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Main Menu

How to Access

To access the main menu, browse to the correct URL and enter a username and password when the login window is displayed.

How to Use

To use the main menu, simply click on any of the available links to be taken to any part of the system. If you are a normal user of the system you should have access to the following pages: Create Customer, Find Customer, Search MSAG, and Change Password. If you are an Administrator there will be an additional link for User Accounts.

How to Log Out

To log out of the system at any time, close the web browser window.  This is the best way to ensure that an unauthorized user cannot use your login information.

Create Customer

How to Access

To enter the Create Customer page, click on the Create Customer link from the main menu. The following fields are available: Customer ID, Service Type, Market, Service Class, and Company.

Create a New Customer

To create a new customer, enter in a customer ID (optional). The customer ID if entered must be unique in the system. Choose a service type of either Listed, or Non-listed Telephone Number. Choose a market from the dropdown menu. Choose a service class, and enter a company name. Finally when you are satisfied all parameters are correct, press the Submit button. The page should refresh if the information is accepted.

Navigation

Two links exist in the upper right hand corner; one that will take you back to the Main Menu, and one that will take you to the Find Customer page. You can also hit back on the web browser to get to the previous screen.

Customer Data Entry

How to Access

To enter the Customer Data Entry page, find an existing customer through the Find Customer page and click on any link under the Company column of the search results data table. The following fields are available: Customer ID, Service Type, Market, Service Class, and Company.

Modify an Existing Customer

To modify an existing customer, choose one by using the Find Customer page. Click on the field you wish to modify, make the changes, and press the Submit button. The page should refresh if the information is accepted.

Create a Location

To create a new location for the customer, press the Create Location button on the left hand side of the screen below the customer data entry fields.

Modify an Existing Location

To modify existing locations under a customer, click on any of the Edit links to be taken to the Location Data Entry page.

Navigation

Two links exist in the upper right hand corner; one that will take you back to the Main Menu, and one that will take you to the Find Customer page. You can also hit back on the web browser to get to the previous screen.

Find Customer

How to Access

To enter the Find Customer page, click on the Find Customer link from the main menu. This page can also be accessed from the Customer Data Entry Page by clicking on the Find Customer link in the upper right hand corner of the screen directly below the Main Menu link.

Find by TN

To find a customer by TN, enter the NPA, NXX, and XXXX (optional). The Active checkbox that is checked by default will cause the search to return only results of Active TNs. If the Active checkbox is unchecked, it will return both Active and Non-Active results. The default number of results to return is set to 25 per page, but it can be changed to return 50, 75, or 100 results per page. Once you are satisfied with the number of results to be returned, press the Submit button in the TN row. The results will be retuned in a Data Table.

Find by Customer ID

To find a customer by Customer ID, enter an ID in the Customer ID field and press the Submit button in that row. You can also change the number of results returned as mentioned above. The results will be retuned in a Data Table.

Find by Company Name

To find a customer by Company Name, enter the company name or part of the company name in the Company Name field. Choose Contains, Starts With, or Ends With from the dropdown menu. If you enter a partial name of a company, the search will return any results that contain that partial name if you choose Contains. If you choose Starts with, the search will return only customers whose company name starts with the partial name you entered. Likewise if you choose ends with, the search will return only customers whose company name ends with the partial name you entered. Press the submit button in the Company Name row. You can also change the number of results returned as mentioned above. The results will be retuned in a Data Table.

Create a New Customer

To create a new customer, click on the Create New Customer button below the searches.

MSAG Search

How to Access

To enter the MSAG Search page, click on the Search MSAG link from the main menu. This page can also be accessed from the Location Data Entry Page by clicking on the Run MSAG Search link in the upper right hand corner of the screen directly below the Main Menu link.

Address Search

To find an MSAG Address you must select a market from the Market dropdown list and enter data in at least one of the following fields: House Num, Prefix Dir, Street, Community, State, TAR, or ESN. Once data has been entered in one or more of those fields, press the Run Report button. The results should be displayed in a data table below the search fields. 

The default number of results to return is set to 25 per page, but it can be changed to return 50, 75, or 100 results per page. The Reset button will clear all the fields and set the dropdown lists back to their defaults. To the right of the Street, Community, TAR, County, and ESN fields is a dropdown list to select Contains, Starts With, Ends With, or Exactly. These allow you to further refine your search.

Community Names Search

To find an MSAG abbreviation for a community name, you must select either PacBell Community Names Search or GTE Community Names Search, and enter a Community Prefix. As mentioned above you can optionally change the number of results returned in the search. Once you are satisfied with your search press the Submit button. The results should be displayed in a data table below the search fields. By clicking on one of the links in the MSAG Abbreviation column, the abbreviation will be automatically entered into the Community filed under the MSAG Address Search. The Reset button will clear all the fields and the option buttons.

Navigation

A link exists in the upper right hand corner that will take you back to the Main Menu. You can also hit back on the web browser to get to the previous screen.

Change Password

How to Access

To enter the Change Password page, click on the Change Password link from the main menu.

Changing Your Password

To change your password, you must enter your old password, the new password that you wish to change it to, and you must confirm your new password.  The new password must be different from the old password and must be between 8 and 32 characters. It can be made up of numbers and letters both capital and lowercase. Finally press the OK button to commit the change. If you want to be returned to the Main Menu press the Cancel button at any time and no changes will be made.

Location Data Entry

How to Access

There are two ways to access the Location Data Entry page. The first is to find and existing customer via the Find Customer page and then go to the Customer Data Entry page for that customer. Once on the Customer Data Entry page you can choose to add a new location by clicking on the Create New Location button, or you can edit an existing one by clicking on the Edit link to the right of the list of locations. 

The second method to access the page is to enter the Find Customer page from the Main Menu as described above and create a new customer by clicking on the Create New Customer button. Once you have created a new customer you can add locations to that customer by clicking on the Create Location button.

Creating a New Location

To create a new location for a customer, you must enter at least a Street, Community, and State. The House Num, House Num Sfx, Street Dir, Additional Location Info, and New TN’s are optional. To commit the new location to the database, press the Submit button. If no MSAG entry matches the submitted data an error message will be displayed prompting you to fix the address and try again. If the location is accepted it will be redisplayed on the screen and any New TN’s will be moved down to the Existing TN’s section and displayed as individual numbers.

Creating New TN’s

Entering an NPA and NXX below the location fields and then entering individual numbers for the Begin XXXX field or a range of numbers in the Begin XXXX and End XXXX fields will create new TN’s. The form will not allow you to enter an End XXXX until four digits have been entered into the Begin XXXX field. Once four digits are entered in Begin XXXX, the End XXXX field that corresponds to it will be enabled. You can also set the LNP flag for any individual number or range of numbers. 

Modifying an Existing Location

To modify an existing location, you can change any of the location data by modifying the text in the House Num, House Num Sfx, Street, Additional Location Info, and Community fields. You can also modify the Street Dir dropdown list and the State dropdown list.

Modifying Existing TN’s

In order to modify an existing TN’s NPA NXX, or XXXX they must be in a non-active state such as New. The LNP flag and Status can be set on any TN except if it is in a deleted state. The Next Action dropdown list has the following options: Send I (Insert), Send M (Migrate), Send C (Change), Send U (Unlock), and Send D (Delete). These will automatically set the LNP flag and the Status to the correct values for the next action.

Navigation

Two links exist in the upper right hand corner, the Main Menu link that will take you back to the Main Menu, and the Run MSAG Search link that will take you to the MSAG Search page. The Company Name is a link that will take you back to the Customer Data Entry page for that company. You can also hit back on the web browser to get to the previous screen.

User Accounts

How to Access

To enter the User Accounts page, you must be logged in as an administrator, and then click on the User Account link from the Main Menu. As you enter the page, all user names are displayed in a table.

Create a New User

To create a new user, click on the Create New User button located at the bottom of the page. This will take you to the Create New User page which has the following fields: Username, Password, Confirm Password, and an Administrator checkbox. Enter a unique username, a default password, a confirmation password, and check the Administrator checkbox if you want them to be an administrator. Click on the Create button to create the user, or click the Cancel button to return to the User Accounts page without creating the user.

Modify a User

To modify a user, select the username from the table and click on it. This will take you to the Modify User Account page, which has the following: options to Reset Password or to Delete User, a New Password, and Confirm Password field, and an Administrator checkbox. If you want to reset the user’s password choose the Reset Password option button and enter in a New Password, and  Confirm Password and click the OK button. If you want to delete a user from the system, choose the Delete User option and click the OK button. To change a user’s administrator status, check or uncheck the Administrator checkbox. Click the Cancel button at any time to return to the User Accounts page without modifying the user.

Data Table

Sorting

The data table is located on most of the pages and can be used to sort and filter information displayed within it. To sort any column in ascending order or descending order, click on the red dash. Clicking once will sort the table in to ascending order for the particular column you chose. Clicking it a second time will sort it in descending order. You can also sort on multiple columns on the table at the same time.

Filtering

To filter the data on any column, click on the magnifying glass. This will bring up a window that you can enter text to filter for. Enter the desired text to filter for and press the OK button or press the Cancel button. To remove a filter from a column, click on the magnifying glass a second time. You can also add more than one filter to the table’s columns.

Changing Pages

At the bottom of the data table is a dropdown list of available pages. To go to any of the pages listed, select it from the list. You can also use the forward and backward buttons to the right and left of the dropdown list to go to the next or previous page.
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