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Click the address bar to type in a business name or address and click “Search”
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After clicking “Search”, the results page will generate who the provider is, a serviceability description, 
the anticipated timeframe to install, the max speed and the products available Options will display as 
shown below.
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Toggle “Swap Experience” in the top 
right corner to change the view of your 
results.
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When “Swap Experience” is toggled off, the results will be given as seen below. If green, the user can 
then click “Configure Pricing” to go to the pricing catalog. If red, “Request Pricing” will be displayed to 
engage with the TSD back-office team to find additional solutions.
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Begin to build your cart by toggling on 
“Fiber”.
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Click the drop-down arrow for “Access Speed” 
to select speed of internet.
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Click the drop-down arrow next to any add-
ons to display drop down list of options for 
the selected add on. For example, “Term” will 
drop down 36 months, 24 months, and 12 
months.
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A shopping cart appears on the right-hand side of the screen. Make any additional adjustments or 
add-on services, updating the shopping cart in real time. NRC is any “Non-Recurring Charges”, MRC is 
“Monthly Recurring Charges.
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Click “Generate Contract” to begin creating your paperwork.
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Type in the registered business name and quote name. You have a quotes and contracts library so 
please be specific when labeling for easier identification in your library. Click “OK” 
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Enter the customer’s information to 
reflect on contract.
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Ensure the address is correct, including the suite or unit number.
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On the same customer information page, scroll down to complete local on-site, alternate locale on-
site, and technical point of contact. Use the “Same as customer info?” radio button to carry down the 
same customer information if applicable.
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Scroll down to complete installation location and technical information. Under technical information, 
“Handoff Interface” will be automatically filled based off the connection you selected on the pricing 
page. Click the box under “Carrier Hotel/Data Center” to display drop down and select “yes” or “no”.

14



Click “Save” to move onto billing. 
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Use the “Same as location” radio button to copy customer information into billing fields.
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“Billing Option” by default will be set to “Standard - Single Location Billing”
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Click “Save” to move onto sending your DocuSign
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Click “SEND WITH DOCUSIGN”
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Click the boxes to enter the signers name, title, 
and the email you would like to send the 
paperwork to via our DocuSign integration. Once 
the signee contact information is complete, click 
“OK” to send the DocuSign.
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After sending your DocuSign, this confirmation will pop up on your screen.
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Uploading ACC Fiber Contract to CableFinder

For contract upload, once you have the signed contract, head back into CableFinder to upload 
the document. This will store the contract in CableFinder and send the document to the TSD 
for processing.

This will also send your TSD the OTIS Import File. This file should have downloaded as a second 
attachment but you do not need to fill out this form. ACC needs the OTIS import file to process 
the order but will automatically send to your TSD once the contract is uploaded.
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Click “Searches and 
Quotes” in the top right 
corner of the screen to 
display drop down.
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Click “Pricing Quotes History”
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In the “Quote ID” field enter your 6-digit quote 
ID.
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Click “Upload Signed Contract” under 
“Actions” on the right-hand side of your 
screen.

If you need to access the OTIS Import File, 
you can click "Download Supporting 
Documents". 
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Here you can either drag and drop your PDF file, or “click to browse” to choose from your computer files.
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The file name will display on the screen 
once it has attached. Click “Upload” 
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An upload confirmation will appear on the screen. 
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Email Confirmation from 
CableFinder “Contract Uploaded 
for Quote ID ######”. 

This will go to CableFinder user 
and the TSD.
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