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Introduction

Purpose

This guide is designed to help you use the CLEC Service Order Tracking System (CSOTS). The guide reviews
service order statuses and provides instructions on the various service order fields and system navigation.

NOTE: This guide assumes that you have some familiarity with Web browsers and standard
Microsoft Windows conventions.

Version Information

Added reference to PC (Post Completion) back in section 5.1 but not 2.3
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1. Before you Begin

1.1 Using This Guide

The following table explains the topics addressed in each chapter:

Read... To learn about...

"Introduction  The overall functionality.
to CSOTS"

“Getting Accessing the system, getting online help, and logging in and exiting the system.
Started”

""Order Retrieving service order data by date range and quick field searches.
Inquiry

Search”

“Service Service Orders, appropriate action, order statuses, and order identification.
Orders”

"Downloading  Downloading query results into an Excel worksheet.
results to MS
Excel"'
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1.2 Typographical Conventions

The typographical conventions include the following:

Convention Purpose

Blue: Indicates values or objects entered into the system. Click on the blue letters to access that
web site.

Note: Indicates an exception or attribute to notice.

Hint: Indicates an easier alternative to complete a process or step.

1.3 Abbreviations and Acronyms

The abbreviations and acronyms used in this guide are defined in the following list:

Term Meaning

AECN Alternate Exchange Carrier Name
AO Assignable Order

AT&T American Telephone and Telegraph
CA Cancelled

CLEC Competitive Local Exchange Carrier
CSOTS CLEC Service Order Tracking System
CP Completed

CUID CLEC User Identification

Current DD Current Due Date

DD Due Date

DLEC Data Local Exchange Carrier

HC Held for Completion

HN Held for Negotiation

LSR Local Service Request

PD Pending Dispatch

PF Pending Facilities

PON Purchase Order Number

PSO Pending Service Order

RESH Reseller Sharer

© 2018 ATRT Intellectual Property. All rights reserved.
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SO# Service Order Number

SOCS Service Order Control System
SPOC Single Point of Contact
TN Telephone Number

© 2018 ATRT Intellectual Property. All rights reserved.
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2. Introduction to CSOTS

2.1 Purpose of CSOTS

CSOTS (CLEC Service Order Tracking System) provides CLEC service order information from the AT&T
Service Order Communication System (SOCS) for CLEC service orders, viaa Web interface. CSOTS is designed
to provide the CLEC community with the following capabilities:

*  Viewing service orders

»  Determining order statuses

»  Tracking service orders

In addition, when a CSOTS user inquires by the specific search criterion of Telephone Number (TN), any order
issued by a company in the user's profile and any pending service order issued by AT&T retail since September
1, 2003, will be returned on the Service Order List.

2.2 System Availability

CSOTS interfaces with SOCS to process your requests to view service orders. CSOTS and SOCS are unavailable
at certain times for scheduled maintenance or upgrades, which are normally performed during off-peak hours.
You will not be able to obtain information at these times.

Please consider these maintenance windows when planning to make your service order tracking or viewing
requests. The following is the scheduled availability of CSOTS:

Monday - Saturday 7:00 AM to 7:00 PM ET

2.3 Process Flow

An LSR (Local Service Request) is the mechanism by which a CLEC instructs AT&T regarding service requests
for end user customers of the CLEC. A basic LSR is generated and processed in the following order.

1. The CLEC generates an LSR.
2. AT&T receives the LSR, generates a service order in SOCS, and notifies the CLEC of the service order.
3. The service is delivered to the customer.

When an LSR is translated into a service order, the information is communicated to other AT&T departments
via SOCS, where CLEC Service Order Tracking System (CSOTS) information is derived in near real time.

NOTE: Orders issued in HC (Held for Completion), HN (Held for Negotiation) or orders initially
issued in CP (completion) status will not be available to CSOTS in real time. These orders
are not distributed to any online downstream system. These orders are processed by CRIS
or CABS via the nightly SOCS Extract. Orders in these statues will be available in
CSOTS from a nightly feed. When an order in HN status is switched downstream, and

© 2018 ATRT Intellectual Property. All rights reserved.
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thus the status changes, it will be received by CSOTS in real time.

2.4 About the System

To obtain access to CSOTS, please contact your E-Commerce Account Team.

For user assistance, consult this user guide, which may be accessed via CSOTS or on the Interconnection
website under Guides, Local - Applications/Interfaces. For additional user assistance beyond that provided in
the aforementioned resources, contact your E-Commerce Account Team.

To report a suspected system or documentation problem, please contact the AT&T Electronic Communication
Support Group (EC Support) at 888 462-8030. AT&T's EC Support will forward queries or escalations, as needed,
to the appropriate AT&T departments.

© 2018 ATRT Intellectual Property. All rights reserved.
AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
affiliated companies.
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3. Getting Started

3.1 Accessing the System

In your browser's location toolbar, type https://www.e-access.att.com/CSOTS and press Enter to access the
login screen. The following screen appears:

e "olfedtek
@ BELLSOUTH' CLEC Service Ordler Tracking System B e

walcoma to CSOTS (Clac Service Order Tracking Systam)

CSOTS Lagin
Enter your user name and password below, If you are = first

time user, then plesse to find out how to obtain &
CSOTS ussr name and pe.ss-\ord.

Usermame
Passward

ing in

Figure 1. CLEC Service Order Tracking System Home Page

3.2 Logging In

NOTE: You should have been issued a CLEC User ID (CUID) and password for logging in. If
you have lost or do not have a CUID or password, contact the Administrator in your
company.

To log in to CSOTS, follow these steps:

© 2018 ATRT Intellectual Property. All rights reserved.
AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
affiliated companies.
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STEP ACTION
1 Open your Internet browser and type https://www.e-

access.att.com/CSOTS in the location toolbar and press Enter.

NOTE: If you have assigned a password to your digital certificate, the

system will prompt you to enter it.

Enter your CUID and password and click “

log in

NOTE: If your login attempt fails, the screen will refresh and prompt you to re-enter your

CUID and password. If your third login attempt fails, you will need to contact the
Administrator in your company to have your password reset.

After you have successfully logged in you will be returned the Home page:

@ BELLSOUTH®

Recent Site Mews and info

1

Account Infermation

ou are currently logged inoasi test
BELLEOUTH_TEST

Your 9K mapping codes sre:
DCHNS

1234 |

If wour account is missing an DCH,
please go ko your Frofile and werify
that it has not been assigned to
pour company. If it has not been
assigned to your company, contact
EC support, otherwise, add it to your
profile with the Srofle mansgement
taal

rl 2 World. Closs Performaoncs;
CLEC Service Order Tracking System P ot B

Welcome Tester

CSOTS Applications

= Crdar Search Tool

Sarvi
Tool for displaying service orders based on user specified search criteria

| Service Order Loskup

Entar Service Order Number: _Seanch |

Figure 2. Home Page

Any news about the site can be found in the Recent Site News and Info section of this screen.

Your account information is shown on the home page. If you would like to add or delete any of your company's
OCNs from your profile, you may do so by clicking on the profile link in the upper right hand corner of the
screen. ( See Section 3.5)

© 2018 ATRT Intellectual Property. All rights reserved.
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The home page contains links to all CSOTS functions. You may do a specific search by order number from this
home page. All other searches can be done by clicking on,

. ZService Order Search Tool
o under the label CSOTS Applications

3.3 Help
For help with the application, click on help in the upper right hand corner of any screen. This will link you to

the appropriate section of the User's Guide based on your location or position in CSOTS. You may choose a
section of the guide from the "Contents" frame on the left side of your screen.

3.4 Changing Your Password

STEP ACTION

1 Click on the profile icon from the tile bar located in the upper right hand
corner of every screen. The Profile Management screen will be returned as
shown in the following figure:

prufile | lelp | Feedback | logout

. 3 Wkt Class Performence;
@ BELLSOUTH CLEC Service Order Tracking System pizham il

= Profile Info

Profile Management

Personal Information

User Mame: test Passward: Change Password
First Mame: Tester Last Mame: tester
Address: rhone
Addressz Email: tester@belisouth.com
city State:

2Zip:

Service Order Lists

# of Service Orders/CLECS to Display per Page: 25

User Specified Company OChs

Company: SELLEOUTH_TEST
This lists below contain the OCNs that are assigned to your
company (Un-selected DCNs) and the CCNs the are assigned to
you (selected OCNS). T0U May CUSTOMIZe YOUT LSEF's view by
selecting appropriate OCHs by clicking the edit buttan below:
Un-Selected DCNs: Selected DCNS:
All of your company’s OCNs have been 1111
assigned 123
3333
4999
7o00
1
razs
7735
7T
799
&0oo
6001
8002
8003
8300
Ba4d
6555
B85
420
9421
Game
5335
5996
97
sags

Figure 3. Profile Management Screen

© 2018 ATRT Intellectual Property. All rights reserved.
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STEP ACTION

2 Click on the "Change Password" link in the Personal Information channel,

Parsonal Information
User Mame: tost Passmord: Change Paccuord
First Name: Taster Last Rame: testar
Addross: Phone t
Addressa: Emall; testar@ballsouth.com
City Stake:
as shown below. Zhe:

The following screen will be returned:

8 BELLSOUTH® CLEC Service Crofer Mrocking System hm%mq

Profile Managem ent

Change Passtord 1
[ ——
dontirm rarm Faysmerd ;
. st i«

[T

Type your new password in the "New Password" field.

Retype your new password in the "Confirm New Password" field.

Click L= save

3.5 Changing your OCN Profile from the Profile Screen

You may modify your profile to allow you to access information for all of your company's OCNs or any one(s)
of them you desire. To change your profile:

STEP ACTION

1 Click on the profile icon from the tile bar, located in the upper right hand
corner of every screen, and the Profile Management screen will be returned
as shown in the following figure:

© 2018 ATRT Intellectual Property. All rights reserved.
AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
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prufile | belp | feedback | gt

@ BELLSOUTH" CLEC Service Order Tracking System M i ey

= Profile Info

Profile Management

| Personal Information

User Name: test Password: Chan
First mame: Tester Last Mame: tester
Address: Fhone
Address2: Email: tester@bellsouth.com
City State:
Zip:

| Service Order Lists

| # of Service Orders/CLECS to Display per Page: 25

User Specified Company OChs
Company: BELLESUTH_TEST

This lists belew coritain the OCHs that are assioned to your
company {Un-selected DCNs) and the OCNs the are assigned to
vou (Selected OCNS). Tou may customize your user's view by
selacting sppropriate OCHs by clicking the edit button below:

Un-Selected OCNs: Selected DCMs:

all of your company’s QNS have been 1131
assigned 1234

3333

4999

Joon

7111

&) wdit | @ concel

Figure 4. Profile Management Screen

2 —.
(2 ) edit e
Clickon — " below the User Specified Company OCNs channel.

The following screen will be returned:

© 2018 ATRT Intellectual Property. All rights reserved.
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User Specified Company OCNs

Company: BELLSOUTH_TEST

Un-Selected OCNs: Selected OCNs:
1111 7229
1234 8001
3333 8002
4399 §003
Jooo 9999

7111
7738
FIFT
7999
gooo
8300
8444
555
8666
9420
9421
9989
9995
9996
9997

&l save €7 reset ) cancel
Figure 5. User Specified Company OCNs Screen

3 Move any OCN in your company's profile from the Un-Selected OCNs list to
your user profile (Selected OCNSs) by highlighting the desired OCN and

clicking on i . To move all of the OCNs in the Un-Selected OCNs list to
your profile (Selected OCNSs), click on - .

4 Remove any OCNs from your profile (Selected OCNSs) by highlighting the
OCN you no longer want in your profile and clicking . . Toremove all OCNs
from the Selected OCNs list, click - .

© 2018 ATRT Intellectual Property. All rights reserved.
AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
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4.  Order Inquiry Search

4.1 Using the Order Inquiry Search Function

Use the Order Inquiry Search function to query service order information based on your security profile. To
access the Order Inquiry Search screen from the Home page, click on

. ZService Order Search Tool

* under the label CSOTS Applications

The following screen appears:

prafile | help | feedback | logout

@ BELLSOUTH" CLEC Service Order Tracking System >maossWYmm

= Ordar Inquiry Saarch

Search By Due Date

wminsg quary displays the status of all ardars, for your user profile, which
urrenit Duss Dabe on of betwean the dates you soncily, Sebect & Gate ¥
]

The

From: (rrenfddi vy [6717/2003 &3 L =
Tor {menfdd! vy [6/17/2003 (o paot] ol

Search by Specific Service Order Fields

The falaming guary allows pou to display and dorrdoad a kst of serace orders w
matching 4 spacific critena,
Select Field to Search: (S0 =
Enter Yalus to Search For EEALLA

Figure 6. Order Inquiry Search Screen

From any other screen in the application, you can return to the Order Inquiry Search screen by clicking on
the ""Order Inquiry Switchboard" breadcrumb in the upper left hand of any screen.

© 2018 ATRT Intellectual Property. All rights reserved.
AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
affiliated companies.

18



4.2 Searching by a Date Range

To retrieve all orders by a specific due date range, follow these steps.

STEP ACTION

1 —

Click the calendar next to the From date field to select the start date or
type the date in the field.

2 —

Click the calendar next to the To date field to select the end date or type
the date in the field.

NOTE: Dates must be entered in the following format: m/d/yyyy (for
example, 01/01/2003 or 1/1/2003)

NOTE: The system will not accept a range greater than 90 days.

3 show service
Click ‘.order status

The summary table (matrix) indicates the number of service orders that have the following service order statuses:
*  PD - Pending Dispatch
*  PF - Pending Facilities
*  AO - Assignable Order
*  MA — Missed Appointment
* CA-Cancelled

* CP-Completed
NOTE: For information on viewing orders in HN status, see the section entitled “ HN Orders ™.

© 2018 ATRT Intellectual Property. All rights reserved.
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4.3 Breakdown by State

This window allows you to change how you view the matrix. The default view is of the entire AT&T region.

If you want Then. ..

to...

View a specific  Click the state.

state

Return to the Click the “Entire Region” link.
default value

profile | help | logout

@ BELLSOUTH"® CLEC Service Order Tracking System P e T

Harme = Order Inguiry Switchhoard = Service Order Summary

with Current DD of 7/10/2003; in All States)
CLEC Name ocN PD PF AOD Ma

Breakdown by SOCS Site

o
=

[ Total

BELLSOUTH TEST ACCT s000
BELLSQUTH TEST ACCT G002
BELLSOUTH TEST ACCT B003

Entire Reqion

Alabama (0)
Florida (0)
Georgia (0)
Kentucky (0)
Louisians (0)
Mississippi (0)
North Carolina (2)
South Carolina (0)
Tennessee (1)

= o ole
= o oo
[ERR=RE=Nr=}
[ERR=RE=Nr=}
[ERTSN
[ERR=RE=Nr=}
[ERIR

Total

Figure 7. Service Order Summary — Breakdown by State

© 2018 ATRT Intellectual Property. All rights reserved.
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NOTE: The text above the matrix indicates your search criteria.

You can click any underlined entry in the matrix to retrieve service orders for the company codes in your profile,
and for the Order Status you select. The following table lists the information you will see, depending on the entry

you select.

Link

Shows all service orders . ..

Status Type

...in the specified status for all of your company's OCNs

(PF, PD, AO, MA, CA or that you have selected in your profile.

CP) or Column Total

Number in a column ...in the specified status for the specific CLEC Company
Code.

Number in the Total Column | All services orders for all of your company's OCNs that you

have selected in your profile.

4.4 Searching by a Specific Field

From the Order Inquiry Search screen, you can use the ""Search by Specific Service Order Fields™ function
to retrieve a list of service orders by specific criteria.

To perform a quick search, follow these steps:

STEP ACTION
1 In the primary search window, click Select Field to Search and select one of the following:
Fields: System Response:
AECN will return a list of orders that contain the input AECN value, if it is in the user's profile and
is not outward action coded
Application will return a list of orders with the application date as entered, if the order has a company
Date code in the user's profile
Completion will return a list of orders with a completion date as entered, if the order has a company code
Date in the user's profile
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Current DD will return a list of orders with the due date as entered, if the order has a company code in
the user's profile

DLEC_Code will return a list of orders containing the DLEC code entered, if that code is in the user's profile

DLEC_SO will return a list of DLEC orders containing the order number as entered, if the DLEC code
appears in the user's profile

Old AECN will return a list of orders that contains the AECN entered preceded by an outward action
code, if the company code is in the user's profile

Old RESH will return a list of orders that contains the RESH entered preceded by an outward action
code, if the company code is in the user's profile

PON will return a list of orders that contains the entered PON number, if the order has a company
code in the user's profile

RESH will return a list of orders that contain the input RESH value, if it is in the user's profile and

is not out action coded

SO will return a list of orders that contains the service order number value entered, if the order
has a company code in the user's profile

TN will return a list of orders that contains the telephone number value entered, if the order has
a company code in the user's profile, and any pending service order that was issued by AT&T
Retail as of September 1, 2003.

go to service
In the "Enter Value to Search For" field, enter a value and click — .. @rder list

NOTE: The values you enter must be exact. The application will not accept wildcard
characters (such as an asterisk).
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4.4.1 Service Order List Screen

The Service Order List screen is shown below.

. profic|holpfecdbackllogout |
@ BELLSOUTH" CLEC Service Order Tracking System e

Home = Order Inquiry Switchboard * Servics Order Summare > Service Order List

BELLSOUTH TEST ACCT (8001 ); with Current DD of 0522 /2003; in All States with Status of Ca

13 ERICATEST C47380D3 05/19/2003 334 448-9469 A 37 SF22/2003 1Z:00:00 AM BRABE, CLIVE
14 | ERICATEST CS73E009 05/19/2003 | 334 4454469 | o 37 | 5/22/2003 12:00:00 AM | BRABE, CLIVE
15 ERICATEST CA7IB009 05/19/2003 334 248-3469 L= iz S/22/2003 12:00:00 &M BABB, CLIVE
16 ERICATEST COTIBROY 05/19/2003 334 446-3469 L=t 37 SF22/2003 12:00:00 AM | BABS, CLIVE
17 [ ERICATEST | CR73EDDI | 05/19/2003 | 334 4482469 | CA [ 37 | S/22/2003 12:00:00 AM | BABB, CLIVE
ia | ERICATEST | CR7IEDDI | 05/19/2003 | 334 445-4469 | T | 7 | S5/22/2003 12:00:00 AM | BRBE, CLIVE
19 ERICATEST [ CW7IADDY DE/19/2003 334 248-44E09 A [ a7 5/22/2003 12:00:00 &AM | BABE, CLIVE
20 ERICATEST CHTIBD0OG 05/19/2003 334 488-3469 T ar SPEZ/2003 12:00:00 &AM BABS, CLIVE
21 ERICATEST [ CY738003 [ 05/19/2003 [ 334 4484469 TA [ 37 [ 5/22/2003 12:00:00 AM | BABB, CLIVE
22 | ERICATEST [ D4736DD3 | 05/19/2003 | 334 445-4469 | T | 7 | S/22/2003 12:00:00 AM | BRBE, CLIVE
23 ERICATEST [ DO7IB0DS 05/19/2003 [ 334 4484469 fat) [ 37 I 5/22/2003 12:00:00 AM | BABE, CLIVE
24 ERICATEST L ¥ ¥ ¥ 05/19/2003 | 334 448-3469 T v SPZZ/2003 12:00:00 AM BABB, CLIVE
13 - 24 of 312 service orders matching
4‘- First (-' previows | 12345, ) mext -& st your criteria. ﬂ downlood resuhs o Excel
Display - service orders per page.

tary: Conkaing privats &
2ormps

de the BallSouth
eved: 08/25/2003 20

priatary
ursu

-
May net be used pt p
P27 GMT

A sgresment,

Figure 8. Service Order List Screen
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The following table defines the field headings in the Service Order List screen:

Field
Position
PON
SO#

APP Date

TN

Status

Days in Status
Current DD
List Name

Description

Position of the service order within the list.
Purchase Order Number.

Service Order Number.

Application Date of the Service Order, which is the day the Service Center orelectronic
interface receives a correct LSR.

Telephone number on the service order.

Service Order Status.

Number of days the order has been in that status.
Current Due Date.

Listed name specified by the LSR.

NOTE: If the order was issued by AT&T retail, only the SO, TN, and Current DD will be

viewable on the Service Order List screen.

To view the Service Order Detail for a specific service order, click the Service Order Number link in the SO#
column. The Service Order screen appears. For more information on service order details, see section 5 .

NOTE: When a user clicks on a AT&T retail pending service order (PSO) order number to

view the details of the PSO, an Authorization Verification window will be returned.
This will require the CLEC user to indicate positively that he or she is authorized by
the end-user to view this service order. If the CLEC user cannot respond positively,
he or she must click Cancel and will be returned to the Service Order List screen.
When a user indicates that he or she is authorized to view this service order, only the
following information will be returned:

»  The entire Service and Equipment (S&E) section of the PSO.

»  The Customer Contact (CCON) information and data from the bill section of
the PSO, when available.

«  The current DD of the service order
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4.41.1 Service Order List Screen Elements

The following describes the Service Order List screen elements.

Element Description
(&) first Click this button to link to the first page of the list.
_ (_ previous Click this button to link to the previous page of the

list.

Display |15 service orders per page.

The system will display the list results based on the
number you enter into this box.

'_:.-"I'Iéll'

Click this button to link to the next page of the list.

| ':F_) | last

Click this button to link to the last page of the list.

% download resulis to Excel

Click this button to download the list into an Excel file
on your computer.

Column Header

Click any column header to sort the list by that
column.

Position

This column indicates the position of the service
order within the list.

4.4.1.2 Changing the Sort Order

The service order list is sorted in descending due date order by default. You may sort the list by any column in
the list by clicking on the column header. An arrow in the column heading indicates ascending or descending

order. To re-order a descending column to ascending order, click on the column header again.
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4.4.1.3 Downloading Results into MS Excel

To download the query results from the Service Order List into Microsoft Excel, follow these steps:

From the Service Order List, click [ download resutts 1o excel at the bottom of the screen.

File Download

e =11 Hee | =
G E ST [rTE T e T

ok | Cued | Mol |

If you are using Internet Explorer, the following window will appear in your browser:
Select Open this file from its current location or Save this file to disk and then click OK. The file will
appear on a screen within your browser.
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AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
affiliated companies.

26



Warning: There iz a pozsible secunty hazard her

7)

If you are using Netscape, the following screen will appear in your browser:
Select either Open it or Save it to disk and click OK . The file is downloaded into your Excel application.

4.5 Viewing a Service Order

To view the Service Order Detail for a specific service order, click the Service Order Number link in the SO#
column. The Service Order Detail screen will be returned.

For more information on service order details, see section 5 .

NOTE: When a user clicks on a AT&T retail pending service order (PSO) order number to
view the details of the PSO, an Authorization Verification window will be returned.
This will require the CLEC user to indicate positively that he or she is authorized by
the end-user to view this service order. If the CLEC user cannot respond positively,
he or she must click Cancel and will be returned to the Service Order List screen.
When a user indicates that he or she is authorized to view this service order, only the
following information will be returned:

»  The entire Service and Equipment (S&E) section of the PSO.

*  The Customer Contact (CCON) information and data from the bill section of
the PSO, when available.

*  The current DD of the service order
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5. Service Orders

5.1 Service Order Statuses

The following list describes the status changes a service order may undergo before the service is delivered to the
end user:

Status . I

Abbreviation Meaning Description

CP and HC Completed Order | The service has been delivered to the end user.

HC Held for Order is being held for SOCS to automatically
Completion complete on the due date.

AO Assignable Order | The order is ready for facility assignment.

CA Cancelled Order | The order is canceled.

MA Missed The due date for the order has been missed. The
Appointment associated codes give details.

PD Pending Order The order has been assigned facilities and is

waiting to be dispatched.

PF Pending It is difficult to provision facilities for the order.
Facilities

HN Held for The order is pending the assignment of a due
Negotiation date. This could require the concurrence of and/

or collaboration with another CLEC.

PC Post Completion | Service Order has been completed by all
downstream systems.

NOTE: Service order status (system request codes) prefixes and suffixes direct efforts of
downstream departments and are for AT&T's internal use only.

5.2 Appropriate Action

Certain statues on an order, such as Pending Facilities (PF) or Missed Appointment (MA) indicate that there will
be a delay in delivering service to the end user. You or AT&T may need to take action to advance the order to
Pending Dispatch (PD) status. The following sections explain some statuses in greater detail and the procedures
to follow when you encounter certain of these statuses.
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5.2.1 HN Orders
To view orders in HN status for a given due date range:

Select a due date range.

2. Onthe Service Order Status screen, click on the number in the "Total" column to view all service orders
in that due date range.

3. Scroll through the list to view the entries in the "Status (SR)" column (the list can be sorted by status by
clicking on the column heading).

4. Ifaservice order in HN status appears in the list, click on the service order number to link to an image
of the service order.

Additionally, a specific service order in HN status may be viewed by performing a query using specific criteria
such asaservice order number, PON, or telephone number. The following steps should be utilized when searching
by specific criteria:

1. Select the criteria for the query, from the "Select field to search" drop down menu.

2. Enter the search information in the "Enter value to search for" field.
3. Click on the "Go to the Service Order List" button.
4

Orders in HN status, that fulfill the search criteria, will appear in the Service Order List and can be
identified by the "HN" in the Status (SR) column.

5. Click on the service order number to link to an image of the service order.

5.2.2 PF Status

Aservice order in PF status indicates a problem provisioning services to the end user. The PF Report gives details
on orders in PF status, such as the reason for the delay and the estimated service date. When you encounter an
order in PF status, consult the PF Report, which contains the reason for the delay, estimated service, etc., at
http://pmap.wholesale.att.com/default.aspx

NOTE: The Web site is password protected. Each CLEC can only view the information about
orders with their company's OCNs which are in PF status.

5.2.3 MA Status

When an order is in MA status, a problem working the order exists. An MA status indicates the order will require
a new due date. The MA status is further explained by the MA codes shown on the order. The MA code can be
used to determine if you need to SUP (send a supplement) the LSR with a new desired due date.
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5.2.3.1 MA Code Descriptions

The following table lists the MA codes, their descriptions, and any action required by the CLEC:

Code Meaning Description Action Required
CA Company Difficulty with the facility assignment| No Action required by
Assignment resulted in a missed due date. CLEC
CB Company Business | A business office (LCSC) mistake No Action required by
Office resulted in a missed due date. CLEC
CD Company Designed | Afacility designresulted inamissed | No Action required by
due date. CLEC
CF Company Facilities | Physical facilities resulted in a No Action required by
missed due date. CLEC
Cl Company Independent company difficulties No Action required by
Independent resulted in a missed due date. CLEC
CK Company Facilities | ISDN BRI Service facilities resulted | No Action required by
in a missed due date. CLEC
CL Company Load An area work load resulted in a No Action required by
missed due date. CLEC
CM Company Mechanization difficulties resulted No Action required by
Mechanization in a missed due date. CLEC
CcoO Company Other Reasons other than those No Action required by
mentioned on this list resulted ina | CLEC
missed due date.
CS Company Switching | Difficulties with the switching office [ No Action required by
resulted in a missed due date. CLEC
CX Company Exceptional reasons (natural No Action required by
Exceptional disaster, etc.) resulted in a missed | CLEC
due date.
CY Customer Desired The due date was missed and the No Action required by
Due Date Missed FOC date will follow. CLEC
SA Subscriber (CLEC/ | Lack of access at the end user Send a SUP to the LSR with
End User) Access address resulted in a missed due new desired due date
date.
SL Subscriber (CLEC/ | CLEC/end user request for a later Send a SUP to the LSR with
End User) Requests | date resulted in a missed due date. | new desired due date
Later Date
SP Subscriber (CLEC/ | CLEC/end user request an earlier Send a SUP to the LSR with
End User) Requests | date resulted in a missed due date. | new desired due date
Earlier Date

AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
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SO Subscriber (CLEC/ | CLEC/end user reasons other than | Senda SUP to the LSR with
End User) Other those on this list resulted in a new desired due date
missed due date.
SR Subscriber (CLEC/ | CLEC/end user is not ready. Send a SUP to the LSR with
End User) Not new desired due date
Ready

5.3 Service Order Identification

Orders are identified in SOCS by service order numbers, which begin with an alpha character followed by seven
alphanumeric characters. There are six types of service orders that can be issued in SOCS. The first character of
the order number denotes the order type. The values for the first character and their meanings are in the following
list:

Character Meaning
N New
C Changes an existing account (e.g. adding a loop, disconnecting a line

or feature)

Disconnects an entire account

Transfers an account to a new address (works with "F" order)

Disconnect an account from an Old Address (works with "T" order)

o|lmM|—=]0

Changes the records of an existing account
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5.4 Service Order Fields

The service order header provides pertinent information about the service order. When you review an individual
service order, the header information is contained in the first three lines of the order, as shown in the following
figure.

£ - . > World-Class Performance,
® BELLSOUTH CLEC Service Order Tracking System P e
Home = Order Inquiry Switchbosrd = Service Order List = Service Order Detail
Service Order NQYQN134
SR PD VN 000 ST 205957 RC AM PFD - - AC Y TI 770860 SOI  BF ¥V RG6 N
TH 205 967-1111 SA  €C 000 €D - - EX BHNMS AD 0§-23-200% MU 1145 ID 05-23-2003
ORD HQTQH134 €S UEPRX SLS YAXQASM DD 08-25-2003 RAC AP MR
ZRTI R,R,066 232-8735,ANG, 770660
CENT 507
OAECH 6001, UEPRX
s T
---LIST
onp (NON-PUE) MOUSE, MINNIE
0L 2838 OLD 280 CT
054 2838 OLD 280 CT, BIRMINGHAM
OpzIP 35243
---DIR
0DDA NINNIE MOUSE 283% OLD 280 CT BIRMINGHM AL 35243
---BILL
ENl BELLSOUTH TEST ACCT
EhZ RN 27M40
BA3 675 W PEACHTREE 5T
O ATL GA 30375
BTN 205 Q93-3756-756
HAN canol
T oNMO
OTAR. 020,714
IDCR uF
TPON ERICALL
---5eE
0L TNECN /ZRCI BELLSOUTH TEST E CARD 4049275252
0L UEPRC /PIC 0288 /LPIC 5124 /PCA OF, 05-22-03 /LPCA OF, 05-22-03
0L LNPCX
0L WKHMCR
0L SOMEC
0L UEPLX /TN 205 967-1111 /BI WIC
0L USACZ /TN 205 967-1111
0L P
CanfidentislfPropristary: Contasing private andfor propristary information,
May not be used or disdosed outside the BellSouth companies except pursuant to s witten sgreement,
Roetrieved: 06/25/200% 20:11:11,92507 GMT

Figure 9. Service Order Detail screen

The following table describes the fields contained in the first three rows of a service order image on the Service
Order Detail screen:

Field Title Description

First Row Header Fields
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SR

System Request Code Order
Status

The system request code is a two character
alphabetic code, which identifies the status of
the service order. The system request code
changes as the service order is processed.
The values are as follows: AO, CA, CP, HC,
HN, MA, PD and PF

VN For AT&T Internal Use only ---
Sl Switching Indicator Area code and exchange used on the service
order
RC For AT&T Internal Use only ---
PD For AT&T Internal Use only ---
AC For AT&T Internal Use only ---
TI For AT&T Internal Use only ---
SOl For AT&T Internal Use only ---
BF For AT&T Internal Use only ---
RG For AT&T Internal Use only ---
Second Row Header Fields
TN Telephone Number or Account Main telephone or account number for which
Number the service order is written
SA For AT&T Internal Use only ---
CcC For AT&T Internal Use only ---
CD Completion Date When present this field indicates the date the
service order was changed to completion
(CP) status
EX For AT&T Internal Use only ---
AD Application Date Date the clean LSR was presented and a
service order could be issues
HU For AT&T Internal Use only ---
ID For AT&T Internal Use only ---
Third Row Header Fields
ORD Order Number Service order number.
CS Class of Service Type of service as referenced in the USOC
Manual.
SLS For AT&T Internal Use only ---
DD Due Date Original due date the service order was to be
completed.
AC For AT&T Internal Use only ---
AP For AT&T Internal Use only ---
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MA Missed Appt Reason Code Code indicating why the due date was not
met (See section 5.2.3.1 for more
information)

5.4.1 Service Order Detail

Beneath the header information, service order details are separated into sections, which are defined in the
following table:

Section Definition
Unfielded This section of the service order is placed immediately following the header
Identification information. This section includes, but is not limited to, the following items:
Information

»  Subsequent due date information-the new due date on which the order isto
be worked. It is indicated by an "SD" followed by the new due date.

*  Related order information-a listing of orders related to the displayed order.
The relationship between the orders is denoted by three alpha characters
preceding the service order, as defined in the following list:

o

“CRO” or “RRSO” indicates related service orders due on the same
day.

“RO” indicates related service orders due on different days.

°  "SEQ" indicates the sequence in which the related orders are to be
worked.

» AECN information is a four alphanumeric CLEC identification code used
on LNP, UNE, and UNE-P orders.

Listing Information | The listing section of the service order is indicated by "- - -LIST." It includes, but
is not limited to, the following codes:

Abbreviation Meaning

LN Indicates the Listed Name to be placed in the directory.
LA Indicates the Listed Address to be placed in the directory.
SA Indicates the location or address where service is or will be
working.
Directory This section is for AT&T internal use only. It is indicated by "- - - DIR" and contains
Information directory information.

© 2018 ATRT Intellectual Property. All rights reserved.
AT&T, the AT&T logo and all other AT&T marks contained herein are trademarks of AT&T Intellectual Property and/or AT&T
affiliated companies.

34



Section Definition

Billing Information Billing information on the service order is indicated by the “_ BILL” section and
may include, but is not limited to, the following information:

Prefix Meaning
IBNX IBNx Billing Name followed by the address
RESH Four digits preceeded by an "R" used to identify the CLEC on
resale orders
IPON CLEC purchase order number
IBTN The CLEC billing account or "Q" account number
Service and The service and equipment section of the order is indicated by "- - - S&E" It refers

Equipment Details | to service and equipment that is being added, changed, deleted, etc. in accordance
withthe instructions onthe LSR. The USOC codes for AT&T's products and services
can be found in the USOC Manual or the various state subscriber tariffs and will not
be discussed in this guide. The codes that indicate the action taken on a product or
service are listed below. One or more action code(s) will be indicated for each item
influenced by the service order. The following table lists and describes the S&E
Action Codes.

Code Meaning
| Adding a new feature, line, etc.

(@] Removing feature, line, etc.

R (Recapped) No change to existing feature, line, etc.

C Change to existing feature, line, etc. Shows existing information
(works with "T" action)

T Change to existing feature, line, etc. Shows the new information
(works with "C" action)

D (Delete) Change to existing feature, line, etc. (paired with "E”
action code)

E Change to existing feature, line, etc. (paired with "D" action
code)

G Grouping of information for individual telephone numbers
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6. Administration

6.1 Adding A User

Step 1: On the Administration window, click the Add New User Link in the CSOTS Administration channel
and the following screen will be returned.

@ BELLSOUTH" CLEC Service Order Tracking System o s Y

C50TS Administration | Add New CSOTS User

CEOTE Homes

Personal Information
User Management

sl W Ui vserdm: [ |
bl e 0 Password: r— confirm Password: | |
First Mame: [ | LastMame: [ |
Address: [— Phone I—
Addressz: l— Emiail: |
city: [ |
state: [ zip [ |

Servioe Order Lists

# of Sarvios Orders/CLECs to Desplay per Fags: |1'5

Assigned Company and OCMs

LS lected OC K2 Selected DCME:

i1
1234
3333
499

T
Tl1l
7L
1135
TITY

7999
anan
2001
S0

ISR
2300
e bl
ESE
A6SE
2420
EFE
WIS
2995
ELETS
a%a7
ELEE
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Figure 10. Add New CSOTS User
Step 2: Complete the new user form. The following fields are required:

+ UseriID
»  Password and Confirm Password
»  First Name
+ Last Name
+  Email address
NOTE: User Ids should meet the following guidelines:

»  The User ID must be between 6 and 9 characters in length.

»  The User ID must begin with the letter "s" and be followed by a valid OCN
for your company.

»  The remaining characters should be unique. CSOTS will not allow you to
assign the same User ID to more than one user.

»  Anexample of a valid User ID would be s9999001.
NOTE: Passwords should meet the following guidelines:

»  Passwords must contain at least one alphabetic character and at least one
numeric character. Where the system uses verification after the fact rather than
real time construction checking, system administration must ensure that
improper passwords are corrected.

» If supported by the system, passwords must contain one special or punctuation
character.

»  Passwords must be at least six characters in length for non-privileged users and
if technically feasible, eight characters in length for administrators and/or
maintenance personnel.

»  The system must accept at least eight password characters and if technically
feasible the system must accept at least twelve password characters.

» If technically feasible, passwords must not be a name or word contained in an
English or foreign language dictionary.

«  Passwords must not contain four or more characters of the same type, i.e., four
letters, four numbers or four special or punctuation characters in succession.
For example, USSR!1, 17763USA and 1?:$PBT are not acceptable passwords
because they contain four characters of the same type, USSR (four alphas)
1776 (four numbers) and !?:$ (four special/punctuation characters), in
succession.

»  Passwords must not contain three or more successive alphabetic characters or
numbers, e.g., ABC, 123.

»  Passwords must not contain three or more occurrences of the same character,
e.g., ZZZ, 999 or $$$, in succession. For example, AAA3$10, LV!777 and ???
2ME are not acceptable passwords.
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Step 3: Click on Save at bottom or screen.

To enter another user, overtype all of the required and any optional data desired, and click Save again.

6.2 To Edit or Delete a User

Step 1: Click on View/Edit User(s). The following screen will be returned. You can click on the alphabet to
display user last names beginning with that character, or select All.

@ BELLSOUTH® CLEC Service Order Tracking System e

[ cs0TS Administration | View CSOTS Users

s fame [MECDEFCHIJELMEOPORSTUN WY ZALL

User Management
i 9 Fosults: 1 - 0 af 0
- i | ]

Viaws/E . Last Haree Eirst Hama Loain 1D Group [D Edit Delete

Figure 11. View CSOTS Users

Step 2: Click on the alphabet to display user last names beginning with that character, or select All. The following
screen will be displayed:
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@ BELLSOUTH" CLEC Service Order Tracking System e

£50TS Administration | View CSOTS Users

LS0TS Home |ABCDEFGHIIKLMNOPORSTUYW XY Z AL
User Managemeant

Results: 1 - 15 of 15

Add Hew Lser

- Puppat Elrre 51111011 BELLEOUTH_TEST Edit | Delate
Puppat Grouch $1111012 BELLSOUTH_TEST Edit Dealate
Arriett Taylor 51111002 BELLSOUTH_TEST Edit Cealate
Beeauty Sleeping 51111009 BELLSOUTH_TEST Edit Dralate
Duck Cronald 51111006 - BELLSOUTH_TEST Edit [ralste
Civearf Croapey 51131008 [ BELLSOUTH_TEST Edit . Chele=te
Green Alec 1111001 - BELLEOUTH_TEST Edit ' [Chalmte
Mermaid Little 51111010 - BELLEOUTH_TEET Bdit ' Cralmte
Mouse Mickey 51111005 - BELLEOUTH_TEST Edit . Delste
Maouse Belinnie $1131007 . BELLSOUTH_TEST Edit ' Delate
Potter Harry $1131004 . BELLSOUTH_TEST Edit Deelate
R Cindaralla $123401 BELLSOUTH_TEST Edit Dhelati
test2 Rt test? BELLSOUTH_TEST Edit Dhlete
Wilson Joshia 51111003 BELLSOUTH_TEST Edit Dralate
wWilson Jushia 51111013 BELLSOUTH_TEST Edit Dralabe

)

Figure 12. View CSOTS Users

Step 3: Click on edit to change a user’s profile or change their password. Click on Delete to delete the user.
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