Address Validation--System returns address with Location Designators 

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	· EU gives address with location designator (example:  55 Polk St Apt 109 San Francisco, CA  94102)
· System returns address, with location designators (living units), but none of the location designators match what EU provided

	Preorder Actions:

	Step
	Action

	1.
	Example:  55 Polk St Apt 109 San Francisco CA 94102
· System Returns: 55 Polk St Apt 101, 102, 103, etc, but NOT 109

	2.
	Verify with the EU that the location designator provided is correct, and is NOT any of the location designators returned by the system.

· If the EU revises the address to include one of the location designators listed 

· Select the address from the list and the Address Validated Screen will be returned.

· Perform TN Reservation Inquiry (if appropriate to Req Type).

· Go to Step 3a (under Ordering).

· If the EU insists that the location designator is correct as originally provided (not one of the ones returned on the list) and:
· If the req type is “A” (where loop qual is not required) then go to Step 3b (under Ordering) and be sure to include the location designator as provided by the End User on the LSR.    
· If the Req Typ requires TN reservation, then:  choose any of the addresses (with LOCs) that match the EU’s SANO, and perform an address validation.  Then, proceed with the TN reservation inquiry. (In addition:  if the user wishes to obtain DD information: in AT&T Southwest region, the user should perform the “Due Date Inquiry by Working Telephone Number” and input the reserved phone number in the WTN field.) Once the TN(s) are reserved: go to Step 3b (under ordering) and be sure to include the location designator as provided by the End User on the LSR.

	Ordering Actions

	3a.
	· Submit the LSR.  Do NOT populate the NCON field.

END.

	3b.
	· Submit the LSR.  Populate the NCON field with a “B.

END.


Scenario 3: Address Validation--System returns address with and without Location Designators 

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	· EU gives address with no location designator

· A decision message is returned:

 Living Unit Information has been recognized with the Input Address, please select one of the following options:

· IGNORE; please proceed with the basic address, without the Living Unit Information.

· Go Back to Input Screen, Living Unit information is needed in the Location Designation (LD)  and Location Value (LV) field(s)

(This is an indication that the database has the address listed both with and without location designators).



	Preorder Actions:

	Step
	Action

	1.
	Example:  640 Polk St San Francisco CA  94102
· Verigate/XML Returns a decision message:

Living Unit Information has been recognized with the Input Address, please select one of the following options:

· IGNORE; please proceed with the basic address, without the Living Unit Information.

· Go Back to Input Screen, Living Unit information is needed in the Location Designation (LD)  and Location Value (LV) field(s)

This is an indication that the database has the address listed both with and without location designators.  Therefore, it is suggested that the user select the Go Back option to input a location designation to validate the formatting of the addresses on the Supplemental List. 

On the Input Screen populate LD1 and LV1 fields with a generic value, e.g. APT 1 and submit
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	2.
	Note, where the system returns multiple locations (with location designators) at the address:  this is a good indicator that any additional locations at that address should also include a location designator.

· If, however, the EU insists that the address does not have a location designator, return to the screen that presented the decision message. 

· Select the radio button next to IGNORE to validate the base address only.  
· Perform TN Reservation Inquiry (if appropriate to Req Type).
· Go to Step 3 (under Ordering).
· If the EU revises the address to include one of the location designators listed 

· Select the address from the list and the Address Validated Screen will be returned.

· Perform TN Reservation Inquiry (if appropriate to Req Type).

· Go to Step 3 (under Ordering).

· If the EU revises the address to include a location designator not returned on the list, and:
· If the req type is “A” (where loop qual is not required) proceed to Step 4 and be sure to include the location designator as provided by the End User on the LSR.  
· If the Req Typ requires TN reservation, then:  choose any of the addresses (with LOCs) that match the EU’s SANO, and perform an address validation.  Then, proceed with the TN reservation inquiry. (In addition:  If the user wishes to obtain DD information: the user should perform the “Due Date Inquiry by Address”, using the nearby LOC.)  
· Once the TN(s) are reserved: Proceed to Step 4 (under ordering) and be sure to include the location designator as provided by the End User on the LSR.

	Ordering Actions

	3.
	· Submit the LSR.  Do NOT populate the NCON field.

END.

	4.
	· Submit the LSR.  Populate the NCON field with a “B”.
END.


Scenario 4: Not In Range or Error Message Returned 

	Scenario Valid for Req Type(s):
	· Req Type = A (where Loop Qual is not required.)

· All Other Req Types (where TN reservation is required).

	Scenario:
	The EU SANO does not fall within a RANGE of any of the addresses returned in the Supplemental/Alternative List. 

Or

A Response Code (error message) is returned in Verigate/XML, indicating no information found. 



	1
	Verify that the EU address has been entered correctly 

· Example: EU gives their address as: 

1234 NW Main St, Grand Rapids, MI 49504

· Address List returns:

RANGE    SASN   SATH  SASS   CITY                          ZIP

250-450   MAIN   AVE      NW     GRAND RAPIDS          49504

1-1000     MAIN    ST       NE       GRAND RAPIDS         49504

or

A Response Code (error message) is returned indicating no information found.

	2
	Since the EU address was not found or does not fall within the ranges listed, it could be an indication that this is a new subdivision or development not yet loaded into the address database. 

Ask the EU if this is in fact new construction. 

· If EU says it is new construction Go To Step 3a

· If EU says it is NOT new construction and EU does not know a telephone number that was previously working at the address(residence service only)  Go To Step 3b
· If EU knows the telephone number (residence service only) previously working at the address perform address validation using WTN.  If this does not result in an address match,  Go To Step 3b
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	3a.
	1. For Numbered addresses only:  Follow directions in the LSPOR and/or the Enhanced Verigate User Guide for submitting via the new mechanized inquiry which is called “Manual Address Validation Inquiry.”  OR

2. Follow the directions outlined in sections of this job aid titled “AT&T Address Validation/TN Reservation Form Procedure”. 

· In the End User Additional Information Section, check Box next to “New Construction”.

Ask the EU to provide the nearest cross streets or Subdivision Name, TRACK # and/or Lot #.  Enter this information in the appropriate field(s) in the End User Additional Information Section.

	3b.
	1. For Numbered addresses only:  Follow directions in the LSPOR and/or the Enhanced Verigate User Guide for submitting via the new mechanized inquiry which is called “Manual Address Validation Inquiry.”  OR

2. Follow the directions outlined in section titled “AT&T Address Validation/TN Reservation Form Procedures” of this job aid.

· In the End User Additional Information Section, check Box next to “Not New Construction”.

· Ask the EU to provide the nearest cross street.  Enter this information in the appropriate field in the End User Additional Information Section.

· If a previous telephone number working at the premise, provide in the “Additional Information” field in the End user Additional Information Section.


	4.
	Go to “AT&T Address Validation/TN Reservation Form Procedures” section of this job aid for details on the process.


AT&T Address Validation/TN Reservation Form Procedure 
The CLEC must submit the “AT&T Address Validation/TN Reservation Form” to AT&T prior to submission of a firm order when the EU address is:

(a)  Not within the Range returned 

(b)  An error response is returned 

(c)  New construction or subdivision 

(d)  Unnumbered/Unnamed Street Address (AT&T Midwest)

· In addition, for any other address situations, the CLEC user may choose to have AT&T validate the address.  The CLEC user would submit the “AT&T Address Validation/TN Reservation Form” if this process is desired.
	Preorder Actions

	  Step
	Action

	1
	Fill out the Address Validation/TN Reservation Form. (This form will be available in CLEC Handbook - Forms & Exhibits section)

· Fill out Section 2a, End User Address – Unable to Validate Address Section. 
· Provide as much information as possible including cross street, subdivision name etc., in End User Address Additional Information Section.

· If a previous telephone number working at that premise is known, also provide (in the field titled “Additional Information”)

	2
	· Send to the appropriate email address. (Email addresses are noted in the AT&T Manual Ordering Guidelines the form, located on CLEC Handbook – Forms & Exhibits.)

	3
	The LSC will respond within 2 business days of receipt.  On the response form, in section 2A, AT&T will provide “Accepted”, “Rejected” or “Status” code.  

The Accept codes are as follows:

1 = Range has been extended.

2 = Base Address has been extended.

3 = LOC has been added.

Where the CLEC receives any of the above codes on the response, the CLEC user can assume that the address has been successfully added to the database*.  

*Note:  if the address is unnumbered, AT&T assigns an AHN (Alternate House Number).  AT&T will return this AHN value on the response (in the AHN Field) in such situations.  This is the value that the CLEC should place in the SANO field when performing address validation/TN reservation (preorder) and should also be the SANO value used when submitting the firm order.  Refer to the LSPOR and/or Verigate Users Guide (Address Validation) for more detailed information on unnumbered addresses.)
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	3 (cont’d)

	The Reject Codes are as follows:

4 = Valid Address Exists in Verigate/XML
5 = Address is not within this AT&T region

6 = Other (AT&T defined, if other than reject reasons 4 or 5)*

*Note:  AT&T will notify the CLEC if additional information is needed to determine the address. The CLEC will have 24 hours to submit the requested information.
The “Status” codes is as follows:

7 = Status Notification when address cannot be updated within the 2 day time frame.**

**Note:  AT&T will provide status if the address will not be validated within the 2 business day frame. AT&T requests that the CLEC representative NOT contact the LSC unless the time frame has elapsed and AT&T has not sent a status reply.
The LSC will process the Form on the next business day, when the LSC receives the form on a Saturday, Sunday, holiday or on a regular business day after:
*4 pm Central Time (AT&T Midwest)

*3 pm, (Eastern Time for AT&T Connecticut), (Central Time for AT&T Southwest) and (Pacific Time for AT&T West).

	4
	After receiving an “Accepted” code on the reply from AT&T, perform the Address Validation. An exact match should be returned, as the EU address has been loaded into the database. 

· If required, TN RESERVATION function can be performed.

· If desired, the user can now perform the “Due Date Inquiry by Address function”. (For AT&T West and AT&T Midwest).

· If desired, the user can perform the “Due Date Inquiry by WTN” (for the AT&T Connecticut and AT&T Southwest regions) by inputting the reserved TN in the WTN field on the inquiry.

	Order Actions

	5a
	· Use the address formatting returned in Address Validation to populate the appropriate address fields. 

(If the CLEC user submitted the AT&T Address Validation/TN Reservation Form because AT&T rejected/jeop’d the firm order request:  once AT&T has responded that the address has been accepted (the address is now in the database) and the CLEC user should SUPP the LSR, using the validated address.)

· Do not populate the NCON field.

	5b
	· Submit the LSR.  Populate the NCON field with an “A” or “B”.
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