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External	  User’s	  Process	  Flow	  for	  requests:	  

The	  following	  is	  a	  list	  of	  the	  various	  process	  steps	  you	  can	  expect	  to	  see	  for	  the	  life	  cycle	  of	  your	  request.	  	  
Not	  all	  steps	  will	  happen	  for	  every	  request,	  and	  the	  sequence	  of	  these	  steps	  can	  be	  altered	  based	  upon	  
the	  specific	  request.	  

Original	  Request:	  

1. Customer	  receives	  the	  automated	  e-‐mail	  containing	  a	  1	  time	  link	  to	  the	  UGET	  forms	  application.	  

	  
2. Customer	  logs	  in	  to	  the	  CenturyLink	  Wholesale	  General	  Exchange	  Tariff	  website	  at	  

https://uget.centurylinkapps.com/index.cfm	  
a. Customer	  selects	  either	  the	  New	  Order	  or	  Click	  here	  to	  place	  an	  order	  link	  then	  fills	  out	  

and	  submits	  online	  GET	  request.	  
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3. Customer	  receives	  automated	  email	  confirming	  submission	  of	  your	  request.	  	  This	  only	  confirms	  

that	  CenturyLink	  has	  successfully	  received	  your	  request.	  

	  
4. CenturyLink	  screens	  your	  request	  and	  moves	  to	  the	  order	  typing	  queue.	  

	  
5. CenturyLink	  sends	  Acknowledgement	  email.	  	  This	  confirms	  that	  your	  request	  has	  passed	  its	  

initial	  screening	  and	  has	  put	  it	  into	  the	  queue	  of	  work.	  
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6. CenturyLink	  representative	  selects	  request	  to	  begin	  work.	  	  Rep	  reviews	  request	  and	  determines	  
if	  it	  is	  a	  complete	  and	  accurate	  request	  allowing	  order(s)	  to	  be	  written	  to	  fulfill	  request.	  

a. If	  CenturyLink	  rep	  determines	  they	  need	  more	  information	  from	  you	  but	  it	  is	  not	  severe	  
enough	  to	  reject,	  the	  rep	  may	  contact	  you	  requesting	  more	  info	  or	  clarification.	  
i. The	  CenturyLink	  rep	  may	  contact	  you	  by	  phone	  
ii. The	  CenturyLink	  rep	  may	  send	  you	  an	  email	  

	  

b. If	  CenturyLink	  rep	  determines	  they	  need	  more	  information	  from	  you	  and	  it	  is	  severe	  
enough	  for	  a	  reject,	  CenturyLink	  sends	  Rejection	  email	  detailing	  the	  error(s).	  
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7. Once	  CenturyLink	  has	  a	  complete	  and	  accurate	  request,	  CenturyLink	  rep	  issues	  order(s)	  to	  fulfill	  

your	  request.	  
	  

8. Once	  orders	  have	  been	  successfully	  issued,	  CenturyLink	  sends	  FOC	  email	  to	  provide	  you	  with	  
pertinent	  order	  information.	  

	  
	  

9. CenturyLink	  Network	  Personnel	  determines	  if	  facilities	  are	  in	  place	  to	  fulfill	  the	  order(s).	  	  	  
a. If	  facilities	  are	  available,	  your	  order(s)	  proceed	  as	  normal	  to	  the	  due	  date.	  
b. If	  facilities	  are	  not	  available,	  your	  order(s)	  go	  into	  a	  Delayed	  status.	  	  	  

i. CenturyLink	  sends	  Jeopardy	  Notice	  email(s)	  to	  you	  advising	  of	  status	  following	  
the	  Delayed	  Order	  process	  not	  covered	  here.	  
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ii. Once	  the	  Delayed	  condition	  has	  been	  resolved,	  CenturyLink	  sends	  a	  new	  FOC	  to	  
advise	  and	  provide	  new	  due	  date	  (if	  original	  due	  date	  could	  not	  be	  met)	  
	  

10. When	  due	  date	  arrives,	  CenturyLink	  attempts	  to	  do	  the	  work	  necessary	  to	  physically	  fulfill	  the	  
order(s)	  written	  for	  your	  request.	  

a. If	  order(s)	  are	  able	  to	  be	  worked,	  CenturyLink	  will	  complete	  the	  order(s)	  within	  our	  
systems.	  

b. If	  order(s)	  are	  not	  able	  to	  be	  worked	  due	  to	  a	  CenturyLink	  reason,	  arrangements	  are	  
made	  by	  Network	  to	  get	  it	  worked.	  

c. If	  order(s)	  are	  not	  able	  to	  be	  worked	  due	  to	  a	  customer	  reason,	  CenturyLink	  will	  set	  a	  
jeopardy	  against	  the	  order(s)	  with	  a	  customer	  reason.	  	  This	  will	  put	  the	  order(s)	  into	  the	  
Customer	  Not	  Ready	  (CNR)	  process	  not	  covered	  here.	  	  CenturyLink	  sends	  CNR	  Jeopardy	  
Notice	  email	  advising	  you	  of	  the	  action	  to	  take,	  such	  as	  supping	  the	  request	  for	  a	  new	  
due	  date.	  
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i. If	  you	  take	  the	  requested	  action,	  you	  will	  likely	  receive	  a	  new	  due	  date	  for	  your	  
order(s)	  and	  a	  new	  FOC.	  	  Orders	  will	  await	  new	  due	  date.	  

ii. If	  you	  fail	  to	  take	  the	  requested	  action	  within	  the	  timeframe	  set	  forth	  in	  the	  CNR	  
process,	  your	  order(s)	  will	  ultimately	  be	  cancelled	  and	  CenturyLink	  sends	  email	  
to	  advise	  your	  orders	  have	  been	  cancelled.	  	  
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11. Once	  CenturyLink	  Representative	  sees	  that	  order(s)	  have	  been	  completed,	  CenturyLink	  sends	  
Completion	  Notice	  email	  advising	  you	  that	  your	  request	  has	  been	  completed.	  

	  

SUP	  Process:	  

SUPs	  can	  be	  sent	  throughout	  the	  life	  cycle	  of	  your	  request.	  	  SUPs	  may	  be	  needed	  before	  or	  after	  you	  
have	  received	  an	  FOC.	  	  You	  may	  need	  to	  send	  in	  a	  SUP	  in	  response	  to	  a	  Rejection	  notice,	  a	  CNR	  Jeopardy	  
notice,	  or	  other	  correspondence	  requesting	  more	  information.	  	  However,	  SUPs	  should	  not	  be	  sent	  
against	  requests	  that	  have	  been	  Cancelled	  or	  Completed	  because	  they	  have	  reached	  the	  end	  of	  their	  life	  
cycle.	  

1. Customer	  logs	  in	  to	  the	  CenturyLink	  Wholesale	  General	  Exchange	  Tariff	  website	  at	  
https://uget.centurylinkapps.com/index.cfm	  

a. Customer	  selects	  either	  SUP	  to	  Existing	  Order	  	  from	  the	  left	  menu	  or	  Click	  here	  to	  place	  
a	  SUP	  to	  an	  existing	  order	  link.	  	  
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b. Customer	  provides	  the	  Master	  Key	  Number	  assigned	  to	  the	  original	  request.	  	  This	  would	  

have	  been	  communicated	  to	  you	  on	  the	  Acknowledgement	  email	  and	  all	  subsequent	  
emails	  sent	  via	  the	  online	  GET	  system.	  	  	  

	  

	  
c. Customer	  selects	  appropriate	  sections	  of	  the	  form.	  	  You	  then	  fill	  out	  and	  submit	  online	  

SUP	  to	  your	  GET	  request.	  
	  

2. Customer	  receives	  automated	  email	  confirming	  submission	  of	  your	  request.	  	  This	  only	  confirms	  
that	  CenturyLink	  has	  successfully	  received	  your	  request	  
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3. CenturyLink	  Rep	  receives	  automated	  email	  notifying	  them	  that	  a	  SUP	  has	  arrived	  

	  

	  
	  

4. CenturyLink	  Rep	  reviews	  SUP	  for	  Rejection	  or	  Acceptance	  of	  SUP	  
a. If	  CenturyLink	  rep	  determines	  they	  need	  more	  information	  from	  you	  but	  it	  is	  not	  severe	  

enough	  to	  reject,	  the	  rep	  may	  contact	  you	  requesting	  more	  info	  or	  clarification.	  
b. If	  CenturyLink	  rep	  determines	  they	  need	  more	  information	  from	  you	  and	  it	  is	  severe	  

enough	  for	  a	  reject,	  CenturyLink	  representative	  sends	  Rejection	  email	  detailing	  the	  
error(s).	  

c. If	  CenturyLink	  rep	  determines	  the	  SUP	  can	  be	  Accepted,	  CenturyLink	  sends	  SUP	  
Approval	  Notification	  email	  to	  advise	  that	  we	  have	  reviewed	  your	  SUP	  and	  that	  it	  allows	  
us	  to	  continue	  processing.	  

	  

	  
5. SUP	  then	  follows	  process	  flow	  for	  Original	  Request	  starting	  at	  step	  7.	  	  


