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Overview 

This Job Aid describes the process to Order Brightspeed Fiber. 

Neustar Connect 

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

 

UOC Marketplace Buyer 

The UOC Marketplace Buyer Work Queue View page opens. 

 

Pre-Order Quote 

If you don’t see Create Pre Order Request, click Pre Order to proceed to the next step. 
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Click Create Pre Order Request. 

 

Select Broadband SA/Quote from the dropdown. 

 

The Serviceability/Quote opens. 

 

Serviceability/Quote Request 

Proceed to the Serviceability/Quote Request section and populate the following: 

• Serviceability/Quote 
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o Select Quote as this will allow you to transition to an Order. 

 
• End User 

o Enter the End User  
 

Upon selecting Quote, the following are required *. 

NOTE: After making the desired selection, click anywhere on the screen to close the dropdown 
menu. DO NOT click either X, as that will remove the selection. 

 

• Product * 
o Select the desired Product from the dropdown 

 
• Term * 

o Select the desired Term from the dropdown 

 
• Speed * 

o Select the desired Speed from the dropdown 

 
• Product Options = Static IP 

o Select the Static IP Block from the dropdown if needed.  
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Site Address #1 

Populate the Service Address details, including the Address Line 2 is if there is sub address 
information to populate (Unit, Suite, etc.). The Address Line 2 must be an exact match. If the address 
doesn’t validate for Serviceability, try different options until you receive an exact match. Ex. If the 
address has a Suite, use Suite instead of Unit, or vice versa.  

 

Click Submit. 

 

Serviceability Quote History 

After clicking submit, the quote information will appear as shown below. 

If the SA Rating is Green, the Address is Qualified. 

 

If the SA rating is Red, the Address is NOT Qualified. 
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SA/Quote to Order 

To proceed with the Quote, click SA/Quote to Order. 

 

Fiber Order 

The SA/Quote To Order Details populate. 

 

Click the Checkbox  and then click Submit. 

 

The Preview Before Submit window opens showing the details for the Order that will be created.  
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Review the details. If everything is as expected, click Submit Order to create the Fiber Order. 

 

Fiber Order Details 

The Fiber Order Details screen opens. 
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Note: Click Save at any time prior to Submit to save selections/details entered. 

 

The Product Name (Product Selected) and Activity ((N) Install) are listed in the left panel under the 
Update Order Details section. 

 

Order Details 

All * Fields are required for every order: 

• 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. 
• Buyer Name (Customer Name) 

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

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

o Enter the PON 

 

Quote Details and Product Service Request 

The Quote Details and Product Service Request sections carry over from the Quote. 
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• Preferred Installation Window (M-F) is also required. 
o Select the desired option from the dropdown. 

 

IP Information 

 

• IP Address Configuration 
o Select the desired value from the dropdown 

 DYNAMIC (DHCP) = DHCP based IP’s 
 STATIC = Static IP if required 

 
• Quantity of IP Addresses 

o If DYNAMIC (DHCP) was selected, select NONE 
o If STATIC was selected, select the desired BLOCK OF IPs 

 

Product Add Ons 

• WIFI Disabled 
• Bring Your Own Device 

o These are defaulted to NO. Change to YES if required. 
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Billing/Contact Section 

Billing Information 

Billing Information is optional field – Brightspeed will assign the appropriate BAN for the customer. 

 

Requested By 

Enter the Requester Details. Should be the name and contact of the person submitting the order 

 

End User Primary Location 

 

End User and End User ID 

Populated based on the Buyer (Customer) Name  
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Location Site/Address Details 

Automatically populated from the Quoted Address Details 

 

Contact Details 

• Contact Details 
o Enter the Primary LCON (Local Contact) Details 

 

Documents Section 

Add Documents 

Attach any applicable documents (5 max). 
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Attached Documents 

Where all attachments will show. 

 

Validate Order 

Click Validate to view any missed requirements. 

 

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

 

Submit Order 

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

 

When submitted successfully, a message will appear. 
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Order Status 

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