CLEC Central Office Access Trouble Procedures
1. The Collocation employee, upon ascertaining an access problem at a Central Office, should call the Local Operation Center, (LOC) to report the problem.

2. The Collocation company contact should call the appropriate LOC and communicate the following:

· Location being accessed

· Path/door attempting to be accessed

· Type of problem encountered

· Name and the last 4 digits of the SSN of individual trying to obtain access
· Access card serial number, if applicable

· The LOC telephone number for the Midwest, Southwest, and West Regions is, 1-800-730-8815.  Follow the prompt to select the appropriate region and then the prompt to select UNE loop.
3. The LOC will first verify the Collocation company presence at the Central Office and the individual’s access permissions and then contact the appropriate Access Control office to attempt to resolve the problem.

4. The LOC will pass the above information to the Access Control who will attempt to resolve the issue.

5. The Access Control will:

· Verify the individual’s access permissions.
· Verify the access system’s response.
· Attempt to clear the problem by:
· forcing a reload of permissions

· manually releasing the door

All Access cards are sent de-activated and must be activated prior to use. To activate HID and swipe cards, call 1-877-748-9788 and follow the instructions. 

For Southeast Access cards call 1-888-428-8437.  

 For House Keeping issues, (light bulbs changing, or air conditioning issues) call Client Service Center 1-877-477-1811. 
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