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C.L.E.C. training



PURPOSE OF THE ACT TOOL

The ACT tool was designed to provide a single 
source portal for all collocation needs in the 

AT&T 22 state footprint. The tool was designed 
to further mechanize and streamline the 

collocation ordering and provisioning process 



SCOPE OF TRAINING

 Provide a general overview of the system and it’s 
functionality

 Walk through of entering an application

 Identify additional resources found within the 
tool

 Familiarize customers with concept and purpose 
of workbooks



This is the 
confirmation screen 

presented after log in. 
This screen confirms 

your user id, user 
name, and role. 

The sidebar menu is 
present on all screens at 
all times. It allows you to 
navigate directly to any 

aspect of the tool.



This is the 
application 
main menu. 

All application 
activity is 

managed from 
this screen 



New application 
table

Search 
table

Search 
results



CREATING AN APPLICATION



Begin by entering 
the 8 character 

CLLI code for the 
desired location

The system will 
automatically 

validate the CLLI 
code you entered



The available ACNA’s 
are preloaded into the 
system based on your  

customer profile. 



Select your application 
type from the 
dropdown box.



Select activity type 
from the dropdown 

box
Then click create 

application



Customer 
information loaded 

from profile. 



Central Office 
information



Section 3 is 
pre-populated based on 
dropdown box selection



This section is for the 
various contact 

personnel within your 
company



Floor space requirements. It 
will be necessary to fill out 
both choices for floor space. 

Additionally both choices can 
be the same i.e. cageless for 
both choice one and choice 

two. 



One of the new features of the 
tool is that depending upon your 
selections additional fields may 
be presented. For example when 
ordering caged it is necessary to 
answer whether or not this will 

be a shared/Guest Host 
arrangement



Section six is for entering your cageless space 
requirements. You will notice there are tables 
for both choice one and choice two. This is an 

example of both space choices being populated 
as cageless.



You can add multiple 
rows as needed



Section 7 is for ordering terminations. 
However the table is not presented unless 

you check the “yes” radio button. 



When yes is checked you will see the 
dropdown box containing the 

termination types available for 
ordering



You can add multiple rows 
as needed for the different 
types of terminations you 

desire.



You can selection equipment based 
upon vendor or search by equipment 

description.



Once you have selected an 
equipment vendor you will be 
presented with an additional 
table containing equipment 

descriptions.



Every piece of equipment you 
choose will be populated in the 
equipment list. It is necessary 

to fill out all fields for each 
individual selection. 



Once again the necessary 
fields are hidden unless 
you check the “yes” radio 

button



Once you check “yes” you will be 
presented with the necessary 

fields to populate for the ordering 
of entrance facilities. 



This is the summary 
screen at the end of the 

application. The tool was 
designed with multiple 
edits to ensure all fields 
are filled out properly 

based upon your 
application /activity type. 
Any missing information 
will be presented here as 
a hyperlink back to that 

section. 



SIDEBAR TOOLS

 Additional resources
 Access & ID Cards
 CFA/POI Report
 Power Certification
 ACNA Contact Editor
 Historical Data (4th qtr 2012)
 Pre ACT Applications



This table is for 
searching status 

of existing 
requests

Click here 
to create a 

new request



Choose the 
appropriate region 

for the specific 
request



Fill out all 
required 

fields with 
technicians 
information

Choose 
appropriate 
request type Choose desired 

action



Provide all 
desired 

locations 
associated 

with 
request

Verify 
company 

information





Simply enter the 
appropriate 

information in the 
fields

Based upon the 
information 
entered the 
system will 

populate your 
available CLLI 

codes in the 
dropdown box.



The tool will present the 
TIRKS report which you can 
then export to a spreadsheet





This tool allows you to 
create and save 

contacts . These are the 
contacts presented to 

you when creating 
applications



Populate the 
appropriate 
fields and 

then click on 
add contact



This is for accessing the 
appropriate legacy tools 

should you have the need 
to verify arrangement 

information on previous 
applications

Simply click 
on the state 
where the 

site is 
located 



WORKBOOKS

Workbooks are designed to communicate necessary 
arrangement information back to you.

 There are 5 sections in the workbook:
 Quote
 Customer Response
 Attachments
 Forms
 Email History



To access the 
workbook simply 

click on the 
“workbook” icon



Your quote is a detailed 
summary of the charges 

associated with the application 
you submitted

It is necessary that you 
accept the quote in order 
for it to continue in the 

provisioning process



Whether you choose to accept 
or decline the quote the 

choice is noted and then date 
and time stamped



The customer response page is 
designed to communicate 
pertinent arrangement 

information such as: Interval, 
CLLI code, total square feet, and 
Manhole location ( for entrance 

facilities).



Customer response page 
continued



Customer response page 
continued



The attachment section 
is houses any unique 

documents submitted on 
the application by the 

customer



The forms section represents one 
of the few changes in the overall 

ordering process. It is now 
necessary to sign off on space 

acceptance as well as 
space/power reductions and total 

space relinquishments

Should you particular application 
require sign off forms you will be 

notified by our network 
organization and the necessary 
fields will be made available to 

you on this page.



The email history tab is a 
repository of all electronic 
communication from the 

Collocation Service Center 
concerning each arrangement. 



Should you have any questions concerning the tools 
functionality please feel free to contact your 

appropriate collocation account manager:

Legacy 13 states:
Frontaine Freeman: 214-268-9358
or ff1951@att.com

Legacy 9 states:
Jonathan Ryer: 205-714-5379
or jr7745@att.com


