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Verizon Business Service Center Training & Development
Port Out Tool Activation Process 
Every effort is made to ensure the accuracy of the information contained within this document.  However, this information is intended for delivery by a knowledgeable instructor for training purposes only.  It is not intended in any way to supersede or replace any Verizon Business directives, bulletins, manufacturer’s specifications, and updates present or future.
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Preface

Course Objectives 

By the end of this course, users will be able to do the following;
· Complete the registration process  providing accurate and complete information therefore avoiding rejections of requests.
Class Description

This course provides users with the basic knowledge needed to process Registration Requests accurately.
Pre-requisites

None
Intended Audience

The intended audience for this document is any Initiator attempting to process an access request following the most efficient guidelines to do so.
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Port Out Tool ID Activation Processes
Introduction
This document discusses the Port Out Tool activation processes and provides the user with a guide to processing new user requests within the Port Out  Tool.
Objectives

· Accurately process new user requests received via the Port Out Tool.
· Validate new user requests prior to processing requests.    

Overview
Upon initial sign in to the Port Out Tool (POT), users are prompted to create a “User ID Profile.”  Once the user has completed the required fields within the POT this data is transmitted automatically to a person with administrative rights to the tool.  This document provides the initiator with the basic steps to ensure that the administrative person does not have to reject the request for a Port Out Tool User ID.  
Activation pre-requisites
A user ID can be activated only if the following information is provided correctly:
· Valid SPID according to the NPAC Database
· A valid e-mail address
· Ten digit call back number (with no dashes).
Special Notes in Regards to Activation Pre-Requisites:
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All this information will be auto-populated on the LSR once the user ID is activated.  Although the POT will allow the user to submit the request without validating the data this information must be complete and accurate prior to the access being granted.

The Registration Page will allow the user to make the request without all information populated; however if all the data requested on the form is not appropriately populated the user’s LSR’s will not flow through the POT correctly.
Under no circumstances will the requestor’s entries be edited by anyone other than the requestor.  It is the directive of the approver to deny the registration form if the data entered is either inaccurate and/or incomplete.  The requestor should ensure that all entries are accurate and complete prior to submitting the request.
Step 1: User Request Submission
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Figure 1 - User Request Form
When a New user wants to request an ID, he/she must access the Port Out website at http://portout.verizonbusiness.com/login.asp  and click on “If you are not a user, please register here.  This hyperlink will direct the requestor to the User Registration Form.

User Registration Form Completion
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Figure 2 - Registration Form Example
The representative will complete all fields listed in the example above and click on “New User” to submit the request.

· Login ID: This can be any combination of letters and/or numbers as long as it contains at least 8 characters.  

· Password: This can be any combination of letters and/or numbers as long as it contains at least 8 characters.  

· Repeat Password: Must match the password entered previously.  

· LSP Contact Name: The requestor’s full first name is entered in this field.  Initials are not acceptable in this field.

· LSP Contact Last Name: The requestor’s full last name is entered in this field.  Initials are not acceptable in this field.

· E-mail: The e-mail address must be a valid e-mail address. The address must be a LEC issued address such as Lynn.Camtiz@verizonbusiness.com.  
· LSP Name: The name of the company that the requestor is authorized by to view their SPID information within the Port Out Tool.

· Enter Number of SPIDs:  The requestor will enter the total number of SPID Access requested.  This is not the field to enter the SPID ID’s.

· SPID: This is the field where the SPID ID’s are entered.  A field will open up for each ID to be entered.

· Request View Access: The requestor must verify this is populated to yes.

· The requestor will then click on the button at the bottom of the application.  This completes the Access Request.

Special Note Pertaining to Registration Form Completion:

In the “Enter Number Requested SPID’s” field the user will enter the total quantity of SPID access being requested.  (This field is highlighted in RED.) This is NOT the field to enter the SPID number. The appropriate field to enter the SPID number(s) is highlighted in BLUE in the example above.  If the user enters a quantity greater than “1” the additional fields will be required in the SPID area to complete the registration request. Please note that companies may utilize multiple SPID’s.  If the user’s company hosts multiple SPID’s all SPID access can be requested on one form. 
Registration form approval/denial steps and Common Errors Detailed

Now that the user has submitted the request via the POT, the approver now has access to view the data submitted and either approve or deny the request. The approver will access the New User data via the POT and either approve or deny the initiator’s request.  The administrator will validate that all entries made in the user’s request are accurate.
Some common errors are listed below along with suggested solutions for the initiator to ensure their request is completed quickly without any denial.
The initiator should verify the following prior to submitting the request:
· Representative Information-The data must be entered with a first and last name.
· E-mail (e-mail address must follows the electronic e-mail criteria.)- The e-mail address must be a valid e-mail address and the address must be a LEC issued address such as Lynn.Camtiz@verizonbusiness.com
· The SPID-This SPID must be a verifiable SPID number according to NPAC Data Base and belong to the initiator’s company of employment.

· TN (must include a ten digit number with no dashes) - This telephone number must be a valid contact number for the initiator.  Periodic audits are completed to verify that the TN listed on the Access Request is a valid TN belonging to the company requesting access to the Verizon Business Port Out Tool.  
Verizon Business will provide the initiator with a response via email within 24 hours of receipt of the user access request.  

Special Note in Regards to Validation Data:

Verizon Business reserves the right to reject any request that contains inaccurate and/or missing data.  In addition, Verizon Business performs periodic audits of the Port Out Tool to maintain system integrity.  During such audits all portions of data entered within the Port Out Tool may be monitored for accuracy.  Actions may be taken to decommission access due to inaccuracies/omissions included on a user’s profile.  For this reason it is important that the user verify periodically that all data on their profile is accurate and complete.
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