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How to complete a service change
(upgrade or downgrade)



• Service change allow the upgrade/downgrade of the service of an existing active customer

• Some Principles
− Service change is not possible during the period of the prepaid service (Like first three months of a three 

month upfront paid product).

− A Service Change = a new contract with the customer as it changes the financial billing obligations of the 
customer.

• Basic Steps

Lookup 
customer 
account

Select 
existing 
service

Select new 
required 
service

Follow standard 
sales process

HO approval
Network 
updated 

(automated)

Introduction



Step 1:  Lookup customer account
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Step 5:  Follow the sale …

• Head Office approval is required as usual

• No upfront payment is required as it is an existing service

• Following the HO approval, the upgrade is automated into the network and normally takes about 10 minutes

Well done – you have completed a service change


