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1. Preface 

ABOUT TH IS  DOCUMENT 
This document is for Cisco internal use only. The purpose of this document is to provide the reader with 
assistance in deploying and configuring Cisco TelePresence Systems (CTS).  

The information herein also provides new users of the Emerging Technology Management System 
(ETMS) with information they will need to use the software application to track and manage internal Cisco 
deployments of TelePresence Systems.  

This document also serves as a reference for experienced users. ETMS enables you to monitor, track, 
and prepare reports for all activities that are necessary to setup, install, schedule, run, and maintain a 
TelePresence advanced video conferencing system endpoint. 

In tended Audience 
This document is designed for those that install and deploy Cisco TelePresence Systems. This document 
should also help those that need to use ETMS daily to perform the many tasks that are necessary to 
monitor the deployment progress of video endpoint systems.  

This document does NOT tell you how to use TelePresence equipment nor does it explain how to resolve 
technical difficulties. For other needs such as these, please refer to the appropriate TelePresence 
document.  

Support  
If you run ETMS and encounter difficulties that are not covered in this guide, contact the Cisco Global 
Technical Response Center (GTRC). The dedicated phone number for TelePresence support is 919-574-
0666. 

 

 

 

 

 

 

 

 

 

 

 

 

 



In format ion  
The symbols used throughout this manual are used to depict the following meanings: 

 

This symbol indicates a possible danger or potential problem - the 
text that accompanies this symbol contains warnings and cautionary 
information or instructions. 

 

This symbol indicates that important information is presented.  

 

 

The information accompanying this symbol provides useful and 
helpful information. 

    

 

 

 

 



2. Video Endpoint Deployment Overview 

Deployment of a Cisco video conferencing endpoint system is an intricate set of events that requires 
considerable planning, effort and money. The complete end-to-end deployment process is sometimes 
large in size, but is always complex in scope. This chapter provides an overview of the entire video 
endpoint deployment process.   

2.1 DEPL OY MENT PARTIC IP ANTS 
From order placement to installation and testing, complete coordination is required between the Cisco 
groups involved (WPR, NDCS, OPS, ET Deployment Services, Manufacturing and AP/AR, to name a 
few). Within each participating group, at least one individual is directly assigned to the project, making 
that person responsible for the completion of at least some small task within the overall deployment 
process.  

Because there are so many different people who will need to get involved to ensure a successful 
deployment, a typical endpoint deployment project can sometimes take 3 to 4 months or longer to 
complete.   

As noted, but worth mentioning again, full deployment of just one video endpoint system can require the 
planning and coordination of many people spread across disparate regions. Each person / department 
has a specific set of duties. In ETMS, each user is granted access to only those areas of ETMS that are 
necessary and relevant to their role.  

 

2 .1 .1  Deployment  Par t ic ipants  and Stakeholders  Table  
The table below lists the primary deployment participants and stakeholders. 

Participant Department Description / 
Responsibilities 

Deployment 
Phases Involved

Accounts Payable / 
Receivable 

AR/AP Moves money owed from one 
department into the awaiting 
account of another. 

1, 4 

Authorized Technology 
Partner (ATP)  

ATP (External 
Company) 

Constructs and installs unit at 
client site. 

2-3 

Client Financial 
Controller 

Client Provides approval / 
authorization to order video 
endpoint. 

1 - 2 

Client Requester  Client The person who placed the 
order. 

1 

Client User Client The person for whom the video 
endpoint is requested/ordered. 

1 - 4 



Courier  Courier 
(External 
Company) 

Provides P/U and delivery of 
unit. 

2 

IT Deployment 
Engineering Lead (EL) 

ETIT DS Assists the DL in configuring 
and testing unit prior to room 
release.  

3 - 4 

IT Deployment Finance 
and Logistics Analyst 
(LA) 

ETIT DS Orders hardware and tracks 
shipments. 

2 

IT Deployment Lead (DL) ETIT DS Oversees and manages client 
deployments.  

1 - 4 

IT Deployment Program 
Manager 

ETIT DS Assigns client requests to IT 
Deployment Leads  

1 

Local Point of Contact 
(LPOC) 

Client Receives, signs for and stores 
unit at site prior to installation. 

3 - 4 

Manufacturing MFG Manufactures / produces unit. 2 

Network Distribution 
Center Services (NDCS) 

NDCS Provides network assessment, 
upgrades and provisioning. 

1-2 

Operations Engineer OPS Meets with DL to perform 
“handshake” (move to 
Production network). 

4 

WPR Program Manager / 
WPR Workplace Manager 
/ WPR Planner 

WPR Provides room assessment and 
remediation. 

1-2 

(expand on roles) RACI, see Michelle’s 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2.2 PHASES OF  DE PL OY MENT 
To make things a little easier to understand and digest, the entire “end-to-end” video endpoint deployment 
procedure can be broken down into the following 4 Phases. 

Phase 1: Request and Assessment 

Phase 2: Planning and Readiness 

Phase 3: Deployment and Configuration 

Phase 4: Release to Production 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



P h a s e  1 :  R e q u e s t  a n d  A s s e s s m e n t  O ve r v i ew  

 
Figure 2: Phase 1 - Request and Assessment Diagram 

During Phase 1, the Client fills out and submits a video endpoint request form. A Deployment Lead (DL) 
is assigned to the request. WPR and NDCS physically inspect the proposed site and provide independent 



readiness assessments - a determination of the costs, modifications and/or upgrades needed for the site. 
After all assessments are complete, ETMS notifies the Client Financial Approver, whose job it is to 
review the assessment summary and either Approve or Decline the project.  Client submits video 
endpoint request form. 

• Client submits video endpoint request form. 

• Emerging Technology Management System (ETMS) receives the Client’s request, logs the 
data and assigns a Request ID number (later to be called CFP number). 

• TelePresence Deployment Manager assigns an ET Deployment Lead (DL for short) to the 
request. ETMS automatically notifies the individual DL of this new assignment. 

• ETMS notifies the proposed site’s Work Place Resources (WPR) Planner to initiate Room 
Readiness Assessment (RRA). 

• ETMS notifies the proposed site’s Network and Data Center Services (NDCS) to initiate 
network infrastructure and bandwidth assessment. 

• WPR completes RRA and enters cost estimates into ETMS. 

• NDCS completes network assessment and enters estimated network upgrade costs into ETMS. 

• DL performs Emerging Technology IT assessment and calculates combined estimated costs 
(including WPR and NDCS) in ETMS. 

• ETMS, after identifying that all assessments are complete, notifies the Client Financial 
Controller, seeking their approval of the project’s estimated one-time and recurring costs. 

• Client Financial Controller approves (or declines) the estimated costs.  

• After Client approval, ETMS changes status to “Client Approved.”  

• ETMS migrate CFP to the Deployment Checklist. 

Once the CFP has been moved to the Deployment Checklist, the project advances to Phase 2: Planning 
and Readiness. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



P h a s e  2 :  P l a n n i n g  a n d  R e a d i n e s s  O ve r v i ew  

 
Figure 3: Phase 2 - Planning and Readiness 

Phase 2 involves ordering the hardware and contacting the responsible parties to plan the process and 
assign duties. In ETMS, approved client requests move to Room Management  Deployment 
Planning.  



Also during Phase 2, site remediation and network provisioning are performed, and the Deployment Start 
Date is set. The CTS endpoint hardware is delivered to the site. Phase 2 ends after the DL hosts the Pre-
Deployment Meeting and sets the Deployment Start Date.  

• Logistics Analyst logs into iProcurement and orders the client specified equipment. A Purchase 
Request (PR) is generated by the system.  

• iProcurement then notifies the Client Financial Approver seeking formal financial approval of the 
PR (this approval step is not the same as the assessment summary approval).  

• Client Financial Approver clicks on link in email, logs into iProcurement, and provides approval. 

• After receiving formal approval, iProcurement creates a Purchase Order (PO) for the CTS 
system and transmits it to Cisco’s product manufacturing (MFG) facility. 

• MFG receives the PO, begins building the unit and indicates an equipment readiness date when 
the unit will be ready for pick up by the Courier (this date is also the Shipping Date).  

• WPR indicates in ETMS a room readiness date (the date in which room remediation will be 
completed). After completing remediation, WPR updates Deployment Checklist in ETMS. 

• NDCS indicates in ETMS a network readiness date (the date in which the room’s network 
remediation will be completed). After completing network upgrades and provisioning, NDCS 
updates Deployment Checklist in ETMS. 

• DL conducts ATP (Authorized Technology Partner) bidding, selects one ATP to install equipment 
at site.  

• LA contacts and briefs Courier as to when, where and how the shipment is to be delivered to the 
Client site.  

• MFG finishes constructing and packaging the CTS unit.  

• Courier picks up the CTS unit from MFG and delivers it to the Client site.  

• DL organizes and hosts Pre-Deployment Meeting with all parties involved. 

• DL determines Deployment Start Date (DSD). 

• LPOC receives and takes custody of CTS equipment. 

After all remediation is fulfilled and the Pre-Deployment Meeting is completed, the project moves to 
Phase 3: Deployment and Configuration.  

 

 

 

 

 

 

 

 

 

 

 

 



P h a s e  3 :  D e p l o ym e n t  a n d  C o n f i g u r a t i o n  O ve r v i e w  

 
Figure 4: Phase 3 - Deployment and Configuration 

During Phase 3, hardware equipment is installed and tested and back-end services are brought online.  



• On the scheduled Deployment Start Day, ATP moves CTS shipment from storage to the 
proposed TelePresence room. 

• ATP assembles and installs endpoint hardware. 

• EL adds site to EMAN (Enterprise Management) system. 

• EL conducts and verifies AT (acceptance test). 

• DL conducts CTX (Cisco TelePresence Experience) testing, which includes:  

o Room readiness 

o Equipment installation 

o Lighting and overall illumination 

o Acoustics 

o Ambience and call experience 

o Support strategies and management of site 

• DL and EL acknowledge that the unit is installed and configured properly.  

• DL holds Room Release team meeting to schedule handshake.  

After the unit has been installed and configured, project moves to Phase 4: Release to Production. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



P h a s e  4 :  R e l e a s e  t o  P r o d u c t i o n  O ve r v i ew  

 
Figure 5: Phase 4 - Release to Production 

During Phase 4, the Deployment Lead and Operations Engineer perform a “handshake” to ensure 
functionality of the deployed equipment. If everything goes OK, the video endpoint system is then released 
to Production. 



• DL uploads deployment documents (AT, Pictures, RRA, and CTX) to LiveLink. 

• DL performs PIA (Post Installation Assessment). DL identifies ways to optimize and refine 
procedures. DL obtains feedback from users and installation team. 

• DL updates Availability Flag in ETMS. 

• DL and Operations Engineer (OPS) perform Handshake. 

• OPS sends Handshake results to DL. 

• DL adds and configures Cisco TelePresence Essential Operate Service. 

• DL triggers “Ready for Use” in ETMS (which instructs the local TelePresence Coordinator to 
remove room blocking). 

• DL sends availability announcement to Client (for private deployments) or to entire building 
occupants (for public rooms). 

• DL checks “Room Deployed” in ETMS. 

 

Post Deployment Tasks 

• MFG, ATP and Courier invoices are sent to Cisco’s Accounts Payable department. 

• Accounts Payable processes the invoices and issues checks to payees. 

• Fixed Asset team adds the new video endpoint to the Fixed Asset Management System. 

 



3. Phase 1: Request and Assessment 

During Phase 1, the Client fills out and submits a video endpoint request form. A Deployment Lead (DL) 
is assigned to the request. WPR and NDCS physically inspect the proposed site and provide independent 
readiness assessments - a determination of the costs, modifications and/or upgrades needed for the site. 
After all assessments are complete, ETMS notifies the Client Financial Approver, whose job it is to 
review the assessment summary and either Approve or Decline the project.      

 

 

 

 



3.1 PHASE 1:  REQU E ST AND ASSE SS MENT (ACTION IT EMS)  
During Phase 1, the Client fills out and submits a video endpoint request form. A Deployment Lead (DL) 
is assigned to the request. WPR and NDCS physically inspect the proposed site and provide independent 
readiness assessments - a determination of the costs, modifications and/or upgrades needed for the site. 
After all assessments are complete, ETMS notifies the Client Financial Approver, whose job it is to 
review the assessment summary and either Approve or Decline the project.  Client submits video 
endpoint request form. 

• Emerging Technology Management System (ETMS) receives the client’s request, logs the 
data and assigns a Request ID number (later to be called CFP number). Receipt of the client 
request triggers: 

o Client-bound Email 1: ETMS immediately responds to client with generic “Thank you 
for your Request” email. 

• TelePresence Deployment Manager identifies the new request and assigns an ET Deployment 
Lead (DL for short) to the request. Manager specifies DL’s name in the Deployment Lead drop-
down menu on the Client Funded Rooms page in ETMS. The system automatically notifies the 
individual DL of this new assignment. 

• TelePresence Deployment Manager changes the request’s project status to “Submitted.”  

o The client request becomes a Client Funded Project or CFP, for short. (Note that in 
certain areas of ETMS, CFP = Client Funded Partner).   

• DL reviews the newly assigned CFP and changes its project status in ETMS to “Under 
Assessment,” which triggers: 

o Client-bound Email 2: ETMS sends client an email indicating that their request is under 
assessment (the email also contains basic info, CFP #, name of DL, etc.). 

• ETMS notifies and forwards CFP request to the proposed site’s Work Place Resources (WPR) 
Planner (or WPR Space Planning group) to initiate Room Readiness Assessment (RRA). 

• ETMS notifies and forwards CFP request to the site’s Network and Data Center Services 
(NDCS) to initiate network infrastructure and bandwidth assessment. 

• WPR completes RRA and enters estimated costs into ETMS. 

• NDCS completes network assessment and enters estimated network budget into ETMS. 

• DL performs Emerging Technology IT assessment and calculates combined estimated costs in 
ETMS. 

• With WPR, NDCS and ETIT assessments completed and recorded in ETMS, DL changes project 
status to “Assessment Complete.” 

• ETMS, now identifying that the project’s status is “Assessment Complete,” changes status to 
“Pending Client Approval.”  

o Upon changing status to “Pending Client Approval,” ETMS also generates Client-bound 
Email #3, which notifies the Client Financial Controller, asking them to review the 
Assessment Summary and either approve or decline the project’s estimated one-time 
and recurring costs. 

o Client Financial Controller clicks link in message, accesses ETMS and approves (or 
declines) the estimated costs.  

o After client approves, ETMS changes Status to “Client Approved.”  

o ETMS moves the client request (CFP) to the Deployment Checklist page within ETMS. 



After the client request has been moved to the Deployment Checklist, the project proceeds to Phase 2: 
Planning and Readiness. 

3.2 BUD GET  REVIEW  AND AP PRO VAL S 
The Deployment Lead reviews the WPR and NDCS assessments and compiles an assessment summary 
containing all estimated costs for the proposed project. ETMS notifies the client department’s Financial 
Controller. The Client Financial Controller must approve the estimated budget costs in the assessment 
summary.  

After approval is submitted, the budget will be transferred to the TelePresence program department and 
to WPR during the quarterly budget commit (pending approval from Corporate Finance). The 
TelePresence team will then begin performing the actions outlined in the following table: 

Cisco IT TelePresence Lead Change Management Process Actions  

CTS-500 CTS-
1000/1100/1300 CTS-3000/3010 CTS-3200/3210 

• Verify the 
actual 
cost by 
site 

• Outline 
any risks 
and site 
issues 

• Outline a 
targeted 
quarter 
delivery  

• Verify the 
actual 
cost by 
site 

• Outline 
any risks 
and site 
issues 

• Outline a 
targeted 
quarter 
delivery  

• Verify the 
theater / 
site 
budget 
costs 

• Outline 
any risks 
and site 
issues 

• Outline a 
targeted 
quarter 
delivery  

• Verify the 
theater / 
site 
budget 
costs 

• Outline 
any risks 
and site 
issues 

• Outline a 
targeted 
quarter 
delivery  

CTS-500 Notes: CTS-1000 Notes: CTS-3000/3010 
Notes: 

CTS-3200/3210 
Notes: 

• The CTS-
500 will 
require 2-
3 months 
lead time  

• Requires 
no or 
minimal 
remediati
on 

• The CTS-
1000 room 
remediati
on 
requires 
an 
average of 
8 weeks 

• The CTS-
3000 room 
remediatio
n requires 
an 
average of 
16 weeks 

• (3200 
upgrade 
from 3000) 
Does not 
require 
remediatio
n if room 
is built to 
3200 
requireme
nts 

3 .2 .1  Network  Upgrades 
Network upgrades require an average of 60-120 days to complete (and will vary by market). 



3.2 .2  End of  Quar ter  Freeze  Per iod  
Two weeks before quarter end, the TelePresence Program team will not assess any new requests. 
Instead, it will consider these requests during the next quarterly review. 

 

 



4. Phase 2: Planning and Readiness 

Phase 2 involves ordering the CTS hardware and contacting the responsible parties to plan the 
deployment process and assign duties. In ETMS, approved client requests progress from Room 
Management  Deployment Planning.  

Also during Phase 2, site remediation and network provisioning are performed. The CTS endpoint 
hardware is procured and delivered to the site. Phase 2 ends after the DL hosts the Pre-Deployment 
Meeting which allows the DL to determine a reasonable Deployment Start Date (the date in which the CTS 
unit will be physically installed at the Client location). 

 

 



4.1 PHASE 2:  PL ANN I NG A ND  READI NESS (ACTION ITEMS)  
• Logistics Analyst (from the ET Deployment Services group) generates Deployment Planning Report 

(DPR) which is used to identify recently approved deployment projects and track endpoint equipment 
already on order. 

• DL identifies and briefs the Local Point of Contact (LPOC) for deployment site. DL provides 
LPOC info to LA. 

• Logistics Analyst logs into Cisco’s internal Oracle-driven iProcurement Web-app and orders the 
client specified equipment. A Purchase Request (PR) is generated by the system.  

o iProcurement then notifies the Client Financial Approver seeking formal financial 
approval of the PR (this approval step is not the same as the assessment summary 
approval).  

o Client Financial Approver clicks on link in email, logs into iProcurement, and provides 
approval. 

o After receiving formal approval, iProcurement creates a Purchase Order (PO) for the 
CTS system and transmits it to Cisco’s product manufacturing (MFG) facility. 

o MFG receives the PO, begins building the unit and indicates an equipment readiness 
date when the unit will be ready for pick up by the Courier (this date is also the Shipping 
Date).  

• DL initiates opening communication with participants (Client, WPR, NDCS and LPOC), distributes 
contact info amongst participants (large deployments may require conference call and/or “Kick-
off” meeting). 

• DL and WPR confirm building, floor and room plan and verify the TelePresence room name that 
will be used to identify the new endpoint enabled room. 

• WPR indicates in ETMS a room readiness date (the date in which room remediation will be 
completed). After completing remediation, WPR updates Deployment Checklist in ETMS. 

• NDCS indicates in ETMS a network readiness date (the date in which the room’s network 
remediation will be completed). After completing network upgrades and provisioning, NDCS 
updates Deployment Checklist in ETMS. 

• DL acknowledges readiness dates, updates ETMS and notifies all parties as to the latest dates 
(room, network, delivery) when applicable. 

• DL conducts ATP (Authorized Technology Partner) bidding, selects one ATP to install equipment 
at site.  

o DL generates and sends to the winning ATP a Scope of Work (SOW) document. 

o ATP signs and returns SOW to DL. 

o DL verifies with Client and/or LPOC that ATP will have necessary access to the site and 
room.  

o DL submits request for PO to ETDS Finance Analyst (to pay ATP for their services). 

o ETDS Finance Analyst creates Purchase Order for ATP services. 

• LA contacts and briefs Courier as to when, where and how the shipment is to be delivered to the 
Client site.  

• DL shares Client and LPOC info with Courier and likewise, Courier contact info is provided to 
Client and LPOC.  

• MFG finishes constructing and packaging the CTS unit.  



o LA contacts MFG and gives consent to release shipment to Courier. 

o Courier picks up the CTS unit from MFG and delivers it to the Client site.  

o LA tracks shipment. 

o Courier delivers shipment to Client site. 

o LPOC signs for and takes custody of CTS equipment. 

o DL verifies that Courier delivered on time all equipment (pallets, crates, boxes, etc.) to 
the proper location and that LPOC has taken custody of equipment.  

• DL organizes and hosts Pre-Deployment Meeting with all parties involved. 

o DL determines Deployment Start Date (DSD). 

• DL contacts the WPR Facilities Manager, requests port information from site. (Part of RRA) 

• DL contacts WPR Planner and requests creation of Outlook entry for the new TelePresence 
room. 

• WPR Planner creates Outlook entry for room. 

• WPR Planner blocks room in Outlook (public rooms only). 

• DL notifies Voice Services of upcoming deployment. 

• EL reserves IP. 

After all remediation is fulfilled and the Pre-Deployment Meeting is completed, the project moves to 
Phase 3: Deployment and Configuration.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.2 ORD ERI NG PROCESS F O R VIDEO END POINTS 
The primary purpose of this section is to present, from a high-level, the basic steps and procedures by 
which an internal Cisco employee can request and, in essence, purchase a Cisco/Tandberg video end-
point system for their Cisco-based office or department conference room.    
Also described herein are some of the departmental requirements that must be met so that the Cisco 
employee making the request can successfully obtain financial approval for the purchase and therefore 
deployment of the system.  

4.2 .1  Quick  Overv iew of  the  Order ing  Process 
Deployment of Cisco’s video conferencing end-point systems requires considerable planning, effort and 
money. The complete end-to-end deployment process of video end-point systems is lengthy in size and 
complex in scope.  

From placing the order to installation and maintenance, complete coordination is required between the 
Cisco groups and departments involved (WPR, NDCS, OPS, ET Deployment Services and AP/AR, to 
name a few). Within each participating group, at least one individual is directly assigned to the project and 
oversees some part of the overall deployment process.  

4.2 .2  Object ives  of  the  Order ing  Process 
• To provide a reliable way for Cisco users to request video end-point systems. 

• To present a clear explanation of the Cisco video end-point system entitlement policy.   

• To protect the company and users from any conduct that violates Cisco’s Code of Business 
Conduct. http://wwwin.cisco.com/HR/conduct/.  

• To deliver value to Cisco by improving employee productivity through collaborative video 
conferencing services. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.3 ORD ERI NG PR O CESSE S AND STEPS 

4 .3 .1  Deployment  Approval  
After the user (or client) has submitted their online video end-point unit request form, they will be 
contacted by the Deployment Lead (DL) from the Emerging Technologies Deployment Services team 
that is assigned to the request. 

Video Endpoint Request Form  

 
Figure 6: Video End-Point Request Form Screenshot 

ETMS will present the client a summary of the projected costs associated with the deployment. The 
client’s financial approver will then have the opportunity to review the summary and decide whether to 
approve or decline the projected costs of the deployment. 

 

 

 

 

 

 



4.4 LOGIST ICS  END-POINT  ORDERI NG PROCE SS 
The following list outlines the basic steps in the ordering process, including order placement and 
purchase order management.  

Note that these events occur only after the client financial approver has given preliminary approval to the 
initial projected costs as outlined in the summary assessment.  

4.4 .1  Order ing  Process 
• The Logistics Analyst (from the Emerging Technologies group) retrieves the request and places a 

purchase request in Cisco’s iProcurement* system.  

• iProcurement notifies client financial approver via email, seeking their formal financial approval 
(which is not the same as the preliminary approval).  

• Upon client formal financial approval, iProcurement creates a purchase order for the end-point 
system and transmits it to Cisco’s product manufacturing (MFG) facility.  

• MFG builds the unit, Courier ships the new unit to the client site and ATP installs unit at site. 
Invoices for all three are submitted to Cisco’s Accounts Payable department. 

• Accounts Payable processes the invoice and issues checks to MFG, Courier and ATP. 

• Lastly, Cisco’s Fixed Asset team adds the new video end-point to the Fixed Asset Management 
System.   

* iProcurement is Oracle’s Web-based, requisitioning system that allows users to place and manage 
orders while also controlling spending. This self-service tool automates the submission and approval of 
purchase requisitions, facilitates generation of purchase orders, and speeds the supplier payment cycle. 



4 .4 .2  V ideo Endpoint  Order ing Process F low Diagram 

 
Figure 7: Logistics Ordering Process for Cisco Video Endpoint Systems 

 

For more information see: 

• Ordering Process for Video End-Point Systems  

 

 

 

 

 

 

 



4.5 ORD ERI NG DI RE CT INWA RD DIAL  (E-164)  PHONE  NUMBE RS 
For use by Deployment team members, this section describes the process of ordering D.I.D. (Direct 
Inward Dial) E-164 phone numbers through the use of the QC (QuickComm) web utility.  

1. Begin by logging into the QC (QuickComm) system: 

https://cisco.quickcomm.com/comet/default.aspx 

(Use your Active Directory credentials.) 

After you have logged in, the system’s homepage will be displayed (note that you may be asked to 
change your password after your first login): 

 
Figure 8: QC Homepage 

  

 

 

 

 

 

 



2. In the “Place New Request” drop-down menu, select: VOICE_CIRCUIT and then click GO. 

 
Figure 9: Select VOICE_CIRCUIT in Place New Request drop-down. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The system will present a request form for the new voice circuit. 

 
Figure 10: Request form for new voice circuit (Part 1). 

In the VOICE_CIRCUIT request form: 

3. Under “Department Code Paying for the Service,” enter a partial costcode (this is the Cisco 
department number designated for this DID request) and then press ENTER.  

 
4. Under “Circuit Requirements”  Circuit Type, select: DID. 
 
5. Under “Voice,” enter N/A in each of the following fields: Toll Free Termination Number, DID Range 

and CCUF Approval.  
 
6. Also under “Voice,” enter the number of DIDs needed, rounded to the nearest block of 10, in the 

Number of Services Required field. For example, if you need 92 DIDs, enter 100 in this field. 

 

 

 

 

 



Request Form for New Voice Circuit (continued) 

 
Figure 11: Request form for new voice circuit (Part 2). 

7. Under A-END  Buiding ID field: Choose a building ID from the drop-down menu. If it is not listed, 
you can add a new location by clicking “Request for New Location.” Note that in doing so, you will 
need to enter location data manually for your new location.  

After making a selection in the drop-down, the system will populate available fields.  

8. Enter the Building Telephone Number (this is the first DN of the location’s parent block). 

9. For Floor and Room No, enter: telco 

10. Under Business Justification enter the reason why you are making this request. 

(Example):  I am requesting 20 DID's on existing PRI: 51.1.215.XXXX, where XXXX is 5200-9999, if 
possible.  (Range must begin with suffix ending in XXX0 and end with XXX9). 

11. Click “Continue” to submit your request. 

End of DID Ordering Process 



4.6 RO OM NAMIN G CONV ENTI ONS 
The following conventions and rules apply to Cisco internal TelePresence room names.   

Example of a complete TelePresence room name: 

SJC12-4-EDDIEVANHALEN (Offline) (6) CTS3 

Portion of 
Name 

SJC12 4 EDDIEVANHALEN (Offline) (6) CTS3 

Description Building 
ID 

Floor Room Name Room 
Availability

(# of Users) 
CTS Model 

 

The first part of the room name is the building identification. Unique ID’s are assigned to different 
buildings and reference the city in which the building is located. For example, SJC12 refers to building 12 
in San Jose. The first portion is followed by a dash (-). 

The second piece of the room name is the floor number, followed by a dash.  In the example above, the 
room is on the second floor.  American convention is that the first floor is the ground floor. 

The third component of the TelePresence room name is the name by which the room is known, in ALL 
CAPS, with no spaces, as in EDDIEVANHALEN. Ensure that it is in ALL CAPITAL LETTERS. 

(Offline) indicates that this room is generally available and can be scheduled in Microsoft Outlook. The 
other choice is (Private), which means that the room belongs to one individual or department. To reserve 
a Private room, you need to ask the person in charge of it. 

(6) CTS3 indicates that this is CTS-3000 room that can accommodate up to 6 people. Other possibilities 
are: 

• CTS500 (a CTS-500 for only 1 person) 

• CTS1 (CTS-1000, with a maximum of 2 people) 

• (18) CTS3 (CTS-3200, with a maximum of 18 people) 

 

 

 

 

 

 

 

 

 

 

 



4.7 ATP PR OCU RE MENT PRA CTICES 
Advanced Technology Providers are third party companies that provide services to help setup, install, and 
maintain TelePresence systems.   

 
Figure 12: ATP Procurement Practices Process Flow Diagram 

4.7 .1  ATP Procurement  Steps for  Standard  and Relocat ion  
Deployments  

1. After a deployment is planned, Deployment Lead (DL) prepares list of ATPs to solicit. 

2. DL sends RFQ (Request for Quote), generated from RFQ template, to ATPs. 



3. DL records responses as they are received and after deadline expires. 

4. DL awards the opportunity to one ATP based on the following criteria:  

• Price (the lower the better) 

• Availability (is the ATP local to the client and available to perform services requested) 

• Quality of Service (what is the ATP’s “track record,” and how is the quality of their 
work?). 

5. Based on the above criteria, DL notifies the winning ATP (generated from Award 
Communications template).  

6. DL provides SOW (Scope of Work) to winning ATP Project Manager for review, signature 
and return. (Must be received back from ATP no later than 5 to 7 business days prior to 
Deployment Start Date). 

7. Upon receipt of the ATP-signed SOW, DL sends the SOW to tp-deployment-
fin@external.cisco.com to request that a Purchase Request (PR) be opened by the 
TelePresence Deployment Finance Team. A PR is required to obtain a Purchase Order 
which is used to pay the ATP for their services. 

8. DL tracks the PO and ensures that all departmental approvals are being completed.  

4.7 .2  Managing ATP Tasks 
To manage ATP (Advanced Technology Providers) tasks, select ATP Management in the ATP 
Management tab within ETMS.  

 
Figure 13: TelePresence ATP List page 

Filtering Reports: default value for Theater is All. If you want a specific Theater, use the crop-down 
menu and then click the Filter button. 

Clicking the Theater, Location, or Account Manager links in their column headers alphabetizes all entries 
in the table. You can also click the Up or Down arrows in the column header. 

To add a new ATP, click the Add ATP button.  The Add ATP page is displayed. This form is self-
explanatory. Fill out the form and click the Add button. If you change your mind and want to discard your 
changes, click the Back button. If you have questions about what values to enter into the form, contact 
your Cisco customer support person. 



To edit an existing ATP, click the corresponding Edit link in the Action column. The Edit ATP page is 
displayed. This page functions in the same manner as the Add ATP page. 

You can export an ATP report in a variety of formats, as shown by the row of Export icons.  You might 
need to scroll vertically to view them all. The supported formats include CSV, Excel, XML, .pdf, and .rtf.  

4.7 .3  Managing ATP Quotat ions  
To view and edit ATP quotations, choose ATP Management > ATP Quotations from the ETMS toolbar.  
You are then prompted for a room.  Select a value from the Room Name pull-down list and then click the 
Get ATP Quotation button.  [[The blue button below is misspelled on the page.]] 

 
Figure 14: ATP Quotations page 

You can edit the quotation directly.  Make your changes and then click the Update button. 

4.7 .4  Expor t ing  the  ATP Contract  Repor t  
To view and export the ATP Contract Report, choose ATP Management > ATP Contract Report from the 
ETMS toolbar.  The ATP Contract Report page appears.   

 
Figure 15: ATP Contract Report Page 

The default values for Phase and Theater are All.  If you want a specific Phase or Theater, use the 
corresponding pull-down list and arrow and then click the Filter button. 



To view only those room(s) that contain a given name, type the name (or a portion of it) in the Room 
Name text box and click the Filter button.  Note that the Room Name is case-sensitive and must be typed 
in ALL CAPITALS. 

When you see a question mark icon, such as in the ATP Name column, move your mouse cursor over it 
for more information about the ATP. 

The Request Type legend is explained at the bottom of the table.  You might need to scroll vertically to 
see it.  A green dot indicates that the room is deployed.  A yellow triangle indicates that the room is to be 
deployed.  A white circle indicates that the room is to be assessed.  A red square indicates that the room 
is not available or is temporarily unavailable. 

You can export the ATP Contract report in a variety of formats, as shown by the row of Export icons.  You 
might need to scroll vertically to see them.  These formats are CSV, Excel, XML, .pdf, and .rtf.  Click the 
button that you want. 

 



5. Phase 3: Deployment and Configuration 

During Phase 3, hardware equipment is installed and back-end services are brought online.  

  

 



2.1 PHASE 3: DEPLOYMENT AND CONFIGURATION (ACTION ITEMS) 
• On the Deployment Start Day, ATP moves CTS shipment from storage to the proposed 

TelePresence room. 

• ATP assembles and installs endpoint hardware. 

• DL notifies Operations (OPS) of room name and obtains name of Operations Engineer to perform 
handshake.  

• DL prepares Room Release Management schedule 

• EL (Engineering Lead, AKA IT Deployment Engineer) obtains the unit’s MAC address from ATP.  

• EL configures Codec and registers unit in CUCM (Cisco Unified Call Manager),  

• EL obtains IP address, Gateway and Subnet Mask (IP/GW/SN Mask). 

• EL brings phone up. Sets up TFTP (Trivial File Transport Protocol) address on phone. Programs 
speed dial numbers. Updates IP phone directory. Manages auto answer (off/on) on the IP phone 
and codec. Verifies presence of 2nd phone in conference room (not needed for CTS500). 

• EL gets SIP (Session Initiated Protocol) load from codec or CM. 

• EL upgrades Codec to latest production version. Checks plasma firmware and upgrades plasma 
(if necessary). Installs any other applicable S/W updates and completes any remaining backend 
configuration chores. 

• EL imports room into CTM (Cisco Transport Manger). Runs discovery on CTM. 

• EL conducts and verifies AT (acceptance test). 

• EL adds site to EMAN (Enterprise Management) system. 

• DL conducts CTX (Cisco TelePresence Experience) testing, which includes:  

o Room readiness 

o Equipment installation 

o Lighting and overall illumination 

o Acoustics 

o Ambience and call experience 

o Support strategies and management of site 

• DL and EL acknowledge that the unit is installed and configured properly.  

• DL holds Room Release team meeting to schedule handshake.  

After the unit has been installed and configured, project moves to Phase 4: Release to Production. 

 

 



6. Phase 4: Release to Production 

During Phase 4, the Deployment Lead and Operations Engineer perform a “handshake” to ensure 
functionality of the deployed equipment. If everything goes OK, the video endpoint system is then released 
to Production. 

 

 



6.1 PHASE 4:  RELEASE TO PROD UCTI ON (ACT ION ITEMS)  
• DL uploads deployment documents (AT, Pictures, RRA, and CTX) to LiveLink. 

• DL performs PIA (Post Installation Assessment). DL identifies ways to optimize and refine 
procedures. DL obtains feedback from users and installation team. 

• DL updates Availability flag in ETMS. 

• DL and Operations Engineer (OPS) perform handshake. 

• OPS sends out Handshake results. 

• DL adds and configures Cisco TelePresence Essential Operate Service. 

• DL triggers “Ready for Use” (which instructs TP Coordinator to remove room blocking). 

• DL sends availability announcement to Client (for private deployments) or to building occupants 
(for public rooms). 

• DL checks “Room Deployed” in ETMS. 

 

Post Deployment  

• MFG, ATP and Courier invoices are sent to Cisco’s Accounts Payable department. 

• Accounts Payable processes the invoices and issues checks to payees. 

• Fixed Asset Team adds the new video endpoint to the Fixed Asset Management System. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 .1 .1  Push to  Ava i lab i l i ty  F lag  in  ETMS 

 
Figure 16: ETMS Push to Availability Flag 

 



7. ETMS Basics: Using the System  

ETMS (the Emerging Technologies Management System) is an enterprise-based process management 
application used to track and manage internal Cisco TelePresence System deployments.  

 
Figure 17: The ETMS user interface. 

ETMS enables users to monitor, track, and prepare reports for all activities that are necessary to setup, 
install, schedule, run, and maintain an advanced TelePresence video endpoint conferencing system. 

As you will see, several Cisco departments, including the ETIT group, need to interact with ETMS on a 
regular basis. ETMS has been designed so that each group (or individual users) can be assigned specific 
permissions, granting one access to only certain areas within ETMS.  

7.1 ACCE SS ING ETMS 
Note that new users should learn and practice the deployment process using the ETMS Staging 
environment (so as to not accidentally alter or delete existing Production environment data).  

 

7.1 .1  Accessing ETMS (Product ion) :  
Before you can access ETMS, you must first have an ETMS account set up for you.  

If you received a specific URL provided by Cisco, your department manager or the ETMS system 
administrator, double-click the link or enter it in a Web browser’s URL field.  

This URL is usually: http://wwwin-tools.cisco.com/ETIT/TPMS/Report.do . 

Login with your user name and password supplied by your system administrator. 

 

 

 

 



ETMS starts and displays the default page, TelePresence Site Deployment Status Report.   

 
Figure 18: ETMS: TelePresence Site Deployment Status Report 

 

If you do not have access to ETMS and the above website, or your user name and password are 
not accepted, a page will be displayed with instructions on how to obtain access. 

 

7.1 .2  ETMS Navigat ion  Modes 
Users may run ETMS in any of the modes that are available to them in 
the Navigation drop-down list located in the upper right corner of the 
ETMS user interface. 

Depending on your specific job and level of access, your Navigation drop-down menu may include: 

• COC: (Cisco-on-Cisco, this is the default selection and is for Cisco internal use) 

• EAV2: 

• B2B: (Business-to-Business, used for dealing with customers and vendors) 

• 3.0: (Cisco 3.0) 

Select the mode that corresponds with your duties in ETMS by specifying a choice in the drop-down list. 
When you are done choosing a mode, click the Go button. 

This chapter describes first those tasks that can be performed in COC (the default) mode for ETMS. The 
differences between COC mode and the other modes (EAV2, B2B and 3.0) are described later in this 
guide. 

This document assumes that you have read/write access to the ETMS database. If you only have read 
access, you can view and print reports but cannot change the data in the ETMS database. If you need 
read/write access, contact your system administrator or Cisco TelePresence support. 



7.1 .3  ETMS Tasks and Capabi l i t ies  
The primary areas in ETMS can be accessed via the set of 
vertical navigation buttons on the left side of the ETMS UI screen.  

• Building Management: Manage a collection of buildings 
that contain TelePresence conference rooms. 

• Room Management: Manage a collection of 
TelePresence conference rooms. 

• Admin: Perform ETMS administration. 

• ATP Management: Manage ATP, Advanced Technology 
Partners.  ATP’s are third-party organizations that assist 
you in preparing and running TelePresence conference 
rooms. 

• Deployment Check List: View and update a Deployment Checklist for a TelePresence 
conference room. 

• Reports: View and prepare TelePresence reports. 

• Client Funded Requests: Manage client-funded requests (COC only). 

• Manufacturing: Manage manufacturing functionality. 

Within some categories are additional tasks, which can be accessed by clicking the corresponding arrow 
to the left of the button. These additional tasks will be covered in more detail later in this guide. 

7.1 .4  Genera l  In format ion  for  A l l  ETMS Pages 
The following information is applicable to all ETMS pages: 

Users may need to scroll vertically and horizontally in many cases to see all items on the page. 

For drop-down menus, click the arrow  to view all possible choices. 

The Theater field refers to the geographic market segment of a particular TelePresence conference room 
(as in North America, Europe, Asia/Pacific, etc.). 

On several ETMS pages, a series of one-letter links – A, B, C, and so forth. Click one of these links to 
view all entries that begin with the given letter. Click Full to see all entries, Next to display the next page 
of entries, and Prev for the previous page. The links labeled First and Last display the first and last pages, 
respectively. 

Users can specify dates by using the calendar icon.   

When the calendar is displayed, use its buttons to move forward or back by one month or one year. 

Items that are marked with red asterisks are required fields. All other fields are optional. 

Sort entries in a table alphabetically by clicking the column name or the Up / Down arrows in the column 
heading. Clicking a Down arrow re-sorts the column in reverse alphabetical order.   
 



7.2 ETMS -  CL IENT  FUN DED RO OM S 

 
Figure 19: ETMS - Client Funded Rooms (Client Funded Requests Page) 

7.2 .1  ETMS Cl ient  Funded Rooms Page –  Column Headings 

Column Heading Description Example / Options 

Request ID A numerical value assigned to each CTS 
request form (incremented by one for each 
new request received). 

1392 

User The User ID of the employee that will be 
using and responsible for the CTS.  

jodoe (John Doe) 

Requester Name The User ID of the person who actually 
filled out and submitted the CTS request 
form.  

jodoe (John Doe) 

Request Date The date in which the CTS request form 
was submitted. 

07/21/2010 

Department 
Number 

A 9-digit number assigned to each Cisco 
department. 

020073954 

Department Name The name of the department making the 
CTS request (corresponds with Department 
Number) 

Emerging 
Technology 
Strategy 

Building ID An alpha and/or numeric value assigned to 
the building where the CTS will be 
physically installed. 

SJC12 

Room ID An alpha and/or numeric value assigned to 
the room where the CTS will be physically 
installed. 

270 

City The city where the CTS will be physically 
installed. 

San Jose 

State The state where the CTS will be physically 
installed. 

CALIFORNIA 

Country The country where the CTS will be 
physically installed. 

UNITED STATES 



Theater The area of the world where the CTS will be 
physically installed. 

US & Canada 

Action Field contains 2 items: 
• A link labeled “EDIT,” that when 

clicked, opens the “Edit Client 
Funded Room Information” page.   

• A status icon (see Deploy Status 
Legend below). 

Edit  

WPR Assessment Field contains 2 items: 
• A link labeled “EDIT,” that when 

clicked, opens the “Client 
Funded Room Assessment” 
page.    

A status icon (see Deploy Status Legend 
below). 

Edit  

NDCS Assessment Field contains 2 items: 
• A link labeled “EDIT,” that when 

clicked, opens the “Client 
Funded Room Assessment” 
page.    

A status icon (see Deploy Status Legend 
below). 

Edit  

Status Field contains a drop-down menu with the 
following choices: 

• Select One… 
• Submitted 
• Under Assessment 
• Client Declined 

Client Declined 

Deployment Lead Field contains a drop-down menu that lists 
CTS Deployment Leads. 

Anoop Narang 

Product Type The CTS model number (and description if 
applicable) of the unit being requested.  

CTS-500-Tabletop 

Deploy(ment) 
Status 

Empty by default, this field will be 
automatically populated by ETMS with the 
appropriate icon to indicate the progress of 
the project.   

 

Deploy(ment) Type Indicates the nature of the deployment. New, Move 

7 .2 .2  Deployment  Sta tus  Legend 

Icon Description 

 Room Deployed 

 Room to be Deployed 



 Planning Review 

 On Hold or Temporarily Unavailable 

 Room Decommissioned or Project Cancelled 

7 .3 EDIT  CL IENT  FU NDED ROO M INF OR MATI ON 

 
Figure 20: Edit Client Funded Room Information page 

 

 

 

 

 

 

 

 

 

 

 



 

7.4 CLIENT  FUN DED RO OM INFO PA GE:  END POINT  REQUEST FORM 

7 .4 .1  C l ient  Funded Room Informat ion  Page:  Form F ie lds  and 
Column Headings 

Requester’s Information  

Field Label Description Example / Options 

Requester’s User ID   

Request Date   

Department Number   

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ETMS Client Funded Requests page  

 
Figure 21: CFP Request Information 

 

 

ETMS Client Funded Requests page  

 
Figure 22: CFP Request Information 

 


