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About This Guide

This guide compares the Manage Resp Org Primary Contact workflow in the
Somos Portal (portal.somos.com) to the Somos Hub (hub.somos.com).

A

*

BEFORE YOU BEGIN DISCLAIMER

To manage your Resp Org's Primary Contact, you must Images in this document are intended to be used
have Company Admin role in your User Profile within as a guide for educational purposes only and they
the Somos Hub to proceed with these steps. Please may differ slightly between environments.

reach out to your Company Admin for assistance.
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https://portal.somos.com/
https://hub.somos.com/

In this guide, you'll learn how to:

01  Login to the Somos Hub Page 4

0Z Manage Primary Contact Page 6
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Log In

SOMOS PORTAL portal.somos.com SOMOS HUB hub.somos.com
c Visit portal.somos.com to log in Visit hub.somos.com to log in
e Enter your Login ID and Password E Enter your Email Address and Password
e Click the LOG IN button n Click the Continue button
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Manage Primary Contact

You must have User Management role in your User Profile within the Somos Hub to proceed with these steps.
Please reach out to your Company Admin for assistance.

Users in a Pending status have been sent an invitation email and will be required to sign into the Somos Hub.

Users in an Active status have signed in at least once into the Somos Hub.

6 $ SOMOS



Accessing Contacts

portal.somos.com SOMOS HUB hub.somos.com

SOMOS PORTAL

Dashboard page
n Click TENANTS

c Home page
e Click Company Admin

You are currently working in the Sandbox Environment.
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The TFNRegistry is the trusted platform for managing Toll-Free Numbers, TFNRegistry Requests enables you to submit support requests to be resolved by
empowering businesses to reserve, activate and manage numbers securely and Help Desk
with confidence.
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Accessing Primary Contact

SOMOS PORTAL portal.somos.com SOMOS HUB hub.somos.com

NOTE The user’s Login ID must be created before modifying a Resp
Org Contact for an existing Resp Org ID

o If you need to add a Login ID for a Resp Org Change Contact, review

steps 2 - 4 above under the Add Resp Org Change Contact section No equivalent step in the Somos Hub.
Please proceed to next page.

e If you know the user’s Login ID, proceed with the remaining steps
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Accessing Primary Contact Continued

SOMOS PORTAL portal.somos.com SOMOS HUB hub.somos.com

NOTE If you know the Resp Org ID you want to edit, Tenant Management page

you can skip this step E Click Resp Orgs tab

H Tenant Management
0 Click Manage Company g
Tenants Resp Orgs
°
e Click Company Search or Company Advanced Search — —
ucts ubscribe
Demo Tenant 1
° ° ° Descriptian TFNRegistry (Sandbox Beta) .
Enter Informqtlon q nd CIIOk Seq rch button Demo Tenant created to dema Somos Hub for Q2'26 User Group meeting.
TFNRegistry Requests (Sandbox Beta) .
nnnnn it Type
TFN Service Pravider bt
Company Admin 7 o
HOME SUBMIT REQUESTS RESP ORG TOOLS FIND DOCUMENTS NUMBER ADMIN HISTORY REPORT MY INFO COMPANY ADMIN Edmﬁﬂ ®
lemouser_usergroup@somoseng.com
Search Company Phone Number™
Resp Org ID us 1 san307666
ZATST
Address Line 1*
STy D One Tower Center Blvd
Select Company -
Company Name Items to be Displayed Per Page: Ad?mss Liee2
=1 . Suite 800
City/Town*
East Brunswick
State*
New Jersey (NJ} e
Zip Code*
08816
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Retrieving Primary Contact

SOMOS PORTAL portal.somos.com SOMOS HUB

hub.somos.com

c Click Manage Company and then click Modify Company Tenant Management page, Resp Orgs tab

e Enter the desired Resp Org ID E Click Manage Contacts button
© Ciick Submit

Company Admin

HOME SUBMIT REGUESTS RESP ORG TOOLS FIND DOCUMENTS HUMBER ADMIN HISTORY REPORT MY INFO COMPANY ADMIN

Tenant Management

lenants Resp Urgs

Company Search Resp Org/SCP ID
Company Advanced Search

4 | Tenant Management

Hansge Contecta m
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RESPORG D & ENTITY ID TEMANT NAME CONTACT NUMBER IS PRIMARY IS BILLABLE CONMECT DATE PRIMARY CONTACT ACTIONS
Add Company
. DEMO1 DE Demo Tanant 1 Yes Mo 77/2026 “ 2
Modify Company
DEMO2 DE Dema Tenant 1 Mo Mo 772026 “ 2
Manage Uzer
DEMO3 DE Demo Tenant 1 No No 772026 = 2
Manage Entity
RO Primary Contaots
RO Change Contaots




Edit Primary Contact

hub.somos.com

SOMOS PORTAL

portal.somos.com SOMOS HUB

° °
c Modify all required Mocity Company (ZATST) Resp Org Contacts page
f. Id d d Company Nams Company Type
Ie s qs nee e Somos Training Resp Org N N . N
. . e Click Edit icon for the Primary Contact
e Click the user in the Resp Org  prmary suse.soros
Ch C t t d d Fax Company Email*
qnge on qc rop own rahwrojputl@porteck.com Resp Ol'g Contacts A / Tenant Management / Resp Org Contacts
Trouble Referral Number* Change Notifioation Email
° 244 _HEY-SOMOS Option 1 john.carpenter@sykes.com < Back to Resp Org

Scroll down and click
Address 1-

submit button £ Jowee Crantes Hivd Demo Tenant 1 v Q. Search Contacts...
Address 2
B NAME TENANT RESP ORG ID
City* State/Province*
East Brunswick MNew Jersey (NJ)
Zip Code* Country*
08816 usa

Demo Userl Demo Tenant 1 DEMO1 Primary Suite 800, East 8444397666 demouser. _usergroup@somosen g.com r_’;
Connect Date Disconnect Date Brur;;g:: fis
2/18/2002 1 i
kesp Urg Change Lontact )
Resp Org Chonge Contact (ZATSTRCC) w i
Demo User2 Demo Tenant 1 DEMO1 Resp Ofg Sfii:tg(;;lzjst +16099492445 demouser, 2_usergroup@somosen g.com (-_IJ
Ghangp Brunswick. NJ,
08816
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Request to update a contact will be

su bmit Updqte :::):‘r:’;e:s :,: ;I:le Somos Help Desk

SOMOS PORTAL portal.somos.com SOMOS HUB hub.somos.com

Edit Contact

On the Edit Contact page

E In User, select new user to
be the Primary Contact

n Click Update button s mporonseran

uuuuuuu

United Statas (US)

Phone Number *
EH | gag4307668

Mcddress Line 1
One Tower Center Blvd

No equivalent step in the Somos Portal S

CCCCCCC

Email
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SOMOS PORTAL SOMOS HUB DEFINITION

Resp Org A Responsible Organization (Resp Org) associated with TFNRegistry services and

the Tenant.
Role A named set of permissions for Somos Hub or a subscribed product.
Resp Org ID The Resp Org ID(s) on whose behalf a TFNRegistry related role may act.
Comban Your Resp Org’'s account with Somos, including shared product subscriptions and
pany organization data.
Company The Tenant to which your user account belongs.
BT The Tenant whose data you are currently viewing and managing which may be

another Resp Org if Acting As permissions have been established.
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s

Need additional support?
e o
eta@somos.com 844 HEY.SOMOS

15 $ SOMOS¥§’
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