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Service Inquiry Job Aid

The purpose of this job aid is to review the Service Inquiry process. This document will explain:

· Creating a Service Inquiry 

· Service Inquiry to Firm Order process

· Service Inquiry process for Wireless

· Service Inquiry process for Transparent LAN Service (TLS)
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Overview

Carriers may submit a Service Inquiry through Access Ordering. A Service Inquiry allows a carrier to query Verizon on its ability to provide a particular type and or quantity of service at some future date.  

Creating a Service Inquiry in Access Ordering
The first step to submitting a Service Inquiry Request is to access the Order by Access Service Request (ASR) Form from the Access Ordering men. Or from the Worklist, you can click on the Order by ASR Form tab.
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Creating a Service Inquiry in CSG (continued)
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Creating a Service Inquiry in Access Ordering (continued)

The next step is to open the Order by ASR Form drop down list and select the Service Inquiry option.
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Once you have made your selection from the Order by ASR Form drop-down list, the Service Inquiry sub-menu appears.  The sub-menu has three sections: Service Type, Circuit Quantity, and Additional Forms.  Submit the Service Inquiry by clicking on Create New Request. 
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Creating a Service Inquiry in Access Ordering (continued)
After you complete each form, you must validate the ASR.  When you have validated the ASR and corrected any errors, the Submit ASR button will appear.  You must select the Submit ASR button to send your order to Verizon.
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After you select Submit ASR you will receive this message informing you that the ASR has been transmitted to Verizon.  By clicking on OK you can select to be notified by email of status changes to the ASR or you can select Cancel and return to the Order by ASR Form page.
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Creating a Service Inquiry in Access Ordering (continued)
A Service Inquiry, just like any other ASR may be queried.  There are times you may need to issue a SUP for an ASR.  There are only two allowable SUP values: SUP 1 and SUP 4.

· SUP 1: This SUP is a cancellation of the request.  You can cancel a Service Inquiry at any time as long as the ASR Status is not “No Status” or “Draft”.  Sending a SUP 1 if the ASR Status is “Confirmed” means that you no longer desire to make it a Firm Order ASR.

· SUP 4: This SUP is a pre-confirmation correction or change. A SUP 4 may be initiated by you or requested by Verizon on a C/NR (Clarification Notification Request).
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Verizon will provide a response via a confirmation within 10 business days of receipt of a complete and accurate Service Inquiry and will send an email with pertinent and contingent information. The information provided is valid for 60 calendar days from receipt of the “Confirmation”. If a FIRM order is not received within the 90-calendar day timeframe, the Service Inquiry will be canceled.  

Please Note: If an email address is not provided in the INIT EMAIL field on the Contact Section of the ASR, an Engineering Request Form (ERF) cannot be provided.  In addition, a Service Inquiry is not eligible for an expedite.
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Changing a Service Inquiry into a Firm Order

Once the Service Inquiry is “Confirmed” the ASR Status is updated and the “Create Firm Order” button appears.  Selecting the Create Firm Order button:

· Transfers all of the data from the Service Inquiry to the proper ASR pages.  Ex: ASR, End-User, Transport, Multi-EC and ACI (Additional Circuit Information).

· Sets the ASR Status to “Firm Order Draft”.

· Auto populates the REQTYP as EC if End User, or SC if Transport.
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Once the “Firm Order Draft” ASR is created, populate the ASR fields and perform all error checks and validations in the same manner as you do on any other ASR.  Once all error checks and validations are performed you can validate and submit your ASR.
Once the service request enters into a Firm Order status (Request Type EC or SC) it cannot revert to a Service Inquiry.
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Errors

C/NR & Clarification Note Type

The carrier may choose initially to place a Firm Order with a REQTYP of “D” in the second position of the REQTYP, i.e., ED. The D denotes that a Service Inquiry ASR was “not” submitted prior to this Firm Order.

However, if Verizon determines that the inquiry process must be completed prior to submission of a Firm Order, a C/NR form indicating Clarification Note Type (CNT) = K will be returned to the carrier advising that the service request has been canceled, and the carrier must issue a new ASR for a Service Inquiry with a REQTYP=EA or SA.

ACTL

ACTL field is required when the REQTYP field is SA; therefore, the ACTL field needs to be populated when you place a Service Inquiry for a Transport (SA). 
ACTL field is prohibited when the REQTYP field is EA; therefore, the ACTL field will not be populated when you place a Service Inquiry for an End User (EA).

Fatal Errors

Verizon will FATAL the ASR if:

· REQTYP 2nd position=A, and REQTYP 1st position does not =E/S

· REQTYP=EA, and 1st character of PRILOC and/or SECLOC=E and WKTEL is blank

· REQTYP=SA, and 1st character of SECLOC =E and WKTEL is blank

· REQTYP=EA/SA or EC/SC and ACT does not equal N

· REQTYP=EB/EE/SB/SE

· REQTYP=EC/SC and no previous EB/SB found in provider’s system

· REQTYP=EC/SC and no previous EC/SC found in provider’s system, SUP is prohibited

· REQTYP=EA/SA, and SUP=2 or 3

· REQTYP=ED/SD and provider’s system finds EB/SB with same CCNA and PON
For further information on Service Inquiry, please visit the ASR Order Processing – Service Inquiry module of the Access Ordering Web Based Training. (http://www22.verizon.com/wholesale/elearning/accessordering/)

Wireless Service Inquiry

A Service Inquiry is needed if a cell site is “new” or the customer is “new” at the site.  

The REQTYP options for a Service Inquiry are: 

Transport Inquiry (SA) 

End User Inquiry (EA)

If a customer places a Firm Order (and does not go through the Inquiry Process), the REQTYP is SD or ED. 

However, in certain circumstances Verizon may determine that an Inquiry ASR is necessary. If a Service Inquiry is deemed necessary, Verizon will advise the customer that the Firm ASR should be cancelled. In addition, Verizon will notify the customer to re-issue the request through the Service Inquiry Process (Inquiry ASR). 

When ordering a Transport Inquiry or an End User Inquiry, the following fields are required:

	Transport Inquiry (SA) (Wireless)


	End User Inquiry (EA) (Wireless)

	· CCNA

· PON

· ACNA

· REQTYPE

· ACT

· ICSC

· RTR

· UNIT

· BAN

· QTY

· QSA

· AFO

· DDD

· PIU

· ACTL

· INIT

· INIT EMAIL

· INIT TEL NO

· DSGCON

· DSGCON TEL NO

· IMPCON

· IMPCON TEL NO

· NC

· NCI

· SECNCI

· SECLOC: Service Address


	· CCNA

· PON

· ACNA

· REQTYPE

· ACT

· ICSC

· RTR

· UNIT

· BAN

· QTY

· QSA

· AFO

· DDD

· PIU

· INIT

· INIT EMAIL

· INIT TEL NO

· DSGCON

· DSGCON TEL NO

· IMPCON

· IMPCON TEL NO

· NC

· NCI

· SECNCI

· PRILOC: Service Address

· SECLOC: Service Address





Transparent LAN Service (TLS)

A Service Inquiry is not required for Transparent LAN Service (TLS). A Service Inquiry may be requested for TLS in two ways:

1. End User Inquiry (EA)

2. Transport Inquiry (SA)

Please see our samples for an illustration of a TLS UNI Service Inquiry Order and Inquiry to Firm Order below:

TLS UNI Service Inquiry Order
TLS UNI Inquiry to Firm Order
