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Ordering a Cell Phone 
SUH and LPCH Hospitals 

 
IT Services currently offers cell service from two vendors, AT&T and Sprint.  IT 
Services will be adding new vendors in 2009/2010 (i.e., T-Mobile, Verizon).    
 
A Department Contact and the End User of the cell service should review the 
device, service, and feature options at the IT Services cell web site 
http://cellservice.stanford.edu, prior to placing a cell phone order.  The end user 
must decide if they will be using the phone for data, texting, and/or international 
calling.  It is very import to select the appropriate plans to keep charges to a 
minimum.  Overage charges are expensive, especially when travelling 
international and/or texting with no text plan assigned to your service. 
 
Department Contacts need to ask the end user if they would like to keep their 
current personal cell phone number.  If the answer is yes, the Department 
Contact will need to provide the personal phone number and vendor when 
placing your order for new Stanford cell service.   If this is not stated on the 
order for new service, a new cell phone number will be assigned to the end user.   
 
Travelling international can rack up charges.  It is important that you request an 
international plan prior to your travels.  For assistance, call 5-HELP, option 4, for 
our Stanford Cell Support Desk.    You will be able to change or add feature 
plans on the spot with the Stanford Cell Support desk. 
 
To Place an Order for New Cell Phone Service on the Stanford Plan 
 
All order requests; add, changes, disconnects, are placed using the Order IT web 
site at http://orderit.stanford.edu.   Only authorized Department Contacts can 
access this web site for ordering.   If you will be ordering phone services for your 
department, and currently do not have access to the Order IT web site, submit a 
request to access at http://helpsu.stanford.edu.   
 
To order a new Cell service, you must have the following information.  You need 
to confirm this information with the end user prior to placing your order. 

o End User Name 
o End User Email 
o Cost Center to bill monthly and usage charges  
o Is the end user transferring his personal AT&T or Sprint service over to 

the Stanford Plan?  This is called a ‘Transfer of Liability’ and this must be 
noted on your order along with the personal cell phone number. 

o Is the end user moving his personal cell service from one vendor to a 
different vendor on the Stanford plan?  This is call ‘Porting’ a number.  
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You must note that your are porting the service and provide the vendor 
information, along with the cell service phone number. 

o Will you need to purchase a device or will end user keep his old one? 
o Pick your plans.  What are the needs of the end user of this cell service?  

Will it be used for calls?  Texting?  Email?  It is critical that you work with 
the end user and select the appropriate plans for the intended use of the 
cell phone.  This will save overage and unnecessary usage charges. 

 
With all the questions above answered, you are now ready to place your order 
request at http://orderit.stanford.edu. 
 

o Login using your SUNet ID 
o Once the welcome page is presented, select ‘Order Services’ from the top 

right menu. 

 
 

o At the ‘Order Services’ menu, search by Subscriber, by clicking on 
Subscriber link 

 
 
o At the Service Search by Subscriber window, enter the Last Name of 

the End User.   Note, if the end user is not in the data base, you will 
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need to assign the subscriber to the Dept  (2nd illiustration shows how 
to search by Department Name) 

 

 
 

 
 
o Scroll down to the bottom of the ‘Service Search by Subscriber’ 

window and click on the ‘Search’ button to search for your subscriber. 
o Your result will be returned back at the ‘Services’ tab. 
o Click on any of the services to capture the subscriber name. 
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o In the upper pane, scroll down to see the work order links 

 
 

o Click on the ‘Add Service to Subscriber’ link 
o A new order form window will open 

 

 
 

o Select service type:  Cellular 
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o Wait two seconds before moving to enter more data 
o The system will bring in all the service selections available for 

cellular service 

 
 

o Leave the ‘New location information field blank.  Click on the 
‘clear’ link to clear the location if there is data populated. 

o Select your service selections that describe the service you need 
o Voice Plan 
o Text Plan (optional) 
o International Plan (optional) 
o Data Plan (required if using PDAs, Aircards) 

o Scroll down to the ‘Additional Service Information’ section 
o Complete all fields as show below.  If not completed, a Service 

Desk representative will be calling you. 
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o Leave the ‘Complete By’ blank 
o Scroll down to the ‘Accounting Information’ section 
o Enter your PTA/Cost Center to bill the monthly charges 

 
o Scroll to the ‘Any additional information ‘ box 
o Enter any comments you feel will help expedite this order 
 

 
 

o Scroll down to the bottom of the order form 
o Click on the ‘Add to Cart’ button 
o Your order will be placed in your ‘cart’ 
o To submit your order to IT Services for processing, click on the ‘Cart’ tab 
o The ‘My Cart’ window will come into view 
 

 
 

o Click on the checkbox to the left of your order 
o Click the ‘Proceed to Checkout’ button 
o The ‘Checkout’ window will open  
o Click the ‘Place the Order’ button 
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o An order confirmation window will open and provide the order request 
number.  Use this number as the reference to the order when calling with 
questions. 

 

 
 

o Your order has now been submitted to IT Services for Processing 
o A Service Desk representative will review your order and will call you with 

questions if necessary. 
o Turn-around time is between 5-10 business days 
 
 

 
 

 
 
To make a change to a plan or add a plan to an Existing Service 
 
Changes to existing Stanford cell service, call the Stanford Cell Support Line at 5-
HELP, option 4 (24X7, seven days a week) 
 
Need Assistance, call: 
 

o To activate the cell phone:  the end user should call the Stanford Cell 
Support Line at 5-HELP, option 4 (24X7 service) 
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o To order new cell phone service; the Department Contact (STAR) should 
call the ITS Service Desk, 5-HELP, option 2  

o To report a Lost/Stolen phone:  call Stanford Cell Support Line at 5-HELP, 
option 4 and also submit a Change order in Order IT to purchase/replace 
the phone. 

 


