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Overview
This Job Aid describes the process to do Change and Disconnect Brightspeed Fiber Orders.

Neustar Connect

From The Neustar Exchange Home page click Universal Order Connect (UOC).

neUStar Neustar Exchange Logged mas:o

ATransUnion® Company

Where Carrier Meets

Order From Exchange Domain . o
Ps Session expires in
Brightspeed (BSPS_E2E) American Broadband and DUMMY (ABT BP... v 08:23:13 (HH:MM:SS)
a
A The TransUnion Order Management Solutions authentication system is receiving a security upgrade to support Multi Factor Authentication (MFA). This change
will be implemented on October 14, 2025. From that day forward, any time you log into the Order Management Connect or Exchange Portal, you will be
emailed a code to enter to complete authentication. The email will be sent to the email address you use for logging in already. For more details, please click
here
Network/Access Services
r Universal Order Connect C ‘ Access Service Request Order Insights (OI) C ‘ KDL (KDL)
f=t (UOC) =, (ASR) MY =
NV =G & a ([5G ay
UOC Marketplace Buyer

The UOC Marketplace Buyer Work Queue View page opens.

UOC Marketplace Buyer User:
Pre Order Create Order Search Order Trouble Ticket Admin End User Bulk Upload Preferences EGENE American Broadband and DUMMY (ABT_BPSP) v

Work Queue View L 4 Worklist Dashboard
® company O User WorkList Result [Total Records: 1) Export As Excel
[ set as default

|| Action Request No [PON) UOC Status Order Flag SLA Milestone SLA Due (Days) Buyer Version [Ve
Refine By

— o (CRLEASESELECT- 20250918-NS2 SENT L o1

Saved Searches:

Fiber Change Order Section

Create Order

Click on Create Order selection from the tab.

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.
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Pre Order Search Order Work Queue Trouble Ticket End User Preferences Domain:

Order Creation Universal Order Product Order Notes

Select Universal/Business Fiber (or Business Premium Fiber) from the dropdown — and the
appropriate activity — Change.

Order Creation

Order Type: @ Universal O Prod
O Set As Default

Order Creation Details

Please specify the Product Name:

BUSINESS FIBER v
Seller-

Brightspeed (BSPS_PROD) v
Activity:

(C) Change v

Please specify the Universal Name:

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.



Fiber Order Details

The Fiber Order Details screen opens.

Order Creation

Order Type: @ Universal O Product

O Set As Default

Order Creation Details

[*] Fields are required
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Please specify the Product Name:

iBUSINESS FIBER

Seller:
Brightspeed (BSPS_PROD)
Activity

(C) Change

Please specify the Universal Name

BSPS BB UNIVERSAL
Create From Template:

l Select Template

Universal Order Product Order Notes

Order Details A

OCN LOOKUP
OCN* SELECT OR ENTER VA
Buyer Name* ‘ | PO Number* | |
Desired Due Date* MM/DD/YYYY E Promotion Number | |
Project ID ‘ |

Product Service Request A
Term Duration Requested ‘ SELECT v| Speed Selected | SELECT v|
Circuit ID* ‘ | Preferred Installation Window (M- | SELECT v|

F) ra

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.

It is meant for use by authorized representatives of Brightspeed Business.
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Note: Click Save at any time prior to Submit to save selections/details entered.

2 (|

All * Fields are required for every order:

e OCN

o The OCN (begins with the letter R) assigned to the customer will appear in the
dropdown of the OCN field. Select the OCN.

e Buyer Name (Customer Name)
o Enter the Buyer (Customer)
e Desired Due Date (Date of Install)

o Select the Desired Due Date from the Calendar [£).
¢ PO Number (PON)

o Enter the PON

@)
Order Details

OCN Lookup

OCN*

Buyer Name*

PO Number®
Desired Due Date®

=2

m Promotion Number

MMDDYYYY ‘

Project 1D

Only Populate what attributes you wish to change beyond the standard required fields.
Change Orders Can Change the following values

o Term Duration Requested
= Can be changed as a standalone item.

If Term Duration is to be changed along with another attribute, then you must
include a speed change.

o Speed Selected
= (Can be changed as a standalone item
Or combined with any other attribute change
IP Address Configuration/Quantity of IP Addresses
= (Can be changed as a standalone item

If combined with a Term Duration change, it must include a speed change.
o WIFI Disabled/Bring Your Own Device

= (Can be changed as a standalone item
If combined with a Term Duration change, it must include a speed change.

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.
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e Change Orders Cannot Change the following values
o Address (Requires new install order)

Click on Create Order selection from the tab.

Pre Order Create Order Search Order Work Queue Trouble Ticket End User Preferences Domain-

Order Creation Universal Order Product Order Notes

Select Universal/Business Fiber (or Business Premium Fiber) from the dropdown — and the
appropriate activity — Disconnect.

Order Creation

Order Creation Details

Please specify the Product Name:

| BUSINESS FIBER v|
Seller:

Brightspeed (BSPS PROD) v
Activity-

[(D) Discannect V]
Please specify the Universal Name:

BSPS BB UNIVERSAL v

Create From Template:

l Select Template VI

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.
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Fiber Order Details

The Fiber Order Details screen opens.

Order Type: @ Universal O Product Universal Order Product Order Notes
O sSet As Default -
Order Details A
Order Creation Details OCN LOOKUP
Please specify the Product Name- OCN* SELECT OR ENTER VA

[BUSINESS FIBER v|
Brightspeed (BSPS_PROD) v Desired Due Date* MM/DD/YYYY =)

Activity:
[(D) Disconnect V]
Please specify the Universal Name

BSPS BB UNIVERSAL v Circuit ID* |:|

Create From Template: Comments "

Product Service Request ~

i Select Template VI

| Billing/Contact Section Y

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.
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Note: Click Save at any time prior to Submit to save selections/details entered.

Order Details
All * Fields are required for every order:

e OCN
o The OCN (begins with the letter R) assigned to the customer will appear in the
dropdown of the OCN field. Select the OCN.

e Buyer Name (Customer Name)

o Enter the Buyer (Customer)
e Desired Due Date (Date of Install)

o Select the Desired Due Date from the Calendar .
e PO Number (PON)

o Enter the PON

Order Details A
|
OCN Lookup
0CN* ‘ SELECT OR ENTER VALUE ‘
1]
Buyer Name® l PO Number® l
————————————————
Desired Due Date* MM/DDAYYYY Promotion Number
Project 1D ‘

Key Iltems related to Disconnect Orders

e Circuit ID (SID ID from Install) is required
e Desired Due Date
e Address is not required.

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.
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Validate Order

Click Validate to view any missed requirements.

If any are missed, the missing details/requirements will be listed under the applicable categories.

Universal Order Errors Product Order Errors
Buyer Name : is required field! Customer Name : is required field!
Desired Due Date : is required field! Provider ID : is required field!
Preferred Installation Window [M-F] : is required field! Desired Due Date - is required field!
IP Address Configuration : is required field! Preferred Install Window - is required field!
Quantity of IP Addresses : is required field! OCN : is required field!
Primary LCON : is required field! IP Address Configuration : is required field!
Primary LCON Phone 1 : is required field! Quantity of IP Addresses : is required field!

Primary LCON Email : is required field!

Submit Order

Once all requirements are met, click Submit to send the Order to Brightspeed.

When submitted successfully, a message will appear.

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.
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(o Back To Results)a i\ " ® 3 v

Q DRAFT
12/11/2025 02-42-45 PM SENT ACCEPT CONFIRMED
By ryan_shanahan(dbright ...

[*] Fields are required Create New Order

PON: DEMOTRAINING has been successfully submitted.

Order Status

The Order Status appears at the top of the order. Statuses with a time stamp populated have been

completed.
-

DRAFT
12/14/2025 08:13:53 ...
By bonnie.andersonfd...

0 Owner Changed
12/16/2025 08:13:53 .
By AUTO

Zhour

Zhours 28mins ago.

29mins ago.

The information contained herein is confidential and proprietary and should not be disclosed to unauthorized persons.
It is meant for use by authorized representatives of Brightspeed Business.
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