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Creating a Network Maintenance-Related Change Request (CR) 

For CenturyLink (Embarq & CenturyTel Footprint Only) 

Internet Accessible Website for Approved Vendors Only  

(Replaces Access Care WebRES) 

Effective June 7, 2012 

 

The purpose of this job aid is to provide instructions for approved external vendors of CenturyLink 

(Embarq & CenturyTel network footprint only) to generate Change Requests for Approval of any activity 

that impacts the Network, typically worked during the maintenance window (midnight to 5 am local time), 

including power upgrades and all network impacting activity.  This site is accessible via the Internet and is 

limited to vendors with authorization to perform work on CenturyLink premises by contract.  

 

The introduction of the Remedy Change Management (CR) system to Internet access allows CenturyLink 

to de-commission the previous Embarq footprint system, Access Care WebRES (Request for Event 

Scheduling).  Please discontinue use of the Access Care WebRES process / system ASAP in favor of the 

site described in this document. Any change request scheduled after June 30 must be created using the 

new website.    

 

Contact for questions: andrea.gassman@centurylink.com 

573-659-0167 or 573-230-7331 

 

Step Action 

1 Access link at www.centurylinkservices.net/changemgmt 
 

2 This screen will appear.... 

 

mailto:andrea.gassman@centurylink.com
../Local%20Settings/Temporary%20Internet%20Files/OLK28/__http:/www.centurylinkservices.net/changemgmt


 

 2 

 

3 If you selected ‘Create An Account’ this screen will appear: 

 
4 This popup will appear and then go to your email to locate your temporary password and a link to 

sign on to the system or go back to the www.centurylinkservices.net/changemgmt to sign in 

 

 
5 If you want to change your password, you can do so on the site, or anytime you access the site 

you can select this icon and an email will be sent to the email account you’ve previously used 

with a temporary password.  

 
 

You will receive this message: 

 
 

 

http://www.centurylinkservices.net/changemgmt
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And then within a minute or two, this type of email: 

 
 

 
6 Use the temporary password to access the site. 
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7 The first screen that appears is the Console. 

 
8 If you select ‘New CR’, this screen will appear 
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9 Select the Element Id closest to your work location (not all sites may be listed given 

Engineering/Telcordia restrictions (EQ) and only CO’s are listed for CenturyTel.  If your site is not 

available, pick the closest site and provide specific details in a later step. 

  

 
 

Once you click on the element id from the drop down list, the rest of the location information will 

auto-populate. 
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10 Begin working your way down the rest of the form.  If the Field Label is in bold, then it is required.  

 

This field is to assist with scheduling.  

 
 

You must select ‘Impacted Service’. Be sure to click on the Add button and include all services.  

 
 

The ‘Change Description’ is crucial for you to spell out EXACTLY what you are doing. If you have a 

formal MOP, then you can upload the attachment at a later step.  If you have a different CLLI than 

the one you entered in Element ID, enter it here.  If you are working on Transport equipment, then 

you must provide IP Address, Port information or other identifying details here or your CR will be 

rejected for more information.  
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In the ‘Change Type’ field, please select Maintenance if your change does not seem to fit another 

category.  

 

 
If your activity will cause an outage for Customers, then please select ‘External’.  If you do not 

expect to cause an outage select ‘None’.   

 

 
 

In ‘Service Impact’ field please confirm type of impact to customer service: 

 
 

In ‘Impact Duration’, type in the number associated with the drop down box time interval selection: 

 
 

In ‘Change Reason’ select the most appropriate trigger for the activity: 

 

 
 

 



 

 8 

Populate these fields according to impact: 

 

 
 

Special Note about 911 Impacts:  We request that you populate 911 Affected as YES if more than  

500 VOICE customers will experience an Out of Service Condition of any length. This triggers an 

email about the change to be sent to 911 Administrators to communicate to local PSAP’s and other 

Law Enforcement personnel.  

 

11 The bottom section of the CR (you will probably need to scroll down) in the Details Tab requires 

additional information about why you are requesting the change and who will be performing the 

work as well as the CenturyLink contact who authorized the work.  

 

Note: Nokia Siemens Networks (NSN NOC) personnel who are creating a CR as a result of 

emergency activity to resolve or prevent an outage condition, please identify that as a reason in 

Business Justification field and the CO Technician you are working with on site.  
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The fields below are required and drop down choices are intuitive.   

 

For Type of Support from NOC Required, this is a critical question to support Approval and 

Scheduling. ALL CR’s that impact the Network require the implementer of the change to contact 

the appropriate NOC before they start work so the NOC can log your activity, so if you do not need 

the NOC to perform work or there are no alarms, then select that option.   At the end of the job aid 

a list of the contact numbers for CenturyLink NOC’s is provided for your use.  

 

 
 

12 There is a Scheduling Tab that is required. Please use the calendar icon next to each field to 

populate Date & Time.  All times are LOCAL for the site where work will be performed.  All TIMES 

are MILITARY. 

 

All work not scheduled in the standard maintenance window – midnight to 5 am local time must 

have written email approval by the local area General Manager.  
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Have a MOP or other relevant information that would help with approval? Click on the Add 

Attachment button to save yourself from having to email it to the NOC.  

 

 
The other fields on this tab are grayed out at submission, but you are requested to come back and 

populate these fields when you are done with the Change and ready to close it out.   

 

13 Now you’re ready for the FINAL Step before Submission which is populating the ‘Risk 

Assessment’.  Click on the button on the left hand middle section below Impacted Services: 

 
 

The questions that appear on this tab are based on previous selections. Be sure to answer all of 

the questions and hit Submit.  

 

 
 

14 Now you are ready to ‘Submit For Approval’ if you have filled in all the required fields. If you’ve 

missed a requirement field, you will continue to receive error messages until you do.  

 
If you receive this message, great job! Now you can wait for emails that indicate approve or 

request for more information in the form of a rejection notice.  More details on the next page! 
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15 Now you can hit the ‘Close CR’ button in the upper left hand corner of the screen to go back to the 

Console.  

 

 
And you will be back to the Console where you can LogOut or work with other CR’s you’ve 

submitted.  

 

16 APPROVED EMAIL EXAMPLE: Here’s an example of an email you will receive if your CR is 

approved. Please note that your email will not appear in the Submitter details and the link will not 

work for you.  The email will be copied to the local Central Office Area Plant Supervisor and Area 

Operations Manager for their visibility (EQ areas for certain impacted services) and NSN NOC for 

approval (EQ Areas only) or for approval of local management and Change Control team 

(CenturyTel areas). 

 

 
 

 

 

17 REQUEST FOR MORE INFORMATION / REJECTION:  There may be situations where your CR will 

be rejected due to scheduling conflicts or because we need more information. Here’s an example 

of that type of email.  Note – go back to www.centurylinkservices.net to re-submit your CR with the 

new information as the link provided will only work for internal CenturyLink users.  

 

http://www.centurylinkservices.net/
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18  NIGHT OF THE CHANGE: 

 

You MUST call the NOC that supports the footprint or services you are working on to at least 

check in to assure a call out for Open Door Alarms is not dispatched.  The NOC team member will 

instruct you on any special requirements to stay on the line with them while you are making 

changes or call back for validation of alarms before you finish and leave the premise. 

 

 
19   

WHEN THE WORK IS DONE! 

 

We Request that you sign back into the CR when your work is done to go to the Scheduling Tab 

and complete the fields below.   

 

Once you’ve populated these fields then click on  

 


