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LORI CAPPELLIN (217) 524-0748 lori.cappellin@illinois.gov VoIP Services
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• Common Request Document to order Telecom Services.
• Provides the ability to reuse documents (Template).
• Setup Digital Signature for approval.
• Instructions contained in “hover” Tool Tip boxes.
• Employs workflow for local save and submission of the 

request.  Allows the attachment of other supporting 
electronic documents.

• PAPERLESS!!!

Key Features



Fill in your information.  
Required fields are Blue

Once you have this portion filled out you can
save it to your local drive. The next time you
need to place another order you can load this
and not need to start over from scratch.

Telecom Coordinator Template
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The Service type is selected from this 
dropdown

Depending on which Service type is selected the form will provide additional fields to 
be populated for desired work to be done

The “Justification” field can be used to add 
pertinent information that will assist provisioning 
(i.e. Floor plans are attached)

Selecting the Service Type
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SERVICE REQUIREMENTS HINTS 

Hover over the fields and the tips will advise if the field is required.

Click on “Add” button for multiple work being requested

VERSION: V196A



Fields per Service Requirements
Cellular

Data

Video

Voice



Fields per Service Requirements cont.
Wiring Only

Radio

VoIP
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SUBMITTING ELECTRONIC TELECOM SERVICE REQUEST

This button  
appears when  
the Agency
is selected but  
is not functional
until all the  
Required fields  
are populated.



Attaching Required Documents

Orders may require additional  documents. Prior to submitting  your order you can attach 
these  documents and they will become  part of your order.

ADD ATTACHMENTS BEFORE ADDING YOUR DIGITAL ID

Click on the “Attach a File” button or select the paper clip from the left  margin.  Locate the 
attachment and click ok
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Completed Electronic Telecom Service Request



Once the “Form Complete” button is pressed the “Save” button appears.  

Before saving TSR you will setup your digital signature. 

Click within the “Signature – Authorization” field and click on “Configure Digital ID” button

Create a Self-Signed Digital ID
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Create a Self-Signed Digital ID cont.

Select the 
“Create a new 
Digital ID” and 
click Continue 
button

Select the “Save 
to File” and click 
Continue button



Create a Self-Signed Digital ID cont.

Enter the identity 
information to be 
used.  When 
completed click the 
Continue button



Create a Self-Signed Digital ID cont.

Add a password for 
security protection.  
When completed 
click the Save button

Click on Browse 
button if you want to 
change the 
destination the 
Digital ID is saved



Create a Self-Signed Digital ID cont.

Choose the Digital ID 
and click on the 
Continue button

Enter the 
Password and 
click on the Sign 
button

You will be prompted to save the form.  Change the name of the file and save it



Saving and Re-naming the Order

Click on the Save button which will prompt you to save the form again.  If you 
changed the name when it prompted you to save after adding your digital id just 
click on Save and replace file

VERSION: V196A



The “Reset” button is used to 
re-activate the Email buttons

Once the document is saved the  “Submit by Email” buttons are activated
NOTE:  you will use the “Radio only – Submit by Email” button when submitting 
a “Radio” service type order

Submitting Your Order

Once the Submit button 
is pressed the window at 
the right is displayed.
This will generate an Email with  
your order attached

You can add more  information 
on the “Subject” line but only 
after what was automatically
populated
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