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mputing Services and Systems Development

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 onling, click on the link titled “Telecommunications Service Request Form.”

Requestor Infarmation (required)
Flrepamsten 1ot name Fill in *Useenome® or *Last Name®,
ot S then pross ENTER (not TAB) 1o

Reeren L L TR

End User Informal fion

Site Information (location of work being ardered)

Billing Information [required)
Services or Work 10 be Completed Pluasy choose an "“’”"If:”“’
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.

Requestor Information (required)
Requestor Username |_j03123 |
Requestor Last Name |_Smith |
Requestor First Name |_Joseph & é
Requestor Phone |_( é
412 624-0000
Requestor Email [roaizs@pittess ]
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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.

Requestor Username
Requestor Last Name
Requestor First Name
Requestor Phone

Requestor Email

Requestor Information (required)

[smith, |

- A Selection List -~ Web Page Dialog

I: wohn Smith Staft WL 100
Jon Smtib Faculty WAPH 1200

Jon-Paul Smith Student Engineering
Feph A Smith Staft cL 701

End User Information

| Site Information (|00Elﬁ0 http://remedy0l.cssd. pitt. edufarsysiapps/sharedfselect_dialog.isp  Internet
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.
End User Information >

End User Username | |

End User Last Hame | |

End User First Mame | |

End User Phone | |

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

Room # 71

Building Mame

Site Information (location of work being ordered)

~|

“[ALLEGHENY OBSERVATORY
ALLEMHALL

ALUMNIHALL

AMOS HALL

APOLLO HOUSE

ATHENA HOUSE

4. Enter your billing information.

ATHLETIC BUILDING

e UPMC customers will enter a valid Cost Center number.

Billing Information {required)

UPMC Cost Center

e 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.

Pitt Installation Account #
KA KHRKK. KKK KKEKK. KRXKKK KXHRK. KREKK

Data Port

Subcodes

Ungpecified = 0000
Telephone = BExx
Administrative = 8500
Research = 8502

Faculty = 8504

Student [non-ResMet) = 8506
ResMet = 8510

Authonize Expedite Charges | p, o

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.

Authorize Expedite Charges | vax

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

Services or Work to be Completed Please choose one: Telephons and Othet

e 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.

Telephone Video Other
[C1PBx Analog Single Line Phane [CJverizon - ISDM BRI Line [ Celular Phone
[C1 P Digital Multiine Phane [JWerizon - ISDN PRI Line [ Caling Card
[T Centrex Single Line Phone [ 7ol Free 500 Number
[ Centrex Multiine Phone: [ Conference Calling Service
[veicemail [ #eeount Change
[ Emergency Phone [ Billing Inquiry
[ Conference Rioom Phone
[C] 0ff Campus Business Line
[ Software

e 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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Data

Cata Port
[Jwieless Data Service
[ Special T1 ptto pt
[ Special D53 pi to pt
[ Special Fiber pt to pt

[ Special React Alaim Circvit

6. Enter a brief description of your service request and include any known phone numbers.
Brief Description of Work Requested
Include any knowin phone numbers or quantities involved with this order, (Ex. Change to existing extension, cellular or 800 numbers)
D iption
pleaze change extension _I
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.

3 Action Message - Web Page Dialog

This request has been submitted. The ticket ID number is
@ displayed in the lower left-hand corner of your browser window.
Please make a note of it for any followup questions. (ARNOTE
10000)

Include

Descriptifhttp: /fremedy01 . cssd. pitt. edujarsys/apps/shared/msg_dialog jsp & Internet

Qiubmit successful: 10 = TSROD0Z3 /

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.
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