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Section 1

End User Site

Overview

The End User Site is the web application that people throughout the county will use to
submit and track telecommunication related work orders. This web application will
replace what is commonly referred to as the “blue form.”

If you have any questions not answered in this document please contact Information
Technology Telecommunications division at (352) 343-9897 or e-mail
telecommunications@lakecountyfl.gov.

Functions

The End User Site has two functions, one is to allow users to enter a new work order
request and the other is to allow them to view all of the work orders they have submitted in
order to see the status of them.
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Section 2

Creating a New Work Order

Overview

Submitting a new work order consists of four steps. The first step gathers contact
information, such as name, organization, department, etc. The second step allows the user
to enter any new phone requests they may have. The third step allows the end user to
describe the problem they are having or to enter in what work needs to be performed. The
final step involves agreeing to the terms prior to submitting the work order.

{= Telecommunications Work Order - Windows Internet Explorer |ZHE|E|
@.\-— i @http:,i,l’www.Iakecountyﬂ.gow‘te\ecom_work_order,i V| 5| X | ‘ P
File Edit Wew Favotites Tools Help

GO[nge | G v ‘ Go 4 @.ﬂ ﬁ - ﬂ? Bookmarks+ Fl'aLﬂ:‘ - ",? Check = % Autolink - (|‘_| AutoFil B Send ko @ Settings -
w e [%Xj]@Workordar 10098 [[ﬂ Telecommunications Wark. .. ¢ [_l & - B @ - l-_;‘,"Eage © '",; Tools - »

G Telecom Work Orders
LAKE COUNTY )
OIICL OF INTORMATION Create new Work Order | View all Work Orders

TECHROLOGY

**¥Important Message - 12/13/2006 4:34:42 PM
Currently all is working good!

Create Work Order

To fill out 3 Telecom Waork Order, please fill out the form below, MNote that there are four steps to this form. To check the
status of a submitted work order, click here,

Step 1 Step 1 - Contact Information
Step 2 -
Step 3 E-mail:
Organization: Select a organization v

Department:

Division:
Cheose "Ma Division" if you are not in a spedfic division,

Estimate needed: Crves ®Ma

(& &P ntermet E 00 v
Main screen of creating a new work order
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Submitting a Work Order

Step 1 - Contact Information

E-mail - Your e-mail address. This is important because you will have to enter your
e-mail address in order to check on the status of all the work orders you have
submitted.

Contact Name - Your name.

Contact Number - The number Telecommunications can contact you at with any
questions that may arise.

Account # - Your department account number.

Organization - The organization that you work under.

Department — The department that you work under.

Division - The division, if any, that you work under. If you do not work in a specific
division select “No Division” from the list.

Building - Enter the name of the building that you work in.

Room/Floor # - The room number or floor in the building that you work in.
Estimate needed - If you want to request an estimate before any work is performed
please select “Yes” here.

Step 1 - Contact Information

E-mail: |
Contact Name:

Contact Number:

Account #:
Organization: Select a organization %
Department:
Division:
Choose "Mao Division" if you are not in a specific division.
Building:

RoomfFloor #

Estimate needed: Cives @& No

Contact Information
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Step 2 - New Phone Units

If you do not need to have a new phone unit setup leave “No” selected and press the “Next
Step” button. If you need to have a new phone unit setup please select “Yes” on this step
and follow the directions below.

Step 2 - Mew Phone Units

Please choose yes if you are requesting to add a new phone unit. If you do not need a new phone
unit installed select Mo and move on to the next step.

Mew Phone Unit Required? {with or without YoiceMail)
®ves OMo

MNew Phone Unit Request
For each new phone that is requested, please choose the options below and Press "Add Mew
Phone." Each new phone you add will be displayed below,

Organization: Salect izati w
Phone Typea: Multi-line  » glecta organization
Cepartment:
Jack Awailable: ez W
Division:
Button Count: MEC-16 w

Phorne Humber Internal i E-rnail af:ldress of persan new |
Tupe: phone will belong to:

Vaicernail: Ho w

[ ADD THIS PHONE REQUEST |

Phones you have requested to be added

Previous ] [ Mext Step

When you select Yes, the page will change to allow you to enter a new phone request.

Once you select Yes, the screen will change to allow you to enter in a new phone request. A
new phone requests consists of several fields, described below.
e Phone Type - Choose if you would like to have a multi or single line phone installed.
e Jack Available - If there is a jack where the phone can be installed already setup
please select Yes. If you are not sure select No.
e Button Count - How many buttons do you need on the new phone unit.
e Phone Number Type - If the phone only needs to be reached internally select
Internal. If you phone needs to be reached from the outside select External.
e Voicemail - If the phone needs to have voicemail select Yes.
¢ Organization - The organization that this new phone will belong to.
e Department - The department that this phone will belong to.
e Division - The division, if any, this phone will belong to.
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¢ E-mail - The e-mail address of the person who will be using this phone. This field is
optional.

Once you have filled these fields out click the button that says “ADD THIS PHONE
REQUEST.” You should then see your phone request listed under the section that says
“Phones you have requested to be added.”

At this point you can either add another new phone request or move on to the next step
by pressing the “Next Step” button.

Step 2 - New Phone Units

Please choose yes if you are requesting to add a new phone unit, If you do not need a new phone
unit installed select Mo and move on to the next step.

New Phone Unit Required? (with or without VoiceMail)
®ves ONo

MNew Phone Unit Request
For each new phone that is requested, please choose the options below and Press "add New
Phone." Each new phone you add will be displayed below.,

Organization: LCECC "
Phone Type: Multi-line W
Jacle.\ ver OB Departrment: Infarmatian Technalogy L
Available:

Division: Ha Divisian s

Button Count: MELC-16 W

Phone Number Intemal 3 E-rnail addre_ss of persan |
Tupe: new phone will belong to:

Waicernail: Ha

|  ADD THIS PHONE REQUEST |

Phones you have requested to be added

Phone
T — JEECk Number Organization Department Division Email Yoicemail
Type Count  Awvailable
Type
Multi- pecie Yes Internal LCBCC Informnation Mo Mo Remaove
line Technolagy Divisian
Previous ] [ Mext Step

Once you have added a new phone request it will show up in the list near the bottom of the page.
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Step 3 - Explanation of Work

This step allows you to type in exactly what work needs to be performed. This step also
asks you if you need Voicemail setup on an existing phone line. When you are done
entering in what needs to be performed, click the “Next Step” button.

{= Telecommunications Work Order - Windows Internet Explorer, |Z||E|r5__<|
@?/ - [ﬂhttp:,l’,l’www.Iakegovernment.com,l’telecom_work_order,l’DeFauIt.aspx V| || X | | 2~
File  Edit Miew Favorites Tools  Help

GDL‘nge“Cv eworld,ui v|G0 &2 ﬁ v % Bookmarksy PageRank ":? Check » % Autolink - ﬁ"_|Aut0FiII B @Settingsv
S b % :[[ﬂ Telecommunications Work, .. ¢ ]@Work Crders l_l @ - B Eéé |k Page - f,‘J' Tools - »

@ Telecom Work Orders

LAKE COUNTY .
OHITL O INTORMATION Create new Work Order | View all Work Orders

TECHROLOGY

*Important Message - 12/14/2006 4:00:54 PM
All systems are working normal!

Create Work Order

To fill out a Telecom Wark Order, please fill out the form below. Mote that there are four steps to this form. To check the
status of a submitted waork arder, click here.

Step 1 Step 3 - Explanation of Work

Step 2

Step 3 Do you need to have YoiceMail setup on an existing phone line?
Step 4 Oves @ Mo

If yes, please enter extension of phone number to add YoiceMail to, if known:

Please use the box below to indicate any additional work that needs to be performed:

Previous ] [ MNext Step

Internet 100w v
3 @ .
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Step 4 - Disclaimer

This step is very important. By entering a work order you acknowledge that you are giving
authorization to Telecommunications to perform work that may require charges. If you are
not authorized to accept this then you should not be entering the work order. You will also
need to indicate the name of the approver. If this is your name simply enter your name, if
this is someone else, please type their name in.

= Telecommunications Work Order - Windows Internet Explorer

@.\-— 3y~ [Ehttp:,l',l'www.Iakecountyfl.gov,l'telecom_work_order,l'DeFault.aspx V| *2 (| % |
File Edit Wiew Favorites Tools  Help
GOEnge|Cv v|Go ug“ﬁ Efi‘ - * Bookmarks» @v "? Check + % Autolink (|"‘_|.°.utoFiII o2 @Settingsv @ -
i:? {Qi‘ % :][ﬂ Telecommunications Work.,.. 20 ]@kaofder 10098 ]_l ﬁ - D gé; - I-_;}Eage - r} Tools - =

[ rap) Telecom Work Orders

LAKE COUNTY . .
OIITL OF INTORMATION Create new Work Order | View all Work Orders | Instructions
TECHMNOLOGY

**¥Important Message - 12/18/2006 11:12:02 AM
All systems are working normal!

Create Work Order

To fill out a Telecorm Wark Crder, please fill out the form below. NMote that there are four steps to this form. To check the
status of a submitted work order, click here,

Step 1 Step 4 - Disclaimer
Step 2

Step 3 Disclaimer
Step 4 Checking the bow below indicates that approval for this charge has been obtained by your
Department Director or other authorized signer for this account.

Please indicate approver name:

[J1 agree to the terms above

Done [ € mternet L 100% v

Completing the Work Order

Once you accept the disclaimer and hit the “Finish” button you should receive a notification
that says your work order was submitted along with the work order number that has been
assigned. You will also receive an e-mail notification with the work order number.
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Section 3

Checking Existing Work Orders

Overview

A work order can be checked at any time to see what the current status of it is. This can be
checked by clicking on the link in the e-mail that you received when you opened the work
order or by clicking on the link “View all Work Orders” located at the top of the web site.

If prompted enter your email address and hit Submit.

This will show all the work orders that you have opened. The current status and any
comments added by Telecommunications will be displayed here as well.

{= Telecommunications Work Order - Windows Internet Explorer, |Z||E|[z|
@.\- s @http:,l',l'www.Iakecountyfl.gov,l’telecom_work_order,l’previous_work_orders.aspx V| (X | | 2~
File Edit ‘“iew Faworites Tools Help
Google ||G » eworld.Li v | Go i Ga BB v Uy Bookmarksw PRk o0 %S Check w4 Autolink ] Autoril > (@) settings~

S — s »
S 4 = v][ﬂTelecommunications Work, .. 20 ]@WorkOrders ] l ﬁ - B deh - b Page - {CF Taols +

@ Telecom Work Orders
LAKE COUNTY .
OHIEL O INTORMATION Create new Work Order | View all Work Orders

TECHNOLOGY

View Work Orders

Enter e-mail address: dwoodyard@lakecnuntyﬂ.!

Work Orders submitted by dwoodyard@lakecountyfl.gow

Number Status Date Received Comments Date Assigned Date Completed
Meed to test, Should be working fram
1z/14/2006 A : : 1z2/14/2006 1z/14/2006
10093 Closed 1036124 M install.DW Tested and labled jacks with 10152146 aM 3:52:27 PM

extension numbers, SN

Done EB 0 Internet Hoo0% -
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Section 4
Status Message

Overview

In the event that there is a system wide problem, you will see a notification at the top of the
screen when you go to enter a new work order. If you are experiencing the problem
indicated by this message please do not fill out a work order, as we are most likely aware of

the problem already.

@ Telecom Work Orders

LAKE COUNTY

Create new Work Order | View all Work Orders

>k>|<Impl:lrtant Message - 12/18/2006 11:11:14 AM
We are currently experiencing issues with the Yoicemail system. We are working on the problem and

expect it to be resolved within 30 minutes. Thank you for your patience.

Create Work Order

To fill out a Telecom Wark Qrder, please fill out the form below, Note that there are four steps to this form, To check the
status of a submitted work order, click here,

Step 1 Step 1 - Contact Information
Step 2
Step 3
stepd Contact Name:

E-mail:

Contact Number:

Example of Status Message when there is a system wide problem.
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