
Brightspeed

How to run a Brightspeed Order



Brightspeed
Training Overview

Running an order through BASS

Running a phone-in order or upgrade

Who to call?



Orders Thru 
BASS

New Orders ● Press “Order” tab

● Press “Submit pre-qual/Order”



Orders Thru 
BASS

New Orders

● Enter in Zip code

● Type of sale
○ Customer Premise



Orders Thru 
BASS

New Orders

Fill out required info, then press the gray “Order” button.

(Don’t use any symbols in any of the fields.)



Orders Thru 
BASS

New Orders

Select the plan the customer wants to order  by pressing the 
yellow “select” tab button, then enter in their date of birth.



Orders Thru 
BASS

New Orders
● Check mark the free tech installation
● Select if they’d like VOIP services (Home 

Phone). Note, if they want to keep the 
same phone number with their current 
provider, you’ll need the account number

● Press continue



Orders Thru 
BASS

New Orders ● Type in customer’s email (double check it, because they will 
make you start all over if any of the info is wrong or 
misspelled)

● Let them know paperless billing is required for this 
promotion

● Ask them if text notifications on their billing, order, and repair 
notifications is ok (this is the best option to keep the 
customer in the loop)

● Add any additional comments about the job
● Press continue



Orders Thru 
BASS

New Orders

Check over the quick review and 

Double check to make sure everything is spelled 

correctly with the customer. If you put anything in 

wrong, the TPV agent will make you restart the 

order



Orders Thru 
BASS

New Orders ● Pick a date for installation and a time slot. 

Installation appointments are only M-F and 

8-12 or 1-5

● Someone over 18 is required to be home

● Press continue then “Retrieve RCC”. 



Orders 
Thru 
BASS

New Orders
Here you’ll text or email them the breakdown of their order. Best practice 

is to text it to them. The customer will then need to review their over, 

check mark a few boxes, then have them press the yellow “save 

acceptance” button on the bottom of the screen. Once they accept the 

agreement, select “retrieve acceptance, and the button will turn green 

and say “accepted”.

Then hit “continue”.



Orders Thru 
BASS

New Orders

Call into the Third Party Verification line.

1-866-506-8107

Have ready 3 numbers

● Order Reference ID Number(on screen)
● Sales code: 20000848
● Rep ID: (found at the first screen when you’re starting the order)
● The TPV rep will make sure everything is spelled correctly and go over the 

customer’s order details. 

Once the order has been accepted, press the “refresh” button in gray, (not the browser 
refresh button). Once approved, you’ll see a “order approved” stamp in green after hitting 
the refresh button. 

Press continue and finish the order by sending them the last text to retrieve their debit or 
credit card for their first month payment that is due today. 

Make sure they have enough on their card to cover the payment or it won’t go through. 



Running a Migration or 
Upgrade Order



Migration orders (upgrades)
Click on:

● Phone in order
● Create Phone-in Order

Fill out all the fields with red 
asterisks 

Status (select “provider in 
process”)

Once the required fields are filled 
out, call into the migration order 
line to have the rep finish up the 
order with you and the customer 
and supply you with the “Order 
number” and the “Ban or account 
number”. 

Migration number: 
1-866-512-7933

Press submit.

Migration orders promo:
First month free, free install.
Autopay and paperless billing required



Who to contact 
with order issues?


