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Copy an Existing ASR or Template in Access Ordering
To help users save time and avoid errors, Access Ordering Order by ASR Form allows a user to copy an existing ASR when the user desires to place a similar Access Service Request. Popular ASRs can be saved and utilized as templates for the creation of similar Service Requests in the future. Verizon strongly recommends that you make copies from existing ASRs (templates) that are in “Accepted” or “Completed” status in order to avoid errors and delays. 

New ASRs can be created by copying existing ASRs (templates) with the following steps:

Retrieve an existing ASR. There are three ways to retrieve an existing ASR:

1. Locate the ASR from the Updates for Confirmed SRs, Rejected SRs and SRs with CNRs lists.  Click on the PON to select it and then click on Retrieve.
2. Use the Search function to locate an ASR by entering a CCNA and PON.  The Search function allows you to search for your own requests, your group requests, company’s requests, or another user’s requests.  You also have the option of searching for a PON by state, status and/or date range.  After entering your search criteria, click on Search to retrieve the ASR(s).
3. Use the Worklist to identify a PON by using the column filters to locate a specific type of request or status.  Once the ASR is located, click on the PON to retrieve it.
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When you retrieve an existing ASR from a List, Access Ordering will return a List of ASRs based on your selected criteria. The List may be sorted by different criteria by clicking on the arrow beside the column header. These arrows allow you to sort the List by ascending or descending alpha/numeric order. To retrieve a specific ASR from the List select the underlined blue PON. Access Ordering will retrieve that ASR.
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Once the ASR has been returned select the “Copy” button from the ASR Functions List at the top of the page.
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A message will appear:
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Click OK to continue the Copy function. 

A new ASR will be created. The user will need to select the appropriate CCNA, and enter a new unique Purchase Order Number (PON) before saving the new ASR.  The user should also make any additional changes that are applicable to the newly created ASR. The new ASR must now pass all edits and validations before it can be submitted for transmission.

It is also possible to create a copy of an existing ASR that has been saved as a Draft.  However, Verizon strongly recommends that you make copies from existing ASRs (templates) that are in “Accepted” or “Completed” status in order to avoid errors and delays. 

Lastly, all templates should be revalidated whenever there is a new release to ensure the successful order submission of any copies.
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