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Pinnacle - DVA Manual - Phone Orders

Part 1: Welcome to Pinnacle!
Hi there!

You are now a Departmental Voice Administrator (DVA)and have been granted access to the Pinnacle
Portal, where you can look up phone bills and place phone orders on behalf of your department.

Let’s get started. To access the Pinnacle Portal:

e Goto http://billing.it.ubc.ca
e log-inwithyour CWL username and password.

You will see ascreenthatlooks like this:

!_’l-g UBC IT BILLING Departmental Yoice Administrator =

Home

I
Brian Leavitt Biling _Serices  Repaorts Home Logout
Can
Hume MyCumac( Information & Orders

Welcome to the new Pinnacle Voice Services Portal

Use the menus across the top to access the various functions available to you.

Be sure to log off when you are finished to prevent else from ing your

Please visit our wehbsite at hitphwwsy it ube caivalce for more information about any of your Voice needs

Fortraining tutorials on the new Pinnacle system please click here.

Service Bulletins:
In the top right of the screen, you will see two links: ‘Billing’ and ‘Services’.

e Tolookup phone billsclick on ‘Billing’.
e To place phone ordersclick on ‘Services’.

Wouldyoulike to look up phone bills or place a phone order?



http://billing.it.ubc.ca/

UBCInformation Pinnacle - DVA Manual - Phone Orders

J7)Technology Reviewed 19/02/2013
Revision1.0

Part 2: Placing Phone Orders

Now that you have logged into Pinnacle with your CWLaccount and clicked on ‘Services’ in the topright,
you are ready to place a phone order.

You will see ascreenthatlooks like this:

S UBC IT BILLING

Brian Leavitt Billing Services Reports  Home  Logout

Sendces

Services | Cart | Orders
List | By Account ‘ ‘

@\ ? 1%" E Search Add Subscriber And Service

SERVICES Saved Search | Active (preferred) =| Clear| Manage
= QuickSearch
Department Number =) Senvice Type = all) Service Number =
Subscriber First Name = LastName™ | Subscriber 11
User Defined ID =) Status = Mactive [ inactive Service Status®) [ Disconnected [ in Service [ Suspended T vacant

Searchfor Subscribers ©  [Twith Services [ Without Services

ENTER SEARCH CRITERIA, AND CLICK SEARCH

You can place phone orders in several ways. The most common methods are:

e Youcan leaveallthefields blankand click on ‘Search’ to display alist of all the services you have
access to change.

e You can enterthe 10 digit phone number of the service you wish to change, disconnect, or
move in the ‘Service Number’ box and thenclick on ‘Search’. Please note thatit must be the full
10 digitnumber, with no spaces or extra characters. For example: ‘6048222008 would look up
604-822-2008.

e Ifyou wishtoadd anew service AND a new subscriber, forexample anew employeeinanew
position, click on ‘Add Subscriber And Service’.

e Ifyou wishtoadd a new service to an existing subscriber, you can search fortheircurrent 10
digit phone numberinthe ‘Service Number’ box, oryou can entertheirfirstand/orlast names
inthe ‘Subscriber First Name’ and ‘Last Name’ boxes.

Wouldyoulike to change, move, disconnect, or add a service to an existing

subscriber ororder a new service for a new subscriber?
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Part 2a: Changing, Adding, Disconnecting, or Moving Services for Existing
Subscribers

Now that you have searched forthe subscriberyouwish to change, you will see ascreen thatlooks like
this:
=X UBCIT BILLING

‘.@ THE UNIVERSITY OF BRITISH COLUMEIA

Brian Leavitt Eilling Services Reports  Home  Logout

Senvices

Search Add Subscriber And Service

SERVICES Saved Search ™| Clear| Manage

= QuickSearch
Department Number (=) Service ype = [l Service Number =) [6048273700
Subscriber First Name () LastName™ | Subscriber 1d (-]
User Defined ID &) status®  Mactve [inactive Service Status ™ [ Disconnected [ In Service rsuspended Cvacant

Searchfor Subscribers ©  [“with Services [ Without Services

1-1 Display| 250 rows perpage

Department - Service Service Type
9771 (T INFRASTRUCTURE)  Leavilt, Brian  AcminTel INFO TECH 6045273700 f Voice In Service 308 (LEONARD S KLINCK) #1 7103 FW0IP - 0542528 v 08-MAR-12
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Click on the blue highlighted phone numberforthe subscriberyou wish to change listed under the
‘Service’ column. You will then be takentoascreenthat lookslike this:

e UBC IT BILLING Departmental Woice Administrator »

Brian Leavitt Billing Services Reports  Home  Logout

Semices > 0642526 Leavitt, Brian Voice 6048273700

Senvices | Cart | Orders

Profile

Q {] & ? "%" @ Add v Move Service Change Service Disconnect Service

Add Subscriber and Service

SUBSCRIBER, SERVICE & L OCATIO Add Service to Subscriber
Add Lacation to Service

Name Brian Leavitt Subscriber ID 96425260 User Defined ID 59642526
Group AdminTel INFO TECH Billing Cycle AdminTel INFO TECH
Status Active Status As Of Date 03-MAR-2012
Department Number 377100 Department Name [T INFRASTRUCTURE Bill To Department [7
Cost Center Tax Status hone

Service Number 60482737000

Service Type voice/D Status In Service Switch Address
Switch Cisco Server Rating Switch Status
Alert
Service Start Date 08-MAR-2012 Service End Date
Multi-line/Single Service Class
AnalogDigitallP Line Type

E911 Class Of Svc E911 Type Of Svc
Location 208 (LEONARD S KLINGK) /17103 i%0IP

Expand All_| [ Collapse Al

Locations

(Click to view list)
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From this screenyou can:

e Adda Cisco Personal Directory (VolP speed dial)
e Adda LongDistance Authorization Number (PBN) to an existing subscriber
e Adda new service toan existing subscriber

e Addan extensiontoan existingline

e Addvoicemail

e Change a subscriberand call display (caller D) name

e Change Speedchart (billing) information foraservice

e Disablelongdistance

e Disconnecta service

e Enablelongdistance

e Move aline (orreporta VolP phone move)

e Remove voicemail

e Resetavoicemail password (PIN)
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Add a Cisco Personal Directory (VolP Speed Dial)
Add a Long Distance Authorization Number (PBN) to an existing subscriber

Add Voice Mail
Reset a Voice Mail Password (PIN)

!% UBC IT BILLING

THE UNIVERSITY OF BRITISH COLUMEIA

Brian Leavitt Eilling Services Reports  Home  Logout

Semices > 0642526 Leavitt, Brian Voice 6048273700

Senvices | Cart | Orders

Profile

Q {] w ? "%’ @ Add ¥ Move Service Change Semice Disconnect Service
Add Subscriber and Service

SUBSCRIBER, SERVICE & L OCATIO Add Service to Subscriber
Add Location to Senvice

Name Brian Leavitt Subscriber ID 96425260 User Defined ID 54642526
Group AdminTel INFO TECH Billing Cycle AdminTel INFO TECH
Status Active Status As Of Date 03-MAR-2012
Department Number 37710 Department Name IT INFRASTRUCTURE Bill To Department [#
Cost Center Tax Status MNone

Service Number 60452737000

Service Type voice[D Status In Service Switch Address
Switch Cisco Server Rating Switch Status
Alert
Service Start Date 08-MAR-2012 Senvice End Date
Multi-line/Single Service Class
AnalogDigitallP Line Type

E911 Class Of Svc E911 Type Of Svc
Location 208 (LEONARD S KLINGK) /17103 i%0IP

Expand All || Collapse Al

Locations

(Click to view list)

From this screen: clickon ‘Change Service’.

You will now see this screen:

Change Senvice Wizard

Other Information Senice Catalog | Work Order Additional Infarmation | Confirmation

P Mest = Einish Cancel

ions

Subscriber ID 9842526 User Defined ID 59642526
Marme Brian Leavitt Group AT (AdminTel INFO TECH)

Service Information

Service Number E048273700
Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD 5 KLINCK) f1 7103 VOIP

Other Information
* Request Date

Additional information and/or contacts @

Select Existing Contact 7
Contact Name O\ @ Contact Phone
Select a contact (above) or enter the contact information (below)

Contact First Name Contact Last Name
Contact Phone: E E
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You will need to:

1. Enterthe ‘RequestDate’ — the ideal date you wish the change to occur (actual completion date
dependson complexity of request and current volume of requests).

2. Describethe requestinthe ‘Additional information and/or contacts’ box, and also include the
email address you wish to be contacted at and the email address of the subscriber where the
login and/or password information should be sent. Describing the requestin this box helps to
speed up the process for the Voice Team.

3. Fillinyourcontact information (notthe subscribers) ifitis not already filled in automatically in
the ‘Contact’ section.

4. Click ‘Next’.

You will now see this screen:

Change Service Wizard

Other Infarmation Service Catalog Wiark Order Additional Information | Confirmation |

? =< Prev et = Einish Cancel

TeTTICETyRE—YT ST T
Switch Address Switch Cisco Server Rating
Location 308 (LEONARD 5 KLINCK) 117103 /VOIP

Service Catalog Selecti

3
1-35  Display| 250 rows per page

Internal: Add Telus Directory Listing Add a Telus Directory Listing to the Telus White Pages. Indicate in the commerts how you would ke your listing to appesr and in what section
tv Internal: Acd & CISCO Persanal Directory Enable the Personal Directory on CISCO YolP phones

Internal: Change Phone Numbsr Change the phone number, on an existing phonesst, to & new phons number (which is not currently in uss)

Internal: Change Phone Set Flease specify typs of phone. For changing from any analog set type ta JACK ONLY Flsass complete this orcer AND this form

Internal: Change Telus Dirsctory Listing Change an existing Telus Directory Listing in the Telus White Pages. (please specify your change In the commerts)

Internal: Change & Toll Free Phons Service Change atoll free phone service. L. the terminating phons number or whers the toll free number can bs called from. Provide detalks in additional information area below.

Irternal Disable Service and Hold Service Number — Disconnect a voice service but retain the phone number for future use. (Ahen reinstaling please submit 2 Move regquest)

Irternal: Disable Service and Redirect Number Disconnect & voice service and redirect the number to snother UBC phone. (When reinstaling plesse submit & Move request.)

Irternal: Disable Service and Retain Vioice Mail Use this to disconnect a telephone but retain the phone number and voice mail

Internal: Exchange Unified Messaging Enahle Unified Messaging for voice mail service. This requires the user to have a FASmail account. Please provide the FASmail email address with the order,

Internal: Exchange “oice hail Mewv Waice Mail Only Maillao

Internal: General Change Use this selection for any general changes that do not match any cther selection. Enter details in commentts kelow, Charges may be spplied depending on the type of request
Internal: Long Distance Allowed Enable Long Distance calling on & current service

Internal: Long Distance Denied Disable Long Distance caling on a current service.

Internal: Cther “oice Mail ‘aice mailbox for  phone that is not keing used by a UBC employee. (10 messages)

Internal: Remove Telus Directary Listing Remove a listing from the Telus White Pages directory.

Internal: TELUS Conference Account Set up a TELUS Conference Account for a Subscriber, please provide email address of end user.

Internal: Lpdate Speedchart Information Change the speedchart that is being used for MRC, OCC or Long Distance Charges. Please enter new accounting information in the section below.

Internal: Lpdate Subscriber Name Changedpdate Subscriber/Call Display Mame. Please enter new name in comments area.

Internal: Voice Mail - Add Listen Only Mailbox Aclel & mailbox that has a recorded message only - no one can leave a message

Internal: “oice Mail - Add Muliple Mailboxes Adlel muttiple mailboxes on one servics number for multiple users. Please provids details in the additional information area below. Additional charges may be applied bassd on the reques

Internal: Voics Mail - Change Callers Menu Message  Changs caller's menu message, please provids detalls in additional information arsa bslow. If reguired, small new script 1o voice-services@itservices ube ca

Irternal oice Mail - Change Voice Mail Password Reset the voice Mail password

SO o (o o o) o oo o o o o o Ao oo o o

Irternal: voice Mail - Create & neve Callers Menu Create & nevy caller's menu. Please provide details in the additional information area kelow. If you have & script for the caller's menu please email it to voice-services@itservices.ubc ca
Irternal: woice Mail - Remove Woice Mail Remove Woice Mail from existing service
b1

In orderto view all the service catalog selections, go tothe box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default setto 15) to 250, and click on a blank
part of the page to refresh the screen.
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1. Placeacheckinthe box nextto:
a. ‘Internal:Voice Mail — Change Voice Mail Password’ to reseta Voice Mail password
(PIN).

b. ‘Internal: Add a CISCO Personal Directory’ to enable the Cisco Personal Directory (VolP
speeddial).

Click ‘Finish’ atthe top of the screen.

If there are no errors, you will be taken back to the subscriberinformation page.

If you have more orders to place, click on ‘Services’ and search for the nextservice you wish to
change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.

You will now see this screen:
UBC IT BILLING

THE UNIVERSITY OF BRITISH COLUMEBIA

Departmental Voice Administrator

Brianh Leavitt

Billing Services Reports  Home  Logout
Cart

Services [Cart | Orders

List

? ‘%” E Checkout Checked Remove Checked Edit Checked

CART

1-1 isplay 15 rows per page
- . Uz e Service Request« | Service Humber | Est Recurring Charges | Est One Time Charges

T 0 ITINFRASTRUCTURE Change Voice Service 6048273700

000 000 14-FEB-2013 11.57.36
1-1

1. Place acheckinthe box nexttoeach orderyou wishtosubmit.
2. Click ‘Checkout Checked’.

You will now see this screen:

Cart Checkout Wizard

Checkout tems View Results

Checkout tems Cancel

?

Inzti

CHECK THIS BOX when submitting multiple orders ] @

1-1 Display 16 rows per page
Department Humber | DepartmentHame » | Service Request | Service Humber | ReqDueDate | Estimated Recurring$ | Estimated One Time §
9771 IT INFRASTRUCTURE Change Vaice Service 6048273700 14-FEB-13

0.00 000 14-FEB-20M3 11.57.36
1-1

1. Ifyou have more than one orderto submit, place a check in the box nextto ‘CHECK THIS BOX

when submitting multiple orders’.
2. Clickon ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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Add a New Service to an Existing Subscriber

uBe UBC IT BILLING Departmental Voice Administrator

Brian Leavitt Billing Services Reports  Home  Logout

Services » 0642526 Leavitt, Brian Voice 6048273700

Services | Cart | Orders

Profile

@ {] [} ? "%‘ @ Add ¥ Move Senice Change Service Disconnect Service
Add Subscriber and Service

SUBSCRIBER, SERVICE & L OCATIO Add Service 1o Subscriber
Add Location to Service

Name Brian Leavitt Subscriber ID 964252600 User Defined ID 58842526
Group AdminTel INFO TECH Billing Cycle AdminTel INFO TECH
Status Active Status As Of Date 08-MAR-2012
Department Number 87710 Department Name IT INFRASTRUCTURE Bill To Department [
Cost Center Tax Status MNone

Service Number 60452737000

Service Type vaiceD Status In Service Switch Address
Switch Cisco Server Rating Switch Status
Alert
Service Start Date 02-MAR-2012 Senvice End Date
Multi-line/Single Service Class
Analog/DigitallP Line Type
E911 Class Of Suc E911 Type Of Svc

Location 308 (LEOMNARD 5 KLINCK) /1 /103 fvOIP

Expand All_|[_Collapse All

Locations

(Click to view list)

From this screen: clickon ‘Add’ and thena new menu will open, fromthere clickon ‘Add Service to
Subscriber’.

You will now see the following screen:

Add Service and Subscriber Wizard

Mew Subscribar Service Type Other Information | Mew Location | Waork Order Additional Information | Canfirmation |

? < Prev Mext = Finish Cancel
..

Instrustions

i

New Subscriber Informat
Subscriber L Department 8771 (IT INFRASTRUCTURE)

User Defined ID 8273700 Subscriber Group Al (AdminTel Internal)

1.3 Display 19 rows per page

-- Category Characteristics Format Service Humber Rule Private Humber Rule

ol Callcards  Voice Voice Pool System will Generate for Rating
N, - PEN PEN Voice Rantom Uss Service Number
ol Woice ‘oice Voice Pool System will Generate for Rating

1-3

e Ifyouare addinga new phone service, putacheckincircle to the left of ‘Voice’.
e Ifyou are addinga Long Distance Authorization Code (aka PBN), putacheckin the circle to the

left of ‘PBN’.

Click ‘Next’.
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You will now see the following screen:

Add Service and Subscriber Wizard

[ MewSubscriber | Service Type [0 R e (0] Mew Location | Service Catalog | Wiark Order Additional ion | Confirmation |
? < Prev Mext = Finish Cancel
PN
[ Instructions:
E
New Subscriber Information
Subscriber Example Phone Department 3771 {IT INFRASTRUCTURE)
User Defined ID 8273700 Subscriber Group Al (AdminTel Internaly
New Service Information
Service Type “oice
Other Information

* Request Date Ei @

Additional information andior contacts

<=

Select Existing Contact ¥
Contact Narme O‘ Contact Phone
Selecta contact (above) or enter the contact information (helow)

Contact First Name Contact Last Name
Contact Phone: E E

You will need to:

1. Enterthe ‘RequestDate’ — the ideal date you wish the service to be active (actual completion
date depends on complexity of request and current volume of requests).

2. Describethe requestinthe ‘Additional information and/or contacts’ box, including abrief
description of the jack locationinthe roomif itis fora new phoneline, and alsoinclude the
email address you wish to be contacted at. If you are also addinga Voice Mail box, please also
include the user’s email address in this section. Describing the requestin this box helpsto speed
up the process forthe Voice Team.

3. Fillinyourcontact information (notthe subscribers) ifitis notalreadyfilled in automaticallyin
the ‘Contact’ section.

4. Click ‘Next’.
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You will now see this screen:

Add Service and Subscriber Wizard

[“NewSubscriber | Sendce Type | Other Information Service Catalog | Work Order Additional Information | Confirmation |

? < Prev Mext = Einish Cancel
A

Instrustions

L

New Subscriber Information

Subscriber Example Phone Department 89771 (IT INFRASTRUCTURE]

User Defined ID 8273700 Subscriber Group Al (AdminTel Internal)

New Service Information

Service Type Voice

New Location Information
* Building Number O\¢ Building Name
Floor ¢
Room ¢

Other Information

You will need to:

1. Enterthe ‘Building Number’. If you do notknow the building number, you canclickonthe
‘magnifier’ to the right of the text box to look up the building number. Once you have entered
the building number, the building name will be automatically filled in.

2. Enterthe ‘Floor’ number, forexample ‘3’.

3. Enterthe ‘Room’ number. If the room does not have a number, enterthe name, forexample
‘Lobby’.

4. Click ‘Next’.

You will now see thisscreen:

Add Service and Subscriber Wizard

\ MNew Subscriber | Service Type | Other Information | MNew Location Senvice Catalog wiork Qrder Additional Information | Confirmatian

? < Prev Mext = Finish Cancel

Instrustions =

New Subscriber Informat

Subscriber Example Phone Department 9771 {(IT INFRASTRUCTURE)

i

User Defined ID 8273700 Subscriber Group Al (AdminTel Internaly

New Service Information

Service Type Voice

ion Informati

Hame « Description

[T Internal: Addl Telus Directory Listing Add & Telus Directory Listing to the Telus White Pages. Indicate inthe comments howve you would like your listing to appear and in what section.
[ Internal: Add Telus ISDN or 18 Line Install Telus ISDN or 18 line. Charge will come from Telus and will be added to subscriber after installstion is complete.
[T Internal; Add Toll Free Phone MNumber Add atoll free phone number. Please provide phone line that this toll free number will terminate on
[T Internal: AddWWiTel set to an existing service Add 8 W\iTel zet to an existing service. Click Here to view details about the WiTel service.
[T Internal; Add a CISCO Personal Directory Enable the Personal Directory on CISCO YalP phones
[~ Internal Add an Additions Location Add an additional Iocation to an existing service. Morthly charges vary depending on type of phone sef requested. Please note: The nesw location must be within the same building and on 1
[T Internal Cisco 7937 Conference Phone Purchase a Cisco 7837 Conference Phone without additional speakers
T [7  Irternal Employes Basic Service Install a basic singleline phane for an employes, depending on your losation this may be an MB004 or CISCO 6345, Click Here to view the phoneset and festures of a singleline phane.
E 1> [7  Irternal Employes Enhanced Service Install a single line speaker phone for an employss, depending on your location and avalabiity this may be an M3802, M3316. Click Here o view the phonesets and details
[T Internal: Employes Jack Only Service Install & jack only service for an emploves whio is using their own phone set,
[ Internal: Employee Multiine Service Install & Muttiine phone for an employee, depending on your location this may ke an M3304 or & CISCO 7985. Click Here to view the phoneset and features.
[~ Internal Exchange Unified Messaging Enahle Unified Messaging for voice mail service. This requires the user to have a FASmail accourt. Please provide the FASmail email sddress with the order.
[T Internal: Exchange Vaice Mail “vaice Mail Only Exchange mailoox

10
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In orderto view all the service catalog selections, goto the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default setto 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Ifyouwishtoorder:
a. AnewBasicService foraregular UBC employee, place acheckinthe box nextto
‘Internal: Employee Basic Service’.
b. A newEnhancedService foraregular UBC employee, place acheckinthe box nextto
‘Internal: Employee Enhanced Service’.
c. A new Multiline Service foraregular UBC employee, place acheckinthe box nextto
‘Internal: Employee Multiline Service’.
d. AnewlJack OnlyService foraregular UBC employee (forsomeone usingtheirown
phone set), place acheck inthe box nextto ‘Internal: Employee Jack Only Service’.
e. Anewfax, modem,elevator, alarm, orothersimilarservice, place acheck nextto
‘Internal: Other Jack Only Service’.
f. A new LongDistance Authorization Code (aka PBN), place acheck nextto ‘Internal: New
PBN’.
g. Anewlineforanon-employee, such as contractors, conference/meeting rooms,
classrooms, etc., select one of the ‘Internal: Other Basic/Enhanced/Multiline/Jack Only
Service’ offerings asappropriate.
2. Ifyou wishtoadd Voice Mail to the new service, also puta checkin the box nextto ‘Internal:
Exchange Voice Mail’.
3. You can find more information about service offerings atthe UBC IT AdminTel website.
http://www.it.ubc.ca/service catalogue/internet telephone/facultystaffphoneservice/admintel

/cost_admintel.html
4. Click‘Next’ at the top of the screen.

You will now see this screen:

Add Service and Subscriber Wizard

[ MewSubscriner | Service Type | OtherInformation | Mew Location | Service Catalog [Nt b men b el

‘? =Prev Mext = Finish Cancel
A

Instructions 1_r
New Subscriber Information

Subscriber Example Phone Department 3771 {IT INFRASTRUCTURE)

L

User Defined ID 8273700 Subscriber Group Al (AdminTel Internal)

New Service Information

Service Type Voice

New Location Information
Additional Information

MRC Speedchart Reguired for new services
0OCC Speedchart Reguired for new services
Long Dist YN 7 —Reuu\ren for new services
Toll Speedchart —Reuu\ren for new services
Email Address —Requ\ren far new services
Service Use jRequwreu far new services
CWW Login —Required far new semvices - If CWL is not available, provide the Employee D ar Student number

11
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e Newservicesrequire Speedchartinformation forbilling. Please fill in (all entries are required):
‘MRC Speedchart’ — Recurring charges

‘OCCSpeedchart’ — One time charges

‘Long Dist Y/N?’ — Should outgoinglong distance be allowed, Y/N?

‘Toll Speedchart’ — Long distance charges

‘Email Address’ —The subscribers emailaddress, if there is notone, use yourown
‘CWLLogin’ —This is pending future implementation, please leave blank for now.

o O O O O O

e Click ‘Next'.

e You will now see apage summarizingall the information you have entered. Please look it over
and thenclick ‘Finish’.

e [fthereare no errors, youwill be taken back to the ‘Services’ page.

e Ifyou have more ordersto place, clickon click on ‘Add Subscriber And Service’ orsearch forthe
nextservice youwishtochange. If youare done submitting orders, clickon ‘Cart’ at the top of
the screen.

You will now see this screen:

UBC IT BILLING Departmental oice Administrator ¥
THE UNIVERSITY OF BRITISH COLUMBIA
Brian Leavitt Billing Services Reports  Home  Logout
Cart

Services [[Cart | Orders

List

2 R Checkout Checked | | Remove checked | [ Edit Ghecked
CART
1-1 isplay 15 rows per page
- . Department Service Request «+ | Service Humber | Est Recurring Charges | Est One Time Charges
[ 0 ITINFRASTRUCTURE Change Woice Service  BD48273700 ooo 000 14-FEB-2013 11:57:36

1-1

1. Place acheckinthe box nexttoeach orderyou wish tosubmit.
2. Click ‘Checkout Checked’.

You will now see this screen:

Cart Checkout Yizard

Checkout tems Wiew Results

? Checkout Rems Cancel

CHECK THIS BOX when subrmitting multiple orders [ @

1-1 Display 15 rows per page

Department Humber Department Hame . Service Request Service Humber Req Due Date: Estimated Recurring $ Estimated One Time §

arr IT INFRASTRUCTLRE Change Voice Service 6048273700 14-FEB-13 000 000 14-FEB-2013 11:57:36
141

12



UBCInformation Pinnacle - DVA Manual - Phone Orders

J7)Technology Reviewed 19/02/2013
Revision1.0

1. Ifyou have more than one orderto submit, place a check in the box nextto ‘CHECK THIS BOX
when submitting multiple orders’.
2. Clickon ‘CheckoutItems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.

13
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Add an Extension to an Existing Line

uBe UBC IT BILLING Departmental Voice Administrator

Billing Services Reports  Home  Logout

Brian Leavitt

Services » 0642526 Leavitt, Brian Voice 6048273700

Services | Cart | Orders

Profile

O

Add v Change Service Disconnect Service

Add Subscriber and Service

SUBSCRIBER, SERVICE & L OCATIO Add Service 1o Subscriber
Add Location to Service

Move Service

T8 EE

Subscriber ID 964252600 User Defined ID 58842526

Billing Cycle AdminTel INFO TECH

Name Brian Leavitt
Group AdminTel INFO TECH

Status Active Status As Of Date 08-MAR-2012
Department Number 87710 Department Name IT INFRASTRUCTURE Bill To Department [
Cost Center Tax Status MNone

Service Number 60452737000

Service Type vaiceD Switch Address

Status In Service

Switch Cisco Server Rating Switch Status

Alert
Service Start Date 02-MAR-2012 Senvice End Date
Multi-line/Single Service Class
Analog/DigitallP Line Type

E911 Class Of Svc

E911 Type Of Svc

Location 308 (LEOMNARD 5 KLINCK) /1 /103 fvOIP

Expand All_|[_Collapse All

Locations

(Click to view list)

From thisscreen: clickon ‘Add’ and then a new menuwill open, from there clickon ‘Add Location to

Service’.

You will now see the following screen:

Add Service and Subscriber Wizard

U O] Mew Lacation | Senice Catalog | Wark Order Additional ion | Confirmation |

[ MewSubscriber [ Service Type

i < Prev

Mext =
PN

Finish Cancel

Instrustions

i

T Information

New Subscri

Subscriber Example Phone Department 9771 {IT INFRASTRUCTURE)

User Defined ID 8273700 Subscriber Group Al (AdminTel Internaly

New Service Information

Service Type “oice

Other Information
* Request Date @

<=

Additional information and/or contacts

Select Existing Contact ¥

Contact Narme O‘@

Selecta contact (above) or enter the contact information (helow)

Contact First Nare
Contact Phone: E E

Contact Phone

Contact Last Name

You will need to:

1. Enterthe ‘RequestDate’ — the ideal date you wish the service to be active (actual completion
date depends on complexity of request and current volume of requests).
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2. Describe the requestinthe ‘Additional information and/or contacts’ box, including abrief
description of the jack locationinthe roomif itis fora new phoneline, and alsoinclude the
email address you wish to be contacted at. Describing the requestinthis box helpstospeedup
the process for the Voice Team.

3. Fillinyourcontact information (notthe subscribers) ifitis notalready filled in automatically in
the ‘Contact’ section.

4. Click ‘Next’.

You will now see this screen:

Add Location to Service Wizard

Other Infarmation New Location Service Catalog | Waork Order Additional Information | Confirmation |

? = Prav Next = Finish Cancel
F.N

Instructions:

Subscriber ID 9642525 User Defined ID 59642526
Mame Brian Leavitt Group AT (AdminTel INFO TECH)

Service Information
Service Number 6048273700

Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD S KLINCK) 17102 i VOIP
New Location Information

# Building Number 308 O\ Building Name LEOMNARD S KLINCK
Floor |1
Roomn  |103

Other Information

<=

You will needto enterthe location forthe new phone set. Please note: the new location must be within

the same building and on the same floor. Thisis to ensure the 911 location service works correctly.

1. Enterthe ‘Building Number’. The building number will be the same as the current location, so
you can checkit by looking atthe ‘Location’ information under ‘Service Information’. Once you
have entered the building number, the building name will be automatically filled in.

2. Enterthe ‘Floor number, forexample ‘3’.

3. Enterthe ‘Room’ number.Ifthe room does not have a number, enterthe name, forexample
‘Lobby’.

4. Inthe ‘OtherInformation’ mention what extension thisis. Forexample, if there isonly one
current phone set, and thisisthe second, put ‘E1l’ meaningitisthe firstextension. Ifit will be
the third total phone, put ‘E2’, and so on.

5. Click ‘Next’.
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You will now see this screen:

Add Service and Subscriber Wizard

\ MNew Subscriber | Service Type | Other Information | MNew Location Senvice Catalog wiork Qrder Additional Information | Confirmatian

? = Prav Next = Finish Cancel

Instructions: =

New Subscriber Inform

Subscriber Example Phone Department 3771 {IT INFRASTRUCTURE)

i

User Defined ID 8273700 Subscriber Group Al (AdminTel Internaly

New Service Information

Service Type Voice

New on Inform:

Service Catalog Selections

1-23  Display| 250 rows per page

n Description
[ Internal: Add Telus Directary Listing Add & Telus Directory Listing to the Telus White Pages. Indicate in the comments how you would liee your listing to appear and in what section.
I Internal: Add Telus ISDM or 18 Line Install Telus ISDM or 18 line. Charge will come from Telus and will be added to subscriker after installation is complete.
[T Internal; Add Toll Free Phone MNumber Add atoll free phone number. Please provide phone line that this toll free number will terminate on
[T Internal: AddWWiTel set to an existing service A 8 W\iTel zet to an existing service. Click Here to view details about the WiTel service.
[T Internal: Add a CISCO Personal Directory Enable the Personal Directory on CISCO YolP phones
[~ Irternal: Add an Addtional Location Add an additional location to an existing service. Morthly charges vary depending on type of phone set requested. Please note: The new lacation must e within the same building and on 1
[T Internal Cisco 7937 Conference Phone Purchase a Cisco 7837 Conference Phone without additional speakers
o [~ Irternal Employes Basic Sarvioe Install & basic singleline phane for an employes, depending on your losation this may ke an ME004 or CISCO 6345, Click Hars to visw the phansset and festures of a singleline phane
E 1> [T Internal: Employes Enhanced Service Install & single ine speaker phone for an employes, depending on your locstion and avaiabiity this may be an M3302, M3316. Click Here to view the phonesets and details
™ Internal: Employee Jack Only Service Install & jack only service for an employee wha is using their own phone set
[T Internal. Employee Multline Service Install a Multiine phone for an employes, depending on your location this may ke an M3904 ar a CISCO 7985, Click Here to view the phoneset and festures.
[~ Internal Exchange Unified Messaging Enahle Unified Messaging for voice mail service. This requires the user to have a FASmail accourt. Please provide the FASmail email sddress with the order.
[T Internal: Exchange Yaice Mail “vaice Mail Only Exchange mailoox

In orderto view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default setto 15) to 250, and click on a blank
part of the page to refresh the screen.

e To add alocation (extension) to an existing service, place acheckinthe box nextto: ‘Internal:
Add an Additional Location’.
e Click ‘Next’ at the top of the screen.

You will now see this screen:

Add Service and Subscriber Wizard

[ MewSubscriner | Service Type | OtherInformation | Mew Location | Service Catalog [Nt b men b el

? =Prev Mext = Finish Cancel
A

Bl Instructions 1_r
New Subscriber Informati

Subscriber Example Phone Department 3771 {IT INFRASTRUCTURE)

L

User Defined ID 8273700 Subscriber Group Al (AdminTel Internal)

New Service Information

Service Type Voice

New Location Information
Additional Information

MRC Speedchart Reguired for new services
0OCC Speedchart —Reuu\ren for new services
Long Dist YN 7 —Reuu\ren for new services
Toll Speedchart —Reuu\ren for new services
Email Address —Requ\ren far new services
Senvice Use jRequweu far new services
CWW Login —Required far new semvices - If CWL is not available, provide the Employee D ar Student number
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e Newlocationsrequire Speedchartinformation forbilling. Pleasefillin (all entries are required):
o ‘MRC Speedchart’ —Recurring charges
‘OCCSpeedchart’ — One time charges
‘Long Dist Y/N?’ — Should outgoinglong distance be allowed, Y/N? Note —must be the
same as the main line
o ‘Toll Speedchart’ — Long distance charges
o ‘Email Address’ —The subscribers emailaddress, if there isnotone, use yourown
o ‘CWLLogin’ —This is pending future implementation, please leave blank for now.
e Click ‘Next’.

e You will now see apage summarizingall the information you have entered. Please lookitover
and thenclick ‘Finish’.

e [fthereare no errors, youwill be taken back to the ‘Services’ page.

e Ifyou have more ordersto place, clickon click on ‘Add Subscriber And Service’ orsearch forthe
nextservice youwishtochange. If you are done submitting orders, clickon ‘Cart’ at the top of
the screen.

You will now see this screen:

UBC IT BILLING Departmental Voice Administrator

THE UNIVERSITY OF BRITISH COLUMEBIA

Brianh Leavitt Billing Services Reports  Home  Logout

Cart

Services [Cart | Orders

List

2 X Checkout Checked | | Remove checked | [ Edit Checked
CART
1-1 isplay 15 rows per page
r 0 ITINFRASTRUCTURE Change Yoice Service  BD48273700 000 000 14-FEB-2013 11.57.36

1-1

1. Place acheckinthe box nexttoeach orderyou wish tosubmit.
2. Click ‘Checkout Checked’.

You will now see this screen:

Cart Checkout Yizard

Checkout tems Wiew Results

? Checkout Rems Cancel

CHECK THIS BOX when subrmitting multiple orders [ @

1-1 Display 15 rows per page

Department Humber Department Hame . Service Request Service Humber Req Due Date: Estimated Recurring $ Estimated One Time §

arr IT INFRASTRUCTLRE Change Voice Service 6048273700 14-FEB-13 000 000 14-FEB-2013 11:57:36
141
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1. Ifyou have more than one orderto submit, place a check in the box nextto ‘CHECK THIS BOX
when submitting multiple orders’.
2. Clickon ‘CheckoutItems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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Change a subscriber and call display (caller ID) name
Change Speedchart (billing) information for a service
Disable long distance

Enable long distance

Remove voicemail

THE UNIVERSITY OF BRITISH COLUMBIA

!% UBC IT BILLING

Brian Leavitt Billing Services Reports  Home  Logout

Semices > 0642526 Leavitt, Brian Voice 6048273700

Senvices | Cart | Orders

Profile

Q {] & ? "%" @ Add v Move Service Change Service Disconnect Service

Add Subscriber and Service

SUBSCRIBER, SERVICE & L OCATIO Add Service to Subscriber
Add Lacation to Service

Name Brian Leavitt Subscriber ID 96425260 User Defined ID 59642526
Group AdminTel INFO TECH Billing Cycle AdminTel INFO TECH
Status Active Status As Of Date 03-MAR-2012
Department Number 377100 Department Name [T INFRASTRUCTURE Bill To Department [7
Cost Center Tax Status hone

Service Number 60482737000

Service Type voice/D Status In Service Switch Address
Switch Cisco Server Rating Switch Status
Alert
Service Start Date 08-MAR-2012 Service End Date
Multi-line/Single Service Class
AnalogDigitallP Line Type
E911 Class Of Suc E911 Type Of Svc

Location 308 (LEONARD 5 KLINCK) /17103 i VOIP

Expand All_| [ Collapse Al

Locations

(Click to view list)

From this screen: clickon ‘Change Service’.
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You will now see this screen:

Change Service Wizard

Other Information Semice Catalog | Winrk Order Additional Information | Confirmation

=)

Cancel

Einish

Subscriber ID 9642526 User Defined ID 59642526
Mame Brian Leavitt Group AT (AdminTel INFO TECH)

Senvice Information

Service Number 6048273700
Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD S KLINCK) 17102 i VOIP

Other Information
* Request Date i

Additional information andior contacts @

Select Existing Contact ¥/
Contact Name l—o\ @ Contact Phone
Selecta contact (above) or enter the contactinformation (helow)
ContactFirstName [ ContactLastName [

Contact Phone: E E

You will need to:

1. Enterthe ‘RequestDate’ — the ideal date you wish the change to occur (actual completion date
depends on complexity of requestand currentvolume of requests).

2. Describe the requestinthe ‘Additional information and/or contacts’ box, and alsoinclude the
email address you wish to be contacted at. Describingthe requestinthis box helpstospeed up
the process for the Voice Team.

a. Ifyouare updatinganame, be sure to include the new name here.
b. Ifyou are updatingaSpeedchart, be sureto includeithere.

3. Fillinyourcontact information (notthe subscribers) ifitis not alreadyfilled in automatically in
the ‘Contact’ section.

4. Click ‘Next'.
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You will now see this screen:

Change Service Wizard

Other Information Service Catalog Wyork Order Additional Infarmation | Confirmation
? < Prev Mext = Finish Cancel
eTTrCe-TyE—TOT TSI AT

Switch Address

[ Internak Add Telus

G

O o (o o oo Ao o o o o o o o o o f

Internal: Exchange

Internal: Exchange

Imternal: aice Mail

.15

Imternal: Waice Mail -
Internal: Vaice Mail -
Internal: ‘oice Mail -
Internal: oice Mail -

Internal: ‘oice Mail -

Switch Cisco Server Rating
Location 308 (LEOMARD 5 KLINCK) 1 /1031 VOIP

Service Catalog Selections

1-35 Display| 250 rows per page

Directory Listing

Internal Add & CISCO Personal Directory

Internal: Change Phone Number

Irternal: Change Phone Set

Irternal: Change Telus Directory Listing

Internal: Change a Tall Free Phone Service
Internal: Disable Service and Hold Service Number
Internal: Disable Service and Redirect Number

Internal. Disable Service and Retain vaice Mail

Unified Messaging

“oice Mail

Internal: General Change
Internal: Long Distance Allowed
Internal: Long Distance Denied

Internal: Cther Voice hal

Internal: Remove Telus Directory Listing
Internal: TELUS Conferencs Account
Internal: Update Speedchart Information
Internal: Update Subscriber Name

- Al Listen Only Mailbos

Al Multiple: Mailbozes
Change Callers Menu Message
Change Yoice Mail Passward
Creste a nevw Callers Menu

Remove Yoice Mail

‘ Z

Add & Telus Directory Listing to the Telus White Pages. Indicate in the comments hovw you would like your isting to appear and in what section
Enable the Personal Dirsctory on CISCO YolP phones.

Change the phane number, an an existing phoneset, to & new phone number (which is not currently in use)

Please specify type of phone. For changing from any analod set type to JACK ONLY Please complete this order AND this form.

Change an existing Telus Directory Listing in the Telus White Pages. (please specify your change in the comments)

Change a toll free phone service. i.e. the terminating phone number or where the toll free numker can ke called from. Provide: details: in additional information area below.

Disconnect a voice service but retain the phone number for fulure use. (When reinstaling please submit a Move request.)

Disconnect a voice service and redirect the number to another UBC phone. (When reinstaling please submit a Move request.)

Use thiz to disconnect a telephone but retain the phone number and voice mail.

Enable Unified Messaging for voice mail service. This requires the uzer to have a FASmail accourt. Please provide the FASmail email address with the order.

Mewv Waice Mail Only Maillao

Use this selection for any general changes that do not match any cther selection. Enter details in comments kelow, Charges may be spplied depending on the type of request

Enable Long Distance caling on & current service,

Disable Long Distance caling on a current service

‘ice mailbox for & phone that is not being used by 5 UBC employes. (10 messages)

Remave a listing from the Telus White Pages dirsctory.

Set up & TELUS Conference Accourt for a Subscriber, please provide smail address of end user.

Change the speedchart that is being used for MRC, OCC or Long Distance Charges. Please enter new accounting information in the section below.

Changedpdate Subscriber/Call Display Mame. Please enter new name in comments area.

Addd & mailbox that has & recorded message only - N0 0NE Can leave & MEssage.

Al muttiple mailioxes on one service number for multiple users. Please provide details in the additional information area below. Additionsl charges may be applied bazed on the reques
Change caller's menu message, please provide details in additional information ares below. If reguired, email neve sorigt to voice-services@itservices ubc ca.

Reset the Voice Mail password.

Create & new caller's menu, Please provide details in the additional information area below. If you have a script for the caller's menu please email it to voice-services@itservices .ubc ca

Remove Yoice Mail from existing service

i

In orderto view all the service catalog selections, goto the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default setto 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Placeacheckinthe box nextto:
‘Internal: Update Subscriber Name’ to change the subscriberand call display (callerID)

a.

name. Note: you should have entered the name youwishto changeittointhe

‘Additional

information and/or contacts’ box inthe previous step.

‘Internal: Update Speedchart Information’ to change the Speedchart (billing)

information.
‘Internal: Long Distance Allowed’ to enable long distance calling.

‘Internal: Long Distance Denied’ to disable long distance calling.

‘Internal: Voice Mail — Remove Voice Mail’ to remove aVoice Mail box. Please note:
thiswill deleteall messages currently in the Voice Mail box.
2. Click ‘Finish’ at the top of the screen.
3. Ifthereare no errors, youwill be taken back to the subscriberinformation page.
If you have more orders to place, click on ‘Services’ and search for the next service you wish to

change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.
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You will now see this screen:

UBC IT BILLING Departmental Voice Administrator ¥
THE UNIVERSITY OF BRITISH COLUMBIA

Brian Leavitt Eilling Services Reports  Home  Logout

Cart

Senvices [(Cart | Orders

List

? ‘%" E Checkout Checked Remove Checked Edit Checked

CART

1-1 isplay 15 rows per page

- . Department Service Request + | Service Humber | EstRecurring Charges | Est One Time Charges

T 0 ITINFRASTRUCTURE Change Woice Service 6048273700 000 000 14-FEB-2013 11:57:36
1-1

1. Place acheckinthe box nexttoeach orderyou wish tosubmit.
2. Click ‘Checkout Checked’.

You will now see this screen:

Cart Checkout Yizard

Checkout tems View Results

? Checkout Rems Cancel

CHECK THIS BOX when submitting multiple orders | @
1-1 Display 15 rows per page

Department Humber Department Hame . Service Request Service Humber Req Due Date: Estimated Recurring $ Estimated One Time §

arr IT INFRASTRUCTLRE Change Voice Service 6048273700 14-FEB-13 000 000 14-FEB-2013 11:57:36
1.1

1. Ifyou have more than one orderto submit, place a check in the box nextto ‘CHECK THIS BOX
when submitting multiple orders’.
2. Clickon ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.

22



Pinnacle - DVA Manual - Phone Orders
Reviewed 19/02/2013
Revision1.0

Information
Technology

Disconnect a Service

uBe UBC IT BILLING Departmental Voice Administrator

Brian Leavitt Billing Services Reports  Home  Logout

Services » 0642526 Leavitt, Brian Voice 6048273700

Services | Cart | Orders

Profile

@ {] [} ? "%‘ @ Add ¥ Move Senice Change Service Disconnect Service
Add Subscriber and Service

SUBSCRIBER, SERVICE & L OCATIO Add Service 1o Subscriber
Add Location to Service

Name Brian Leavitt Subscriber ID 964252600 User Defined ID 58842526
Group AdminTel INFO TECH Billing Cycle AdminTel INFO TECH
Status Active Status As Of Date 08-MAR-2012
Department Number 87710 Department Name IT INFRASTRUCTURE Bill To Department [
Cost Center Tax Status MNone

Service Number 60452737000

Service Type vaiceD Status In Service Switch Address
Switch Cisco Server Rating Switch Status
Alert
Service Start Date 02-MAR-2012 Senvice End Date
Multi-line/Single Service Class
Analog/DigitallP Line Type
E911 Class Of Suc E911 Type Of Svc

Location 308 (LEOMNARD 5 KLINCK) /1 /103 fvOIP

Expand All_|[_Collapse All

Locations

(Click to view list)

From this screen: clickon ‘Disconnect Service’.

You will now see this screen:

Change Service Wizard

Other Infor n Semice Catalog | Winrk Order Additional on | Confirmatian

i HNest = Finish Cancel

Subscriber ID 9642526 User Defined ID 59642526
Mame Brian Leavitt Group AT (AdminTel INFO TECH)

Service Information

Service Number 6048273700
Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD S KLINCK]) 17102 i VOIP

Other Information

* Request Date

Additional information andior contacts

Select Existing Contact ¥
Contact Name O\ @ Contact Phone

Selecta contact (above) or enter the contact information (helow)

Contact First Name Contact Last Name
Contact Phone: g g

You will need to:

1. Enterthe ‘RequestDate’ — the date you wish the service to be disconnected on (actual
completion date depends on complexity of requestand currentvolume of requests).
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2. Describe the requestinthe ‘Additional information and/or contacts’ box, and alsoinclude the
email address you wish to be contacted at. Describingthe requestinthis box helpstospeed up
the process for the Voice Team.

3. Fillinyourcontact information (notthe subscribers) ifitis not already filled in automatically in
the ‘Contact’ section.

4. Click‘Next’.

You will now see thisscreen:
Disconnect Service Wizard

Other Infarmation Senvice Catalog wiork Qrder Additional Information | Confirmatian \

? = Prav Next = Finish Cancel
N

Instrustions

Subscriber ID 9842526 User Defined ID 59642526
Marme Brian Leavitt Group AT (AdminTel INFO TECH)

Senvice Information

Service Number B048273700
Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD S KLINCK) 17102 i VOIP

Service Catalog Selections
1-4  Display| 290 rows perpage

(o e i e s | oo e o |
r
r
r
r
1

es
Internal: Disconnect Addtionsl Location  Disconnect an addtional location (not the main servics) 0.00 0.00
Internal: Disconnect Voice Service Disconnect Volce Servics (any st typs) 0.00 0.00
Internal: Disconnect a Toll Free Service  Disconnect a tol free service number. 0.00 0.00

Internal: Gage Disconnect Disconnect & service from the Gage Switch for Conferences & Accommmdation 000 000

-4

In orderto view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by defaultsetto 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Placeacheckinthe boxnextto:
a. ‘Internal: Disconnect Additional Location’ to disconnectan extension.
b. ‘Internal: Disconnect Voice Service’ to disconnectaphone service.
2. Click ‘Finish’ at the top of the screen.
3. Ifthereare no errors, youwill be taken back to the subscriberinformation page.
If you have more orders to place, click on ‘Services’ and search for the next service you wishto
change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.

You will now see this screen:

y-i“i UBC IT BILLING Departmental Voice Administrator

THE UNIVERSITY OF BRITISH COLUMBIA

Brian Leavitt Billing Services Reports  Home  Logout

Cart
Services [Cart | Orders

List
2 | Checkout Checked | | Remove checked | [ Edit Checked
CART
1-1 isplay 19 rows per page
- . Department Service Request «+ | Service Humber | Est Recurring Charges | Est One Time Charges
[ 0 ITINFRASTRUCTURE Change Yoice Service  BD48273700 ooo 000 14-FEB-2013 11:57:36

1-1
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1. Place acheckinthe box nexttoeach orderyou wish tosubmit.
2. Click‘Checkout Checked’.

You will now see this screen:

Cart Checkout Yizard

Checkout tems: View Results

? Checkout Rems Cancel

CHECK THIS BOX when subrmitting multiple orders [ @

1-1 Display 15 rows per page

Department Humber Department Hame . Service Request Service Humber Req Due Date: Estimated Recurring $ Estimated One Time §

arr IT INFRASTRUCTLRE Change Voice Service 6048273700 14-FEB-13 000 000 14-FEB-2013 11:57:36
1.1

1. Ifyou have more than one orderto submit, place a check in the box nextto ‘CHECK THIS BOX
when submitting multiple orders’.
2. Clickon ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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uBe UBC IT BILLING Departmental Voice Administrator

THE UNIVERSITY OF BRITISH COLUMEBIA

Brian Leavitt Billing Services Reports  Home  Logout

Services » 0642526 Leavitt, Brian Voice 6048273700

Services | Cart | Orders

Profile

@ {] [} ? "%‘ @ Add ¥ Move Senice Change Service Disconnect Service
Add Subscriber and Service

SUBSCRIBER, SERVICE & L OCATIO Add Service 1o Subscriber
Add Location to Service

Name Brian Leavitt Subscriber ID 964252600 User Defined ID 58842526
Group AdminTel INFO TECH Billing Cycle AdminTel INFO TECH
Status Active Status As Of Date 08-MAR-2012
Department Number 87710 Department Name IT INFRASTRUCTURE Bill To Department [
Cost Center Tax Status MNone

Service Number 60452737000

Service Type vaiceD Status In Service Switch Address
Switch Cisco Server Rating Switch Status
Alert
Service Start Date 02-MAR-2012 Senvice End Date
Multi-line/Single Service Class
Analog/DigitallP Line Type
E911 Class Of Suc E911 Type Of Svc

Location 308 (LEOMNARD 5 KLINCK) /1 /103 fvOIP

Expand All_|[_Collapse All

Locations

(Click to view list)

From this screen: clickon ‘Move Service’.

You will now see this screen:

Change Service Wizard

Other Information Semice Catalog | Winrk Order Additional on | Confirmatian

?

Finish Cancel

Subscriber ID 9642526 User Defined ID 59642526
Mame Brian Leavitt Group AT (AdminTel INFO TECH)

Service Information

Service Number 6048273700
Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD S KLINCK]) 17102 i VOIP

Other Information

* Request Date

Additional information andior contacts

Select Existing Contact ¥
Contact Name O\ @ Contact Phone

Selecta contact (above) or enter the contact information (helow)

Contact First Name Contact Last Name
Contact Phone: g g

You will need to:

1. Enterthe ‘RequestDate’ — the date you wish the service to be moved on (actual completion
date depends on complexity of request and current volume of requests). Ifitisa VolP phone set

26



UBC|IInformation Pinnacle - DVA Manual - Phone Orders

J7)Technology Reviewed 19/02/2013
Revision1.0

move, you may instructthe userto move the phone themselves, however please submit the
move order before they move the phone so that we are able to keep the emergency 911
locationinformation up to date.

2. Describe the requestinthe ‘Additional information and/or contacts’ box, forexample where
the phoneiscurrently,and where itis movingto, and also include the email address you wish
to be contacted at. Describingthe requestinthis box helpstospeed up the process forthe
Voice Team.

3. Fillinyourcontact information (notthe subscribers) ifitis notalreadyfilled in automaticallyin
the ‘Contact’ section.

4. Click‘Next’.

You will now see this screen:

Add Location to Service Wizard

Other Infarmation New Location Service Catalog | Waork Order Additional Information | Confirmation |

? = Prav Next = Finish Cancel
F.N

Instructians
Subscriber ID 9642525 User Defined ID 59642526
Mame Brian Leavitt Group AT (AdminTel INFO TECH)

Service Information
Service Number 6048273700

Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD S KLINCK) 17102 i VOIP
New Location Information
* Building Number |208 O\ Building Name LEONARD S KLINCK
Floor |1

Room |103

Other Information

<=

You will need to enterthe new location wherethe phone setisto be moved.

1. Enterthe ‘Building Number’. If you do not know the building number, you canclickonthe
‘magnifier’ to the right of the text box to look up the buildingnumber. Once you have entered
the building number, the building name will be automatically filled in.

2. Enterthe ‘Floor number, forexample ‘3'.

3. Enterthe ‘Room’ number. If the room does not have a number, enterthe name, forexample
‘Lobby’.

Click ‘Next’.
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You will now see this screen:

Move Service Wizard
[ OtherInfarmation | Mew Location  [D=ayi - cilos ] wwark Order Additianal Information | Confirmation |
7

< Prev Mext = Einish Cancel

N\

Instrustions

Subscriber ID 9642526 User Defined ID 59642526
Mame Brian Leavitt Group AT (AdminTel INFO TECH)

Service Information

Service Number 6048273700
Service Type “oice Status In Service Alert
Switch Address Switch Cisco Server Rating
Location 308 (LEOMNARD S KLINCK] 17103 i VOIP

New Location Information

Service Catalog Selections

1.8 Display| 290 rows perpage
Internal: Change Phone Set Please specify type of phone. For changing fram any analog set type to JACK ONLY Please complete this order AND this form.
Internal: Disable Service and Hold Service Number  Disconnect a voice service but retain the phone number for future use.

Internal: Disable Service and Redirect Number Disconnect a voice service and redirect the number to ancther LBC phone:

Irternal: Disable Service and Retain Yvoice Mail Use this to disconnect & telephone but retain the phone number and voice mail

Irtermal: Move Muttiine Phone Service Miowe Muttiline Phone Service

r
r
r
r

[- [~ Internal: Move Jack Only or Single Line Service  Move Jack Oniy or Singleline Phone Service
-
[T Internal: Move YOIP Phone Service Mave & VOIP phone service (singleling of mutiing)
ol

Internal: Reinstall Held Service Mumber Reinstall & woice service number that you have placed on hold, Please indicate in 'sddtional information’ what type of phone you require, acditional charges may be applied based on what b

In orderto view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default setto 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Placeacheckinthe box nextto:
a. ‘Internal: Move Jack Only or Single Line Service’ to move a jack only or single line
service.
b. ‘Internal: Move Multiline Service’ to move a multiline phone service.
c. ‘Internal: Move VOIP Phone Service’ to reporta VolP phone set move.
2. Click ‘Finish’ at the top of the screen.
3. Ifthereare no errors, youwill be taken back to the subscriberinformation page.
4. Ifyou have more ordersto place, click on ‘Services’ and search for the nextservice youwish to
change. If you are done submitting orders, clickon ‘Cart’ at the top of the screen.

You will now see this screen:
e L L

Brian Leavitt Billing Services Reports  Home  Logout

Cart
Services [Cart | Orders

List

@ X Checkout Checked Remave Chacked Edit Checked

?

1-1 isplay 15 rows per page
- . Department Service Request « Service Humber Est Recurring Charges Est One Time Charges

T @ ITNFRASTRUCTURE Change Yoice Service  B048273700 0.00 000 14-FEB-2013 11.57.36
1-1

3. Place acheckinthe box nexttoeach orderyou wish tosubmit.
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4, Click‘Checkout Checked’.

You will now see this screen:

Cart Checkout Yizard

Checkout tems View Results

? Checkout tems Cancel

Inzti

CHECK THIS BOX when submitting multiple orders ] @
1-1 Display 16 rows per page

Department Humber Departrnent Hame - Service Request Service Humber Req Due Date Estimated Recurring $ Estimated One Time §
arvt IT INFRASTRUCTLURE Change Woice Service  B048273700 14-FEB-13 000 000 14-FEB-2013 11:5736
1-1

3.

If you have more than one orderto submit, place a check in the box nextto ‘CHECK THIS BOX
when submitting multiple orders’.

4, Clickon ‘CheckoutlItems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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Part 2b: Order a New Service for a New Subscriber

If you wish to add a new service AND a new subscriber, forexample anew employee inanew position,
click on ‘Add Subscriber And Service’ at the top of the ‘Services’ page. Afteryou have clicked on the
button, the following screen will appear:

Add Service and Subscriber Wizard

IS Semice Type | Other Information | Mew Location | Wiork Order Addiional Information | Gonfirmation

? Mest = Cancel

hions

First Name i Last Name | ¢
Department Number & ¢
User Defined ID * Subscriber Group | (selectone) j @

1. Filloutthefieldsonthe screen. The requiredfieldsare:
a. LastName
b. Department Number(You cansearchfor the departmentnumberby clickingonthe
‘magnifier’ icontothe right of the ‘Department Number’ box
c. SubscriberGroup (Forregular UBC employeesitis ‘Al—AdminTel Internal’)
2. FirstName isoptional. Note that the combination of First Name and Last Name will be the Caller
Display (call id)
3. User DefinedIDis optional and may be left blank, we recommend usingthe 7digit phone
number, forexample 8273700 if the numberis 604.827.3700
4. Click‘Next’.

You will now see the following screen:

Add Service and Subscriber Wizard

Mew Subscriber Service Type Other Information | Mew Location | Work Order Additional Information | Confirmation

? < Prev Mext = Einish Cancel
A

Instrustions
New Subscriber Information

Subscriber L Department 89771 (IT INFRASTRUCTURE)

L

User Defined ID 8273700 Subscriber Group Al (AdminTel Internal)

1.3 Display 14 rows perpage

-- Category Characteristics Format Service Humber Rule Private Humber Rule

o Callcards  Voice ‘oice Pool System will Generate for Rating
J Lol PEN PEN ‘oice Random Use Service Number
ol “oice: ‘oice Voice Pool System will Generate for Rating
1-3

e Ifyouare addinga new phone service, putacheckincircle to the left of ‘Voice’.

e |Ifyouare addinga Long Distance Authorization Code (aka PBN), putacheckin the circle to the
leftof ‘PBN’.

Click ‘Next’.
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You will now see the following screen:

Add Service and Subscriber Wizard

[ MewSubscriber | Service Type [0 R e (0] Mew Location | Service Catalog | Wiark Order Additional ion | Confirmation |
? < Prev Mext = Finish Cancel
PN
[ Instructions:
E
New Subscriber Information
Subscriber Example Phone Department 3771 {IT INFRASTRUCTURE)
User Defined ID 8273700 Subscriber Group Al (AdminTel Internaly
New Service Information
Service Type “oice
Other Information

* Request Date Ei @

Additional information andior contacts

<=

Select Existing Contact ¥
Contact Narme O‘ Contact Phone
Selecta contact (above) or enter the contact information (helow)

Contact First Name Contact Last Name
Contact Phone: E E

You will need to:

1. Enterthe ‘RequestDate’ — the ideal date you wish the service to be active (actual completion
date depends on complexity of request and current volume of requests).

2. Describe the requestinthe ‘Additional information and/or contacts’ box, including abrief
description of the jack locationinthe roomif itis fora new phoneline, and alsoinclude the
email address you wish to be contacted at. If you are also addinga Voice Mail box to the new
service, pleasealsoincludethe user’'s emailaddressin this section. Describing the requestin this
box helpstospeed upthe processfor the Voice Team.

3. Fillinyourcontact information (notthe subscribers) ifitis notalreadyfilled in automaticallyin
the ‘Contact’ section.

4. Click ‘Next’.
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You will now see this screen:

Add Service and Subscriber Wizard

[“NewSubscriber | Sendce Type | Other Information Service Catalog | Work Order Additional Information | Confirmation |

? < Prev Mext = Einish Cancel
A

Instrustions

L

New Subscriber Information

Subscriber Example Phone Department 89771 (IT INFRASTRUCTURE]

User Defined ID 8273700 Subscriber Group Al (AdminTel Internal)

New Service Information

Service Type Voice

New Location Information
* Building Number O\¢ Building Name
Floor ¢
Room ¢

Other Information

You will need to:

1. Enterthe ‘Building Number’. If you do notknow the building number, you canclickonthe
‘magnifier’ to the right of the text box to look up the building number. Once you have entered
the building number, the building name will be automatically filled in.

2. Enterthe ‘Floor’ number, forexample ‘3’.

3. Enterthe ‘Room’ number. If the room does not have a number, enterthe name, forexample
‘Lobby’.

4. Click ‘Next’.

You will now see this screen:

Add Service and Subscriber Wizard

\ MNew Subscriber | Service Type | Other Information | MNew Location Senvice Catalog wiork Qrder Additional Information | Confirmatian

? < Prev Mext = Finish Cancel

Instrustions =

New Subscriber Informat

Subscriber Example Phone Department 9771 {(IT INFRASTRUCTURE)

i

User Defined ID 8273700 Subscriber Group Al (AdminTel Internaly

New Service Information

Service Type Voice

ion Informati

Hame « Description

[T Internal: Addl Telus Directory Listing Add & Telus Directory Listing to the Telus White Pages. Indicate inthe comments howve you would like your listing to appear and in what section.
[ Internal: Add Telus ISDN or 18 Line Install Telus ISDN or 18 line. Charge will come from Telus and will be added to subscriber after installstion is complete.
[T Internal; Add Toll Free Phone MNumber Add atoll free phone number. Please provide phone line that this toll free number will terminate on
[T Internal: AddWWiTel set to an existing service Add 8 W\iTel zet to an existing service. Click Here to view details about the WiTel service.
[T Internal; Add a CISCO Personal Directory Enable the Personal Directory on CISCO YalP phones
[~ Internal Add an Additions Location Add an additional Iocation to an existing service. Morthly charges vary depending on type of phone sef requested. Please note: The nesw location must be within the same building and on 1
[T Internal Cisco 7937 Conference Phone Purchase a Cisco 7837 Conference Phone without additional speakers
T [7  Irternal Employes Basic Service Install a basic singleline phane for an employes, depending on your losation this may be an MB004 or CISCO 6345, Click Here to view the phoneset and festures of a singleline phane.
E 1> [7  Irternal Employes Enhanced Service Install a single line speaker phone for an employss, depending on your location and avalabiity this may be an M3802, M3316. Click Here o view the phonesets and details
[T Internal: Employes Jack Only Service Install & jack only service for an emploves whio is using their own phone set,
[ Internal: Employee Multiine Service Install & Muttiine phone for an employee, depending on your location this may ke an M3304 or & CISCO 7985. Click Here to view the phoneset and features.
[~ Internal Exchange Unified Messaging Enahle Unified Messaging for voice mail service. This requires the user to have a FASmail accourt. Please provide the FASmail email sddress with the order.
[T Internal: Exchange Vaice Mail “vaice Mail Only Exchange mailoox
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In orderto view all the service catalog selections, go to the box under ‘Service Catalog Selections that
says ‘Display xxx rows per page’ and change the xxx (by default setto 15) to 250, and click on a blank
part of the page to refresh the screen.

1. Ifyouwishtoorder:
a. AnewBasicService foraregular UBC employee, place acheckinthe box nextto
‘Internal: Employee Basic Service’.
b. A newEnhancedService foraregular UBC employee, place acheckinthe box nextto
‘Internal: Employee Enhanced Service’.
c. A new Multiline Service foraregular UBC employee, place acheckinthe box nextto
‘Internal: Employee Multiline Service’.
d. AnewlJack OnlyService foraregular UBC employee (forsomeone usingtheirown
phone set), place acheck inthe box nextto ‘Internal: Employee Jack Only Service’.
e. Anewfax, modem,elevator, alarm, orothersimilarservice, place acheck nextto
‘Internal: Other Jack Only Service’.
f. A new LongDistance Authorization Code (aka PBN), place acheck nextto ‘Internal: New
PBN’.
g. Anewlineforanon-employee, such as contractors, conference/meeting rooms,
classrooms, etc., select one of the ‘Internal: Other Basic/Enhanced/Multiline/Jack Only
Service’ offerings asappropriate.
2. Ifyou wishtoadd Voice Mail to the new service, also puta checkin the box nextto ‘Internal:
Exchange Voice Mail’.
3. You can find more information about service offerings atthe UBC IT AdminTel website.
http://www.it.ubc.ca/service catalogue/internet telephone/facultystaffphoneservice/admintel

/cost_admintel.html
4. Click‘Next’ at the top of the screen.

You will now see this screen:

Add Service and Subscriber Wizard

[ MewSubscriner | Service Type | OtherInformation | Mew Location | Service Catalog [Nt b men b el

‘? =Prev Mext = Finish Cancel
A

Instructions 1_r
New Subscriber Information

Subscriber Example Phone Department 3771 {IT INFRASTRUCTURE)

L

User Defined ID 8273700 Subscriber Group Al (AdminTel Internal)

New Service Information

Service Type Voice

New Location Information
Additional Information

MRC Speedchart Reguired for new services
0OCC Speedchart Reguired for new services
Long Dist YN 7 —Reuu\ren for new services
Toll Speedchart —Reuu\ren for new services
Email Address —Requ\ren far new services
Service Use jRequwreu far new services
CWW Login —Required far new semvices - If CWL is not available, provide the Employee D ar Student number
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e Newservicesrequire Speedchartinformation for billing. Please fill in (all entries are required):
‘MRC Speedchart’ — Recurring charges

‘OCCSpeedchart’ — One time charges

‘Long Dist Y/N?’ — Should outgoinglong distance be allowed, Y/N?

‘Toll Speedchart’ — Long distance charges

O O O O

‘Email Address’ — The subscribers emailaddress, if there isnot one, use yourown
o ‘CWLLogin’ —This is pendingfuture implementation, please leave blank for now.
e Click ‘Next’.
e You willnowsee apage summarizingall the information you have entered. Please look it over
and thenclick ‘Finish’.
e Ifthereare no errors, youwill be taken back to the ‘Services’ page.
e Ifyou have more ordersto place, clickon click on ‘Add Subscriber And Service’ orsearch forthe
nextservice you wishtochange. If you are done submitting orders, clickon ‘Cart’ at the top of
the screen.

You will now see this screen:

_ﬂg_ U B c IT B I I-L I N G Departmental Voice Administrator =
Brianh Leavitt Billing Services Reports  Home  Logout
Cart

Services [Cart | Orders

List

2 T X Checkout Checked | | Remove chesked | [ Edit Ghecked

CART

1-1 isplay 15 rows per page
- . Department Service Request « Service Humber Est Recurring Charges Est One Time Charges

T @ ITNFRASTRUCTURE Change Yoice Service  B048273700 0.00 000 14-FEB-2013 11.57.36
1-1

1. Place acheckinthe box nexttoeach orderyou wish tosubmit.
2. Click ‘Checkout Checked’.

You will now see this screen:

34



UBCInformation Pinnacle - DVA Manual - Phone Orders
J7)Technology Reviewed 19/02/2013

Revision1.0

Cart Checkout Wizard

Checkout items View Resulls
? Checkout ems Cancel

Insty

CHECK THIS BOX when submitting multiple orders r @
1-1 Display 14 rows per page

Department Humber Department Hame - Service Request Service Humber Req Due Date Estimated Recurring $ Estimated One Time §

arm IT INFRASTRUCTURE Change ‘oice Service 6048273700 14-FEB-13 0.00

000 14-FEB-2013 11:57.36
1.1

1. Ifyou have more than one orderto submit, place a check in the box nextto ‘CHECK THIS BOX
when submitting multiple orders’.
2. Clickon ‘Checkoutltems’.

Congratulations, you are done! — Click here to go back to Placing Phone Orders.
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