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Purpose 
The purpose of this document is to provide clear, standardized instructions for roles, making 
payments, permissions, registering users, editing users and managing user access to billing 
accounts within the self-care portal and OAP. This guide ensures that users are correctly 
onboarded, securely linked to the appropriate Billing Accounts, and assigned the proper roles to 
support billing, account management, and system access activities. 

Scope 
This document covers the end-to-end processes for managing user access, roles, and billing 
account interactions within the self-care portal and supporting systems, including OAP and USM 
lite. It covers user registration, role assignment, linking users to Billing Accounts, and ongoing 
user management activities such as adding, editing and removing users. The guide also includes 
core self-care functions such as billing payments, account navigation, USM Lite access, and 
password recovery, serving as a single reference for day-to-day Self-care operations and user 
administration. 
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Roles & Permissions 
 

Page Features Super Admin Billing Admin USM Lite Admin View Only 

Home 

Bill Info Yes Yes  Yes 

Pay Info Yes Yes   

Account Hierarchy Yes Yes Yes  

Recent Bills Yes Yes  Yes 

Recent Payments Yes Yes   

User Management Yes    

USM Lite Link Yes  Yes  

Bills 

View Bills Yes Yes  Yes 

Download invoice Yes Yes   

Make Payment Yes Yes   

Payments 
View Payments Yes Yes  Yes 

Download Receipts Yes Yes   

Profile 

View Address Yes Yes  Yes 

Change username Yes    

Mark payment 
method default 

Yes Yes   
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1. Fill out the Create Profile form 
 
 
 
 

 
o If email is linked to 2 or more accounts, the Select Account 

pop-up will be displayed

 
o  

2. A new email notification will be received when registration is completed 

 

• Use an accessible email address. 
• The username should be the same as 

the email address. 
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Account Validation Scenarios: 
After email validation, the system determines whether the registered email address is already 
associated with a Billing Account (BA) 

 

Link new user to a Billing Account without user(s) linked 
Preconditions:  

- Register a new user in Selfcare using an email that is not linked to an account. 
- Use a billing account without users linked 

 
 

1. After completing the registration process, reviewing the terms of service and accepting 
the terms of service click on the CONTINUE button 
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NOTES:  

- All this data comes from 
the BA in OAP 

-   This username is only user 
to link users to the BA, not 
for login in selfcare. 

 

2. The 1st time the user is logged into the account If the registered email address is not 
associated with any billing Account, the email validation required form is displayed. 

 

3. Use the data from the billing account to fill out the email validation form 

Data required for validation: 

o Billing Account Number 
o Username 
o Last Payment amount (If there isn’t payment, use 0.00) 

Important: 

The information entered on this screen is used to verify the user’s identity and activate access 
to the billing account. All information must match account records exactly. Please review the 
information for accuracy, then submit validation to finish linking process. 
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Billing Account  

 

4. Submit Validation form 

 

5. User is login into Selfcare account  
o User is registered/Logged as Super Admin 
o If the biling account has orders/ SAs with PTT products, the Access USM Lite button 

will be displayed 
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6. In OAP review User Management section to verify user is properly added 
o User status is “Active” 

  

 

Notes:  

o The first user linked to the BA through the registration process from 
selfcare will be registered as a SUPER ADMIN user.  

o Other users added through the registration process will be saved as 
ONLY VIEW. 
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NOTES:  

- All this data comes from 
the BA in OAP 

- This username is only user 
to link users to the BA, not 
for login in selfcare. 

 

Link new user to a Billing Account with user(s) linked 
Preconditions:  

o Register a new user in Selfcare using an email that is not linked to an account. 
o Use a billing account with at least one user (Super Admin) 

 

1. After completing the registration process, click on the CONTINUE button  

 

2. The Email Validation form is displayed 
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3. Use the data from the billing account to fill out the email validation form 
 

Data Required for validation: 

o Billing Account Number 
o Username 
o Last Payment (If there isn’t payment, use 0.00) 

 
Billing Account  

 

4. Submit Validation form 

 

5. User is login into Selfcare account  
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o User is registered/Logged as View Only 

 

6. In OAP review User Management section to verify user is properly added 
o User status is “Active” 

 

 

Notes:  

o If the BA doesn’t have a super admin user linked, the user linked 
through the registration process from selfcare will be added as a 
SUPER ADMIN. 

o If the BA had a super admin user linked, the user linked through the 
registration process from selfcare will be added as VIEW ONLY. 
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Add new users to the account 
Preconditions 

Before proceeding ensure the following conditions are met: 

o The billing account already has one Super Admin user linked 
o The super Admin has valid self-care login credentials 
o The user being added has not yet been linked to the billing account. 

 
 

1. Go to Selfcare site to access the portal 
o Navigate to the Self-care site. 
o On the welcome page, select “Login”. 

 

 

2. Login in as Super Admin 
o Enter the Super Admin username and password. 

 

Note: Only users with super admin privileges can add or manage users on the billing account. 
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3. Enter Super Admin credentials and click on Login button  
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4. Access the account Dashboard page 
- Upon successful login, the dashboard page is displayed. 
- Review of high-level account information, including:  
o Bill information 
o Payment status 
o Account hierarchy 

 

 

5. Navigate to User Management section and Click on Add User 
- Scroll down to User management section on the dashboard. 
- Review the list of users currently associated with the billing account. 
- Select “Add User” 
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6. In the Add user form, enter the following information: 
- First name 
- Last name 
- Email address 
- Assign the appropriate role 
- Submit the form to add the user 

 

Notes:  

o User/Email added also needs to go through the registration process 
to be able to login into selfcare and see the account. 

o Super Admin users can’t be added to the account from selfcare by 
“Add User”.  
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o Another Super Admin user can be added by OAP 

 

 

7. Success message is displayed 

 

8. Click on OK in the Success message, user is added under the user management section 
 

9. After the super admin adds the user: 
- The new user receives an email prompting them to complete registration. 
- The user must register in self-care & verify their email address. 
- Once registration is complete the user is linked to the billing account. 
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10. Verify in OAP 
-Log in to OAP 
- Navigate to User Management 
- In OAP confirm & review User Management section to verify user is properly added, 
active and correct role. 
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Edit user from Selfcare 
Preconditions: 

o Use an Account with at least two users (one Super admin and one not super admin 
user) 
 

1. Go to Selfcare site 

 

2. Click on Login Button 
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3. Enter Super Admin credentials and click on Login button  

 

4. Dashboard page is displayed 

 

5. Scroll until User Management section and Click on Edit from the desired user 
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6. Add/ Edit user form is displayed  

 

 

7. Make the desired changes and click on Save. 

 
 

8. Success message is displayed 
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9. Click on OK in the Success message, user is updated under the user management section 

 
 

10. In OAP review User Management section to verify user is properly updated 
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Delete user from Selfcare 
Preconditions: 

o Use an Account with at least two users (one Super admin and one not super admin 
user) 
 

11. Go to Selfcare site 

 

12. Click on Login Button 
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13. Enter Super Admin credentials and click on Login button  

 

14. Dashboard page is displayed 
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15. Scroll until User Management section and Click on Delete from the desired user 

 

16.  Delete confirmation message is displayed, click on OK 

 

17. Deleted message is displayed 
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18. Click on OK in the Deleted message, user is removed from the user management section 

 

19. In OAP review User Management section to verify user is properly updated 
o Status for the deleted user is updated to “Disable” 
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Update username from Selfcare 
Preconditions: 

o Use an Account with Super Admin user 
 

1. Go to Selfcare site 

 

2. Click on Login Button 
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3. Enter Super Admin credentials and click on Login button  

 

4. Dashboard page is displayed 
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5. Go to Profile section 

 

6. Click on the edit icon next to the username  

 
7. Edit username pop-up is displayed 
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8. Update username and click on Submit 

 
9. Username is successfully updated  

 

Note:  

o Using an existing username will display an error. 

o To update the username for a 2nd time, log out and login again. (Error 
message could be displayed).   
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Make a Payment from bills in selfcare 
Preconditions: 

o Use an account with Super Admin user 
o Use an account with at least one bill pending to pay (Order created and processed) 

 
1. Go to Selfcare site 

 

2. Click on Login Button 
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3. Enter Super Admin credentials and click on Login button  

 

 

4. Dashboard page is displayed 
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5. Go to Bills section 

 

 

6. Click on the Pay Now button from the bill you want to make a payment 

 
 

7. Make payment is displayed 
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8. Select the payment option (Credit card or Bank account) 
9. Fill out the payment form 

a. Add a new Credit Card 
i. Click on Add New 

  
ii. Enter CC number, expiration date and CVV 

 

 

b. Add a new Bank Account 
i. Click on Add New  

 
ii. Enter Bank Account and Routing Number, then click on Authorize 
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iii. Enter Full name 

 
 

10. Click on Save & Submit button 

 

11. Payment Successful message is displayed.  
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12. Click on OK from the payment successful pop-up 
 

13. Go to Payments section 
 

14. Verify payment is listed, search by Receipt number 
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Access to USM Lite site from Selfcare 
Preconditions: 

o Use an account with a Super Admin user or USM Lite user 
o Use an account with PTT product 

 
1. Go to Selfcare site 

 

2. Click on Login Button 
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3. Enter Super Admin or UMS Lite user credentials and click on Login button  

 

4. Dashboard page is displayed 

 
 

5. Scroll down to USM Lite Access section and click on the Access USM Lite button 
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6. User is redirected to the USM Lite site 

 

7. Click on the Login/Register button 
8. Enter credentials (Same for selfcare login) 

 
 

9. User is successfully logged into USM Lite site 
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Switch between accounts in Selfcare 
Preconditions: 

o Use a user/email linked to two or more accounts 
 

1. Go to Selfcare site 

 

2. Click on Login Button 
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3. Enter Super Admin or UMS Lite user credentials and click on Login button  

 

4. Select Account pop-up is displayed 
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5. Select the account you want to log in and click on the Continue with Selected Account 
button 

 

6. Dashboard is displayed 
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7. Click on the username at the right top of the page and click on Switch Account 

  

 

8. Select Account pop-up is displayed 

 

 

9. Select the account you want to log in and click on the Continue with Selected Account 
button 
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10. User switched between accounts 
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Forgot password in Selfcare 
Preconditions: 

o Use an email already registered with accessible email address 
 

1. Go to Selfcare site 

 

2. Click on Login Button and click on the Forgot Password Link 
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3. Forgot Password form is displayed 
4. Enter Username and click on the Continue button 

 

5. Password reset message is displayed 

 

6. An email notification was sent  
 

7. Open Email notification 
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8. Open Link in a windows browser 

 

 

9. Reset Password from is displayed 
 

10. Enter username, new password, and Re-type new password. The click on the Submit 
button 
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11. Password has been reset message is displayed 

 
 

12. Verify user can login with the new password 
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Forgot Username in selfcare 

Preconditions: 

o Use an email already registered with accessible email address 
 

1. Go to Selfcare site 

 

2. Click on Login Button and click on the Forgot Username Link 
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3. Forgot Username form is displayed 
 

4. Enter Email Address and click on the Continue button 

 

5. Username has been emailed message is displayed 
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6. Open email notification, username will be shown 
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