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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

method default

Page Features Super Admin Billing Admin USM Lite Admin | View Only
Bill Info Yes Yes Yes
Pay Info Yes Yes
Account Hierarchy Yes Yes Yes
Home |RecentBills Yes Yes Yes
Recent Payments Yes Yes
User Management Yes
USM Lite Link Yes Yes
View Bills Yes Yes Yes
Bills Download invoice Yes Yes
Make Payment Yes Yes
View Payments Yes Yes Yes
Payments
Download Receipts Yes Yes
View Address Yes Yes Yes
Profile [Change username Yes
Mark payment Yes Yes
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1. Fill out the Create Profile form

e Use an accessible email address.

e The username should be the same as

the email address.

o If emailis linked to 2 or more accounts, the Select Account
pop-up will be displayed

& Select Account

@ Multiple Accounts Found

access.

We found multiple active accounts associated with your email address. Please select the account you want to

Select Account Number

2000070353

2000070306

2000070359

2000070354

2000070348

A Note: Please select only one account to continue. Each account has different permissions and access levels.

First Name Last Name Role

Super Test Super Admin
Yiji Hid Super Admin
Super Test Super Admin
Super Test Super Admin
Super User Super Admin

+ Continue with Selected Account

@)

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

pg. 5

efk84ehw7x5k@noriina.shop © &

[] WebAuthentication@so... = 12/11/2025
---THIS IS A TEST EMAIL--- Registration Co...

No content...

] WebAuthentication@so... = 12/11/2025
~THIS IS A TEST EMAIL-- Email Validation...

No content...

10 por pdgina v 1den

---THIS IS A TEST EMAIL--- Registration Complete and Email Address [ i
Validated For Southern Company...

De: WebAuthentication@southernco.com 12/11/2025, 8:41:06 AM

w Vista Segura () Wantinteractive features? Click the sparkle button below. Switch to Interactive View

Thank you for registering with Southern Company. Your registration is now complete and your email has
been validated.

Thank you,




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

4 User Management

First Name Last Name Ermail Address Role Status

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

A, Southern Company

Registration Complete

Your anline registration is complete!
Your username is

You can continue your anline transaction by clicking

“‘Continue” below.

CONTINUE
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2. The 1% 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.

= Email Validation Required
NOTES:
L]
© Email Validation Required
No account was found for your email address. Please provide the information below to validate your email and N
create an account. - Allthis data comes from
Account Number * Username * @ the BA in OAP

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

Ir username

Last Payment Amount

payment

A Note: This information will be used to verify your identity and activate your account. Please ensure all
information is accurate.

+ Submit Validation

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

| Archiint InfoéTpsttan & Account Information & Contact Information Reset Password | &
User Management
Account Number 2000070370 Prefix
Tax Information
Username  Testo560 rg First Name  Test
Mansge Address
Access Code @ Middle Name
Payment Methods
Created Date  11-12-202511:39 LastName  MNew
8ill Information
Billing Account Type  Service - B4 TaxiD  XX-XNX0012
Billed Balance
i EO Billing Account Number = Company Name  Companys
Unbilled Balance
Customer BusinessType  Affiists Commercial Phone 4111111111
Notes
Customer Account Type  Billing Account Email Address  test12@testcom
#ccount Parameters
Account Status  Active r 4 2 Customer Name  Test New
Credit Rating 29 Job Title
Financial Status @

Enhanced Statement  No

Services & products Payments | Refund  Schedule Payment  Instaliment Blans
Manage Group Sharing from To select Recelpt / Trans ID
r f
[ | (o= \ vien 1] [oseenn |
8ills
Lifecycle TRANSCATION ID SOURCE RECEIPT NO RECEIPT NO' PAYMENT AMOUNT ALLOCATED AMOUNT REMAINING AMOUNT 4 CHECK/CARD NUMBER BANK/CARD TYPE REVERSAL
Audit Browser [Search TRANSCATIONID | [Search SOURCE RECEIPT M| [ Search RECEIPT NO | [Search PAYMENT AMOUN]| [ Search ALLOCATED AMOUI| [ Search REMAINING AMOU| [ Search CHECK/CARD NUMI| [ Scarch BANK/CARD TYPE | [Search REVERSAL
Adjustments T1-348e7:0 10785 & 51585 51585 000 CHECKITESTO000000001 No

4. Submit Validation form

&= Email Validation Required

Account Number * Username * @
2000070370 Teste560
Enter your account number Enter your username

Last Payment Amount *

15.85

Enter the amount of your last payment

A Note: This information will be used to verify your identity and activate your account. Please ensure all
Information s accurate.

® Cancel «" Submit Validation

5. User is login into Selfcare account
o Useris 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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|-« Southern Linc =

@ Home

o Last Bill Amount Total Outstanding ACCOUNT HIERARCHY

$8.15 $8.15
Bill Date Due Date
11/20/25 12/16/25
Unapplied Amount Pay Now
$0.00 L
RECENT BILLS RECENT PAYMENTS
Amo Pt Numi m Payment M ymentDate  Location
55 3 & Chek 1142205 o c
0.0
USER MANAGEMENT
[ o] -

USM LITE ACCESS

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

& User Management

First Name Last Name Email Address Role Status Action

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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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)

& User Management

First Name Last Name Email Address Role Status Action

epxSdurlo@novsmalipro.com Super Admin Active m Delete

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

A Southern Company

Registration Complete

Your anline registration is complete!
Your username is

You can continue your anline transaction by clicking
“Continue” below.

CONTINUE

2. The Email Validation form is displayed

& Email Validation Required

:nmm email address. Please provide the information below to validate your emall and NOTES:

create an account. |
i il Rsermaric - Allthis data comes from
the BA in OAP

Last Payment Amount * - Thisusername is only user

to link users to the BA, not

Enter the amount of your last payment

for login in selfcare.

A Note: This information will be used to verify your identity and activate your account. Please ensure all
information Is accurate.

+ Submit Validation

pg. 10




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

User Management
Tax Information
Manage Address
Bayment Methods
&l information
Blled Balance
Unbilled Balance
Notes

Account Parameters

Senvices & products
Manage Group Sharing
Orders

8ils

Ufecycle

sudit Browser

Adustments

& Account Information

& Contact Information

Reset Password | (&

1348670 Rt

4. Submit Validation form

&= Email Validation Required

Account Number *

2000070370

Enter your account number

Last Payment Amount *

15.85

Enter the amount of your 1ast payment

Information is accurate.

Username * @

Teste560

Enter your username

A Note: This information will be used to verify your identity and activate your account. Please ensure all

+ Submit Validation

5. User is login into Selfcare account
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Account Number 2000070370 Prefix
Username  Testss60 @ FirstName  Test
Access Code x Middle Name
Created Date  11-12-202511:39 Last Name  New
Billing Account Type  Service - B4 TaxID  XXX0(X0012
EO Billing Account Number = Company Name  Companys
Customer Business Type  Affiiats Commercial Phone 4111111111
Customer Account Type  Eiling Account Email Address  test12@testcom
Accountstatus  ictive @ ° Customer Name  Test New
CreditRating 22 JobTitle
Financial Status r
Enhanced Statement  No. - 4
From To select Receipt / Trans 1D
o | e B3 1| e \
TRANSCATION ID SOURCE RECEIPT NO RECEIPT NO PAYMENT AMOUNT ALLOCATED AMOUNT REMAINING AMOUNT 4 CHECK/CARD NUMBER BANK/CARD TYPE REVERSAL
[Search TRANSCATIONID |  [Search SOURCE RECEIFT Ni| [ Search RECEIFT NO | | [Search PAYMENT AMOUNT| [Search ALLOCATED AMOUI| [ Scarch REMAINING AMOU| [ Scarch CHECK/CARD NUMI| [ Scarch BANK/CARD TYPE | [Search REVERSAL
01785 & $1585 $1585 £000 CHECKITESTO000000001 Ne




o User is registered/Logged as View Only

Southern Linc

M Bill Info Last Bill Amount
$8.15

Bill Date
11/20/25

Unapplied Amount
$0.00

RECENT BILLS

Bill Number Amount Billing Cycle

EQP20250000445118 $15.85 11-12-2025 to 11-12-2025
REG20250000446808 $0.00 11-12-2025 to 11-20-2025
EQP20250000446930 $8.15 11-20-2025 to 11-21-2025

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

o & User M t
us
i m
First Name Last Name Email Address Role Status Act
Deme L nmughdks7@novsmallpro.com View Only Acine Em
Demo Test endwe3o@no.vsmailpro.com Super Admin ctve Em

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 Ifthe BA had a super admin user linked, the user linked through the
registration process from selfcare will be added as VIEW ONLY.

pg. 12




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”.

;“ Southern Linc

‘Welcome to SelfCare

Please choose an option to continue:

O Login

2. Loginin 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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A Southern Company

Secure Log In

Username *

Username is required

Password *

I:’ Remember Me

LOGIN

Forgot Username  Forgot Password

Mew User?

REGISTER NOW

Edit Profile/Change Passwaord

3. Enter Super Admin credentials and click on Login button

A, Southern Company

Secure Log In

Username *
epx9dwit3o@novsmailpro.com

Password *

...........

D Remember e

LOGIN
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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

Southern Linc = O TestNew -
A Home
[ Bill Info Last Bill Amount Total Outstanding ACCOUNT HIERARCHY
$8.15 $8. 15 Search by Name / Account number
. & & Test New (BA-2000070370)
BIII DEli DU (Dt A Test New (SA-2000070371)
11/20/25 1 2/16/25 & Test New (SA-2000070523)
Unapplied Amount Pay Now
$0.00 =
RECENT BILLS RECENT PAYMENTS
Bill Number Amount Billing Cycle Receipt Number Amount Paid Payment Mode Payment Date Location
$15.85 11-12-2025 to 11-12-2025 R-101785 & $15.85 Check 11-12-2025 Distribution
Center
$0.00 11-12-2025 to 11-20-2025 '
4 »
$8.15 11-20-2025 to 11-21-2025
4 »
USER MANAGEMENT
Search:
First Name Last Name Email Address Role Action
Demo Two nmughckts7@no.vsmailpro.com View Only m
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
USER MANAGEMENT
Search:
First Name Last Name Email Address Role Action
Demo Two nmughckts7@no.vsmailpro.com View Only m
Showing 1 to 1 of 1 entries
4 »
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6. Inthe Add user form, enter the following information:
- First name
- Last name
- Email address
- Assign the appropriate role
- Submit the form to add the user

Add / Edit User

First Name

dikaloss59@delaeb.com

Role

Billing Admin X ESJaaleld

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”.

Role
Eelect Role
Billing Admin Press to select
USM Lite Admin

View Only
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o Another Super Admin user can be added by OAP

Role

Billing Admin

Super Admin

USM Lite Admin

T
5
m
A
o1
(=]
A
m
il

View Only

7. Success message is displayed

Success

User added successfully

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.

USER MANAGEMENT

Add User
Search: |

First Name Last Name Email Address Role Action

Billing. User dikalo5559@delaeb.com Billing Admin
Demo Two nmughckts7@no.vsmailpro.com View Only

Showing 1 to 2 of 2 entries
L] >
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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.

8 User Management

+ Add User

First Name Last Name Email Address

Billing User diketo5556Ddelach com

pg. 18
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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

.‘4 Southern Linc

‘Welcome to SelfCare

Please choose an option to continue:

O Login

2. Click on Login Button

A Southern Company

Secure Log In

Username *

Username is required

Password *

D Remember Me

LOGIN

Forgot Username = Forgot Password

Mew User?

REGISTER NOW

edit Profile/Change Password
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3. Enter Super Admin credentials and click on Login button

A Southern Company

Secure Log In

Username *

epx9dwt3o@novsmailpro.com

Password *

I:’ Remember Me

LOGIN

4. Dashboard page is displayed

Southern Linc = © TestNew ~

B Bill Info Last Bill Amount 3 Pay Info Total Outstanding ACCOUNT HIERARCHY
$8.15 $8.15 Search by Name / Account number

. © & Test New (BA-2000070370)
Prof Bill Date Due Date

11/20/25 12/16/25

Unapplied Amount
$0.00

& Test New (5A-2000070371)

& Test New (54-2000070523)

Pay Now

RECENT BILLS RECENT PAYMENTS
Bill Number Amount Billing Cycle Receipt Number Amount Paid Payment Mode Payment Date Location
$1585 11402:2025 to 11-12:2025 §15.85 Check 1422025 Distribution Center
$0.00 11-12-2025 te 11-20-2025 d >
$815 11202025 t0 11-21-2025
< »

USER MANAGEMENT

First Name Last Name Email Address Role Action

5. Scroll until User Management section and Click on Edit from the desired user

USER MANAGEMENT

Add User
search:

First Name Last Name Email Address Role Action
Billing User dikalo5559@delaeb.com Billing Admin

Demo Two nmughckts7@no.vsmailpro.com View Only
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6. Add/ Edit user form is displayed

Add / Edit User

Email address

dikalu5559@delaebcom

7. Make the desired changes and click on Save.

Add / Edit User

FirstName

Last Name

User

Email address

dikalos559@delaeb.com

Role

ole

8. Success message is displayed

User M

Success

todified successfully

pg. 21




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

USER MANAGEMENT

Add User

Search:
First Name Last Name Email Address Role Action
Usm User dikale5559@delaeb.com USM Lite Admin

Two

nMmughckts7@no.vsmailpro.com

Demo

View Only

Showing 1 to 2 of 2 entries
4

10. In OAP review User Management section to verify user is properly updated

@ User Management

h
First Name Last Nam Rele. stat Acti
Dema T View Only Act
Derm: Tes per Admin A
= Usm User USM Lice Aderin. Betive
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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

_“‘ Southern Linc

‘Welcome to SelfCare

Please choose an option to continue:

O Login

12. Click on Login Button
A Southern Company

Secure Log In

Username *

Username is required

Password *

I:I Remember Me

LOGIN

Forgot Username = Forgot Password

New User?

REGISTER NOW

Edit Profile/Change Password
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13. Enter Super Admin credentials and click on Login button

A Southern Company

Secure Log In

Username *

epx9dwt3o@no.vsmailpro.com

Password *

D Remember Me

LOGIN

14. Dashboard page is displayed

Southern Linc

Last Bill Amount
$8.15

Bill Date
11/20/25

Unapplied Amount
$0.00

(3 Pay Info

RECENT BILLS RECENT PAYMENTS

Bill Number Amount Billing Cycle Receipt Number
$15.85 11-12-2025 to 11-12-2025
$0.00 11-12-2025 to 11-20-2025
$8.15 11-20-2025 to 11-21-2025
USER MANAGEMENT
First Name Last Name Email Address.
Usm User dikalo5559@delaeb.com
Demo Two nmughckts7@no.vsmailpro.com

Showing 1 to 2 of 2 entries
<

Total Outstanding

$8.15

Due Date

12/16/25

Pay Now

Amount Paid

51585

Role

USM Lite Admin

View Only

ACCOUNT HIERARCHY
Search by Name / Account number
& A Test New (2A-2000070370)
£ Test New (SA-2000070371)

£ Test New (SA-2000070523)

Payment Mode Payment Date

Check 11122025

Search:

Action

© TestNew -

Location

Distribution Center
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15. Scroll until User Management section and Click on Delete from the desired user

USER MANAGEMENT

Add User ]
e
First Name Last Name Email Address Role Action
Usm User dikalo5559@delzeb.com USM Lite Admin E m
Demo Two nmughckts7@no.vsmailpro.com View Only m m

Showing 1 to 2 of 2 entries
Ll

16. Delete confirmation message is displayed, click on OK

Selected User Email :
dikalo5559@delaeb.com

Are you sure you want to delete this user?

concel “

17. Deleted message is displayed

Deleted

User deleted successfully!
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USER MANAGEMENT

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

Search:
First Name Last Name Email Address Role Action
Demo ™wo nmughckts7@no.vsmailpro.com View Only
Showing 1 to 1 of 1 entries
< >

19. In OAP review User Management section to verify user is properly updated
o Status for the deleted user is updated to “Disable”

Account Information

& User Management

Search:
First Name Last Name Email Address Ral Stat Action
Dema Tun hekasT@ne vsmailpro,co View On Aetive
Dem: Test epxachwi3o@na.vsmallpra.com Super Admin Active E
[ User dikalos59@delach.com St Lice Adm Dissbled
! Showing 1 t0 3 of 3entr
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Update username from Selfcare
Preconditions:

o Use an Account with Super Admin user
1. Go to Selfcare site

.‘4 Southern Linc

Welcome to SelfCare

Please choose an option to continue:
O Login

2. Click on Login Button
A Southern Company

Secure Log In

Username *

Username is required

Password *

D Remember e

LOGIN

Forgot Username  Forgot Password

New User?

REGISTER NOW

Edit Profile/Change Password
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3. Enter Super Admin credentials and click on Login button

A Southern Company

Secure Log In

Username *
epx9@dwt3o@novsmailpro.com

Password *

D Remember Me

LOGIN

4. Dashboard page is displayed

Southern Linc = © TestNew

i} i Last Bill Amount (| Pay Info Total Outstanding ACCOUNT HIERARCHY
$8 15 $8 15 Search by Name / Account number
. © & Test New (BA-2000070370)
@ Profile Bill Date Due Date .
= & Test New (SA-2000070371)
it 11/20/25 12/16/25 A Test New (SA-2000070523)
Unapplied Amount
PP’ $0.00 Pay Now
RECENT BILLS RECENT PAYMENTS
Bill Number Amount Billing Cycle Receipt Number Amount Paid Payment Mode Payment Date Location
$15.85 11-12-2025 to 11-12-2025 $15.85 Check 11-12-2025 Distribution Center
$0.00 11-12-2025 to 11-20-2025
$8.15 11-20-2025 to 11-21-2025

USER MANAGEMENT

m Search:
First Name Last Name Email Address Role Action
Usm User dikalo5550@delaeb.com USM Lite Admin mm
Demo Two nmughekts7@no.vsmalpro.com View only [ cac | e |

Showing 1 to 2 of 2 entries
“
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5. Go to Profile section

~= Southern Linc =

) Home

PROFILE Profile
D Bils
B Payments
ACCOUNT NUMBER FIRST NAME LAST NAME MOBILE NUMBER
& Profile 2000070370 Test New a1
USERNAME 8 ACCESS CODE E-MAIL ADDRESS

O Logout

TesteS60Test test12@test.com

TAX ADDRESS

Primary

Secondar,
600, 18th St N, Birmingham, AL, 352 Y

No records found.

SHIPPING ADDRESS

Primary

. Secondar
No records found, Y

No records found.

6. Click on the edit icon next to the username
ACCOUNT NUMBER FIRST NAME

2000070370

m
(73]
—t

USERNAME © ACCESS CODE

TesteSe0Test I -

7. Edit username pop-up is displayed

BILLING ADDRESS

Primary
600, 18th St N, Birmingham, AL, 35203-2206, USA
CONTACT ADDRESS

Primary

600, 18th St N, Birmingham, AL, 35203-

SAVED PAYMENT DETAILS

Payment methods

Invoice (Cash/Check)

LAST NAME

MNew

E-MAIL ADDRESS

test12@test.com

Name on card

O Test New «
Secondary
No records found,
Secondary
No records found,
Expires on Set Default
(4

MOBILE NUMBER

411111111

Edit Username

USERNAME *

Teste560Test
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8. Update username and click on Submit

Edit Username

USERNAME *
Teste56001

9. Username is successfully updated

ACCOUNT NUMBER FIRST NAME LAST NAME MOBILE NUMBER
2000070370 Test New A11T1111111
USERNAME © ACCESS CODE E-MAIL ADDRESS
Teste56001 & - test12@test.com

Note:

o Using an existing username will display an error.
o To update the username for a 2" time, log out and login again. (Error
message could be displayed).

pg. 30




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

A Southern Linc

Welcome to SelfCare

Please choose an option to continue:

O Login

2. Click on Login Button
A Southern Company

Secure Log In

Username *

Username is reguired

Password *

I:I Remember Me

LOGIN

Forgot Username  Forgot Password

Mew User?

REGISTER NOW

Edit Profile/Change Password
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3. Enter Super Admin credentials and click on Login button

A Southern Company

Secure Log In

Username *

epx9dwi3o@no.vsmailpro.com

Password *

B s s EEa s

D Remember e

LOGIN

4. Dashboard page is displayed

4= Southern Linc = O TestNew

Y Home
[ sills Last Bill Amount (| Pay Info Total Outstanding ACCOUNT HIERARCHY
e $8.15 $8.15 Search by Name / Account number
. © & Test New (BA-2000070370)
& Profile Bill Date DIEDEE .
= & Test New (SA-2000070371)
¢ 11/20/25 12/16/25 8 Test New (SA2000070523)
Unapplied Amount
PP $0.00 Pay Now
RECENT BILLS RECENT PAYMENTS
Bill Number Amount Billing Cycle Receipt Number Amount Paid Payment Mode Payment Date Location
$15.85 11-12-2025 to 11-12-2025 $15.85 Check 11-12-2025 Distribution Center
$0.00 11-12-2025 to 11-20-2025
$8.15 11-20-2025 to 11-21-2025

USER MANAGEMENT

m search:
First Name Last Name Email Address Role Action
Usm User dikalo5550@delaeb.com USM Lite Admin mm
Demo Two nmughekts7@no.vsmalpro.com View only [ cac | e |

Showing 1 to 2 of 2 entries
“
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5. Go to Bills section

O TestNew ~

= Southern Linc

) Home

BILLS Home / Bills
B Bills
& Payments
& Profile
O Logout Download CSV
Bill Number Bill Amount Due Amount Due Date Billing Cycle Invoice ACTION

00446930 $8.15 $8.15 12-16-2025

$0.00 $0.00

$15.85 $0.00

Showing 1 to 3 of 3 entries
“ »

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

BILLS Bills
‘ From Date ‘ ‘ To Date
Download CSV
Bill Number Bill Amount Due Amount Due Date Billing Cycle Invoice ACTION
EQP20; $8.15 $8.15 20-2025 10 11-21-2025 m

7. Make payment is displayed

44 Southern Linc = © TestNew -

2 Home
MAKE PAYMENT Home / Make Payment
O Bills
& Payments
@ Profile
Credit/Debit C: A
Logout
+

A t
mount s | a1s

Save & Submit
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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. Clickon Add New

Credit/Debit Cards

Add New

ii. Enter CC number, expiration date and CVV

BEjcard Number

January wv| 2025

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

Bank Account

+

Add New
ii. Enter Bank Account and Routing Number, then click on Authorize

(W)
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iii. Enter Full name

Account Number FHHOOOOK5645
Currency usD
Full Name*

Full Name

10. Click on Save & Submit button

O TestNew +

MAKE PAYMENT Home / Make Payment
i)
=]
& Prof
it Bank Accoun it

O Logout

Add New

Account Number XXXXXXX5€45

Currency usD

Full Name*

Test

- Make Default
Amount*
meun $ 815

Save & Submit

11. Payment Successful message is displayed.

Payment Processed Successful

Receipt Number : R-101828
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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

44 Southern Linc

© Test New

A Home
PAYMENTS Home / Payments
D Bills
B Payments
@ Profile
From Date ‘ ‘ To Date
O Logout
Receipt Number Amount Paid Payment Mode
R-101828 - Bank Account
Check

Showing 1 to 2 of 2 entries
.

Payment Date

B Pay Online

Location
selfcare

Distribution Center
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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

A Southern Linc

Welcome to SelfCare

Please choose an option to continue:

O Login

2. Click on Login Button
A Southern Company

Secure Log In

Username *

Username is required

Password *

D Remember Me

LOGIN

Forgot Username = Forgot Password

Mew User?

REGISTER NOW

Edit Profile/Change Passwaord
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3. Enter Super Admin or UMS Lite user credentials and click on Login button

A Southern Company

Secure Log In

Username *

yijihid456

Password *

I:I Remember Me

LOGIN

Forgot Username  Forgot Password

4. Dashboard page is displayed

#= Southern Linc =

Last Bill Amount Total Outstanding

$85.16 $101.01
Bill Date Due Date:
11/20/25 12/15/25

Unapplied Amount Pay Now

$0.00

RECENT BILLS RECENT PAYMENTS

(((((((

5. Scroll down to USM Lite Access section and click on the Access USM Lite button

USM LITE ACCESS

Access USM Lite
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6. User is redirected to the USM Lite site

Login

Login / Register

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

A Southern Company

Secure Log In

Username *

yijihid456

Password *

I:I Remember Me

LOGIN

Forgot Username = Forgot Password

9. User is successfully logged into USM Lite site

USM Lite

Success

Successfully logged in user yijihid456 @delaeb.com
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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

»

Za Southern Linc

Welcome to SelfCare

Please choose an option to continue:

O Login

2. Click on Login Button
A Southern Company

Secure Log In

Username *

Username is required

Password *

D Remember e

LOGIN

Forgot Username  Forgot Password

MNew User?

REGISTER NOW

Edit Profile/Change Password

pg. 40




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

A Southern Company

Secure Log In

Username *

yijihid456

Password *

I:I Remember Me

LOGIN

Forgot Username  Forgot Password

4. Select Account pop-up is displayed

48 Select Account

Account Number First Name Last Name Role
@] 2000070353 Super Test Super Admin
@] 2000070306 Yiji Hid Super Admin
@] 2000070359 Super Test Super Admin
@] 2000070354 Super Test Super Admin
@] 2000070348 Super User Super Admin

A Note: Please select only one account to continue. Each account has different permissions and access levels.

+ Continue with Selected Account
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5. Select the account you want to log in and click on the Continue with Selected Account

button

48 Select Account

© Multiple Accounts Found
‘We found multiple active accounts associated with your email address. Please select the account you want to

access.
Select Account Number First Name Last Name Role
Q 2000070353 Super Test Super Admin
2000070306 Yiji Hid Super Admin
O 2000070359 Super Test Super Admin
@] 2000070354 Super Test Super Admin
O 2000070348 Super User Super Admin

A Note: Please select only one account to continue. Each account has different permissions and access levels.

el + Continue with Selected Account

6. Dashboard is displayed

Southern Linc

O Testiew |

@ Home

Last Bill Amount
$85.16
Bill Date

11/20/25

Unapplied Amount

$0.00

) Pay Info

0 o

Logout

RECENT BILLS. RECENT PAYMENTS

Bl Number Amount Biling cycie Receipt Number

USER MANAGEMENT

@3

. o3

: @ea

. @
s
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Total Outstanding

12/15/25

Amount psid

ACCOUNT HiERARGHY
$101.01
Due Date

Pay Now

PaymentMode  PaymentDate Location

Stre

Stre




7. Click on the username at the right top of the page and click on Switch Account

e Test New ~

Profile

Jo

= Switch Account

() Logout

8. Select Account pop-up is displayed

Switch Account

@ switch to Another Account
You have access to multiple accounts. Pl th you switch to.

Select Account Number First Name Last Name Role Current

2000070353 Super Test Super
Admin

2000070306 Yiji i Super
Admin

2000070359 Super Super
Admin

2000070354 Super t Super
Admin

2000070348 Super Super

Admin

A Note: Switching accounts will reload the dashboard with the selected account's permissions and data.

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

Southern Linc © Luis Selfcare +

[ Bill Info Last Bill Amount Total Outstanding ACCOUNT HIERARCHY

$232 12 $542 89 Search by Name / Account number
(% 2 Luis Selfcare (8A-2000070354) o
Bill Date Due Date
11/20/25 12/15/25 2, Test Billing Admin (SA-2000070362)
O Logout A Test Test Last Name (SA-2000070369)
Unapplied Amount A Test Test Last NameTwo (SA-2000070372)
PP Pay Now
$0_00 & Test Test Last NameThree (SA-2000070375) v
RECENT BILLS RECENT PAYMENTS
Bill Number Amount Billing Cycle Receipt Number Amount Paid Payment Mode Payment Date Location
EQP202500004. $841.74 11-12-2025 to 11-12-2025 R-101794 & $123.00 Credit Card 11-13-2025 Selfcare
EQP202500004: $1353.11 11-12:2025 to 11-12-2025 101795 & $297.87 Bank Account 11-13-2025 Selfcare
EQP202500004 $1359.06 11-12:2025 to 11-12-2025 R-101796 & $511.37 Credit Card 11-13-2025 Selfcare
EQP202500004 $1365.01 11-12-2025 to 11-12-2025 & $122.00 Credit Card 11-13-2025 Selfcare
$542.88 11-12-2025 to 11-20-2025 d L
« >

USER MANAGEMENT

Add User
search:

First Name Last Name Email Address Role Action
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Forgot password in Selfcare

Preconditions:

o Use an email already registered with accessible email address

1. Go to Selfcare site

»

Za Southern Linc

Welcome to SelfCare

Please choose an option to continue:

O Login

2. Click on Login Button and click on the Forgot Password Link
A Southern Company

Secure Log In

Username *

Username is required

Password *

I:' Remember Me

LOGIN

Forgot Username  Forgot Password

MNew User?

REGISTER NOW

edit Profile/Change Password
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3. Forgot Password form is displayed
4. Enter Username and click on the Continue button

A Southern Company

Forgot Password

To reset your password, please enter your username

Username *

Return to Login = Forgot Username

5. Password reset message is displayed

A Southern Company

Forgot Password

Password reset has been emailed!

We have sent a password reset email to the emai
address we have on file for you at """ @agenra.com
Please click the link in the email to continue the
password reset process

/N You will need to complete this within hours.

This email will be sent from
WebAuthentication@southernco.com. You may need
to add this email address to your safe [ist.

RETURN TO LOGIN

6. An email notification was sent

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

WebAuthentication@southernco.com Date:

14-11-2025 09:36:16

Subject: --THIS IS A TEST EMAIL--- Password Reset For Southern Company Profile

Dear User;

Please click the link below to reset your password. (Please note: If you experience problems when you click
on the link below, please copy and paste the link into your web browser.)
https://ua-webauth.southernco.com/SPA/default/password/reset?

9. Reset Password from is displayed

10. Enter username, new password, and Re-type new password. The click on the Submit
button

A Southern Company

Reset Password

Username *

New Password *

Minimum length of 9

1 uppercase letter

1 lowercase letter

1 number

1of M#3%& ()" +-===2@0\]" {1~

Re-Type New Password *
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11. Password has been reset message is displayed

A Southern Company

Reset Password

Your password has been reset!

Your password has been reset successfully and may
be used the next time you log in.

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

.‘4‘ Southern Linc

Welcome to SelfCare

Please choose an option to continue:

O Login

2. Click on Login Button and click on the Forgot Username Link
A Southern Company

Secure Log In

Username *

Username is required

Password *

D Remember Me

LOGIN

Forgat Username = Forgot Password

New User?

REGISTER NOW

Edit Profile/Change Passward
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3. Forgot Username form is displayed

4. Enter Email Address and click on the Continue button

A Southern Company

Forgot Username

To recover your username, please enter the emai
address associated with your profile

Email Address *

Return to Login | Forgot Email Address

MNeed assistance?

Cantact Customer Service

5. Username has been emailed message is displayed
A Southern Company

Forgot Username

Username has been emailed!

We've sent your username to
jhmmedocrnzdxtc@novsmailprocom.

RETURN TO LOGIN

Need assistance?

Contact Customer Service
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6. Open email notification, username will be shown

jhmmedocrnzdxtc@no.vsmailpro.com ©

[J WebAuthentication@so... = 18/11/2025
--—-THIS IS A TEST EMAIL--- User Names For...

No content...
[J WebAuthentication@so... = 18/11/2025
---THIS IS A TEST EMAIL--- Registration Co...

No content...

10 por pagina v 1de1
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---THIS IS A TEST EMAIL--- User Names For Southern Company Profile 22

De: WebAuthentication@southernco.com 18/11/2025, 10:24:22 a.m.

WebA co.com

{ Vista Interactiva (Recomendada) ]

Dear User,

The user name associated with the provided e-mail address is jhmmedocrnzdxtc@no.vsmailpro.com
Thank you,

Southern Company Communications

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. We

Q
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