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Overview

Description

The Directory Matters Reference Guide (DMRG) is a reference guide for CLECs and where applicable, the Local Service Center's (LSC).  It provides the Rules and Regulations for Directory White Pages Listings and Directory delivery, as they pertain to the Service order process, End-user Service Record (CSR), LSR entries, and the CLEC negotiation with the EU.  

Scope

This guide has been developed for CLEC use and LSC from the internal directory listings sources.  Listing Types, CSR Appearance, Directory Appearance and LSOR Appearance examples are included throughout as a job aid. The LSOR Appearance examples are specific to current LSOR versions and depict examples pertaining to the subject of the section.  Field values for ordering are not all inclusive.  Refer to additional resources, i.e., LSOR as needed, for complete ordering assistance.  

CLEC directory listings are system edited just as they are for AT&T. Once typed and distributed via service order processors, listing information routes to the Directory organization for input into Directory Assistance and/or the White Pages (WP).  

Facility-based CLEC directory listings are system edited just as they are for AT&T. Once submitted via LEX/EDI, listings are passed to the Directory organization for input into Directory Assistance and/or the White Pages (WP).

References

Non-caption listings are covered in a separate handbook.  Refer to the CLEC Directory Matters Reference Guide for Non-Caption Listings. 

AT&T strongly recommends the CLEC Directory Listing Workshop as the pre-requisite to this guidebook.

Listings offered to Resale CLECs

	Resale REQTYP
	E, P, R, T, or Z


Resellers of have access to Primary, Additional and Foreign Listings for their Residence and Business End Users, as specified in Resale Agreements. 

Prices, terms and conditions for white pages listings and directories are negotiated between AT&T and the CLEC and are contained in the Resale Agreements. 

Listings Offered to Facilities-based CLECs (LWC and Interconnection)

	LWC
	F, U, V, 2, 3 and M, S, W, X, Y

	Facility-based REQTYP
	A, B, C or J


CLECs providing local exchange service through the purchase of LWC or solely over its own facilities (Interconnection) can have their EUs listed in White Pages directories, subject to the terms and conditions of the Interconnection Agreement (generally, Appendix WP).   Listings available to Facility-based CLECs include Primary, Additional and Foreign Listings for their Residence and Business End Users.

Prices, terms and conditions for white pages listings and directories are negotiated between AT&T and the CLEC and are contained in the Interconnection Agreement (generally, Appendix WP). 

Ordering Information

LSR Versioning Information

CLECs may submit manual or mechanized (EDI/LEX) requests following LSOR ordering rules.  

Resale Listings are formatted on CRIS Resale account.  

LWC Listings are formatted on CRIS Toll File Guide accounts

Facility-based Listings (REQTYPs A, B, C or J) are sent from LASR to Directory Whites Pages.  These listings are not handled by the LSC.  

Unique Service Ordering/Provisioning Requirements
When LACT is O or D, the minimal entries required are LNLN, LTY, STYC RTY, LTN and ALI if RTY is not LML.

Case Sensitive Fields-DL form
Functions affected by Case Sensitivity:

· CLEC submitting LSRs via EDI or manual forms must submit listing data in the appropriate letter case (upper/lower), for DL fields that are case sensitive, for correct appearance in the White Page Directory.

The following table identifies the case-sensitive fields on the DL form.  

	LSOR – Case Sensitivity Fields

	DES

	FAINFO

	FATN

	LALO

	LALOC

	LANO

	LAPR

	LASF

	LASN

	LATH

	LNFN

	LNLN

	LTEXT

	NICK

	NSTN

	PLINFO

	PLTN

	TITLE1

	TITLE1D

	TITLE2

	TITLE2D

	TL

	TLD


Caption Arrangements

Indents

The term indent is used to describe the line of text (names, addresses and telephone) that follow a listed business or residence name in the directory. Various LSOR DL form fields are used to order indents.  
The terms, Degree of Indent (DOI) and Level of Indent (LVL), are used interchangeably to identify the degree of indentations for caption and straight-line indents.  

Below are the OBF industry definitions:

DOI - Degree of Indent: Identifies the degree of indentation for this listing.

LVL - Level of Indent: identifies the degree of indentation of the prior level being recapped or the degree of indent of the caption header /caption sub-header, or the degree of indent of the sequence information.

Guideline

A straight-line listing (SL) becomes a "guideline" listing when used with a straight-line indent (SI). 

A straight-line guideline information consists of a name, address and telephone number.
Designations are included in the guideline information if present.

The Guideline (header) for a caption indent (CI) consists of the Name (Listed Names and Titles) and designation if present. 

Caption Indents vs. Straight-line Indented Listings

For directory users, the main difference between a straight-line indent and caption arrangement is the way they appear in the directory. 

Straight-line Indents (SI), allow indents under a straight line listing, which is: name (titles and designation if present), address, and telephone number.

Example: Directory Appearance:

William Geo C atty 512 Maple........817 429-9877

   Residence 4965 Parallel........…..817 642-0998

Caption Indents allow indents under a caption header, which consists only of the name (titles and designation if present).

Example: Directory Appearance

Apex Food Stores-

  General Ofcs 2020 Grand….214 744-0900

  Branch Stores-

    North-

      825 Elm…………………..214 622-2445

    West-

       6189 Bacon………………214 762-6448

Straight-line Indented Listings (SI)

Alias

Indented Listings, Straight-line Under, SLU indents

Description

Indented listing arrangements are designed to facilitate use of the directory for end-users, who have more than one telephone number.  Telephone numbers may be grouped together in the White Pages Directory. 

Straight-line Indented listing arrangements (SL, SI) are a form of caption treatment. They provide for listings to be indented (SI) under a straight line listing (SL), which is: name (titles and designation if present), address, and telephone number. 

Example: Directory Appearance:


William Geo C atty 512 Maple.....…...817 429-9877


   Residence 4965 Parallel..........……817 642-0998

Advantages to the end-user and directory users: 

Direct calls to the proper location

Avoid repetition of the listed number

Makes the directory easier to use 

Availability/Limitation Straight-line Indented Listings (SI)

Indented listings follow the same basic rules applicable to straight-line listings. Note: This includes rules pertaining to listed address. 
Indents (SI) are shown under a straight-line listing (SL), to identify the end-user's other telephone numbers located at the same or different address, or alternate call number listings. 

Example: Directory Appearance
Carter Wm H  1230 Main...…………..214 241-1551

  If No Answer Call………..............…214 382-2882

When an end-user’s business and residential listed names are identical, the residence listing can be indented under the business listing. 

Example: Directory Appearance:

Carter Wm H  1230 Main...…………..214 241-1551

  Residence 18 Willow Dr..............214 382-2882

When an end-user contracts telephone service for children’s use, the listing should be indented.  

Use a phrase as shown in the Eighth Priority Sequence, i.e., “Children’s Telephone”.  (Note: See Priority Sequence Rules in this guide for more additional phrases.)

Example: Directory Appearance

Johnson John M 34 Fair Oaks ...214 233-5560

  Children’s Telephone..........214 233-1234

Or use the children names (as provided in the General Exchange Tariff for Dual Name Listings).  Note: At the end-user’s request, the indented surname may be different than the straight-line surname.

Example: Directory Appearance:

McGann Sandy  123 Main .214 651-1516

  McGann Paul & Peter ...214 651-2354   
(children's names)

A business professional which is incorporated can indent the residence listing when the individual's name and word “Inc” are combined as in the following example:

Example: Directory Appearance

Carter Wm H Inc rl est 1230 Main.....214 241-1551

  Residence 18 Willow Dr..............….214 382-2882

The number of indents (SI) under a straight-line listing is limited to three.  Listings with four or more indents must be set up as a caption arrangement (CI). 

The indention level of (DOI) of straight-line indents is limited to DOI of 1 and DOI of 2 

Straight-line Indented listings are seldom indented beyond the first degree.   In the following example there is one straight-line indent (SI) "Residence", which has a DOI of 1. 

    Gibson Michael plmbr 18 Fair Oaks St Louis  

713 731-3883

     Residence 12 N Tara St Louis               


713 842-4987

A straight-line listing becomes a "guideline" listing when used with an indent (SI). Guideline information, enclosed in parentheses, for indented listings under a straight-line listing consists of a name, address and telephone number.   Listing instruction codes and designations are not included in the guideline information. The example below shows the directory appearance. 

	Directory Appearance:
	CSR Appearance

Residence Number 214 382-2882

	Carter Wm H Inc rl est 1230 Main.....214 241-1551

  Residence 18 Willow Dr..............….214 382-2882
	LN (CARTER, WM H INC/TN 214 241-1551)

       (1)RESIDENCE

LA 18 WILLOW DR


Caption Indents (CI)

Description

Indented listing arrangements are designed to facilitate use of the directory for end-users, who have more than one telephone number.  Telephone numbers may be grouped together in the White Pages Directory. 

· A caption header and caption indents (CI) make up the caption arrangement. 

· A caption header consists of the end-user's name and designation (if appropriate) with no address or telephone number shown. Two or more caption indents (CI) must be set up in a caption arrangement.

The caption header is referred to as having zero degree of indention (DOI = 0) and/or level of indentation (LVL=0).   Note: On the CSR the degree of indentation (0) is not shown.

The first level of indention under the caption header is referred to as having one degree of indention (DO1 = 1) and/or level of indentation (LVL=1)  Note: On the CSR the degree of indentation is shown as (1).

As the caption gets more definitive, each subordinate level is indented still further to the right and identified with a larger number to a maximum degree of indentation of (7). 

There should be at least two indents at each level (degree of indention); there may be sub-captions listings, or a combination of the two.

Availability/Limitations Caption Indent (CI)

The same basic rules pertaining to straight-line indented listings apply to caption indented (CI) listings. Note: This includes rules pertaining to listed address.
Caption Indents (CI) are shown under a Caption header, to identify the end-user's telephone numbers located at the same or different address only if the TN terminates at each address, or alternate call number listings. 

· Under a caption header the following are acceptable as separate listed names of divisions, branches, departments and subsidiaries or functions of the business.
· Under a caption header the following is not acceptable as a separate listing.  
· Indents that advertise the extent of the business or show variations in the same general line of business, and do not materially aid in the proper directing of calls to the telephone numbers appearing in the caption arrangement, are not allowed.

· Addresses where TN does not terminate.

Personal names of individuals listed under a caption header must be listed first name first followed by the last name:  

Example: 


Continental Casualty Co-


 Tom Abbott 314 Broadway..409 422-6745


 Jas Baldwin 623 McGee....409 842-9388


 Edith Brown 15 & Central.409 421-8543

When an individual name is listed under a business caption listing arrangement (i.e. see Continental Casualty Co in above example), the listing must also appear in its regular alphabetical position in the over-all directory.
The alphabetical positioning in the over-all directory is accomplished with the purchase of a Business Additional Listing (CLT) (AL). This is in the best interest of the end-user and directory users since the listing will be accessible with the individual name as well as the company listing.

Example: (In addition to being listed under Continental Casualty Co-, the end-user is also listed under their own name in  regular alphabetical filing of the directory, "B")

Directory Appearance
Brown Edith gnrl agnt 15 Central Ave…………409 421-8543

       CSR Appearance

CLT 
(A)BROWN; EDITH/DGN GNRL AGNT

Professional degrees or degrees granted by societies or organizations such as MD, CPA, etc. are capitalized automatically in straight line listings and caption headers. However, on the CSR, asterisks are required if degree is shown in any other part of a caption arrangement.  On the DL form the degrees are submitted as they will appear in the directory.   Note: Refer to the Designation and Title List  

Sub-Captions

A sub-caption is a name, descriptive phrase or word used under a caption header, which applies to two or more business listings indented under it.  

· Sub-captions describe either a geographical area or an operation or function of the business.  

· Sub-captions may be used if they facilitate use of the directory

Professional degrees or degrees granted by societies or organizations such as MD, CPA, etc., are capitalized automatically in straight-line listings and caption headers.  However, asterisks are required if degree is shown in any other part of a caption.
Example: Sub-Caption Directory Appearance

Apex Food Stores-                        



(Header-Guideline, LVL=0))

 General Ofcs 2020 Grand

214 744-0900 
(Caption Indent, DOI=1)

 Branch Stores-                             


(Sub-Caption, LVL=1)

  North-                                        


(Sub-Caption, LVL=2)

   825 Elm 



214 622-2445   
(Caption Indent, DOI=3)

  West-                                        



(Sub-Caption, LVL=2)
   6189 Bacon



214 762-6448    
(Caption Indent, DOI=3)

Note: For LSR entries, CSR entries see Order Examples/Exhibits.
Alternate Call Listings as Straight-line Indent (SI) and Caption Indents (CI)

CSR FID:
FNA

LSOR Field:
LTXTY = AC

Alternate listings are designed to direct calls to one or more alternate telephone numbers when calls to an EU's telephone are subject to "no answer" during certain hours or under certain conditions.

· The telephone number used in an alternate listing may be either a listed residence or a business number and may be another number of the EU or the number of another EU.  If the number of another EU is used, that EU must concur in its use.

· A directive note is provided with each alternate listing.  Normally if only one alternate number is used, this directive note becomes the alternate listing.  Standard Phrase for Alternate Call Listing is "If No Answer Call".  The listed address is omitted. 

Example: Directory Appearance of a Straight-line indent

Acme Detective Agcy 1010 Main…………817 622-2234

 If No Answer Call………………………817 363-8729

Example: Directory Appearance of a Caption indent

Acme Detective Agcy-

 1010 Main………………………………………………………..817 622-2234

 9999 Elm.………………………………………………………..817 622-9999

 If No Answer Call…………………………………817 363-8729

When EU requests residence listing to be indented under business listing, but the listed names in each are not identical and would not be alphabetized together in the directory, arrange for residence indent to be ordered as an alternate call listing. 
Example: Directory Appearance of a Straight-line indent

Acme Detective Agcy 1010 Main ……….….817 622-2234

 Martini Cari ….. ……………………………817 363-8729 

Note: The residence listing is classified as an alternate call number listing since it provides another telephone number that can be called when there is no answer at the business telephone number. Alternate call indents require the listed address to be omitted (ADI = O)

Prior Level Status (PLS)

Identifies whether the level is new or is a recap of an existing indent, caption header, or caption sub-header supplied to define placement within the caption set.

Prior Level Status New (PLS=N)

CSR: On a service order to establish a caption header, the listing is not enclosed in parentheses and is followed by "--" (two dashes). The caption header consists of the listed name, titles and designation (if present)

LSR: On a LSR to establish a caption header or sub-caption header, the LVL is ordered as (PLS = N, new)

Prior Level Status Existing (PLS=E)

CSR: Guideline information for a caption header consists of the listed name, titles and designation (if present) and "--" (two dashes) enclosed in parentheses.  

LSR: On a LSR to recap a caption header, sub-caption-header, the LVL is ordered as (PLS = E, existing)

PLS=E is also used when sequence override is needed on a caption indent (DOI). 
Priority Sequence Rules

Description

General rules have been set up for the sequence in which caption and indented listings will appear in the Directory.  These rules, called "Priority Sequence" are applied unless the EU requests a specific arrangement of the listings.  

Listings indented under a straight-line listing or under a caption header will be arranged in order by priority, within each degree of indent and in alphabetical sequence within each priority.  

A "degree of indent" is the number of spaces that a listing is indented. 

Following are the assigned sequence priorities:

	DEGREE
	DESIGNATION
	DESCRIPTION

	1.  First
	Principal Offices
	Indents with a first word of “Executive,” “Gen,” “Gen’l” “General,” “Main,” “Ofc” and “Office”.  

If two or more of the phrases are present the indents are sequenced alphabetically.

	2.  Second 
	--
	is reserved for future use. 

	3.  Third
	Non-Specific Phrases
	Specific first words identified in the other priority sequence definitions.  

If two or more of the phrases are present the indents are sequenced alphabetically as they appear on service request input.

	4.  Fourth 
	Address Indents
	If two or more addresses are present, the indents are sequenced alphabetically by street name, then alphabetically by street directional, numerically by house number, alphabetically by community name (if present), and last, numerically by telephone number.  

Addresses without house numbers are included in this priority.

	5.  Fifth 
	Residences
	Residence indents with a first word of "Res", "Residence" and "Summer".  

If two or more residence indents are present, they are sequenced alphabetically by the address and then numerically by the telephone number.  In cases where the EU has other residence listings, which do not carry the designation "Res", "Residence" and "Summer" the indents will be sequenced according to the first word and will not be included in this priority.

	6.  Sixth 
	Alternate Call Type
	 First word of “After", "Day", "Days", "Emergencies", 

 “Emergency”, "Holiday", Holidays", "If", "Night", 

 "Nights", "Or", "Sunday", "Sundays",

"1:00", "1:15", 

 "1:30","1:45", "10:00", "10:15", "10:30", "10:45",

 "11:00", "11:15", "11:30", "11:45", "12:00",

 "12:15", "12:30", "12:45",  "2:00", "2:15", "2:30",

 "2:45", "3:00", "3:15", "3:30", "3:45", "4:00",

 "4:15", "4:30", "4:45", "5:00", "5:15", "5:30",

 "5:45", "6:00", "6:15", "6:30", "6:45", "7:00",

 "7:15", "7:30", "7:45", "8:00", "8:15", "8:30",

 "8:45", "9:00", "9:15", "9:30", "9:45".  

If two or  more of the phrases are present, the indents are

sequenced alphabetically by the phrase and then

numerically by telephone number.  

The FID "FNA" is usually associated with the alternate call  listings.  However, if an additional listing "CLT" carries a first word that is listed above, it will be assigned a sixth priority.

	7.  Seventh
	Special Phrases 

Listings
	Those indents with first words “No Charge”, “Toll Free” 

and “Mobile.”  

If two or more the phrases are present the indents are sequenced alphabetically.

	8.  Eighth 
	Family Listings
	Those indents with a first word of “Cellular”, “Child”,

 "Child's", "Children's", "Childrens'",  "Childs", "Computer",

 "Daughter's", "Daughters", "Daughters'", "Fac",

 "Facs", "Facsimile", "Family", "Family's", "Fax",

 "Modem", "Pager", "Son's", "Sons", "Sons'",

 "Teen", "Teen's", "Teenager's", "Teenagers",

 "Teenagers'", "Teens".  

If two or more of the phrases are present the indents are sequenced alphabetically.


Priority Sequence Directory Appearance Examples

Proposed Residence Directory Appearance Example:

Long Allen B 1 S Memorial ………….. 817 621-1221
 

 Teenager's Number…………………… 817 534-5001                       ("Teenager's" is Eighth Priority) 

 Country Home 1223 Hillcrest Rd…….. 817 534-3555                 ("Country" is Third Priority) 

Proposed Business Directory Appearance Example:

Fisher Insurance Co  612 Olive 75890……..806 241-5653

 Fax ………………………………………...806 241-1025
            ("Fax" is Eighth Priority)

 Claims……………………………………..806 241-7889
            ("Claims" is Third Priority)

Note: For LSR entries, CSR entries see Order Examples/Exhibits.
Sequence Override (SO)/Positioning Instruction (PRE/FOL)

Alias
Positioning Instructions, out of sequence instructions

	CSR

Listing Instruction Codes

(Use of PRE/FOL)
	LSOR Field

SO - Sequence Override

Valid Entries

	PRE
	F = File First

	FOL
	A = File After

	--
	L = File Last  (not used by AT&T)


Description

Should an EU request that a Straight-line Indented (SI) or Caption Indent (CI) be shown out of the assigned priority sequence or out of sequence within the assigned priority group, that listing will require positioning information (aka sequence override).  The listing instruction codes (PRE) and (FOL) are applied to the service order to identify out-of-sequence indented listings.  On the LSR the SO field is populated with (A) or (F) to identify out-of-sequence indented listings. 

Availability/Limitations

Positioning information is required only on the indents that are to appear out of sequence.  It is not necessary to include positioning information on all indents that follow the out-of-sequence listing.
"(PRE)" identifies the listing that is to appear as the first indent and out of priority sequence.  

· CSR Rule: "(PRE)" is entered on the service request preceding the indented listing being inserted.  However, if the listing is an address indent, "(PRE)" appears on a separate line above the "LA" entry. 
· LSR Rule: "(SO=F)" is entered on the LSR.  

"(FOL)"identifies any indent other than the first that is to appear out of sequence.  

· CSR Rule: A service request entry of (FOL) requires a recap of the indent to be followed.  The recap will appear on a separate line or lines above the listing to be inserted.
· LSR Rule: A LSR request entry of SO=A requires a recap of the indent to be followed (FAINFO, FATN). 

(PRE) and (FOL) indents are placed within the designated indent level on a "last in, first on top" basis.  This allows the current service order activity to override the existing structure so that service order activity is not necessary on existing listings.

Example

Directory Appearance of a Straight line listing with Straight-line Indents that are out of sequence.

Thomas Robt L MD 3600 Center .…..817 621-2660

  Fax……………………………………817 533-2233 

(PRE) (SO=F)

  Residence 4619 Clay ………….…..817 364-0927

  Office…………………………………817 621-6600

(FOL) (SO=A)

Note: "Fax" is assigned priority 8 and "Residence is assigned priority 5.  Listing instruction code "(PRE)" sequences the "Fax" listing as the first indent.  Since "Office" is assigned priority 3, then listing instruction code "(FOL)" is necessary to sequence this listing after "Residence."

Directory Appearance of a Straight line listing with Straight-line Indents in sequence based on alphabetizing rules.

Thomas Robt L MD 3600 Center .…..817 621-2660

   Office…………………………………817 621-6600

   Residence 4619 Clay ………….…..817 364-0927

   Fax……………………………………817 533-2233 

Note: For LSR entries, CSR entries see Order Examples/Exhibits.
Alphabetizing Rules

Listings are arranged in alphabetical sequence within each degree of indention according to established priorities.   There are exceptions to the alphabetizing rules as follows:

Alphabetizing a Sub-Cap Address Indent

When an indented address is used as a sub-cap, the indent will alphabetize as if the numerals are spelled in full.  
For example, in the listing shown below, the Sub-cap, 4252 S Broadway, will alphabetize as Four Two Five Two S Broadway and files before Store Information.  Note: 4252 is treated as text. 

Wilson Drug Stores-

 4252 S Broadway-                    (files as Four)

 Store Information……….817 832-4990

 Prescriptions Only………817 832-4995

Alphabetizing Address Indents

Address indents in the LA will alphabetize by street name, then by directional.  

Pizzaria-

 1823 E Abram........................214 560-6581

 3033 Cockrell....................…...214 926-4117

 3220 Denton Hwy ..............…..214 834-1701

Alphabetizing Identical Indents With Numbers

Identical indents containing single numbers, such as Store 1, Store 2, Store 3, will appear in numerical order.  However, when establishing indents containing multiple numbers, such as Store 11, Store 12, Store 21, positioning instructions must be used.  For example:
Without Positioning Instructions/Sequence Override

Apex Food Stores-

 Store 1  801 Kingshighway…...........214 739-0127

 Store 11  512 Jackson Rd........  214 831-1238

 Store 2   917 Adrian Pkwy......... 214 248-6794

 Store 21 1501 Nelson Av.......   214 997-8263

 Store 3   711 Wilson........     214 389-9762

With Positioning Instructions/Sequence Override

Apex Food Stores-

 Store 1  801 Kingshighway. …….214 739-0127

 Store 2  917 Adrian Pkwy…….…. 214 248-6794

 Store 3  711 Wilson………….…     214 389-9762

 Store 11  512 Jackson Rd………...214 831-1238

 Store 21  1501 Nelson Av…….…. 214 997-8263

Note: For LSR entries and CSR entries see Order Examples/Exhibits

Alphabetizing Important Ordering Rules

When the positioning instructions change, the listing must be removed with the existing instructions appearing on the business office record and added with the positioning instructions. 
Example:  On a telephone number change, the listing is recapped on the service request.  However, if the straight-line indent or caption arrangement has changed and the positioning information on the account is no longer appropriate, the order entries must reflect the corrected information.

	Directory Appearance From


	Directory Appearance To



	Pick N Save pltry-

  7710 Ivory …..…………314 631-7799

  60 Produce Row………...314 421-7333 


	Pick N Save pltry-

  8514 Wager Rd…………314-862-8038

  60 Produce Row………...314 421-7333


When the existing listing carries positioning instructions, but will now be in proper sequence, it is not necessary to carry positioning instructions on the ILN.  

	Directory Appearance From


	Directory Appearance To



	Pick N Save pltry

  7710 Ivory ……………..314 631-7799

  60 Produce Row………...314 421-7333 


	Pick N Save pltry

  60 Produce Row………...314 421-7333


If the existing listing appears in assigned priority sequence and is changed to appear out of assigned priority sequence, the Listed Name (LN) on the service order is shown "Out" and "In" with appropriate positioning information.  
	Directory Appearance From


	Directory Appearance To



	Pick N Save pltry

  60 Produce Row………...314 421-7333

  8514 Wager Rd…………314 862-8038


	Pick N Save pltry

  8514 Wager Rd…………314-862-8038

  60 Produce Row………...314 421-7333


For additional ordering examples, see Alphabetizing Positioning Examples section of this guidebook. 

LTXTY (Listing Text Type)

The LSOR field, LTXTY, identifies the type of the associated text that appears in the directory to assist the end user in locating telephone numbers.

	LTXTY
	LTEXT

	AC = Alternate Call
	If No Answer

	CR = Cross reference
	See Hospitals

	ITX = Indent Text
	Downtown Office

	LOI = Line of information
	Call 24 hours

	TNR = TN Text Right
	Telephone Number Phrase (i. e., Dallas Telephone Number)

	ADR = Address only indent
	Not applicable. Use the Listed Address fields


Order Examples/Exhibits

 #1: Straight-line Indent (SI) with "Children's Telephone" as Listed Phrase

When an end-user contracts telephone service for children’s use, it is recommended that the listing be indented.  

Use a phrase as shown in the Eighth Priority Sequence, i.e., “Children’s Telephone”. 

	CSR Appearance - 

Children’s Telephone Number 

214 233-1234
	Directory Appearance
	LSOR Appearance

	LN (JOHNSON, JOHN M/TN 214 233-5560)

       (1)CHILDREN’S TELEPHONE

LA (OAD)

SA 34 FAIR OAKS
	Johnson John M 34 Fair Oaks ..214 233-5560

  Children’s Telephone.......214 233-1234


	LTN = 2142331234

RTY= LML

LNLN = Johnson 
LNFN = John M
STYC = SI

DOI = 1

LTXTY = ITX

LTEXT = Children’s Telephone

ADI= O
LVL = 0

PLS = E

PLTN= 2142335560




 #2: Straight-line Indent (SI) with Children's names (Surname same on Straight-line) 

When an end-user contracts telephone service for children’s use, the listing should be indented. 

Commas or listing instruction codes of (DNL) / (ADNL) is not permitted in the indented text.  
Examples:

	CSR Appearance

Children’s Telephone Number

 651-2354
	Directory Appearance


	LSOR Appearance

	LN (MC*GANN, SANDY/TN 214 651-1516)

       (1)MC*GANN PAUL & PETER

LA (OAD)

SA 123 MAIN
	McGann Sandy  123 Main .214 651-1516

  McGann Paul & Peter ...214 651-2354     (children's names)
	LTN = 2146512354

RTY= LML

LNLN = McGann
LNFN = Sandy
STYC = SI

DOI = 1

LTXTY = ITX

LTEXT = McGann Paul & Peter

ADI = O
LVL = 0

PLS = E

PLTN= 2146511516




#3: Straight-line Indent (SI) with Children's names (Surname Different on Straight-line)
The children names may be used as provided in the General Exchange Tariff for Dual Name Listings.  Note: At the end-user’s request, the indented surname may be different than the straight-line surname.

	CSR Appearance

Children’s Telephone Number

214 651-2354
	Directory Appearance
	LSOR Appearance

	LN (MC*GANN, SANDY/TN 214 651-1516)

       (1)BAKER TOM & COLIN 

LA (OAD)

SA 123 MAIN


	McGann Sandy  123 Main..214 651-1516

   Baker Tom & Colin..……214 651-2354 
 (note: Children's names are Tom & Colin)


	LTN = 2146512354

RTY= LML

LNLN = McGann
LNFN = Sandy
STYC = SI

DOI = 1

LTXTY = ITX

LTEXT = Baker Tom & Colin

ADI = O
LVL = 0

PLS = E

PLTN= 2146511516




#4: Straight-line Indent (SI) with Children's names (Surname Different on Straight-line), Plus Additional Listing

If the end-user requests the indented information to appear in its own alphabetical location of the White Pages Directory and Directory Assistance, an additional Residence Listing (AL) RLT must be purchased.

	CSR Appearance

Children’s Telephone Number

651-2354
	Directory Appearance


	LSOR Appearance

	LN (MC*GANN, SANDY/TN 214 651-1516)

       (1) BAKER TOM & COLIN 

LA (OAD)

SA 123 MAIN

RLT(A)BAKER, TOM & COLIN
	McGann Sandy  123 Main..214 651-1516

   Baker Tom & Colin..……214 651-2354

      (Children's names)

Directory Appearance in the “B” Residence Section 

Baker Tom & Colin.........214 651-2354

Note: this additional listing may have the dual name indicator
	LTN = 2146512354

RTY= LML

LNLN = McGann
LNFN = Sandy
STYC = SI

DOI = 1

LTXTY = ITX

LTEXT = Baker Tom & Colin

ADI = O
LVL = 0

PLS = E

PLTN= 2146511516

DL #2

LTN = 2146512354

STYC = SL

ALI = A

RTY= LAL

DLNM= Y

LNLN = Baker 

LNFN = Tom & Colin
ADI = O



#5: Caption Indents - Business

Directory Appearance Requested

Continental Casualty Co-   

   Tom Abbott gen agnt 314   Broadway
……214 422-4410

   Jas Baldwin gen agnt 615   Olive

……214 373-5668
   Brown Edw & Co gen agnt  520 S 10

....214 234-3600

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Basic Caption Indents


	TN  214 422-4410

LN   (CONTINENTAL; CASUALTY 

        CO--)

        (1)TOM 

            ABBOTT 

        *GEN *AGNT  
LA    314 BROADWAY/DZIP NONE


	Continental Casualty Co-

  Tom Abbott gen agnt 

         314    Broadway…214 422-4410
	RTY= LML

LNLN Continental

LNFN Casualty Co

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Tom Abbottgen agnt

LA++= 314 Broadway

LVL = 0

PLS = N

	Basic Caption Indents
	TN    214 373-5668

LN    (CONTINENTAL;CASUALTY

         CO--)

         (1)JAS 

         BALDWIN *
         GEN AGNT *

LA     615 OLIVE/DZIP NONE


	Continental Casualty Co-

  Jas Baldwin gen agnt 

        615 Olive………….214 373-5668


	RTY=LML

LNLN Continental

LNFN Casualty Co

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Jas Baldwingen agnt

LA++= 615 Olive

LVL = 0

PLS = E

	Basic Caption Indents
	TN    214 234-3600

LN    (CONTINENTAL; CASUALTY

         CO--)

         (1)BROWN; EDW & CO

LA     520 S 10/DZIP NONE  


	Continental Casualty Co-   

  Brown Edw & Co gen agnt

                520 S 10……..214 234-3600


	RTY=LML

LNLN Continental

LNFN Casualty Co

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Brown Edw & Co 

LA++=520 S 10

LVL = 0

PLS = E


#6: Alternate Call Indent (Residence Surname under Business Straight-line)

When EU requests residence listing to be indented under business listing, but the listed names in each are not identical and would not be alphabetized together in the directory, arrange for residence indent to be ordered as a-business class, alternate call, indented listing. 

Alternate call indents require the listed address to be omitted (ADI = O)

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Business FNA Listing with Residence Surname
	TN 817 622-2234 (business svc)

FNA  (A)(ACME; DETECTIVE

         AGCY/TN 817 622-2234)               

         (1)MARTINI CARI   

         /LA (OAD) 

         /TN 817 363-8729
	Acme Detective Agcy 1010 Main …………………….….817 622-2234

  Martini Cari  ………817 363-8729 
	ATN = 8176222234

TOS = 1

TOA = B

LTN = 8173638729

RTY=LAL

LNLN = Acme

LNFN = Detective Agcy

STYC = SI

DOI = 1

ADI = O

LTXTY = AC

LTEXT = Martini Cari 

LVL= 0 

PLS= E

PLTN = 8176222234


Note: The residence listing is classified as a business class alternate call number listing since it provides another telephone number that can be called when there is no answer at the business telephone number.

#7: Alternate Call Indent (use "If No Answer Call" phrase Under Business Straight-line)

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Business FNA listing a  Residence alternate call TN 
	TN 817 622-2234 (business svc)

FNA  (A)(ACME; DETECTIVE

         AGCY/TN 817 622-2234)               

         (1)IF NO ANSWER CALL

        /LA (OAD)

        /TN 817 363-8729
	Acme Detective Agcy 1010 Main ………………….….817 622-2234

  If No Answer Call…817 363-8729 
	ATN = 817 622-2234

LTN = 817 363-8729

RTY= LAL

LNLN = Acme

LNFN = Detective Agcy

STYC = SI

DOI = 1

ADI = O

LTXTY = AC

LTEXT =If No Answer Call 

LVL= 0 

PLS= E

PLTN = 8176222234




Note: The residence listing is classified as a business class alternate call number listing since it provides another telephone number that can be called when there is no answer at the business telephone number.

Multiple Straight-line Indents (SI) under Straight-line Listing using Positioning Instructions       
Directory Appearance of Straight line with Straight-line Indents out of sequence

Thomas Robt L MD 3600 Center .…..817 621-2660

 Fax…………………………………………………………………..817 533-2233   (file first (PRE), (SO=F)

 Residence 4619 Clay ……………..   817 364-0927  (file after (FOL), (SO=A)

 Office……………………………..           817 621-6600

Note: Since "Fax" is assigned priority 8 and "Residence is assigned priority 5, listing instruction code "(PRE)" sequences the "Fax" listing as the first indent.  And "Office" is assigned priority 3, therefore, listing instruction code "(FOL)" is necessary to sequence this listing after "Residence."

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Straight-line 

(Header)
	TN 817 621-2660

LN     THOMAS,ROBT L

          /DGN MD 

LA     3600 CENTER

         /DZIP NONE
	Thomas Robt L MD 3600 Center

……..…..……………….817 621-2660

	LTN = 8176212660

RTY = LML

STYC C= SL

LNLN Thomas

LNFN Robt L 

DGN = MD

LA++ = 3600 Center

	Use of PRE

On Straight-line Indent
	TN 817 533-2233

LN  (THOMAS,ROBT L

       /DGN MD/TN 817 621-2660)       

      (PRE)(1)FAX

      /TN 817 533-2233

LA  (OAD)

       /DZIP NONE


	Thomas Robt L MD 3600 Center

……..…..……………..  817 621-2660

 Fax…………………….817 533-2233 

 
	LTN = 8175332233

RTY = LML

STYC C= SI

LNLN Thomas 

LNFN Robt L

DGN = MD

DOI = 1

LTXTY = ITX

LTEXT = Fax 

ADI= O

LVL = 0 

PLS = E

PLTN = 8176212660

LVL = 1

SO = F



	Use of FOL

On Straight-line Indent
	TN 817 364-0927

LN   (THOMAS,ROBT L

        /DGN MD/TN 817 621-2660)

       (1)RESIDENCE

       /TN 817 364-0927

       LA  4619 CLAY

   
	Thomas Robt L MD 3600 Center

………………………. 817 621-2660

 Residence 4619 Clay ..817 364-0927

 
	LTN = 8173640927

RTY = LML

STYC C= SI

LNLN Thomas

LNFN Robt L

DOI  = 1

LTXTY = ITX

LTEXT = Office

LA++ = 4619 Clay

LVL = 0

PLS = E

PLTN = 8176212660

	Use of FOL

On Straight-line Indent
	TN 817 621-6600

LN   (THOMAS,ROBT L

        /DGN MD/TN 817 621-2660)

       (FOL)(1)(RESIDENCE

       /TN 817 364-0927)

       (1)OFFICE

       /TN 817 621-6600
LA   (OAD)

   
	Thomas Robt L MD 3600 Center

……..…..……………..  817 621-2660

 Residence….. 817 364-0927

 Office………………….817 621-6600
	LTN = 8176216600

RTY = LML

STYC C= SI

LNLN Thomas

LNFN Robt L

DOI  = 1

LTXTY = ITX

LTEXT = Office

ADI= O

LVL = 0

PLS = E

PLTN = 8176212660

LVL = 1

SO = A

FAINFO = Residence

FATN = 8173640927


#8: Caption Indent (Address Indent) with Positioning Info (PRE) to New Caption Header

Directory Appearance of Caption Arrangement with address indent as PRE (list first), SO=F

Famous-Barr Co-

  1528 Rathford Dr 63010………….214 567-9800   

Note. CSR rule: "(PRE)" is entered on the service request preceding the indented listing being inserted.  However, if the listing is an address indent, (PRE) appears on a separate line above the "LA" entry. 

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Use of PRE on Address Indent
	TN 214 567-9800

LN  FAMOUS;-BARR CO--

   (PRE) 

LA  (1)1528 RATHFORD

       DR/DZIP 63010 


	Famous-Barr Co-

 1528 Rathford Dr 63010..214 567-9800


	RTY = LML

STYC = CI

LNLN = Famous-Barr

LNFN = Co

PLA = Famousbarr Co 

DOI = 1

LTXTY = ADR

LA++ = 1528 Rathford Dr 63010

LVL = 0

PLS= N

LVL = 1

SO = F


#9: Alphabetizing a Sub-Cap Address Indent (CI)

When an indented address is used as a sub-cap, the indent will alphabetize as if the numerals are spelled in full.  

For example, in the listing shown below, the Sub-cap, 4252 S. Broadway, will alphabetize as Four Two Five Two S. Broadway and file before Store Information.  4252 is treated as text. 

Wilson Drug Stores-

 4252 S Broadway-                       (Sub-cap address indent)

  Store Information……….817 832-4990    (File First) (PRE, SO=F)  Prescriptions Only………817 832-4995

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Establish Header & Sub-caption as an Address, and Caption Indent


	LN    WILSON; DRUG STORES--

    (1)4252 S BROADWAY--

    (PRE)(2)STORE

    INFORMATION

LA     (OAD)

SA     4252 S BROADWAY
	Wilson Drug Stores-

   4252 S Broadway-

     Store Information..817 832-4990

 
	LNLN  Wilson

LNFN   Drug Stores

STYC = CI

DOI = 2

LTXTY = ITX

LTEXT = Store Information

ADI = O

LVL = 0

PLS = N

LVL = 1

PLS = N

PLINFO = 4252 S Broadway

LVL = 2

SO = F

	Add Caption Indent below Sub-caption: Indented Address 


	LN   (WILSON; DRUG STORES--)_

 (1)(4252 S BROADWAY--)

 (2)PRESCRIPTION 

          ONLYLA     (OAD)

SA     4252 S BROADWAY
	Wilson Drug Stores-

  4252 S Broadway-

    Prescriptions Only.817 832-4995
	LNLN  Wilson

LNFN   Drug Stores

STYC = CI

DOI = 2

LTXTY = ITX

LTEXT = Prescriptions Only

ADI = O 

LVL = 0

PLS = E

LVL = 1

PLS = E

PLINFO = 4252 S Broadway


#10: Alphabetizing Address Indents

Override the normal alphabetizing of the Listed Address indents 

Pizzaria-

 3033 Cockrell……214 926-4117       (file first), (PRE), (SO=F)

 3220 Denton Hwy .214 834-1701     (file after), (FOL), (SO=A)
 1823 E Abram ……214 560-6581

Note:  Two orders require positioning instructions. 

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	(Establishing first indent. 

 including  positioning instructions)


	TN 214 926-4117

LN        PIZZARIA--

             (PRE)

LA        (1)3033 COCKRELL

             /DZIP NONE


	Pizzaria-

 3033 Cockrell……214 926-4117.


	LTN = 2149264117

LNLN = Pizzaria

STYC = CI

DOI=1

LANO=3033

LASN= Cockrell

LTXTY = ADR

LVL= 0

PLS=N

LVL=1

SO = F

	(Establishing 2nd indent

 including positioning instructions.)
	TN 214 834-1701

LN (PIZZARIA--)

    LA (FOL)(1)3220 DENTON HWY/DZIP NONE
	Pizzaria-

  3220 Denton Hwy .214 834-1701  
	LTN=2148341701

LNLN = Pizzaria

STYC = CI

DO1=1

LANO=3220

LASN=Denton 

LVL = 0

PLS = E

LVL = 1

SO = A

	(Establishing 3rd indent. 

 Positioning instructions are not necessary)
	TN 214 560-6581

LN   (PIZZARIA--)

LA   (1)1823 E ABRAM
        /DZIP NONE



	Pizzaria-

  1823 E Abram ……214 560-6581
	LNLN = Pizzaria

STYC = CI

DOI = 1

LASD = E

LANO = Abram

LVL=0

PLS = E


#11: Alphabetizing Identical Indents with Numbers-Without Positioning Instructions

Identical indents containing single and double numbers, such as Store 1, Store 11, Store 2, will appear in numerical order by the first number (i.e., 1, 11, 2, 21, 3).  

Apex Food Stores-

   Store 1  801 Kingshighway….....214 739-0127

   Store 11  512 Jackson Rd……….214 831-1238

   Store 2   917 Adrian Pkwy……..214 248-6794

   Store 21 1501 Nelson Av….……214 997-8263

   Store 3   711 Wilson…………….214 389-9762

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Establishing Caption header and Store 1 indent


	TN 214 739-0127

LN  APEX; FOOD STORES-

       (1)STORE 1

LA  801 KINGSHIGHWAY

       /DZIP NONE


	Apex Food Stores-

 Store 1 801 Kingshighway
 ………………………....214 739-0127

	LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 1

LANO= 801

LASN = Kingshighway

LVL= 0

PLS = N

	Establishing Store 11 indent
	TN 214 831-1238

LN   (APEX; FOOD STORES--)

         (1)STORE 11

LA    512 JACKSON RD

         /DZIP NONE
	Apex Food Stores-

  Store 11 512 Jackson Rd
……………………..…..214 831-1238


	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 11

LAN0= 512

LASN= Jackson

LATH= Rd

LVL = 0

PLS = E

	Establishing Store 2 indent
	TN 214 248-6794

LN  (APEX; FOOD STORES--) 

       (1)STORE 2

LA  917 ADRIAN PKWY

       /DZIP NONE


	Apex Food Stores-

  Store 2 917 Adrian Pkwy
………………………..….214 248-6794


	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 2

LANO = 917

LASN = Adrian

LATH = Pkwy

LVL = 0

PLS = E

	Establishing Store 21 indent
	TN 214 997-8263

LN (APEX; FOOD STORES--)

      (1)STORE 21

LA 1501 NELSON AV

      /DZIP NONE



	Apex Food Stores-

  Store 21 1501 Nelson Av
……………………..….214 997-8263


	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 21

LANO = 1501

LASN = Nelson

LATH = Av

LVL = 0

PLS = E

	Establishing Store 3 indent
	TN 214 389-9762

LN  (APEX; FOOD STORES--)

       (1)STORE 3

LA  711 WILSON

       /DZIP NONE
	Apex Food Stores-

 Store 3 711 Wilson
…………………………  214 389-9762


	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 3

LANO = 711 

LASN = Wilson

LVL = 0

PLS = E


#12: Alphabetizing Identical Indents With Numbers – Include Positioning Instructions

Identical indents containing single numbers, such as Store 1, Store 2, Store 3, will appear in numerical order.  

However, when establishing indents containing multiple numbers, such as Store 11, Store 12, Store 21, positioning instructions must be used.  For example: 

Apex Food Stores-

 Store 1 801 Kingshighway..214 739-0127

 Store 2 917 Adrian Pkwy…214 248-6794    (follow instructions, FOL, SO=A)

 Store 3 711 Wilson………  214 389-9762      (follow instructions, FOL, SO=A)

 Store 11 512 Jackson Rd…..214 831-1238

 Store 21 1501 Nelson Av….214 997-8263

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE


	Establishing Store 1 caption & indent.


	TN 214 739-0127

LN  APEX; FOOD STORES-

       (1)STORE 1

LA  801 KINGSHIGHWAY

       /DZIP NONE

(Instruction codes are not necessary for this listing.  It will automatically file first)
	Apex Food Stores-

 Store 1 801 Kingshighway
………………………...214 739-0127
 
	LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 1

LANO= 801

LASN = Kingshighway

LVL= 0

PLS = N

	Establishing Store 2 indent
With instruction codes.


	TN 214 248-6794

LN  (APEX; FOOD STORES--) 

       (FOL)(1)(STORE 1)

       (1)STORE 2

LA  917 ADRIAN PKWY

       /DZIP NONE

(Instruction codes are necessary because this is the first listing out of sequence)
	Apex Food Stores-

  Store 1…………………….214 739-0127

  Store 2 917 Adrian Pkwy
……………………….…214 248-6794


	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 2

LANO = 917

LASN = Adrian

LATH = Pkwy

LVL = 0

PLS = E

LVL = 1

S0 = A

FAINFO = Store 1

FATN = 2147390127

	Establishing Store 3 indent
With instruction codes. 


	TN 214 389-9762

LN  (APEX; FOOD STORES--)

       (FOL)(1)(STORE 2) 

       (1)STORE 3

LA  711 WILSON

       /DZIP NONE

(Instruction codes are necessary because this is the second listing out of sequence)


	Apex Food Stores-

  Store 2…………………….214 248-6794

  Store 3 711 Wilson
………………..………  214 389-9762


	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 3

LANO = 711 

LASN = Wilson

LVL = 0

PLS = E

LVL = 1

SO = A

FAINFO=Store 2

FATN 2142486794

	Establishing Store 11 


	TN 214 831-1238

LN   (APEX; FOOD STORES--)

         (1)STORE 11

LA    512 JACKSON RD

         /DZIP NONE

(Instruction codes are not necessary for this listing.  It will automatically file after Store 3.)
	Apex Food Stores-

  Store 11 512 Jackson Rd
……………………..…..214 831-1238

 
	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 11

LAN0= 512

LASN= Jackson

LATH= Rd

LVL = 0

PLS = E

	Establishing Store 21


	TN 214 997-8263

LN (APEX; FOOD STORES--)

      (1)STORE 21

LA 1501 NELSON AV

      /DZIP NONE

(Instruction codes are not necessary for this listing. It will automatically file after Store 11)
	Apex Food Stores-

 Store 21 1501 Nelson Av
………………………….214 997-8263


	Separate DL page:

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = Store 21

LANO = 1501

LASN = Nelson

LATH = Av

LVL = 0

PLS = E


#13: Alphabetizing Positioning Examples: Change Follow After Information (FOL), (SO=A) 

When the positioning instructions change, the listing must be removed with the existing instructions appearing on the business office record and added with the positioning instructions.  

Example:  On a telephone number change, the listing is recapped on the service request.  However, if the caption arrangement has changed and the positioning information on the account is no longer appropriate, the order entries must reflect the corrected information.

Note: When LACT is O or D, the minimal entries required are LNLN, LTY, STYC RTY, LTN and ALI if RTY is not LML.

	SERVICE ORDER APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	TN  314 421-7333

ILN     (PICK; N SAVE/DGN PLTRY--)

          (FOL)(1)(8514 WAGER RD

          /TN 314 862-8038)

LA     (1)60 PRODUCE ROW

Outward action of LN is shown on service order to remove existing listing to be replaced.

OLN   (PICK; N SAVE/DGN PLTRY--)

            (FOL)(1)(7710 IVORY

            /TN 314 631-7799)


	From
Pick N Save pltry

  7710 Ivory …..…………314 631-7799

  60 Produce Row………...314 421-7333 

To
Pick N Save pltry

  8514 Wager Rd…………314-862-8038

  60 Produce Row………...314 421-7333
	DL #1

LACT=O

LTN=3144217333

RTY = LML

LTY= 1

STYC = CI

LNLN=Pick

LNFN=N Save

DES=pltry

DOI=1

LA ++= 60 Produce Row

LVL=0

PLS=E

LVL=1

SO=A

FAINFO=7710 Ivory 

FATN= 3146317799

DL #2

LTN=3144217333

LACT=I

LNLN=Pick

LNFN=N Save

DES=pltry

DOI=1

LA++ = 60 Produce Row

LVL=0

PLS=E

LVL=1

SO=A

FAINFO=8514 Wager Rd

FATN= 3148628038


#14: Alphabetizing Positioning Examples - Remove Follow After information (FOL), (SO=A)

When the existing listing carries positioning instructions, but will now be in proper sequence, it is not necessary to carry positioning instructions on the ILN.  

Note: When LACT is O or D, the minimal entries required are LNLN, LTY, STYC RTY, LTN and ALI if RTY is not LML.

	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	TN  314 421-7333

ILN     (PICK; N SAVE/DGN PLTRY--)

LA     (1)60 PRODUCE ROW

Outward action of LN is shown on service order to remove existing listing to be replaced.

OLN   (PICK; N SAVE/DGN PLTRY--)

            (FOL)(1)(7710 IVORY/TN 631-7799)


	From
Pick N Save pltry

  7710 Ivory ……………..314 631-7799

  60 Produce Row………...314 421-7333
To
Pick N Save pltry

  60 Produce Row………...314 421-7333
	DL #1

LTN=3144217333

LACT=O

LTY = 1

RTY = LML

STYC =CI

LNLN=Pick

LNFN=N Save

DES=pltry

DOI=1

LA ++= 60 Produce Row

LVL=0

PLS=E

LVL=1

SO=A

FAINFO=7710 Ivory 

FATN=6317799

DL #2

LTN=3144217333

LACT=I

LNLN= Pick

LNFN= N Save

DES= pltry

DOI=1

LA++ = 60 Produce Row

LVL= 0

PLS= E


#15: Alphabetizing Positioning Examples - Add File First Information (PRE), (SO=F) 

If the existing listing appears in assigned priority sequence and is changed to appear out of assigned priority sequence, the Listed Name (LN) on the service order is shown "Out" and "In" with appropriate positioning information.    

Note: When LACT is O or D, the minimal entries required are LNLN, LTY, STYC RTY, LTN and ALI if RTY is not LML.

	SERVICE ORDER APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	TN  314 421-7333

ILN     (PICK; N SAVE/DGN PLTRY--)

          (PRE)(1)(8514 WAGER RD/TN 862-8038)

LA     (1)60 PRODUCE ROW

Outward action of LN is shown on service order to remove existing listing to be replaced.

OLN   (PICK; N SAVE/DGN PLTRY--)

           (1)60 PRODUCE ROW


	FROM
Pick N Save pltry

  60 Produce Row………...314 421-7333

  8514 Wager Rd…………314 862-8038
TO
Pick N Save pltry

  8514 Wager Rd…………314-862-8038

  60 Produce Row………...314 421-7333
	DL #1

LTN=3144217333

LACT=O

LTY = 1

RTY = LML

STYC = CI

LNLN=Pick

LNFN=N Save

DES= pltry

DOI=1

LA ++= 60 Produce Row

LVL=0

PLS=E

DL #2

LTN=3144217333

LACT=I

LNLN=Pick

LNFN=N Save

DES=pltry

DOI=1

LA++ = 60 Produce Row

LVL=0

PLS=E

LVL=1

SO=F

FAINFO= 8514 Wager Rd

FATN= 3148628038


#16: Caption Indents - Business (New Caption Arrangement)

Basic Caption 

Wilson Ray W Ofc--

  Claims Ofc 17 S Main 76910 ………………..…817 621-1188

  Insurance Ofc  17 S Main 76910 …………….817 621-3400

  Sales Ofc  1200 Spruce 76921 ……….………817 621-2222

Note: Indents are in Alpha order

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Establishing Caption header and first indent listing
	TN 817 621-1188

LN      WILSON; RAY W

            /DGN OFC--

            (1)CLAIMS OFC

LA      17 S MAIN

            /DZIP 76910


	Wilson Ray W Ofc--

  Claims Ofc 17 S Main 76910

  ………………………..….817 621-1188


	LNLN = Wilson

LNFN = Ray W

STYC = CI

DES = Ofc

DOI = 1

LTXTY = ITX

LTEXT = Claims Ofc

LA++= 17 S Main 76910

LVL = 0

PLS= N 

	Establishing subsequent indents
	TN  817 621-3400

LN      (WILSON; RAY W

           /DGN OFC --)

           (1)INSURANCE OFC
LA     17 S MAIN
           /DZIP 76910


	 Wilson Ray W Ofc-

  Insurance Ofc  17 S Main 76910

…………………………….817 621-3400


	LNLN = Wilson

LNFN = Ray W

STYC = CI

DOI = 1 

LTXTY = ITX

LTEXT = Insurance Ofc

LA++= 17 S Main 76910

LVL - 0

PLS = E

	
	TN  817 621-2222

LN      (WILSON; RAY W

           /DGN OFC --)

           (1)SALES OFC

LA      1200 SPRUCE
           /DZIP 76921


	Wilson Ray W Ofc-

 Sales Ofc  1200 Spruce 76921

…………………………….817 621-2222
	LNLN = Wilson 

LNFN = Ray W

STYC = CI     

DOI  =1

LTXTY = ITX

LTEXT Sales Ofc

LA++=1200 Spruce 76921

LVL = 0

PLS = E


#17: Straight-line (SL) Business with Straight-line Indents (SI) - Residence

Basic Straight-line followed by Straight-line Indent Directory Appearance 

William Geo C atty .……………..817 622-2242

   Residence  5927 Pershing……817 649-9876

   Fax………………………………817 654-9900

	TYPE OF LISTING
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Basic Indent

Establishing Straight Line Listing

 (Business)
	TN 817 622-2242

LN    WILLIAM; GEO C

         /DGN ATTY

LA   (OAD)

SA   5927 PERSHING

        /DZIP NONE
	William Geo C atty
……………………….……817 622-2242

 
	LNLN = William

LNFN =Geo C

ADI = O

DES = atty 

STYC = SL



	Establishing  first straight-line indent listing
	TN 817 649-9876              

LN   (WILLIAM; GEO C

        /DGN ATTY

       /TN 817 622-2442)         

       (1)RESIDENCE

LA 5927 PERSHING

        /DZIP NONE
	William Geo C atty….……817 622-2242

 .Residence  5927 Pershing.
…………………………….817 649-9876


	LNLN William

LNFN Geo C

STYC =SI

DOI =1

LTXTY =ITX 

LTEXT= Residence

LA++ = 5927 Pershing
LVL = 0

PLS = E

PLTN = 8176222242

	(Establishing subsequent indents)
	TN 817 654-9900

LN   (WILLIAM; GEO C

        /DGN ATTY

       /TN 817 622-2242) 

       (1)FAX 

LA  (OAD) 

SA   5927 PERSHING

        /DZIP NONE


	William Geo C atty .……817 622-2242

  Fax……………………..817 654-9900

 
	LNLN William

LNFN Geo C

STYC = SI

DOI = 1 

LTXTY = ITX

LTEXT = Fax

ADI = O

LVL = 0

PLS = E

PLTN = 8176222242


#18: Caption Arrangement with Sub-Caption/Indents - Business

Directory Appearance 

Apex Food Stores-                          (Header, LVL=0)

 General Ofcs  2020 Grand….214 744-0900    (Caption Indent, DOI=1)

 Branch Stores-                            (Sub-caption, LVL=1)

  North-                                   (Sub-caption, LVL=2)

   825 Elm…………………..214 622-2445            (Caption Indent, DOI=3)

  West-                                    (Sub-caption, LVL=2)
   6189 Bacon………………214 762-6448            (Caption Indent, DOI=3)

	TYPE OF LISTING 
	CSR APPEARANCE
	DIRECTORY APPEARANCE
	LSOR APPEARANCE

	Establish Caption Header, and Caption Indent
	TN  214 744-0900

LN    APEX; FOOD 

         STORES--

         (1)GENERAL OFCS

LA    2020 GRAND/DZIP 

         NONE       

          
	Apex Food Stores-

  General Ofcs 2020 Grand
……………………………….214 744-0900


	LTN = 2147440900

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 1

LTXTY = ITX

LTEXT = General Ofcs

LA++=2020 Grand

LVL= 0

PLS = N

	Add Caption Indent and Sub-caption
	TN  214 622-2445

LN    (APEX; FOOD

         STORES--)

         (1)BRANCH 

         STORES--

         (2)NORTH

LA    825 ELM

         /DZIP NONE

	Apex Food Stores-

  Branch Stores-

   North-

     825 Elm…………..214 622-2445


	LTN = 2146222445

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 3

LTXTY= ADR

LA++ = 825 Elm

LVL = 0

PLS = E

LVL = 1

PLS = N

PLINFO= Branch Stores

LVL = 2

PLS = N

PLINFO= North

	Add Caption Indent and Sub-caption
	TN 214 421-3480

LN    (APEX; FOOD

        STORES--)

        (1)(BRANCH

        STORES--)

        (2)(NORTH--)

        (2)WEST--

LA   6189 BACON

        /DZIP NONE

	Apex Food Stores-

  Branch Stores-

    West-

       6189 Bacon………214 762-6448


	LTN=2147626448

LNLN = Apex

LNFN = Food Stores

STYC = CI

DOI = 3

LTXTY= ADR

LA++ = 6189 Bacon

LVL = 0

PLS = E

LVL = 1

PLS = E

PLINFO= Branch Stores

LVL = 2

PLS = N

PLINFO= West
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