Directions for the CSD Change Form for 2012
[image: image1.jpg]BREVARD COUNTY 800 MHZ RADIO NETWORK
CSD DATABASE CHANGE FORM

SUBMITTED | Type your name If CIT submitted, include the following
BY: | TYPE YOUR AGENCY NAME number:
Agency Street Address
B CII Job Number: [100]

A City, State Zip Code
Telephone & Extension, if needed

LID

Complete the shaded sections above and below: (Please do not make changes to this format.)

DESCRIPTIVE REQUEST
(Include model name, .i.e., P7170 IP System portable, M7100 or M7300 mobile, ASSET #
M7100 System Desktop, etc. in the description of the radio — one radio per row.) SERIAL ALIAS (I any)

D E = G

ENTERED IN THE CSD DATE il

[ Special Notes

PHONE  321-637-6670 (main number)

Brevard County
: FAX .  321-633-1738
Emefgency Managoment E-MAIL lisa.morgan@brevardcounty.us

1746 Cedar Street

Rockledge, FL 32955 Or eric.conklin@brevardcounty.us

WEB SITE http://www.embrevard.com/8--mhzusergroupuser.cfm





Here is a copy (slightly tinted to make to make the form lines easier to see) of the 2012 version of the CSD Change Form. Note the letters on the page match the section that follows for directions.  

Directions

Please be sure to download the latest blank version of the WORD Document to be a working template on your hard drive.  When you open the file initially, you will notice it displays as password protected or “read only”. Click the “read only” indicator and the blank form will open.  This version of the CSD format allows you to add text to specific shaded fields but we prefer to limit unauthorized changes to the actual format.  If needed, you may add or delete rows in the primary table in order to keep the request on one page.  
Complete sections A, B (if from CII), C (if an existing LID applies), D, E, F, G & H as discussed below.  Once completed, you will need to save the CSD Change Form you created to your own hard drive as either a .doc or .docx file and manually rename it something relevant to you, for example “MPD LID 10675 Modification” or “Utilities CSD Changes 060109”.  Once saved, attach the file to an email message and send the message and the attachment to lisa.morgan@brevardcounty.us   Lisa is the primary CSD contact and processes the majority of the entries, deletions and modifications to the CSD database, as well as creating any radio activity reports needed.  Once the requested CSD Changes are completed, the updated CSD Change Form is resaved as a “REVD” version for 800 MHz Admin documentation and a copy of the revised form can be emailed (preferred) or faxed back to you for your User agency records.    

Each section on the CSD Change Form corresponds to the photo on the previous page.  Please complete these as indicated:    

A – Submitted By – This is the person who is submitting the actual change including their User agency name, the agency mailing address, telephone number (including any extension) and the contact’s email address, if noted.  The agency name should remain as boldface type in all caps.  
B – CII Job Number - If this Form is initiated by CII for the User agency, there is probably an internal CII Job number associated with the work.  For documentation reference, CII should put the Job number next to the section placeholder.

C – LID - If this particular change pertains to an existing LID, indicate the LID number here, otherwise leave this blank for 800 MHz Admin. The radio serial number will be researched in the database to help avoid any duplicate serial number entries.    
D - Descriptive Request - This is the detailed notes about the radio and what you need 800 MHz Admin to do to the actual CSD database entry.  In this section you should include a brief descriptive type (i.e., Desktop, Mobile or Portable), which model of radio (i.e., Jaguar 700P, P7100 IP, P5100, Orion System, M7100 Scan, etc.) and the keypad style such as Scan or System, if not already noted.  You ALSO need to briefly explain what you need done to the entry, such as add a new LID or modify the existing alias.  If you need additional space, you can also make notes in section H.  This information is compared to the CSD records each time these changes are received so if questions arise, they will be reviewed via email or phone with the original sender before changes are initiated.  

E - Serial - This is the radio’s serial number.  Most of the time this is etched on the manufacturer’s plate found either on the side or back of most mobiles or inside the case of the portable.   If you cannot see the serial number due to the way the mobile or desktop is installed, we recommend you obtain the information from CII and label the radio somewhere on the front where it will be visible for inventory inspections.  

F - Alias - This is the radio’s 8 character alias display or alternative label.  Most County radios do not have an Alias name so the Alias is the same as the actual LID.  800 MHz Admin staff will indicate what it displays for your records on the CSD Change Form.     

G – Asset # - County agencies in particular have assigned PR numbers and this is where they are noted.  If the City’s or agencies (like CII) do not have internal asset numbers then the serial number is repeated here.  

H - Special Notes – Any info or notes that will help explain what is to be done with the radio or if there is a time sensitive factor related to the changes, etc.  This is basically an overflow text area and where 800 MHz Admin staff members describes in general terms the database work completed.    
The sections shown as ENTERED IN THE CSD and DATE are intended for 800 MHz Admin use only. Please do not fill in these areas nor alter the layout of the form.       
If you have any questions about the form or your changes, please contact one of the POCs either by telephone 321-637-6670 or send an email to the CSD contact at lisa.morgan@brevardcounty.us Thank you! 






BCEM – 800 MHz Admin

1
CSD Change Form Directions 2012 Revision

Oct. 24, 2012

