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INTRODUCTION 

The CHIEF IDC CUSTOMER PORTAL is designed to provide our valued customers a best 

customer experience of IDC service management. This platform is operated and maintained 

by Chief Telecom. The IDC Customer Portal empowers you with self-service capabilities, 

enabling you to: 

 Place Orders for Cross Connection 

 Open Tickets for Remote Hand services 

 View and Export Reports 

 Manage Data Center Access 

 Manage Inbound and Outbound Shipments  

 View Equipment Move-in/Move-out Records 

By offering 24/7/365 online access, the CHIEF IDC CUSTOMER PORTAL enhances your 

operational efficiency and streamlines your interactions with our services. 

We appreciate your continued trust in Chief Telecom. We are committed to continuously 

improving the platform with new features and enhancements to ensure a user-friendly and 

fulfilling experience for all your IDC service needs. 

Join and access IDC Customer Portal: https://csp.chief.com.tw 

  

https://csp.chief.com.tw/
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CREATING A USER ACCOUNT 

 The IDC Customer Portal registration is by invitation only. To apply for this service, you need to provide the 

Username and Email Address for a designated Company Administrator (Client Admin). This designated 

Company Administrator (Client Admin) will serve as the primary account holder.  

 Both the Client Admin and any invited users will receive separate invitation emails with an activation link. 

One email will be from Chief Telecom, and the other will be from the Client Admin. Please click on the link 

to proceed to the next step. 

 
 

 

 

 

Client Admin Invitation Email 

Invited Member Invitation Email 
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 Account Registration  

 
 

 

 Registration Success 

After successful registration, a pop-up shall appear with a message saying when is available to log in. 

 

 

 

 

Step 1: Create your password referring to the 

important reminders.  

Step2: Enter your Name and Mobile number.  

Step3: Make sure that you’ve read the Terms 

of Service and the Private Policy before 

clicking “I agree to the Terms of Service 

and the Private Policy” and submit the 

registration form.   
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★ If you are the Client Admin, you will receive an Account Activation email. Please click on the link to 

activate your account. 

 

 

★ If you are the Invited Member, you will receive an Account Activated notification email once the Client 

Admin approved and activated your account. To access the IDC Customer Portal, just click on the link 

within the email. 
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 Log in 

Once the account is activated, we’ll take you to the IDC Customer Portal.  

 

 
 

 Two-factor authentication  

To protect your account from unauthorized access, a new code will be required for each login. You will 

receive this code in an email to the address associated with your account.  

 

  



                                                    IDC Customer Portal USER GUIDE 

csp.chief.com.tw 7 

 

IDC CUSTOMER PORTAL – A FIRST LOOK 

Here’s what the portal looks like when you first arrive.  

 

 

 

 From the My Profile, you can access and edit your personal information and also view the permissions.  

Navigation Bar   

 

My Profile 

Chief Telecom 

0910666888 

HUNG 

SHIH 
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 Navigation Bar 

 

 

From the Administration, you can access to the User Management to invite and manage your 

members’ permissions for portal access.  

 
         There is no limit to the number of people you can invite. All of the members who you’ve invited  

will appear on this page. 

 

 Invite Member  

You may invite users to create their own account by sending an invitation email. 

  

 The members who you invited will receive an invitation email after you send out the invitation.  

Please allow a few minutes for the email to arrive and be sure to check your Spam folder.  

 If you are the member invited by the administrator, please wait for the administrator to complete  

the approval.  

Please enter the email address of the recipient.  
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 Activate account  

 

Click the Edit to activate the user accounts respectively and set up the permissions of each user.  

 

 

 

  

 

  

  

 Account Status to change the account status to 

“Activated” if you’d like to enable this account. 

 Individual Permission to grant the user access   

to the specific sections you assign, such as 

“Report”, “Orders & Tickets”, “Data Center Access 

Control”, Shipment Management”, “Equipment 

Move-in/Out”. 

 

 

 Administration to define if the user has the 

access to invite other members.  
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If you have any question or need further information regarding IDC services, please get access to 

Support where you may reach out to Chief NOC and Customer Service Center.  
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From the Report, you can find your own Report Dashboard to review the recent activities and status     

of the services you’ve applied.   

 

 

      

 

  Status of your recent requests  

REJECTED The service you applied was rejected for some reasons. You can check your email for details. 

RECEIVED The service you applied was successfully submitted and received by IDC Customer Portal. 

IN PROGRESS The Remote Hand service you applied is being processed now.    

COMPLETED The Remote Hand service you applied was done. 

APPROVED The Cross Connection request was approved to proceed. 

 More details about orders  

By single clicking on any of the listed orders, you may view the details of the selected order and also 

generate the report in PDF format. 

 

Search function to allow you to sort on 

Working Status of your requests and the key 

dates you select.  

 

Dashboard gives you a clear picture 

of the status of your recent requests.    
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 Export Report to EXCEL 

Click on Export to Excel button and select a date range, you can obtain the relevant information for the 

Remote Hand requests with the selected timeframe.  
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 Manage Orders & Tickets 

To View, Edit, or Delete an order, click the corresponding button in the Actions column. Note that you can 

only modify orders that have not yet been processed. 
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From the Orders & Tickets, you can place orders and open tickets for the permissions-based 

services, including below options.   

 Remote Hand Level 1 

 Remote Hand Level 2 

 Cross Connect  

    

 Remote Hand Service Level 1  

 

   

 

 

  

  

  

 Select one of the Level 1 service items 

you’d like to request. Once your service 

item is selected, the portal automatically 

populates with details about the Service 

Content & Description.   

 The Pricing Plan shown here is based on 

the quotation from your account manager 

of Chief Telecom.  

 Let us know which device you’d like to 

execute Level 1 service and fill out the 

complete information. 
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  

  

  

 Please leave a message in the “Remark” 

field if any additional information or details 

that we should know to successfully 

complete your request. 

 Please upload the supporting documents 

or photos if any. Allowed file formats: pdf, 

jpg, png.  

 Please make sure you’ve read the Terms 

of Use of Chief Telecom IDC Remote Hand 

Service before submitting. 
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 Remote Hand Service Level 2 

 

 

 

 

 

 

 

 

 

 

  

 Select one of the Level 2 service items 

you’d like to request. Once your service 

item is selected, the portal automatically 

populates with details about the Service 

Content & Description.   

  

 Follow the same procedure (~) as 

Remote Hand Level 1 service and provide 

all of required information before 

submitting the request. 

  
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 Cross Connect  

Click New Cross Connection to apply for a new cross connection and follow the instruction to provide all 

of the required information.  

 

 

 

 

  

 

 There may be different cross connection 

types available to select based on the 

quotation you got. Once the cross 

connection item is selected, the portal 

automatically populates with related 

information, such as “cable type”, “Extra 

spec”, and “bandwidth”, etc.  

  



                                                    IDC Customer Portal USER GUIDE 

csp.chief.com.tw 19 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 

  

  

  
 Once completed, click “Add” to add your cross 

connection request.  

 Please fill out all of required fields to let us 

know the A/Z ends you’d like to connect to. 

Note: If you’ve got the LOA for this cross 

connection, please upload it in the next 

section. 

 The Pricing Plan details will be displayed here 

based on the quotation from your account 

manager of Chief Telecom.   
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  

 Please make sure you’ve read the Terms of Use 

of Chief Telecom IDC Cross Connection Service 

before submitting.  

 

The cross connection order will be sent to your 

account manager for approval.  

  

 Once successfully added, it will appear in the 

list of cross connection on the upper section of 

cross connection request page as shown here. 
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 From the Data Center Access Control, you can manage and monitor all of the access control 

activities, including below functions.   

 Authorized Access List  

 Access Management and Request  

 Personnel Entry Status  

 

 Authorized Access List 

Here you will be presented with a list of all personnel with authorized access. The Authorized Access 

List page allows you to view, manage the existing contacts, and create a new contact with access-granting 

rights to your Spaces.     

 

Create New Contact 

  Click Create New Contact to grant data center access to a new contact. 

  Select the access type.  

 Permanent access: Contact may access the data center at any time, and frequency until access is 

manually revoked.  

 Temporary access: Contact may access the data center within a specified time frame. 

  Set the access timeframe. (Start Date)  

 Once Temporary access is selected, be reminded to set End Date the contact should be allowed 

access.  
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  Add contact information. 

 

  Select the cabinet(s) that the Contact will be allowed access.   

 

 

  Once completed, click Submit at the bottom of the form.  
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 Access Management and Request  

According to Chief’s data center access policy, all visitors who need data center access must apply for 

access before entering into IDC building. [Note: The person who needs access has to be added to the 

Authorized Access List before submitting an access request.] 

    

  Third-party access  

When an outside vendor needs access to your space for equipment installation and maintenance, you 

must first add that person to the Authorized Access List before submitting a request for data center 

access. Here you can view a list of all authorized access records.  

 

 

  Request for Entry 

  Click Request for Entry to fill out the Access Request Form. 

  Select the individual(s) you’d like to grant access.  
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  Select the cabinet(s) that the Contact will be allowed access.   

 

  Set the access timeframe.  

 

  * Please note that the End Date/Time can be set anytime within a 14-day timeframe. 

  Check if the individual has the permission to move in/out customer equipment.   

 

  Once completed, click Submit button.  
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When the access request has been accepted, the person who is applying for data center access will receive 

a confirmation email with a QR code link.  

 

QR Code 

By clicking on the icon under the “QRCODE” column, the person associated with the QR code can use it to 

check-in and gain access during the specific authorized period.  

Click the Resend button to get QR Code if you don’t receive the link.  
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 Personnel Entry Status  

On this page, you can check the entry and exit status of individuals requesting access to your cage or 

cabinet(s). 
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 From the Shipment Management, you can arrange the delivery of packages and view a history of 

shipments received/ shipped. You can also edit and cancel shipments that are “Applying” under the status 

column. 

 

 Applying for Shipment 

  Click Create New Application to fill out the Shipment Application. 

 
  Select the delivery type for your application: Inbound or Outbound.  

 

  Enter the relevant information for your shipment: Shipping Info, Packing List, Estimated Receipt / Ship 

Date, and include any additional information we should know to complete your request. Make sure to 

add information under “Packing List” for all goods included in the shipment.  

 

Inbound 
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  Once completed, click Add button to submit your application.  

 

 

 

 

 

 

 

 

 

Outbound 
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 If you’d like to leave any message to Chief NOC after the shipment application submitted, you can click 

View to see the details of the shipment, and add your comment in the remark column as below. 
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 From the Equipment Move In/Move Out, you can view information for your move-in/move-out co-

located equipment.  

According to Chief IDC policy, to move in/out all co-located equipment, colocation customers must submit an 

application in advance, and IDC OP will check the equipment model, quantity, asset number, etc. prior to the 

installation or retrieval of any equipment. Equipment that has been approved will be listed under Equipment 

Move-in & Move-out page.  

  

 

 You can use the filters regarding type, inbound and outbound date to find a specific equipment entry.  

 

 

 Export Report to EXCEL 

Click on Export to Excel button on the upper right corner, you can obtain the relevant information for all 

of the Equipment Move-in and Move-out records with the selected timeframe. 
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 Remote hand Service Level 1  

  

 

 

 

 

 Many thanks.  
We hope you found this guide useful. If you have any question on that, please contat  

 

 

 

 

Thank you  
We hope you found this guide useful.  
 

  

 

  

  Support: service@chief.com.tw 

More information: www.chief.com.tw 

http://www.chief.com.tw/

