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SUBJECT: TELEPHONE AND LAN WORK ORDERS


PURPOSE: To outline the procedures for submitting telephone and LAN work orders. 


FACTS:


1. Submit a separate telephone work order for each phone requested with a diagram of the office or building where it is to be installed. 


2. Submit a work ordered with a diagram of the office and building where it is to be installed. (link to telephone_remedy)


3. There will be three attempts made to install the service (ILAN or Telephone). If we cannot gain access by contacting the POC after the third attempt, the work order will be closed and a new work order will need to be submitted.


4. Submit the work orders through one of the following division level Telephone Control Officers who will call 526-2270 DOIM HELP DESK.





5. New TCOs need to fax a copy of their appointment letter to FT Carson TCO 526-5846 so that they may be added to the TCO list.  New TCOs must have an account on the Ft Carson domain in order to submit work orders.  Submit work orders using the following website: http://carsweb.carson.army.mil/arsys/apps/en/remedy.carson.army.mil/RSMWeb/login.jsp


 


6. Once in the Remedy system, choose support console.  The TCO must choose the “Telephone Work Order”.   See example (link to Telephone Remedy example).  TCOs will only be allowed to submit work orders to the DOIM through the Remedy system. All work orders are to be submitted through this web based system /or Call 526-2270 You will not receive any paperwork from the DOIM. If you want a hard copy, you will need to print off the confirmation page after your request is submitted.





7. Only those individuals with valid TCO orders should call in work orders or trouble tickets.





8. If you need further assistance please call 719 526-2616.


