CSR (Customer Service Request) URL:  https://commsvcs.itc.virginia.edu/
Welcome Page
  Please note that all menu options may not be available at this time when you login.
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Welcome to ITC Communication Services Ordering, Billng and Reporting System. ffyou have any questions please call us at 434-924-4148





To submit a CSR (Replacement for TSR).  Click on the CSR – CommSvcRequest menu option.

CSR- Main Page
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While some information is automatically populated for you, other information that is highlighted in red will be required for you to submit the CSR.  At the bottom of the screen are several options.  “Add/Change/Remove Service” ~ this will take you to a screen that will allow you to request services like add/remove a phone and voicemail, as well as request a Toll Free number or a Vita Conference ID. At any time click the question mark in the upper right hand corner of the screen to receive help text about that screen.
“Set Defaults” ~ this is a unique button that will allow you to store your screen entries with your user profile.  So that every time you login they will be populated on screen.  For Example; If you always use the same PTAO, instead of typing it in for every CSR.  You can fill in that information with the first CSR you submit, click “Set Defaults” and your PTAO will automatically be populated for every proceeding submission.

“Search Submitted Orders” ~ you can search any order you have previously submitted and view the status or make changes if the CSR was rejected for some reason. Or one you have saved to work on later.

“Print Service Items” ~ any items added through the add/change/remove service screen will display in a PDF for you to view.

“Save” ~ saves the information you have filled in already.  Please note that saving does not send the CSR to us for processing.
“Save and Exit” ~ saves the information you have filled in already.  It also exits from the screen to a browse where you can view your saved CSR.
“Cancel” ~ will cancel any changes made to the screen.

“Delete” ~ only available after you save the CSR. It will delete the CSR from our system.

“Submit” ~ used to submit the CSR to ITC/Telecommunications for processing. Only available after you save the CSR.
“Add Attachment” ~ allows you to upload files to our server with the CSR, only available after checking the “add attachment” checkbox.

Service Browse
 Reached by clicking “Add/Change/Remove Service” form the main CSR screen.
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This browse will display the list of services requested on the CSR.  To add a new service click “Add New” in the lower left hand corner.

Service Screen
Reached by clicking “Add New”
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Add Attachments Browse: Reached by clicking “Add Attachments”
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To add an attachment click “Add New” in the lower left hand corner of the screen.

Add Attachment Screen
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CSR Orders Browse:  Reached by clicking “Search Submitted Orders”
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Double click any “WO Nbr” to view/edit that CSR.  If more than twenty-five records were found you can click the arrow buttons at the lower-right hand corner of the screen to view the rest of the records.
Overview of CSR Status\definitions:

Open ~ customer/person/department is filling out and or working on a CSR but haven’t submitted for processing.
Waiting on Manager Approval ~ if your department requires manager approval it will be sent to your departmentally assigned Manager to approve or reject your CSR submitted.  In this status the manager has yet to approve or reject the CSR.
Rejected by Manager ~ if your department manager rejects your CSR request the CSR will receive this status.  Please note once a manager rejects the CSR you can make modifications to re-submit to your manager or delete the CSR.  How you should proceed is between the individual submitting the CSR and the approval manager.

Approved by Manager ~ the departmental manager has approved the CSR and it will be sent to ITC/CommSvcs for processing.
ITC/Telecom Approval and Processing ~ this status indicates that we have received your CSR and are reviewing your submitted information and/or processing your order.

Rejected by ITC\Telecom ~ our department has rejected the CSR submitted due to errors or missing information that is needed.  An email will be sent from our department regarding the specifics reasons for the rejection.  The individual can make the needed changes then re-submit the CSR order.
Sent to Siemens ~ if your order requires Siemens work, this status will indicate that your CSR order has been sent to Siemens for processing.
Siemens Reviewing ~ Siemens is reviewing your order and scheduling technicians.
Siemens Processing ~ Siemens Technicians are working on the CSR order.
Siemens Completed ~ Siemens has completed their work on the CSR order.
ITC/Telecom Close and Bill ~ this status indicates that all requested services on the CSR have been fulfilled and we are now working on billing and closing the order.
Closed~ CSR order is completed & will be billed.
Cancelled ~ CSR order canceled by ITC/Telecom.
Cancelled by Client ~ CSR Order was canceled by individual submitting the order.
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