Secure Portal and Online Order Entry on the
Office of Telecommunications Management Website

Qualified agency telecommunication coordinators (TCs) are able to submit service order requests forms
electronically to the Office of Telecommunications Management (OTM) via a secure portal on the website.
If you do not have an ID for the order entry portal, contact Laura Root Matherne at 225-342-7723
laura.matherne@la.gov.

The Online Order Entry Service is accessed by choosing the "Online Order Entry" button on the OTM
website (www.doa.louisiana.gov/otm).
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About OTM

The Office of Telecommunications Management (OTM) is responsible for management of telecommunications
within the executive branch of state government. This includes the planning, procurement, provision and
administration of both goods and services statewide. It does not necessarily imply either direct operation or

_ ownership of telecommunications systermns by the Office of Telecommunications Managerent
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Once you have accessed the secure portal, enter your login ID and password and click the login button or
press the enter key.
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Please login using your Personnel Number

Personnel Number
Password
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Your Personnel Number consists of either a
P or M followed by 8 digits
For example: PO0012345

If you have a P number,
you can reset or change your password using the
LEQ Password Maintenance Application

If you have an M number,
you can reset or change your password using the
WULF Password Maintenance Application
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Click a form name to access the appropriate form.
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Fill in the required fields. Required fields are highlighted in red. If you do not fill in all required fields on
the form, you will see this message, “At least one required filed was empty on export. Please fill in

required fields (highlighted) before continuing.”

Once all required fields have been completed and a copy printed for your records, click the Send button

to submit the form to the appropriate section at OTM.
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SUBSCRIBER INFORMATION

Ageney L

Billing Account Unit L

Site Contact L
L

Contact's Phone # (| ], [

MAILBOX TYPE & OPTIONAL FEATURES

BASIC MAILBOX TYPE (Choase One)
I small Message-Taking Mailbox
(30 messages, 2 minutes each)
n Medium Message-Taking Mailbox
(50 messages, 4 minufes each)
n Large Message-Taking Mailbox
(100 messages, 4 minutes each)

Fiease check desired mailbox iype and exira features. For detailed descrplions see the Catalog of Services - Voice Messaging Services.

EXTRA COST OPTIONS (may choose multiples)
] Subseriber Locator Option

(allows callers fo opt to “find you™ rather than leave message)
D Web-\fiew Option

fallows access fo your voice mail via Infemet)
[ Personal Fax Option

(allows you fo accept faxes in your mailbox)
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An email message to the appropriate people at OTM will be created. The message will contain the data
from your form in an attachment.
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If you forget to print a copy of your request, check your sent items folder for a copy. Because of
differences in email platforms in use throughout the state, auto reply and confirmations functions may not
be compatible. If you do not receive confirmation of the receipt of your request within five business days,
please contact the appropriate section at OTM

To navigate between forms within the application, use your browser's back button.

If you have any problems with the secure portal or Online Order Entry service, call the OTM Help Desk at
225-342-77717.

TCs who wish to fax or mail service requests to OTM may continue to do so. Forms for this purpose may
be accessed at www.doa.louisiana.gov/otm/forms/contents.htm.



