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This is a draft of the final Manual expected in 3-4 weeks.

This document was created for the telephone coordinators of the state of South Carolina as a guide to
ordering PBX and Voice Over IP telephone services through a web-based portal provided by Spirit
Communications. October Z”d, 2012
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Accessing The Portal

In your browser use the link https://scportal.spiritcom.com to access the portal.
Select "Customer Relationship Manager " to begin issuing orders

Password:
Customer Relationship Manager N <—

Work Flow Manager b4



Home Screen

Weloome andrewiad Hickory Tech

“ - SuiteSolution®

|- —

‘Search History Current open service orders.
ecent = +] 1 so# | Due Date Description Initiated Date JFM SO Data
Froguent - |(B03yT3T-2125 1362812 01 T/2012 Change Name wanmz QuickView
(BO3)T24-5003 | 1352811 0172012 Change Nama 082012
Transaction Gounts {chck bo view deais) (B50)325-6451 | 1352779 08721/2012 Add Plan Analog Fax to (B50)3 0811872012 Quick\View
(BOB)TIT-0148 | 1352810 087232012 Change Nami 0an72012 Crick\ i
L (BOG)724-5003 | 1357803 024/2012 Add Plan Digital Service Packa 08/17/2012 Quick\View
o Closed sarace ordars pending folow-up
o Logs Nagged for Tolow-up
0 Batch processes faquining folow-up
HotesRreminders (0 nates) [ Aad ] f
Date nders

You can view any open orders
Add Special notes/reminders
Enter your account # to search for your agency in the search field.

Add a service
1. Once the account number 5013962(PBX) or 5013963(VolP) has been entered in the search field press
ENTER

Lwbisme PRI TRANNG B L W |~ Y. —
Deposit Bal C Mo Previous Bills Found ments  Past DualTotal Balance ChgiCr To Be il e Stmt Baljost)
e " H0.087 5000 3305 0

5.5 ®/TaxiD Directory Delivary Information:
Date O Birth -] #of Books
DOrwver License # 5C = Book Orop Locaton =

Customer Information:
Customer £ BI0S4ETS

Appty P Update:

Key options on this screen:

Add a service icon(little head)

Return to home screen icon(home)

All the options on left hand side

Once the add service icon is selected a new window is populated



E+ Add Service 2

Actien: & New serace

' Defau information from exstng serice 10 = | BPID {501 3503

Subscriber Information: Exemptions/Mise:

Business ame Taxamon [# inhort From BP

Farst Hame Last Name Federal Stale

PRINGE TUEETY Camrny Local

Interriat Marme Ueine Type:  Non-Lioine: L

M Moy

House®  Sufx PreDe Street Suffix Past-Dr =

1500 Harmgton s P Ol

Lecasan Directory informaticn;

e S oA Type HP.Blocks Hame & Humber = m—

Columba S0+ 92012935  FRechiand CID Harne:

v

Class of Service:

Vowce | Dwgtal Line | PBX v

[ Gamo [ biesa>

T

Key options on this screen:
New service

Existing service/number
Correct Name

Correct Address

Class of Service

Directory Information



After completing the appropriate fields select "Next"

[+ Add Service ]

P Dot Sorvon Pockago = | 1| [ YiewUpdse Festees.

Carrier information: T
Cartier Feeeze  Efective

[ I Oueome 3

mC2 a7 - | DwDae 5

D information:

o GATAEINE | [Seimet New NPANO |

Schoduied Stant Dime cangenz @ ¢
DueiRequested i Servce Dute gz B3
atall tructns .

! Go To Dreciory info ASer Saang
| sgack | | Swe || Gancal

Key options on this screen:

Plan

View/Update Features

Due Dates

Automatically populates a new number

After choosing the correct "plan" you must select the View/Update Features button and enter the
correct features. The new window shown below will populate.

Features

Retum To Add Pan

MR Selected Featurs Amount  From | Through mmu'“"

000 Dus Date;

[ % Directary Listing Group Due Date #

o DIGITAL PORT Due Date -

* o =% Digtal Phone Sets Dua Date -
! PHONE DIGITAL 13169, BLACK Dus Date

Fiter By, Mame Calogory | Al Calegones

| Available Feature |
COE 0,005
DIGITAL DISPLAY MOD W/RAIL/BRA 000
DS 168T WO SPKR/DISPLAY 000
DS IS0 1087 WDISPISPKRMSG B 000
Directory Listing o
Directary Listing 0og
0o -

FOREIGN DIRECTO

Double click on "Digital Service Package" to define services associated with this package.
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Feature Details For: Digital Service Package
Digital Service Package

Feature Package Total: $0.00

[Loox ][ Cancel |

Feature Details -- Wi

Digital Senice Package

[ s Feature Details For: Digital Service Package

Amount 0.00 Months To Bill @ January [ February (%] March Mandatory Recurring
Fram Due Date 1 = Apil [ May ¥ June Billed Through
. ¥ Jul [#] August ¥ September 3
Moot - = D:rober = Nu:embe( = D:ember SLUETT SHgia) Servc
Iy Back BillCredit ¥ Giing Catagary. [Loo-festures i
Qty Change Date | 8 Suppress Detail | CrastaciEy
Pet Last Updated By
Feature I Feature Groups Feature Group Options
Feature Amount | From Through Feature Amount Weight |
Equipment - - (1/1) I COE 0.00 1
Directory Listing Group - 0 (0/1) 000 Due Date Purchase 0.00 1
DICITAL PORT 0.00 Due Date
Digital Phone Sets - 0 (1/1) 0.00 Due Date

Feature Package Total: $0.00

Amount

Dus Date £
(I
(I
L 1

Feature Includes / Feature Groups

From

| [ Through
Quantity

Qty Change Date
Pct

Months To Bill January

April
July
October

February
May
August

Navember

March Mandatory [
June Billed Through
September
CRM Catego
December egeny

Back Bill/Credit
Suppress Detail | |

Billing Category
Created By
Last Updated By

Feature Group Options

Recurring [/]

L ]

Digital Service

Loc-features flat recurring

Feature

‘ Amount| From | Through |

Feature

| Amount = Weight |

Equipment - 0 {(1/1)
Directory Listing Group - 0 (0/1)
DIGITAL PORT

0.00 Due Date
0.00 Due Date
0.00 Due Date

B

0

DIGITAL DISPLAY MOD W/RAIL/BRA
DS 16BT W/O SPKR/DISPLAY

DS ISDN 10BT W/DISP/SPKR/IMSG B
PHONE,DIGITAL,13169,BLACK
PHONE,DIGITAL,18D,EURO GEN2,BL
PHONE, DIGITAL, 2420 GRAY

PHONE, DIGITAL, 2420 GRAY REFURB
PHONE, DIGITAL, 6408 WHITE,REFUR
PHONE, DIGITAL, 64080+ GRAY REFU
PHONE, DIGITAL, 64080+ WHITE, REF
PHONE, DIGITAL, 64160+, GRAY REFU
PHONE, DIGITAL, 64240+, GRAY REFU
PHONE . DIGITAL, 7403D01B.BLACK.R

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

alalalalalalalalalalalala

Cancel




After the phone of choice has been selected click, "OK" which takes you back to the features window
where you can add VOICEMAIL and other features. Once satisfied select, "Return To Add Plan."

L+ L 1

“PHONE DHGITAL 54080+ GRAY.REFU - 1

DIGITAL PORT - 1

Ditectary Listing Group Y 1

Equipment # 1

l .

. i, ] *

Fitgr By  Mame Category. | Vescemad ~ | Search | 9 Autosearch Beincs Akl
| VIMD001-Msg Box-Basic {15/1:30) Veecomai oo

| VIMD002-Msg Box-Ext (2002.00) Voscemad 00 =
VIMDO003-Mag Bon-Exp (502.00) Vinacomaail 0.00
VMODGT-Listen Ondy - Apg Voscemail 0.00
VMO00E-Forms-Appacabors Vioscemail 000
VMOD10-Auts Atfend Application Vioicemail 0o

VMDD -Aato-Albend-Appbe ation Vst email 000 -

Select a "Scheduled Start Date" and a "RDD", then SAVE!!

Eﬁ Add Service 7

= Retain Optional Features 1 | 1| [ MiowUpdaie Featurss |

Plan
Service Group. Biling Point -
Carrier Information:
Carrier Freeze Effective
mCt 0807 v I osnszoi2 B

PIC2 0807 ~ [E oederoiz &

D Information;
D 8037245034 | [ Select New NPANXX | [ Reserved Numbers

71 Bypass Reuse Wait Period
Scheduled Stan Date: ownozorz O
Due/Requested In-Service Date: tasm012 2 T
Install Instructions.

¥l Ga To Directory Info After Saving

[ <Back | [ save |[ Cancel || Save-fecords Qo




You have few options after you save it. A window is populated requesting details of the order.

Master Order Confirmation - Webpage

Do you want to add this service order to the following Master Order #7?

Master Order # 1352877 - Add Plan Digital Service Package to (803)724-
5028 for SPIRIT TRAINING - (803)724-5028

[ Add to Master Order |

[ Add to Master Order with Dependency |

[ Leave stand-alone |

Once you select how you want to add the service, orders forms will appear.

i Service Order Forms |

«  Addinte Sutton Configuration Form oo Vot Grsip Vi Mad EC300 o6l ,
Floor 102
Room 102
Jack
| Sem || Goce |




ot Service Order Forms

[ 4 sairs Bt Cenprgn Fum ey ot e Voewal e o5,

Temporary Password
Zero "0 Outpoint 8037374512
Comments

.
A =] 3
«t Service Order Forms 1
1 Adal o Bueton Confqurnon. Form Info Hhnt Group Vown Mad ECH0 5Ly
Call Pick-Up Group Detads Coverage Path Details
Existing Group
Yes Provide | 10 digit simber from existing group. Foi Mof oy Path Haobeder Hae
1 ! + W
]
No Provide 1-12 10 digit nunsber(s) from new groug. 3
1 4
1 ]
3 & .
4
H
[
T
H Swiich Port
9 Cusrent Switch Port
:‘: New Switch Port
12
[ om0 | [ Gancel |
+ (N L

Select "Save" once ready to create
You can view this order at the home page under open orders. Under QuickView it outlines the workflow
progress

10



Changes: Names, Features(Phones,VM etc.), Reset VM
1. Begin search by typing in the phone number at the home page.
2. Begin search by using the account number if you do not know the phone number.

Hew - GTTR0E _ BillGmPER
DuolTotal Balance | Chair To e Billed  Maxt Stmt Baljost)
i §LH 50 00 1)

Home/Contact Phe 55 & TaxiD Diswctary Dalivary Infermation:

Wk Pha Dite O Bath a #.of Books

Faoat Drtver Licersse # sC ~ Biock DrogLogefierr| ».

Atemats 161 Customer Informatian:
Customer BUSESTS

Once at the profile view select services and then All Services
This populates a list of all the numbers associated with this agency and you can then select the different
options on the left hand side to make the desired changes.

- Mo - DEETR0IE - WG&GPBJ( e
Services Cuortotal Balance | ChaC Jo i Wiled et SEnt Bilies

Plan Key Features Last Activity

Status | EN. Date
SPIRIT TRAINING Hiaw 0AMTI2012 Digite Sanvce Package Dugial DL, 08

« ) '
Show [ Actve Serices ) Key Features 1 it Name | Chasgo Totals | | Status Counis | | Hieraechy |
¥ lnactve Services 171 Fac, Sve, Act Type [ Stopped Plans 171 1D Mistory
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Double click on the phone to make a change.
Select VM and remove button to remove it.
Select save disk icon once finished

i How- 08182012
It Bervice Brce

g Charges: $000  One ges 000 Totat S0.00 Calegory. Al Citegores -

000 (8NE2012
o202
OEER012
oAz
oanaRmz
a2

Amount | From | Through | puiec guct Pt
»
.
L]
4
-]
00182012 -

R

'_DlﬂTll. DISPLAY MOD W/RAIL/BRA
‘DS 16BT Wi0 SPKRIDISPLAY

D5 ISDN 108T W/DISP/SPKRMSG B Dagitad Phone Sets 0.0
Dureciory Listing Deractory Listing (1)
Direciory Listing Dwactory Listing 000
FOREIGN DIRECTO Drgitad Sarvca 000 .

A new window populates requesting a due date

Scheduled Start Date:
Due Date:

ogez012
Installation Instructions:

Save | BeokEdt | Cancel || Qnly |
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Move

Move to a different Sub-Account/department within the same agency

Click on services tab

Home/Contact Phe 55 £/ TaniD
Work Pha Date Of Brth
Fall Driver License 8

g Aush User Fad
Add Auh User Pad Hint

Internal Access Securty Ifa:
Regured Securty Role  SCSate -

Wieb Portal Access Security Info:

‘Customer Information:
Customer D 61058575
% Aoy e and A

|_EfT. Date Fan

0aNTIAN2 Digitel Sarwce Packige

08242012 Digitid Service Packige
082WH12 Sub Account
08NSP012 Sub Account

Show [ Active Seraces ) Key Features. 7] intermasl Name

¥ Inactiee Services 7] Fac, Sve, Act Type 7] Stopped Plans 171D History
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Select a different Service group(Sub Account) and click the disk icon to save
The Change happens automatically. No SO is created

Servi Detail = SR TANNG Sastn New - DEITR012
ernvice Uetal menﬂ& o Fravlous Bils Found Payments mw%mm

T New - 01872012

In Senvice Snce
COS  Voice | hgtal Line [ PEX - Senace Group  Bllng Pont |=
Exsmptiona/Misd SPIRIT TRAKNNG Sub Account 7 10002

Busress Name Ci Fi

spEl Taeation Inbertt From BP =
First Wame Last Name

PRINCE HARRY i S

Internal Name: GEO Code:
Loeire Type.  Non-Lielne -
Sernce Address (use Change Address b madiy) Mir Moty
RO0 Ty 3¢ Directory Infarmation:
: Status NP-Blocks Narme & Number = q1
Cohnrtin, SC 20201-2006 Fuchand 0 N
Intercupt Information;
Type -
Freeze Effective Rewson Saop Date: a
Act 087 - 1 oenseoz B - Hurnber

moz w7 - o sz @ -

Move: Room and Floor Number

After typing in your account number at the home page, press ENTER

In the next window select "Services," then highlight the number you want to make the change too.
Select "User Defined," which will allow you to make changes to the floor and room numbers

R L — L — L —
oo N«I"&: [ s Found P-&n&- I_mlunnl To Be Biied i lest)
|(B03)724-5018 SPIRIT TRAINING N 0&/18/2012 Digitel Senvice Package
|(BO3)T24-5023 SPIRIT TRAINING Hew DB24/2012 Dhgited Sarvice Package
I I
(B03)724-5025 o D242
| (B03)724-5035 SPIRIT TRAINING Hew 087252012 Digiad Service Package
SPIRITTRAINING Sub hew OA20H012 Sub Account
SPIRITTRAIMNG S0t Hew 08192012 Sub Account
.
) g V
Koy Costoes. [P honi Norie | Chasge Totis | | St Counis | | Hherarchy |
17 Fac, Svc, Act Type ) Stopped Pans 1) 1D Hestory
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User Defined
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Disconnect:
From the service detail page select change status

COS  Voce / Digtal Line | PBX b

Subscriber Information:
Busness Name
SPRIT TRANING
Frst Name
PRINCE

Sernce Address (use Change Address 1o moddy)
1500 Hampion St

Columbe, SC 202012036 Fichiand

Specify Reason code, due date, Intercept information and then press save

Cancel |[Save | Save-Fecoeds Only |
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