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About This Guide

This guide compares the Manage Resp Org IDs 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 Log in to the Somos Hub Page 4

02 Add Additional Resp Org ID(s) Page 6

03 Manage Resp Org ID(s) Page 13
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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 Additional Resp Org ID(s)

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.
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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.

Resp Org Tools Find Doournents

Submit Requests
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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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Adding an Additional Resp Org ID

SOMOS HUB hub.somos.com

SOMOS PORTAL portal.somos.com

Tenant Management page

E Click Resp Orgs tab

c Click Manage Company and then click Modify Company
e Enter the desired Resp Org ID

ick Submit
e Cllc uomi Tenant Management
Tenants Resp Orgs
C Admi
lenant Hemi Products Subscribed
HOME SUBMIT REGUESTS REZP ORG TOOLS FIND DOCUMENTS NUMBER ADMIN HISTORY REPORT MY INFO COMPANY ADMIN il
Description TFMRegistry (Sandbox Beta) .
Demo Tenant created to dema Somos Hub for Q2'26 User Group meeting.
Mﬂdr'? comp““‘f TFNRegistry Requests (Sandbox Beta) .
Tenant Type -
Comi Saarch TFN Service Provider
pany Resp Org/SCP ID
Company Advanced Search o Cancel Save
Add Company demouser_usergroup@somoseng.com
Modify Company
Phone Number™
us 1 san307666
Manage Uzer
Address Line 1*
v
Hﬂﬂﬂg’ E'I'“t'f One Tower Center B
Address Line 2
RO Primary Contaots Suite 800
City/Town*
RO Change Contacts -~
State*
o
New Jersey (NJ}
Zip Code*
08816
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Adding an Additional Resp Org ID

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

c Enter the required details Enter the Resp Org details on the Create Resp Org page

. °
Company Admin IC ext button
HOME SUBMIT REGUESTS RESP ORG TOOLS FIND DOCUMENTS NUMBER ADMIN HISTORY REPORT MY INFO COMPANY ADMIN

Add Company

Company Type* ® Resp Org Create Resp Org

Entity*

ZA

Resp Org ID* Eompoesy Roene? Resp Org Details 02 ) Primary Contact 03 ) Resp Org Change Contact

Somas Training
Company Phone* Company Email*
tolifreevalentin@gmail.com Resp Org Details

Fane (0xx-3¢X-30XX 7} Trouble Referral Number-

Change Notification Email Select Tenant
Demo Tenant 1 hd

Address 1*
Resp Org Name

Address 2 Demo

City* State/Province* Resp Org ID

Select Stats ~ Dem01
Zip Code" Country* Conneot Date*
Select Country v 94372026 ) o

Description

Resp Org Change Contact Test01

Seleot User

Website Is Primary

Is Billable

Notes Connect Date
09/03 /2026 (]
Notes (Optional)
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Adding an Additional Resp Org ID

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

o Proceed to next page Set As Primary Resp Org? pop-up will appear if Is Primary was
checked on the Resp Org Details page

E To change the Primary Resp Org ID to the new Resp Org ID, click Yes,
to proceed or No, to go back

Set As Primary Resp Org?

Entity DE already has a Pnimary Resp Org. Do you want to
replace it with this one?
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Adding an Additional Resp Org ID

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

o Proceed to next page Review the Primary Contact information for the new Resp Org ID if
you did not select Primary, otherwise select User for Primary
Contact

E Click Next button

Create Resp Org

° Resp Org Details

03 ) Resp Org Change Contact

Previous Next
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Request for a new Resp Org ID

will be submitted to the Somos

RequeSt SmeiSSiOn Help Desk for processing.

SOMOS PORTAL portal.somos.com SOMOS HUB hub.somos.com
0 Select an existing User for the o Select an existing User and the required information will be
Resp Org Change Contact & = populated for the Resp Org Change Contact or enter required
information for a contact only

e Click Submit a : | e Click Submit button

Change Notifioation Email ° Resp Org Details o Primary Contact @ Resp Org Change Contact

e jee o . D

m Addi Line 1

e
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Accessing Resp Org ID(s)

SOMOS PORTAL

portal.somos.com

SOMOS HUB

0 Home page

e Click Company Admin

hub.somos.com

Dashboard page
E Click TENANTS

Submit Requests
Apcsay mrd Submi Recpsaty Search
ond Yiew Recentdy Submitied
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P Oirga,

ETAET RO *

o
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Adminisiradion Summary
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Dashboard

Welcome, Demol!

TFNRegistry (Sandbox Beta)

The TFNRegistry is the trusted platform for managing Toll-Free Numbers,
empowering businesses to reserve, activate and manage numbers securely and
with confidence.

You are currently working in the Sandbox Environment.

TFNR

TFNRegistry Requests (Sandbox Beta)

ry Requests

TFNRegistry Requests enables you to submit support requests to be resolved by
Help Desk

@®

Demo User1
Demo Tenant 1
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Accessing Resp Org ID(s) Continued

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

e Click Manage Company and then click Modify Company Tenant Management page

e Enter the desired Resp Org ID E Click Resp Orgs tab
© Ciick Submit

Tenant Management

Company Admin o
HOME SUBMIT REGUESTS REZF ORG TOOLS FIND DOCUMENTS HUMBER ADMIN HISTORY REFORT MY INFO COMPANY ADMIN Tenant Name Prodicts Subscribed
Demo Tenant 1
w c."'m M i-f Com a Description TFNRegistry (Sandbox Beta) .
F P ny Deme Tenant created to demo Somos Hub for G2'26 User Group meeting.
Company Search TFMRegistry Requests (Sandbox Beta) .
. N Resp Org/SCP ID e 5
ompany TFN Service Provider
Add Company
Cancel Say
I Maodify Company I A T -
demouser_usergroup@somosendg.com
Phone Number*
us 1 8444307666
Manage Entity
Address Line 1*
RO Primary Contaots One Tower Center Blve
Address Line 2
RO Change Contasts
g Suite 800
City/Town*

East Brunswick

State™
New Jersey (NJ}

Zip Code*
08816

CONFIDENTIAL & PROPRIETARY INFORMATION OF SOMOS, INC.




Edit a Resp Org ID Information

SOMOS HUB hub.somos.com

SOMOS PORTAL portal.somos.com

c Make the necessary changes ‘. On Tenant Management page, Resp Orgs tab

e Scroll down on the page to edit information as needed Click Edit icon for the desired Resp Org ID

Company Admin

Toll-Free Service Provider Listing on Somos.com
WOME  SUBMIT REQUESTS  RESP ORG TOOLS  FIND DOCUMENTS  NUMBER ADMIN HISTORY REPORT MY INFO R e e e e
wish to be listed on the Somos Websits, please cheok the Do Not List option below. Tenant Management A/ Tenant Management
"Manage Company ify C
_ LR y (ZATST) Seleot Category Type ©
e What Toll-Fres services doss your company offer? (Select all that apply.)
o R heoh, Company Name Compony type: O call Analytics & Tracking ety Resp Orgs
Somes Training Resp Org
Akt Dompeisy [ Gall Monitoring
Modity Company
Phone* O call Routing
Manage User Primary B44-HEY-SOMOS O Vanity Numbers
O . Demo Tenant 1 e Q. Search Resp Orgs... Manage Contacts + Add Resp Org
Manage Entity Fax Company Email* Texting to Tell-Free
[ Disaster Recovery
RO Primary Contaota
Trouble Referral Number* Change Notification Email Business Desoription RESP ORG 1D & ENTITY ID TENANT NAME CONTACT NUMBER 1S PRIMARY 1S BILLABLE CONNECT DATE PRIMARY CONTACT ACTIONS
RO Changs Contacts 844-HEY-SOMOS Option 1 e — Provide a short comp iption that will be i on the Somos Website (somos.com).
(400 characters or lees.)
fidchoas DEMO1 DE Demo Tenant 1 8444397666 Yes Mo /772026 et = o,
Mosd Help? Corn Towr Cantar B demouser_usel @somoseng.com
Watch the Video.
Address 2
Suite 800 DEMO2 DE Demo Tenant 1 8444397666 No No 7/7/2026 Deme Usarl “ 2
demouser_usergroup@somoseng.com -y
City* State/Provinos*
East Brunawick New Jersay (NJ) Contact Email Address Demo User1 > ®
: § DEMO3 DE Demo Tenant 1 8444397666 No No 7/7/2026
[ Do Mot List on the Somos Website (somos.com) r. demouser_usergroup@somoseng.com © &
Zip Code- Country
08816 usa
3rd Party Provider Listing
Conneot Date Disconnect Date
2/18/2002 C o
ﬁesp Org Chunge Contaot COMPANY COMPANY EMAIL BUSINESS DESC VIEW EDIT
No racords found.

Resp Org Change Contact (ZATSTRCC)

Website
hitpet/

Add New 3rd Party Provider
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Save Updated Resp Org ID Information

SOMOS PORTAL portal.somos.com SOMOS HUB hub.somos.com
e Click Submit Edit the information as needed Edit Resp Org

N =3 Bl coxsae

United States (US)

Company Update History e

T aaadzveEs

Address Line 17

DATE HMODIFIED BY NOTES One Tower Center Bivd

Addezss Line 2
Suite 800

8/19/2026 35208 PM BRSACLXC Update Comparny

ity Town*
East Brunswick

Stare*
Mew Jersey (NI}

1/7/2026
Disconns ect Date

Description
Test and Demo Accountt

Notes
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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.
ST The Tenant whose data you are currently viewing and managing which may be

another Resp Org if Acting As permissions have been established.

CONFIDENTIAL & PROPRIETARY INFORMATION OF SOMOS, INC.




s

Need additional support?
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