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Technology Help Desk 
412 624-HELP [4357] 

http://technology.pitt.edu 

 
Submit a Telecommunications Service Request Online 

 
 

Overview 
 
The online Telecommunications Service Request form, available at technology.pitt.edu, has been re-designed for easier use. The 
requestor information will auto-complete once you have entered your username and drop-down menus are provided to assist you with 
completing the form. The new form replaces the Telephone Service and Network Port Installation Request form.  Note: You must 
know your departmental account number to complete this request form. Please contact your departmental administrator if you do not 
have that information. 
 

Access the Form 
 
To submit a Telecommunications Service Request online, click on the link titled “Telecommunications Service Request Form.”  
 

 
 

Complete the Form 
 

1. In the Requestor Information box, enter your University Computer Account username and click Enter. The form will 
auto-complete with your user information.  Be sure to click Enter and not Tab when completing the form. 
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 Note: If you do not know your username, you can find it by typing your last name in the     
  Requestor Last Name field and clicking Enter.  You will receive a list of all users with that last name. Scroll  
  through the list, select the correct name, and click OK.  The form will then auto-complete. 
 

 
 

2.  In the End User box, if this request is for yourself, click on Same as Requestor. If this request is for another person in your  
  area, enter his or her username and click Enter. The form will auto-complete with the end-user information. 

 
 
3. In the Site Information box, enter your room number. Next, select your campus building from the drop-down menu. 
 

 
 
 
4. Enter your billing information.  

 
• UPMC customers will enter a valid Cost Center number.  
 

 
 

 
• Pitt customers will enter a valid Installation Account number.  

            
  Pitt customers should note the format of the account number and enter all required numbers including the   
  periods between each subset.  In addition, Pitt customers will be prompted to enter a recurring account   
  number. Enter this number and click Enter. 

 
  If you do not know your account number, please contact your departmental administrator.   
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  You will receive an error message if an invalid account number is entered. You must enter a valid   
  account number to continue with the request. 
 

 
 

  
  Note: CSSD’s standard response time for requests is within three business days.  However, if your request requires  
  immediate attention, it can be expedited for a fee. Choose Yes from the drop-down menu next to    
  Authorize Expedite Charges.  
 

 
 
   
5. Next, select the service or work you wish to request.    

 

 
   

• Click on Telephone and Other to receive the following drop-down menu. Next, click on the appropriate box to 
select a telephone, video, or other service. You can select more than one service from this menu if needed. However, 
if you also require Data service, you must submit a separate request for that service. 

 

 
 

• Click on Data Only to receive the following drop-down menu. Next, click on the appropriate box to select a data 
service. You can select more than one service from this menu if needed.  However, if you also require Telephone or 
Other service, you must submit a separate request for that service. 
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6. Enter a brief description of your service request and include any known phone numbers. 
 

 
 
7. Click the Submit button.  

 
8.   Once your request has been submitted, you will receive a message that includes your Telecommunications Service Request 
 (TSR) number, which is located in the lower left-hand corner of your browser window.  Please note this number for future 
 reference about your request. 
  
 

 
 
 

Questions and Feedback 
 
The Technology Help Desk at 412 624-HELP [4357] is available 24 hours a day, seven days a week to answer your technology-
related questions.  Questions can also be submitted via the Web at technology.pitt.edu. 


