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Purpose 
 

This TSR guide provides instructions that are specific the initial State of Ohio VOIP IT Managed Services 
project only. In particular these procedures apply only to the initial service request for VOIP purchase or 
lease and new delivery of IP Phones for an agency site. 

 

 
At a minimum, the Agency Site Telecom Coordinator – the person entering the initial request is required 
to: 

 

1.      Complete the TSR request using information from the Technical Assessment Workbook 

(TAW) on the Profile tab. 
2.      Email the TAW to  AskNGTS@cbts.cinbell.com 

 
 

Login  

In the Internet Explorer window enter the TSR address:  http://tsr.ohio.gov/rev2. 

Enter the Username and Password and click Log In. 
 

 

 
 

 
 
 
 

Create Request Tab 
 

1.      Select Create new services and click Next. 

mailto:AskNGTS@cbts.cinbell.com
http://tsr.ohio.gov/rev2
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Voice Over IP (VOIP) – Choose Services 
 

1.   Select CBTS Telephone and Profiles (Line Types) and click Next. 
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Order Create Wizard–Choose Services 
 

1.   Scroll down to CBTS Purchase or Lease Phones. 
2.   Enter Quantity – total number of models ordered. 
3.   Scroll to CBTS Profile. 
4.   Enter Quantity – total number of Profile types ordered. 
5.   Click Next. 
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Order Creation Wizard- Added Information 
 

1.   For CBTS Purchase/Lease Phones, under Account Number, type to enter the word New. 
2.   Under Shipping Address enter the address of the Site location for phone delivery. 
3.   For CBTS Purchase/Lease Phones> (Phone Model selected displays), under Department 

enter the agency name once. 
4.   For CBTS Purchase/Lease Phones> (Phone Model selected displays), under Cost Center 

enter the number once. 
 

Notes: Refer to the Technical Assessment Workbook Phone Profile Tab to complete this 
section. 

 

 
1.   For CBTS Profile, under Special Instructions, note the date the TAW was emailed to AskNGTS. 
2.   Copy and paste the entire columns for Profile Type (Basic, Enhanced, Miscellaneous, and 

Analog), DID Number, IP Phone Model to the Special Instructions. 
a.   Basic – Refers to phones that provide all features 
b.   Enhanced – Refers to phone that provide all features plus point-to-point video. 
c.   Miscellaneous – Refers to common area phones for break-rooms, hallway, etc. and /or 

phones that have reserved but not activated numbers. 
d.   Analog – Refers to dedicated line for FAX. 

3.   Under Account Number enter New. 
4.   Then click Next. 

 
Note: Entering the Department and Cost Center for each order is optional. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Under Department and Cost 
Center fields, If information is the 
same, enter data in Item 1 only. 

 

These fields are not required. 
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Order Creation Wizard – Choose Service Location 
 

 
5.   Enter address of the Site location for phone installation. 
6.   Click Next. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Order Creation Wizard – Order Contact Location 
 

1.   A new user to enter the information and clicks Next. 
2.   Or, a return user clicks on the Arrow for Select a contact profile. 

3.   From the pull-down, select the user name as shown below. 
4.   Click Next. 
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Order Creation Wizard –Billing Contact Information 
 

5.   A new user to enter the information and clicks Next. 
6.   Or, a return user clicks on the Arrow for Select a contact profile. 

7.   From the pull-down, select the user name as shown below. 
8.   Click Next. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Order Creation Wizard –Final Preview 
 

2.      Review all the information to insure it is correct. 
3.      Scroll to the bottom of the order. 
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1.   Select the Calendar date to be no less than 30 days from the order from placement. 

2.   In the text field enter brief description of order: Example: Telecom Coordinator name, the site 
location, floor number, and TSR number. 

3.   Click Finish and submit the order. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
To complete this order Email the Technical 

Assessment Workbook to 
AskNGTS@cbts.cinbell.com. 

mailto:AskNGTS@cbts.cinbell.com

