
From the Hamburger menu, select Worklists

1. Choose the Order Worklist

2. Enter the submitted Quote Package ID onto the search bar of the 

Order Worklist (or search directly from the worklist)

3. Use the expandable order list to access each product order

Things to Know 

Getting Started 

• A “Package Quote” must besubmitted prior to creating an order.

• When submitting a package quote to order, two orders will be 

generated (one per product). Either order can be worked first. In this 

job aid the Fiber to the Internet (FTTI) steps are on page 2;          

Fixed Wireless Access steps begin on page 5.

• Refer to the Fiber to the Internet (FTTI) & Fixed Wireless Access 

(FWA) Quote Job Aid.
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Fiber to the Internet (FTTI) &

Fixed Wireless Access (FWA) 

Package Order Job Aid  



1. Click the pencil        to modify the Order Name aka PON (max length is 16)

2. Click the Flag to move a priority order towards the top of the order worklist (once order is saved)

3. Use the Product Selected dropdown to toggle between Fiber to the Internet (FTTI) and Fixed 
Wireless Access (FWA) orders 

Fiber to the Internet (FTTI) Configuration     
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1. Choose Product Availability: FTTI Business, 
FTTI Additional Line, (only use when there is 
working service, or FTTI Migration 

2. Choose Speed

3. Select Type of Data: Dynamic, or Static

4. Contract Terms: Month to Month, or  2 Years

5. Select TSP (if needed)

6. Enter End Customer Name

7. Enter End Customer Telephone Number 

8. Add Remarks (if needed)

Click Next
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Fiber to the Internet (FTTI) Contacts
Provide the following contact details 

• Implementation Contact

• End Customer (Local Contact)

• Alternate Local Contact

• Multiple IP Block Technical Contact

Click Next

Fiber to the Internet (FTTI) Delivery

Note: 

• The End Customer and Alternate Contact 

must be different

* General Example *

1. Click the appropriate Month

2. Select the Requested Due Date

3. Select Preferred Appointment Time

4. Click “Early Acceptance” Yes or No

Note: Choose “Yes” if you wish to accept 

delivery of the circuit prior to the Requested 

Due Date (if an earlier delivery is possible)

Click Next to proceed 
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Fiber to the Internet (FTTI) Summary 

Review Order Summary
1. Click to Save Order
2. Download summary

3. Click Back to make adjustments (if needed 
4. Click Show History (if needed) 
Click Submit
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Fiber to the Internet (FTTI) Summary l continue
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Additional Detail:

Use the following link to manage Sups & Milestones

Common Order Status:

Open- Order saved but not submitted for processing   

Submitted- Order submitted for processing 

In Progress- Order is being worked
Canceled- Order has been cancelled

Error- There is an error that requires action

Completed –Order is provision complete

FTTI Ordering Tips

1. Use the “Build Address” process when no sublocations are documented for 

the specific address

2. FTTI Additional Line should be selected if there is already working service

3. FTTI Migration is not available for use

4. If accessing LSI and Exchange at the same time, open one application in a 

Chrome browser and  the other application in a Chrome Incognito window

5. When configuring the Static IP Block, selecting anything over 13 will 

require additional details  Email  DNS, Web, Application and VOIP  Servers

Fiber to the Internet (FTTI) &

Fixed Wireless Access (FWA) 

Package Order Job Aid  

https://www.verizon.com/business/r3s0u4c3s/vps/job-aids-order/edit-order-sups-job-aid.pdf
https://www.verizon.com/business/r3s0u4c3s/vps/job-aids-order/milestones-job-aid.pdf


• Click the pencil      to modify the Order Name aka PON (max length 16)

• Click the Flag to move a priority order towards the top of the order 

worklist (once the order is saved) 

• Use the Product Selected dropdown to toggle between Fiber to the Internet (FTTI) and 

Fixed Wireless Access (FWA) orders

Make the following selections:

1. Add End Customer Name

2. Add Initiator

3. Select Account ID from the drop down 

4. Add IMEI (Device ID)

5. Enter ICCID 

6. Select available Planfrom the drop down 

7. Enter Remarks (if needed) 

Click Next 

Fixed Wireless Access (FWA) l Administration 
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Fixed Wireless Access (FWA) l Summary
Review Order Summary

1. Click to Save order

2. Download order

3. Click Back to make adjustments

4. Click to Show History

Click Submit

ABC
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Additional Detail:

Use the following link to manage Sups & Milestones

13

Search Worklist

4

11/01/2024 01/08/2025 ProvisioningIn Progress 
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From the Order Worklist

1. Enter the submitted Order ID (aka PON) onto the search bar of the Order Worklist (or search 
directly from the worklist)

2. Download the worklist 

3. Click the Hyperlink in the “Status” or “Milestone” column to open and view Milestone details
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ProvisioningIn Progress 3
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https://www.verizon.com/business/r3s0u4c3s/vps/job-aids-order/edit-order-sups-job-aid.pdf
https://www.verizon.com/business/r3s0u4c3s/vps/job-aids-order/milestones-job-aid.pdf


Milestones

From the Summary Milestones Page

1. Select Cancel Order or submit Due Date Change (if needed)

2. View Package Summary details

3. Click Major Milestones (i.e. Acceptance) to view Minor Milestones details 

4. View Product Summary details 

5. Change Product Selected to view the other Product Summary details 
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