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My Account Client User Guide

Introduction

My Account is a free, web based account management software program that allows Spok clients access
to their wireless account. Clients are able to perform a wide variety of transactions including electronic
invoicing, online payments, device exchanges/upgrades/downgrades, add-ons as well as modifying device
features.

NOTE - no modifications can currently be made to device groups or members of groups except as allowed
to Multi-Messenger Groups explained in detail here. Please contact Customer Support for assistance with
group devices. Once you've logged in, if there is a span of inactivity for more than 30 minutes, you will be
automatically logged out and any unsaved changes will be lost.

Registering for My Account

Depending on your Spok account structure, you may be able to independently establish your account via
the web site (http://www.spok.com/solutions/paging/my account) or you may require customer service
support. Please contact Customer Support with any questions or concerns. (Typically our larger clients
and medical community will require Customer Support assistance to be set up and you will receive an
email with your user name and password once your access has been established.)

You may register for a separate My Send a Message online account at any time regardless of account
structure or account type. Since My Send a Message access is included in My Account, it is not
necessary for My Account wireless account administrators to establish a separate My Send a Message
user login.

Logging into My Account

Visit http://www.spok.com/solutions/paging/my account to display the My Account Introduction screen and
click on the MY ACCOUNT LOGIN button as shown below. You can also bookmark the login page in your
Internet browser for simpler access in the future.

Spok My Account Client User Guide 4
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http://www.spok.com/solutions/paging/my_account
http://www.spok.com/solutions/paging/my_account

MY ACCOUNT

My Account is the faster, more convenient way to manage your
wireless messaging account. You can now enjoy the freedom of

servicing your account at your own leisure. Access your account, WE'RE HERE TO HELP
statements, payments, update your information, and much maore. —
Get Info

» MY ACCOUNT LOGIN -
Newsletter

as My Account Client User Guide Blog
an My Account Datasheet o

Support

s Phase 1 Redesign Resource Guide

&n Phase 2 Redesign Resource Guide

The following screen will display and you will be prompted to log into the system with your User ID and
Password. Selecting the Stay Signed In? checkbox will allow users to remain signed in until they sign out.
Once all requested information has been typed into the applicable fields click Sign In. A successful log in
will display the Main menu options screen.

Enter User ID:

Enter Password:

+ Stay Signed In?

Register
Ask a Question
Forgot your Password | User ID

Introducing GenA™,
the next generation of pagers

& Wireless Messaging

Learn more Solutions
Client User Guide
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Create a User ID and Password

First time users accessing My Account to set up an account must select the link to ‘Register’.

=== e
= | Register
|

Ask a Question

Forgot your Password | User ID

RN Wireless Messaging

ﬂon"' Solutions

Client User Guida

At this time, only individual and small business customers will have the functionality to enroll in My
Account. All other Spok customers are required to contact the customer service number listed on their
invoice for registration assistance.

Customers that require customer service registration assistance will receive a MY ACCOUNT email with a
system-generated generic password along with additional login details in which they will need to reset
their password.

The Login Information screen will be displayed as seen below.

Enter your account and user information below.

Account Number: First 7-digits of your ACCOUNT NO. as it appears on your

invoice.
Billing Zip: 5-digit billing zip code as it appears on your invoice.
User ID: New User ID for accessing your online account.

(5 character minimum, 30 character max.)

User Name: Name associated with your User ID.
Phone Number: ( )] - Ext: Contact number associated with User.
P d: Password for accessing your online account.
assword: (7 character minimum, & character max.) (2]
Confirm Password: Re-enter the password for verification.
Email Address: Primary e-mail address assoicated with your User ID.

Your account continues to be governed by the terms and conditions agreed upon at the time of account setup.
The use of the My Account functionality does nothing to negate this. Click here to view Sales and Service Agreement.

CREATE MY SEND A MESSAGE ONLY
without My Account

1)

MY ACCOUNT _OR- 2)
with My Send a Mes=zage

Which one do | choose? 9
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The user must enter all information in the requested fields. All fields within the Login Information screen
are mandatory to create a successful User Id / Password for My Account or My Send a Message access.

There are special requirements set in place for User ID and Password fields.
*  Follow the prompt as outlined in the red font to set up the User ID.

*  Place the cursor over the icon as seen above for password information and click
on the icon to display the My Account Password Requirements information
screen as illustrated below.

P

@M}"ACCDUHt-F’ESSWDFd Requirements - Windows Internet Explorer o || = || & |

My Account Password Requirements:

Minimum length of 7, Maximum length of 8

Must be a combination of Numeric and Alpha Characters

Your Password is not case sensitive

Your My Account Password will expire on a recurring basis, at which time you will be
prompted to create @ new password. Your new password must be different from your
previcus last 4 passwords.

LR

m

CLOSE hi

Click “Close” once password requirements have been read and continue with completing all field
information.

Once all fields are complete, select option 1 or 2 to complete account access setup based on the access
required:

e Select Option 1 — My Account with My Send a Message if the user will manage the wireless
account via My Account. My Send a Message access is included with My Account.

e Select Option 2 — Create My Send a Message Only if the user will ONLY utilize the My Send a

Message application. My Account access is NOT included with the My Send a Message user
login. Click here for the My Send a Message User Instructions found in this guide.

If successful, a confirmation screen will display with a prompt to log in to My Account.

A

I

Thank you. Your account has been created.

Click here to get started.

Registered users must enter their User ID and Password and then click on the login button or press the
‘Enter” key. A successful log in will display the Main menu options screen.

Spok My Account Client User Guide 7
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Expired Password

With the implementation of the new password requirements starting on December 13t of 2009 for My
Account, all users having a previous User ID and Password will receive the prompt to change their
password in the event their password does not already contain the new requirements.

The following screen will display with the prompt that the password has expired and a new password
must be created.

All fields will require an entry.

Your Password has expired. Please enter a new password below.

Account Number: 767320

User ID: tp767920

User Name: | testing

Password: | | (7 character minimum, & character mac.) (=)

Confirm Password: | |

Phone Mumber: {[599 | }[998 | -[9999 | Ext:| | *=* We may contact you at this number.

Email Address: |tc‘ rry. test@testing.com |

CANCEL | CHAMNGE MYACCOUNT PASSWORD

There are special requirements set in place for the Password field.

Place the cursor over the icon as seen above for password information and click on the icon to display the
My Account Password Requirements information screen.

Click Change MyAccount Password to complete the account set up and if successful a confirmation
screen will display as seen below with a prompt to log in to My Account. Click CANCEL to return to My
Account Log in.

Your password has been updated.

Click here to log into My Account.

Reset Password

In the event the user has not accessed My Account for a long period of time the User ID / Password will
become disabled. This will require the user to reinstate their password information as seen in the
following illustration.

All fields will require an entry.

Spok My Account Client User Guide 8
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Your User ID has been disabled due to inactivity. Please confirm your information to reinstate your User ID.

User ID: tpc96282

Email Address:

Password: (7 character minimum, 8 character "a‘

Confirm Password:

CANCEL | REINSTATE USER ID

There are special requirements set in place for the Password field.
Place the cursor over the icon as seen above for password information and click on the icon to display the
My Account Password Requirements information screen.

*  Click “Close” once password requirements have been read and continue with
confirming the password entered.

Click Reinstate User ID to continue with reinstating the User ID / Password and if successful a
confirmation screen will display as seen below with a prompt to log in to My Account.

Your User ID has been reinstated.

Click here to log into My Account.

Two-Factor Authentication

Two-Factor Authentication will help ensure that your login to Spok My Account is safe and secure. Upon
successful login to My Account, users will be required to register for Two-Factor Authentication. Once
registered, a randomly generated access code will be sent to your preferred delivery method, this access
code will be necessary to complete the login process.

The following screen will display for users that have not registered for Two-Factor Authentication.

Spok My Account Client User Guide 9
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Register for Two-Factor Authentication

[Easssses )
[CTETT T T —
| —

Why?
e y

Two-Factor Authentication will help ensure that your login to
o Spok My Account is safe and secure.

How Does It Work?

Log into My Account using your current User 1D and Password.
Register You will then be asked to choose an access code by text and/or
email. Enter that code and your log in will be completed.

Log Out

Select Log Out to Skip Two-Factor Registration. The Skip Two-Factor Registration warning will display,
select Log Out to return to My Account Log In.

Skip Two-Factor Registration

Skip Two-Factor Registration

To ensure that your login to Spok My Account is safe and secure
Two-Factor Authentication will be required by 04/25/2021.

Skip Registration

To Register for Two-Factor Authentication, click Register. The Register for Two-Factor Authentication
screen will display.

Register for Two-Factor Authentication

Steps to Register Two-Factor

1. Enter the email and or cell phone number you want to receive the access code.

Email: |

Cell: |

Preferred: () Email () Czll Phane
2. Click below to send the access code.

Send Access Code

3. Retrieve the Access Code from your email or cell phone.

Access code: [

4. Click “Register” to complete the registration process or “Cancel™ to cancel the
request.

‘ Register ‘ ‘ Cancel ‘

Step 1: Enter the email and or cell phone number you want to receive the access code. If an email
address and cell phone number are entered, select the radio button next to the Preferred delivery
method.
Spok My Account Client User Guide
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Register for Two-Factor Authentication

Steps to Register Two-Factor

1. Enter the email and or cell phone number you want to receive the access code.

Email: |terry.test@test.com |

cell:  [(999) 999-9999 |

Preferred: (@) Email () Cell Phone
2. Click below to send the access code.

Send Access Code

3. Retrieve the Access Code from your email or cell phone.

4. Click “Register” to complete the registration process or “Cancel” to cancel the
request.

‘ Register ‘ Cancel ‘

Step 2: Click, Send Access Code. The Access Code Sent window will display as shown below.

Both Email Address and Cell Phone Number:

Access Code Sent

A

Access Code Sent

Access Code has been sent to the email address and cell number
you have provided. Enter the access code in the input box and
click Register to complete the registration.

oK

Email Address Only:

Access Code Sent

A

Access Code Sent

Access Code has been sent to the email address you have
provided. Enter the access code in the input box and click
Register to complete the registration.

OK

Cell Phone Number Only:

Spok My Account Client User Guide
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Access Code Sent

Access Code Sent

Access Code has been sent to the cell number you have provided.
Enter the access code in the input box and click Register to
complete the registration.

OK

Click OK, to return to the Register for Two-Factor Authentiction screen.

A randomly generated access code will be sent to each delivery method listed in step 1. Upon successful
registration, the access code will be sent to the Preferred delivery method only.

Email:

-—--Original Message-—--

From: myaccount@spok.com <myaccount@spok.com:
Sent: Tuesday, February 2, 2021 1:58 PM

To: Terry Test <Terry.test@test.con1|>

Subject: Spok My Account

Enter the Spok My Account Two-Factor Authentication Access code in the verification window and click Register OR Authenticate and Login.
Your Spok My Account Two-Factor Authentication Access code is 225332

Please do not reply to this email.

Cell:

Your Spok Two-
Factor

Authentication
Access code is
136684

Note: Changes made to the registration information after selecting Send Access Code, will void
the previous access code and require the user to select Send Access Code to receive a new
access code.

Step 3: Retrieve the access code from your email or cell phone, enter the code in the Access Code field.

Step 4: Select Register, to complete registration. The Two-Factor Registration completed window will
display.

Spok My Account Client User Guide 12
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Register for Two-Factor Authentication

Steps to Register Two-Factor

EEsassas )
[T —
[ —

-

1. Enter the email and or cell phone number you want to receive the access code.

Email: |terry.test@test.com

cell: [(999) 993-9999

Preferred: @) Email () Cell Phone
2. Click below to send the access code.

Send Access Code

3. Retrieve the Access Code from your email or cell phone.

Access Code: 123456

4. Click “Register” to complete the registration process or “Cancel” to cancel the
request.

‘ Register ‘ Cancel ‘

The Two-Factor Registration completed window will display. Click Exit to continue to the Main Menu.

Two-Factor Registration Complete

Two-Factor Registration Completed Successfully

Two-Factor Authentication Registration Complete. Click the Exit
button to continue.

Exit

Spok My Account Client User Guide
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Upon successful registration for Two-Factor, subsequent login attempts will require Two-Factor

Authentication. A randomly generated access code will be sent to your preferred delivery method entered
during the registration process. Users will be required to enter this access code to continue to My Account

Main Menu.

If both an Email Address and Cell Phone Number were entered during Two-Factor registration, the screen

below will display.

Two-Factor Authentication

We have sent you the access code. Please enter the code and click the
Authenticate and Login button to complete the login.

Access Code: | |

Authenticate and Login

If you did not receive the access code, click the button below to have it
resent.

Resend Access Code To My Email

Resend Access Code To My Cell

If you did not receive the Access Code, click the Resend Access Code To My Email or Resend Access Code
to My Cell button to have a new access code sent to your Email or Cell Phone. The previously sent access
code will become obsolete once Resend Access Code is selected.

If one delivery method was entered during Two-Factor registration, only one Resend Access Code button

will be displayed.

Two-Factor Authentication

We have sent you the access code. Please enter the code and click the
Authenticate and Login button to complete the login.

Access Code: | |

Authenticate and Login

If you did not receive the access code, click the button below to have it
resent.

Resend Access Code
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If you did not receive the Access Code, click the Resend Access Code button to have a new access code

sent to your Email or Cell Phone. The previously sent access code will become obsolete once Resend
Access Code is selected.

Retrieve the access code from your Email or Cell, input in the Access Code box and click Authenticate and
Login to continue to the Main Menu.

Two-Factor Authentication

We have sent you the access code. Please enter the code and click the
Authenticate and Login button to complete the login.

[T T T —
[T T T —
Froro e ]

-

Access Code: |?63?21 |

Authenticate and Login

If you did not receive the access code, click the button below to have it
resent.

| Resend Access Code To My Email ‘

| Resend Access Code To My Cell ‘

My Account Main Menu

The Main Menu will appear as illustrated in the sample below.

LOG OUT

. As it N ber: 2157188 N, : EMP TEST EQUIP JXN & PAGERS
My Account - Main Menu Account Mumber ame: <
CLICK HERE to select a different account

. - =

Choose one search criteria and ¢

e e e e e E :(':COUNT 2 &
. - 5 S Account Name: EMP TEST EQUIP JXN &
N [ R —l L

O e

MANAGE MY DEVICES Name: terry palmertree

MY BILLING DETAILS
\ Account#: 2167198

O Serial Number: | Serial Number ADD ADEVICE Past Due Amount: $0.00
- _ . Current Charges: -$13.13
O Holder Name: Holder Name EXCHANGE ADEVICE Recent Activity: $39.22
SPOK MOBILE™ Total Balance: $26.0%
s Last Payment: $0.00
SEARcH OTA PROGRAMAMING
Account Actions
MY REFERENCES . \ENT
WAY USER GUIDES 1 WAY TEXT USER GUIDES 1 WAY NUMERIC USER GUIDES , DOWNLOAD
READYCALL DEVICES VIEW COVERAGE MAPS SPOK MOBILE ™ REFERENCE

MY Jﬁ’
Send a Message I&}

* All payments are handled through our payment vendor, Billtrust. By selecting MANAGE/MAKE A PAYMENT, you will open the Billtrust website. All payment transactions on your
credit card will be reflected as Spok. Effective May 17, 2021, all one-time credit card payments will be charged a 3% surcharge
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NOTE: If you have multiple account numbers to access, you will see a list of the accounts as illustrated
below. You can select an individual account by clicking on the account name or view your primary account

by clicking on the “Click Here to Access Your Primary Account” link. You may also Sort the list by the
Department Name.

You have logged into a Primary account with related Secondary accounts.
CLICK HEFE to Access your Primary Account, or Select from the list below

SEARCH for a Secondary Account

=z <PREV 1 MEXT= == Page 1 of 1 | Page#: GO

ACCOUNT NUMBER ~ DEPARTMENT NAME =

754234 MY ACCOUNT PARENT ACCOUNT
754237 MY ACCOUNT CHILD ACCT #1
754240 MY ACCOUNT CHILD ACCT #2
754243 MY ACCOUNT CHILD ACCT #3
=< <PREV 1 MEXT= == Page 1 of 1 | Page#: GO
Spok My Account Client User Guide 16
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You also will have the ability to search for a specific account by clicking Search for a Secondary Account.
The following screen will display with search options to choose from for entry.

Search

Choo=e one search criteria and
populate the corresponding field below.

: Dewvice Number: [ | | h] | | | | - |PIN

'::::' Holder Hame |H|:|I-|:|er Mame |

) capeode: e

'::::' Serial Mumber: |Serial Mumber | 9

() Cost Center: |CDS‘t Center |

O Department Name: |DE|‘JE|I'|:FI‘IE:I‘|1: Mame |

'::::' Account Number:

*  Only one search option can be utilized at one time.

*  You can enter search information into a specific field. Click on “Search” to begin the

search process.
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Main Menu

Consists of three main sections and depending on the permission granted to your login ID, you may see

some or all of the options detailed below.

&ispok

My Account - Main Menu

Choose one search criteria and
populate the corresponding field below.

O beviestumbers (|3 | |-[eme |
) capeode:

O Serial Number:

2 Holder Name: [ Holder Name ]

) Device Ref 2:

;% AEcounT

MANAGE MY DEVICES

OTA PROGRAMMING

REPORTS

MY REFERENCES

my
Send a Message

i

LOG OUT

Account Number: 565657 Name: TERRY P’ TEST ACCOUNT
CLICK HERE to select a different account

MY BILLING DETAILS
Accounts#: 666667
Account Name: TERRY P' TEST ACCOUNT
Name: tp

Past Due Amount: $0.00

Current Charges: $76,270.45

Recent Activity: $845.37

Total Balance: $77,115.82

Last Payment: $72,623.87 | 07/08/2021

Account Actions

* All payments are handled through our payment vendor, Billtrust. By selecting MANAGE /MAKE A PAYMENT, you will open the Billtrust website. All payment transactions on your
credit card will be reflected as Spok. Effective May 17, 2021, all one-time credit card payments will be charged a 3% surcharge

Device Search

The left hand section of the main menu page provides a quick and easy way to jump right to the details
for a specific device. You may search for a device using ONE of the search fields: Device Number, PIN
number, Capcode, Serial Number, Holder Name or Device Reference field.

® The Capcode search field will allow up to 10 digits in length.

e The Serial Number search field will allow up to 15 characters in length.

Search by device number can be by area code, prefix, suffix, PIN or a combination of all four.

e Search by Holder name will display partial matches for records that BEGIN with the entered

value.

® The Device Ref 1 search field will allow up to 20 characters in length.

The Device Ref 2 search field will allow up to 40 characters in length.

Click on the ‘Search’ link to display the results — if a single device is found, the device detail will
display as shown below along with the available user options. Multiple results for the search will
display in a list similar to the “View My Devices” screen.

Spok My Account Client User Guide

CONFIDENTIAL AND PROPRIETARY TO SPOK
Revised May 2023

18



DEVICE DETAILS

DEVICE FEATURES

HolderName: TERRY 1

Device Number: ( 972 ) 229 -
2910

PIN: 0000000

Svc Type: Text Messaging
Coverage: StateWide Coverage
Capcode: 007333795
Frequency: 929.6125MHz
Model: Sun Telecom Titan 5 Flex
Email Domain:

Features: Voice Mail Feature,
Encrypted Device with Passcode,
MyAlias, Message CC:

USER OPTIONS

SEND A MESSAGE
EXCHANGE A DEVICE
MODIFY FEATURES
MESSAGE TRACKING

ALIAS MAINTENANCE

MSG CARBON COPY/FWD
RESET ENCRYPTED PASSWORD
SEND A TEST PAGE

RESET VOICE MAIL PASSCODE
REPROGRAM DEVICE

CANCEL DEVICE

Monthly Rate: $14.65

Number of included calls/characters are
based upon the plan selected with your
initial purchase

Manage My Devices

The center section of the main menu provides quick access to all of your device management options!
Please note that options for which the device is not currently eligible or that have not been enabled for
your account or login will appear as “grayed out” in this menu. Please contact customer support with any
questions or concerns.

Add a Device

The first step is to select which service type/device model you would like for the new device that will be
shipped to you pre-programmed with a telephone number. Depending on the specific product portfolio
included in your contract with Spok, you will able to select from some or all of the following: Advanced
Messaging (aka, “two way”), Text Messaging (aka, “alpha”) or Numeric Messaging.

Once “Add a Device” is selected from the main menu, you will be offered a selection of messaging device
products from a screen similar to the one in the example below. Select the radio button next to the
device type you wish to order.

Spok My Account Client User Guide 19
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Choose a Device
| SERVICE TYPE

' Text Messaging

) Text Messaging

T Numeric Messaging

£ 2-way Messaging

ADD DEVICES TO YOUR ACCOUNT

MODEL

Advisor Elite Flex

Bravo 802 Flex

Bravo 502 Flex

Sun Telecom ST902 2way RF

The next step as illustrated below is to indicate your choice to purchase or lease the new device(s) if
allowed per your contract with Spok. Select the appropriate option from the drop down menu.

Chooze a Device

SERVICE TYPE

Text Messaging

ADD DEVICES TO YOUR ACCOUNT

MODEL OWNERSHIP
Advisor Elite Flax

ACNTION s
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If the Purchase option is selected, the device cost will display directly above the Monthly Charges.

OWHEREHIP
Furchazs w
Device Cost: 42500
sonthly Charges: 0,00

Once the ownership option is selected, the screen display will guide you through selection of the
package(s) options available for the selected device.

NOTE: If coverage area selection is permitted, the coverage area MUST be selected before other package
options will display.

choose a Device g
SERVICE TYPE MODEL OWHNERSHIF
Text Messaging Advisor Elite Flex -
r T A
Monthly Charges: $0.00
(ﬁ
Coverage 2
Hezw York Tri-State Mo Additional Charge
Upstate / Western HY Mo Additional Charge
Mew York Statewide Mo Additional Charge
Contract Type Device Cost
Konthlly Monthly Charges: 50.00
pomain qQrTyY: 1 UPDATE
usamobility.net W Total Charges: 50.00
This amount does ot indwde taoes, suncharges, or shipping feas,
Add/Edit Device Reference
Information Services: Mews, Weather, sports, etc. are availabls for thiz devics at no sxtra charge. ® Yes () Mo
CONTINUE
R R A A AR R R R R R R R AR A R A A AR AR NN MRRRRRRRR R mSEEEEEEE.,

Once coverage area is selected, additional package options will display as shown below. If multiple
package options are allowed per your contract with Spok, the options will display as available for selection
in this screen. Options for selection may include one or more of the following: Coverage, Usage Plan,
Optional Features, Device Maintenance and/or Pager Number type. Items that display the “edit” icon to
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the far right may be modified. In the example below, the user may modify the coverage and device

maintenance options only.

Coverage

Usage Plan

Opticnal Features

Device Maintenance

Upstate / Western NY
5000 Mezzages Per Month

Canned Greeting/ 30sec

Device Protection a
Without Device Protection

Mo Additional Charge
No Additional Charge

Mo Additional Charge

No Additional Charge
No Additional Charge

g

@

Once the package selections are complete, the display will include selection for Pager Number type for
the new device(s). Number selection may be limited to a preferred calling area number, toll free number
and/or PIN depending on your contract with Spok and number availability for your selected device and

package options.

Coverage

Usage Plan

Opticnal Features

Device Maintenance

Pager Number Type

Mew York Tri-State

5000 Messages Per Month

Canned Gresting/30sec

Without Device Protection

Preferred Calling Area
Perzonal Tod-Free

No Additional Charge
Mo Additional Charge
Mo Additional Charge

Mo Additional Charge

No Additional Charge
Mo Additional Charge

e Selection of Preferred Calling Area will then prompt you to enter a preferred area code.

Pager Humber Type

Preferred Calling Area, Arss Code

No Additional Charge

The display will then change to a drop down menu of available area code and prefix
combinations for the entered area code. In this example: 215 area code has 4 prefixes
available. Select the area code/prefix combination from the drop down menu to continue.
If no numbers are available for the entered area code, you will be prompted to select
another area code.

Preferred Calling Area, Ares & Prafon
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e Selection of a Personal Toll-Free will display a drop down menu of available toll free area
codes as shown below. Note: Prefix selection is not available for personal toll-free numbers.

Personal Toll-Free , Arez Code; 200 "'|
w00 M

Bb6
BT
EEE

In the last section of the screen, indicate the QTY of units to be ordered in the field on the right hand side

as shown below in RED. Enter the quantity and click the UPDATE link. The Device Cost, Monthly Charges
and Total Charges values will update to reflect the total units on the order.

Contract Type
-Select-- -
Domain

usamobility.net

Add/Edit Device Reference

The following options may be available for selection in this section:

e Contract Type —if your account has established cost center or departmental billing, a drop

Device Cost

Maonthly Charges:

Qry:

Total Charges:

Information Services: News, Weather, Sports, etc. are available for this device at no extra charge. @ Yes Mo

$25.00
$0.00

1

$25.00

This amount does not include taxes, surcharges, or shipping fees.

UPDATE

CONTINUE

down menu of available cost centers/departments will display as shown above. If no

selection is made, an error message indicating contract selection is required will display

when trying to submit the order.

e Domain - Select preferred domain for text messaging devices from drop down menu or leave

as is for default domain of ‘usamobility.net’.

e Add/Edit Device Reference - includes holder name and/or device reference fields 1 and 2 for

accounts that elect to utilize these reference fields. If quantity ordered is greater than 1,
separate reference fields will display for each device as shown below:

DEVICE REFERENCE

Device Reference for Device #1

Holder Name: :

Device Reference 1: &

Device Reference 2: @

Device Reference for Device #2

Holder Name: :

Device Reference 1: &

Device Reference 2: &

m
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Information Services — available for text messaging and two way devices only.

Click CONTINUE at the bottom right corner. The Shipping Information field will display to allow

selection of a saved shipping address or to enter a new address.

NOTE: Only physical addresses will be displayed, no post office boxes will be displayed.

Shipping Information

| --Zelect--(Mouse over for detail) Vl

Once the Shipping address has been entered, click the SUBMIT ORDER link at the bottom right corner.

You will be prompted to Continue:

CONTINUE?

Your order will be submitted.

Submit Order?

ng VES

Click YES to submit the order. A confirmation screen will display with the Order # as shown below:

Thank-you, your Order has been submitted - Order# 10222101

SERVICE TYPE MODEL
Text Messaging Advisor Elite Flex

OWHERSHIP
Purchase

Monthly Charges:

Coverage Hew York Tri-State

Usage Plan 5000 Mezsages Per Month
Opticnal Features Canned Gresting/ 30zec
Device Maintenance Without Device Maintenance

Pager Humber Type Preferred Calling Area, Arez & Prefoc 215-265

Device Cost:

Contract Type Device Cost
Monithly Maonthly Charges:
Domain QaTy:
usamobility_net Total Charges:

$25.00

50.00

No Additional Charge

No Additional Charge

No Additional Charge

No Additional Charge

Mo Additional Charge

$50.00
50.00
2
$50.00

This amount dies not inthudé b, surthames, orshipping fees.

Infor mation Services: Mews, Weather, Sports, etc. are available for this device at no extra charge. (Yes)

shipping Information

SHEILA TEST ORDER
3000 TECHHOLOGY DR STE 200
PLANO , TX Zip: 73074 - 7488
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Your order will processed/shipped within two business days depending on when it was ordered and if
we have the device you’ve requested in stock. You will also receive an email confirmation of the
order submission and another email when the order has been shipped that contains the UPS delivery
tracking number.

Exchange Device

There are three types of exchanges that can be done via My Account — even exchange, upgrade exchange
and spare exchange. From the Manage Devices menu, select Exchange Device and a list of your devices
will appear.

NOTE — With an even exchange or an upgrade exchange, when you receive the new device you will have
the ability to activate the replacement on line via My Account as well. That option is discussed in the next
section of this guide.

NOTE: If message forwarding is activated on a device, the forwarding must be removed prior to ordering
shipment of a replacement device. If exchange to a spare will retain the same pager number, forwarding
will be retained on the new device. If the exchange involves a number change, forwarding will be
removed upon activation of the new device.

NOTE: Spok Mobile only service (no paging device) is now eligible for device exchange and will display in
the Spok Mobile Device list for selection. Spok Mobile w/Device service is eligible for EVEN Order
Exchange or LIKE Spare Exchange only but phone number selection is NOT allowed. Spok Mobile service
must be removed in order to process a pager number change.

Depending on the size of your account, it may be more convenient to use the Search options (located at
the top of the page) or the Sort options for the following columns: Device Number, Capcode, Serial
Number and Holder Name.
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Select the device you wish to exchange from the list below.
SEARCH for a specific device.

== <PREV 1 NEXT> »= Page 1 of 1 | Page#: GO
DEVICE NUMBER % PIN CAPCODE %  SERIAL HUMBER ¥ HOLDER MAME ¥
(2011) 495-0571
a0 1090401 002339554 S56ABBAZHDM EMP PAMELA ROY
800) 946-4646
(215} 265-0339
R8T 200-8445 002246369 ADMFENBO9S EMP ACCOUNT TESTING OMLY
(800) 200-3702 1075823 STAXXY4SMT EMP ACCOUNT TESTING CNLY
215) 265-4980
315} 2651853 002126090 MO041400174 EMP KEN SMITH

15) 265-0365 006390308 T3120703973 EMP ACCOUNT TESTING ONLY
(215) 265-0266 003401204 S6ABAVZFNS EMP ACCOUNT TESTING CNLY
(833) 20:0-8447 0590024042 SNO0445315956 TRAINING
(973) 225-6016 002126089 MO041400171  EMP KATIE PIKE
(256) 433-0007
(B66) B64-8980 1177332 MO036483129  EMP MIRANDA JACKSON
(228) 208-0040

<< <PREV 1 NEXT= == Page 1 of 1 | Page#: GO

Sort By Device Number
Clicking on Device Number will sort all device numbers by area code.

Sort By Capcode
Clicking on Capcode will sort all capcodes for the devices in numerical order.

Sort By Serial Number

Clicking on Serial Number will sort all serial numbers for the devices in numerical order.

Sort By Holder Name.
Clicking on Holder Name will sort all Holder names in alphabetical order

You can select a specific device by clicking on the device telephone number to display the exchange

selection screen as illustrated below.
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DEVICE DETAILS

Exchange Device: (800) 200-3702
HolderName: EMP ACCOUNT TESTING

ONLY
- EVEN EXCHANGE

Device Number: ( 800 ) 200 - 3702 Select this option if your current device is lost or malfunctioning and you want to order a similar replacement
PIN: 0000000 device. Your replacement device will provide the same functionality, however, it may be necessary to fulfill
Svc Type: 2-Way Messaging your order with a comparable model.
Coverage: NationWide Coverage 7 UPGRADE EXCHANGE

de: Select this option if you want to order a replacement device that is different from your current device or your
Capcode: 1075823 current service, You will be provided selection optiens for service types, coverages and pricing packages.
Frequency: 540.0250MHz . . .

SPARE EXCHANGE

Model: Talkabout T300 Select this optien if you want to transfer existing service fram your current device to a spare device, If your
Email Domain: spare device is different from the device that is being replaced, you may be prompted to make selections
pertaining to available coverage, phone number, and service options.

Features: Message CC:, Toll Free
Number, Advanced Read Receipt EXCHANGE REASON:

Monthly Rate: $0.00

Number of included calls/characters ars based

upen the plan selzcted with your initial .
purchase CANCEL | CONTINUE

-- Select ----- -

Once you have confirmed the device is correct, the next step is to determine which type of exchange
you need. If you select the first or second category of exchange/swap, Spok will ship the new
replacement device to you. Remember to ship back the old, broken, out-of- service device to Spok so
that we may update your account records. If your organization participates in our spare device
program, you may select the last option and utilize spare devices from your stock to replace old,
broken or out of service devices.

Depending on the specifics of your contract with Spok, the exchange options displayed above may
vary.

Finally, you’ll need to select the reason for the exchange transaction from the drop down menu
illustrated below and Click Continue to proceed.

EXCHANGE REASON: | ____ Salact ---- -

Change Device Model
Device Malfunction
External Device Damage
Lost/Stolen Device

Mot Receiving Or Sending Pages

Click the corresponding link below for additional instructions to complete your selected exchange
type:

. Even Exchange
e  Upgrade Exchange
e  Spare Exchange

Even Exchange

For an Even Exchange, the following window will be displayed to indicate device cost, if applicable,
and any existing device reference information. A similar device will be delivered with the same pager
phone number and options as the existing device.
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ORDER LIKE REPLACEMENT (972) 206-8323

SERVICE TYPE MODEL OWNERSHIP
2-Way Messaging Talkabout T900 Purchase
Device Cost: $99.00
Device Cost: $99.00
Total Charges: $99.00

This amount does not include taxes, surcharges, or shipping fees.
Add/Edit Device Reference

You may click the Add/Edit Device Reference link to update the device reference details for the new
device at this time then click Continue to proceed.

DEVICE REFERENCE

Device Reference for Device (800) 200-3702

Holder Name: : ‘gyp accoUNT TESTING ONLY

CANCEL | UPDATE

The Shipping Information fields will display to allow selection of a saved shipping address or to enter
a new address.

o
&
Shipping Information Saw*

| --Select--(Mouse over for detail) Vl

NOTE: Only physical addresses will be displayed, no post office boxes will be displayed.

The user must either select an existing shipping address or create a new one by selecting ‘Add New
Shipping Address’.
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o
Shipping Information g~

Contact:
Phone Number: [ )] - axt:

Address 1:
Address 2:

Address 3:

City, State:

Zip: -

Once the Shipping address has been entered, click the SUBMIT ORDER link at the bottom right corner.
You will be prompted to Continue:

CONTINUE?

Your order will be submitted.
Submit Order?

NO  YES

Click YES to submit the order. A confirmation screen will display with the Order # as shown below:

Thank-you, your Order has been submitted - Order# 10234217
Click HERE to print a return label

SERVICE TYPE MODEL OWNERSHIP
2-Way Messaging Talkabout T900 Purchase
Device Cost: $99.00
Device Cost: $99.00
Total Charges: $99.00

This amount does not include taxes, surcharges, or shipping fees.

Shipping Information

TERRY TEST
3000 TECHNOLOGY DR STE 200
PLANO, TX Zip: 75074 - 7488

Click on the “Click HERE to print a return label” to access the Return Label Instructions and the Device
Return Form. You may print the summary of the exchange transaction page to retain for your records.
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Upgrade Exchange

The second category of exchange is for an upgrade; typically this will include an increase in monthly
airtime charges as well as a new device that will be shipped. During this upgrade exchange process
you will be prompted to select the new type of service (numeric, alphanumeric or two-way) as well as
the type of coverage (local, statewide, regional or nationwide), usage plan and/or optional features
and device maintenance. You will also be prompted to either keep your current number during the
exchange or to assign a new pager number for the new device.

NOTE — Message Forwarding MUST be removed from the device prior to ordering. Message Carbon
Copy may remain on the device during the exchange.

For an Upgrade Exchange, product/service and option selection will follow the similar process for
ordering a new device. Click here for further instructions found within this guide.

Spare Exchange

The final category of exchange is using a spare device if your organization qualifies for and
participates in the spare device program. Once Spare Exchange option and Swap Reason has been
selected, click Continue to proceed. A list of your available spares will appear as shown below.

To select one, click on its capcode or serial number. Devices that are the same type as the existing
device will be indicated with “LIKE” in the exchange column. Upgrade/Downgrade options are
indicated as “UNLIKE”.

Remember, when performing a spare exchange transaction, the new into service device will be sent a
test page to complete the transaction so remember to put a battery into it and that it’s in the “on”

position.
Select the capcode or serial number from your spare device to begin the exchange.
SEARCH for a specific device.
) MORE INFO
<< <PREV 1 NEXT> == Page 1 of 1 | Page#: GO
EXCHANGE CAPCODE SERIAL NUMEER SERWVICE TYPE FREQUEMCY({MHZ) MODEL
LIKE 002246372 Text Messaging §920.6125 Advisor Elite Flex
UNLIKE 0019646818 2-Way Meszaging 940.0250 ST902 No Ticker v. 3
UNLIKE 0019972106 2-Way Mes=saging 940.0250 ST902 Mo Ticker v. 3
UNLIKE 0000000000 2-Way Messaging 940.0250 T900 Refresh
<PRE IEXT: Page 1 of 1 | Page#: GO

If a LIKE spare device has been selected, the following window will display to confirm the selection.
Click Submit to complete the transaction.
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Like Spare Exchange

Review your exchange request

Holder Name: EMP KATIE PIKE
Device Number: (973) 225-6016
PIN:

Spare Service Type: Text Messaging

Spare Capcode: 002246372
Spare Serial #: ADMFEIASZ0
Reason: Device Malfunction

Device Reference 1: CC 9968
Device Reference 2: 4445489
Current Monthly Rate: $0.00

ADD EDIT DEVICE REFERENCES

You may be allowed to select/modify the Domain (for text messaging devices) and Device Reference
(holder and up to 2 device reference fields may be available as shown below) for the new device.

DEVICE REFERENCE

Device Reference for Device (973) 225-6016

Holder Mame: : v waTE Prke

Device Reference 1:

RADIDLOGY

Device Reference 2t @ e

CAMCEL | UPDATE

The following confirmation screen will display upon successful activation:

INFO

* Your exchange transaction has been processed and a test page will be sent shorthy.

]
L1
m
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If an UNLIKE spare device has been selected, the device detail screen similar to the one below will

display where you may be directed to select from available Coverage, Usage Plan, Optional Features,
and/or Device Maintenance options. You will be prompted to either keep the existing pager number
for the device, or have a new pager number assigned.

SERVICE TYPE
2-Way Meszaging

Cowverage

Usage Plan

Cpticnal Features

Dewice Maintenance

Pager Mumber Type

Domain

usamobility net -«

Add/Edit Device Reference

Swap [9732) 225-6016 to Spare Device

MODEL
Sun Telecom STH02 2way RF

Mationwide All Regions

25000 Character Plan

Canned Gresting/ 30sac

Device Protection

Keep My Current Humber
Preferred Calling Area
Personal Toll-Free

Monthly Charges: £0.00

No Additional Charge

&

52.99

No Additional Charge

No Additional Charge

& &

No Additional Charge
No Additional Charge
No Additional Charge

Monthly Charges: 52.99

Total Charges: 52.99

Thies armdount dioess it inchede taxes, sundhanges, or shipping fiees,

SUBMIT ORDER

The last section of the screen may allow for additional selection/modification of Domain (for text
messaging devices), Device Reference (holder and up to 2 device reference fields may be available as
shown below) and Information Services for the new device.

DEVICE REFERENCE

Device Reference for Device (973) 225-6016

Holder Mame:

Device Reference 1:

Device Reference 2:

Eue KaTE five

RADRDLOGY

44854E9

CAMCEL | UPDATE
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Once all available selections have been made, click SUBMIT ORDER to continue. You will be
prompted to confirm the exchange to the spare device:

CONTINUE?

Your order will be submitted.

Submit QOrder?

HO YES

Select NO to remain on the Swap to Spare screen. Select YES to activate and send a test page to the
device. The following confirmation screen will display the new pager phone number assigned to the

device.
Thank-you, your Spare Device is now active - (973) 225-6016
SERVICE TYPE MODEL
2-Way Meszaging Sun Telecom 5T902 2way RF
Monthly Charges: 50.00
Coverage Matiomwide All Regions Mo Additional Charge
Usage Plan 25000 Character Plan 52.99
optional Features Canned Gresting/ 30ssc Mo Additional Charge
Device Maintenance Device Protection Mo Additional Charge
Pager Number Type Keep My Current Humber Mo Additional Charge
Monthly Charges: 52.99
Domain
usamobility .net Total Charges: 52.99

Thits amount does not inchude taces, surchanges, or shipping fees,

Activate a Replacement

This option is to complete an exchange transaction once you received the replacement device via
UPS. This menu option is not for use to initiate an exchange — it’s meant to activate the replacement
device once you receive it. It will be sent to you un-programmed. You can contact Customer Support
to process the exchange or you can select this My Account menu option and complete the exchange
online yourself.

Select the device telephone number that you ordered the exchange for by clicking on the number in
the left column as illustrated below. Depending on the size of your account, it may be more
convenient to use the Search options (located at the top of the page) or the Sort options for the
following columns: Device Number, Capcode.
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Select the device you wish to activate from the list below.

SEARCH for a specific order.

- Page 1 of 1 | Page#: GO
DEVICE HUMBER % PIN  CAFCODE % HOLDER NAME

(973} 225-6016 5308607  EMP KATIE PIKE

FRE EXT. Page 1 of 1 | Page#: GO

The next window to appear will prompt you to click on Activate to complete the exchange.
Remember to place a battery in the new device and make certain that it’s in the “on” position
because shortly after you click on Activate Device My Account will send a test page to confirm the
exchange transaction is complete.

DEVICE DETAILS

Activate Replacement Device for: (973) 225-6016
HolderName: EMP KATIE PIKE

Device Number: { 973 ) 225 - 6016 Order Number: 10228593
PIN: 0000000
Swc Type: Text Messaging

Coverage: Local Coverage “EL | ACTIVATE
Capcode: 002246372

Frequency: 929.6125MHz

Model: Advisor Elite - Text

Email Domain:

Features: Voice Mail Feature, Advanced
Read Receipt, MyAlias, One Way 5000/.25

Monthly Rate: $0.00

Mumber of included calls/characters are based
upon the plan selectad with your initial purchase

The following confirmation will appear upon successful activation. Click “Close” to return to the
Activate a Replacement option.

Activate Replacement Device for: (973) 225-601¢

Order Number: 10228693

Order Activated Successfully
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OTA Programming

From the Main Menu click the OTA Programming link. This will display the Over the air devices, GenA and

ReadyCall Text.

GenA

Clicking on the GenA link will display the list of devices, as shown below.

Your GenA devices are listed below.
To update the screen name for an individual device, click the Pencil icon [ZF
To view other over-the-air programming options, click the Action icon =

SEARCH for a sp

ecific device.

To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

=< <PREV 1 HNEXT> ==

Page 1 of 1 | Page#: l:l GD|

<PREV 1 NEXT> >3

ACTION

oo0oo0o

Page 1 of 1 | Page#: l:l GO

PIN CAPCODE % HOLDER MAME % SCREEM MAME
0022667555 TEST DEVICE & chg sereen name (z7
5456454 TEST DEVICE & add screen name [z
0022667570 TEST DEVICE 2 er
0022657572 TEU g
MASS EDIT

GenA devices have the ability to add, change or remove the Screen Name for an individual device. Click

the @ icon beside the device you wish to update, the Screen Name will become accessible for

modification. Click
saving changes.

to save the changes. Click “J 1o return to the View Devices screen without

Your GenA devices are listed below.
To update the screen name for an individual device, click the Pencil icon [Z7
To view other over-the-air programming options, click the Action icon =

SEARCH for a specific device.

To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

Page 1 of 1 | Page#: I:I

MASS EDIT

<< <PREV 1 MEXT> »» Page 1 of1 | Page#:| | GO|
DEVICE MUMBER PIN CAPCODE % HOLDER MAME % SCREEN NAME ACTIOM [}
(214) T86-2238 0022567555 TEST DEVICE & |2dding screen namg el = = [
214) 786-2327 5456454 TEST DEVICE & add screen name = = [
214) 786-2717 0022667570 TEST DEVICE 2 = = O
214) 786-284 0022667572 T6U I = O

1]
=]

The following confirmation will display. Click “Close” to return to the View Device list.
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INFO X

* Your reguest has been submitted for processing. Please allow up to 5 min to complete the transaction.

[
T

[}
(¥
m

NOTE: Over the air transactions may take up to 5 minutes to complete.

Hover over the = icon in the ACTION column to display the action allowed for the device.

RESET ENCRYPTED PASSWORD

Reset Encrypted Password option will submit a request to the device to clear the encrypted password.

Hover overthe = icon in the ACTION column to display the action(s) allowed for the device.

Your GenA devices are listed below.
To update the screen name for an individual device, click the Pencil icon =
To view other over-the-air programming options, click the Action icon =
To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

SEARCH for a specific device.

<< <PREV 1 NEXT> => Page 1 of 1 | Page#: \:\ GO

DEVICE NUMBER PIN CAPCODE % HOLDER NAME % SCREEM MAME ACTION O
(214) 786-2327 5456454 TEST DEVICE & adding screen name [z7 = O
, [ new screen name
(214) 786-2717 0022667570 TEST DEVICE 2 74 EE RO S EEEIES
(214) 786-2841 0022667572 T&U 74
RESET ENCRYPTED PW
<PREV 1 MEXT> >> Page 1 of 1 | vage=: GO
MASS EDIT

To reset an individual devices encrypted password click on Reset Encrypted PW, this will display the
page below.

Reset Encrypted Password

To initiate an over-the-air command to reset encrypted password for this device, click Update.

CANCEL | UPDATE

NOTE: The device(s) must be powered on and in network range to receive over-the-air
programming commands. Please allow up to 5 minutes for processing.

Select UPDATE to complete the reset encrypted password command.
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INFO

* Your request has been submitted for processing. Please allow up to 5 min to complete this

transacticn.

Select CANCEL to return to the device list.

CLOSE

To update multiple devices, select the checkbox for each record and click the Mass Edit link at the

bottom of the page.

Your GenA devices are listed below.
To update the screen name for an individual device, click the Pencil icon Cé’
To view other over-the-air programming options, click the Action icon =

To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

SEARCH for a specific device.

<< <PREV 1 NEXT> >>

Page 1 of 1 | Page#: D GO‘

DEVICE NUMBER
(214) 786-2327
(214) 786-2717

(214) 786-2841

<< <PREV 1 NEXT> =>

PIN

CAPCODE % HOLDER NAME SCREEN NAME action [
5456454 TEST DEVICE 6 adding screen name [z7 =
0022667570 TEST DEVICE 2 new screen name  [z7 =
0022667572 TeU = =

Page 1 of 1 | Page#: \:\ GO

MASS EDIT

Complete updates and/or programming options for each record.

DEVICE NUMBER = PIN
(214) 786-2327
(214) 786-2717

(214) 786-2841

CAPCODE =
5456454
0022667570

0022667572

Update Screen Name and/or select other programming options for each record, then Submit Changes.

HOLDER NAME = SCREEN NAME RESET ENCRYPE]ED PASSWORD
TEST DEVICE 6 |adding screen name |

TEST DEVICE 2 |new screen name 2| | O

T6U | |

CANCEL | SUBMIT CHANGES

Select SUBMIT CHANGES to save the changed or click CANCEL to return to the device list.

The pop up message below will display, select CLOSE.
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INFO

+ Your request has been submitted for processing. Please allow up to 5 min to complete the
transaction.

CLOSE

The confirmation page below will display.

Record(s) listed below processed successfully and have been updated.

DEVICE NUMBER PIN CAPCODE HOLDER NAME SCREEN NAME RESET ENCRYPTED PASSWORD
(214) 786-2327 5456454 TEST DEVICE & adding screen name

(214) 786-2717 0022667570 TEST DEVICE 2 new screen name 2

(214) 786-2841 0022667572 TeU

RETURN TO LIST

Select RETURN TO LIST to return to the GenA deivce list.

MANAGE GROUP CAPCODES

The Manage Group Capcodes option will allow you to view/manage group capcodes associated with

this device. Hover over the = icon in the ACTION column to display the action(s) allowed for the
device.

Your GenA devices are listed below.
To update the screen name for an individual device, click the Pencil icon Ef,’
To view other over-the-air programming options, click the Action icon =
To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

SEARCH for a specific device.

<< <PREV 1 NEXT> >»> Page 1 of 1 | Page#: D GO‘

DEVICE NUMBER PIN CAPCODE % HOLDER NAME & SCREEN NAME action [

(214) 786-2327 5456454 TEST DEVICE 6 adding screen name [z7 = ad

\ 17T new screen name 2
(214) 786-2717 0022667570 TEST DEVICE 2 =z MANAGE GROUP CAPCODES
(214) 786-2841 0022667572 T6U =
RESET ENCRYPTED PW
<< <PREV 1 MEXT> »> Page 1 of 1 | Pages: GO
MASS EDIT

Select MANAGE GROUP CAPCODES, VIEW CAPCODE LEADER(s) will display.
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Group Member: (214) 786-2327

Member Name:

(214) 786-2327 is a member of the Group Capcode(s) listed below,
Select the appropriate checkbox followed by Submit to either Remove a Group
Capcode, initiate another Add command or Update programming preferences.
NOTE: Selection of Template, which sets programming preferences, is required for Update and Re-Add.

TEST DEVICE & ADD TO OTHER GROUPS

<< <PREV 1 NEXT> >> Page 10f 1| Page#:| | GO‘
GROUP NAM GROUP NUMBER %  PIN CAPCODE # REMOVE UPDATE RE-ADD  TEMPLATE
1. TPS AMATP (800) 216-3133 1001443 276070 O O O v
<< <PREV 1 NEXT> »» Page1of 1| Page#:| | GO

CANCEL | sU

On this page you can Remove a Group Capcode, Initiate another Add command or Update Programming
preferences. Select the appropriate checkbox followed by Submit.

NOTE:

Selection of a Template, which sets the programming preferences is required for an

Update or Re-Add transaction as shown below.

(214) 786-2327 is a member of the Group Capcode(s) listed below.
Select the appropriate checkbox followed by Submit to either Remove a Group
Capcode, initiate another Add command or Update programming preferences.
NOTE: Selection of Template, which sets programming preferences, is required for Update and Re-Add.

Group Member: (214) 786-2327 Member Name:

TEST DEVICE 6

ADD TO OTHER GROUPS

< <PREV 1 NEXT> >>

Page 1 of 1 | Page#: I: GO|

GROUP NAME GROUP NUMBER ¥
1. EMP TEST EQUIP JXN & PAGERS (214) 786-3936
2. GRP LEADER (214) 786-3838
3. TERRYP TEST (203) 279-0000
4, TEST (214) 786-3881
5. TEST (214) 786-3882
6. TEST (214) 786-3888
7. TESTING (214) 786-3898
8. TPS AMATP (800) 216-3133

<< <PREV 1 NEXT> »»

PIN

0111025

1001443

CANCEL | SUBMIT

CAPCODE % REMOVE UPDATE  RE-ADD  TEMPLATE

11274955 O ] ‘ Default Template Title v ‘
11274943 ] =] ‘ Test Template v ‘
11274948 0 O [ Default Template Title V]
11274946 O O O v
11274947 O O O v
11274949 O O O v
11274956 O O O v
276070 O O 0O v

Page 1 of 1 | Page#: E GO

A maximum of 8 commands can be submitted in a single transaction. If more than the allowed number of
transactions are submitted the below error message will display. Select Close and re-select 8 or fewer

transactions, Select Sumbit.
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(214) 786-3866 is a member of the Group Capcode(s) listed below.
Select the appropriate checkbox followed by Submit to either Remove a Group
Capcode, initiate another Add command or Update programming preferences.
NOTE: Selection of Template, which sets programming preferences, is required for Update and Re-Add.

Group Member: (214) 786-3866 Member Name: TEST ADD TO OTHER GROUPS
<< <PREV 1 NEXT= == Page 1 of 1 | Page#:l:l G0|
GROUP NAME GROUP NUMBER ¥ PIN CAPCODE % REMOVE UPDATE RE-ADD  TEMPLATE
1. EMP TEST EQUIP JXN & PAGERS (214) 786-3936 11274955 O O | Default Template Title  »

2. GRP LEADER ERRORS % | | Template v

You have excesded the maximum number of commands that can be submitted in a single
3. TERRYP TEST « transaction. Narrow your selection to 8 or less and submit. Allow at least 5 min for the device to (Ult Template Title v

be updated before initiating additional commands.
4. TEST sult Template Title
5. TEST ez jult Template Title

6. TEST (214) 786-3882 11274947 O O | Default Template Title
7. TEST (214) 786-3888 11274949 O 0O | Default Template Title v|
8. TESTING (214) 786-3898 11274956 O O | Default Template Title v|
9. TPS AMATP (800) 216-3133 1001443 276070 O 0O

<= =PREV 1 MEXT= == Page 1 of 1 | Page#: l:l GO

CANCEL | SUBMIT

ADD TO OTHER GROUPS

Selecting the ADD TO OTHER GROUPS link will allow users to add the chosen member to other groups.

NOTE: Only the Leader(s) with the same Encryption level as the Member will display.

To add this member to other groups, select groups from the list and click Add.

SEARCH a specific Group Leader.

Group Member: (214) 786-2327 Member Name: TEST DEVICE 6

Member Capcode: 5456454 Encrypted? Yes
<< <PREV 1 NEXT> >3 Page 1 of 1 | Page#: \:\ GO‘
DEVICE NUMBER FIN CAPCODE ¥ HOLDER MAME ¥ O
(203) 279-0000 0111025 11274948 TERRYP TEST a
(214) 786-3838 11274943 GRP LEADER D
<< <PREV 1 NEXT> >> Page 1 of 1 | Page#: |:| GO

CANCEL | ADD

Click the checkbox next to the group(s) that you wish to add. To add to all groups displayed select the
checkbox at the top of the list. Select ADD.
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To add this member to other groups, select groups from the list and click Add.
SEARCH a specific Group Leader.

Group Member: (214) 786-2327 Member Name: TEST DEVICE 6
Member Capcode: 5456454 Encrypted? Yes

< <PREV 1 MEXT> >> Page 1 of 1 | Page#=\:\ GO‘

DEVICE NUMBER PIN CAPCODE % HOLDER NAME % O
(203) 278-0000 0111025 11274048 TERRYP TEST O
(214) 786-3838 11274043 GRP LEADER
<< <PREV 1 NEXT> »> Page 1of 1| Page#:| | GO
CANCEL | ADD

Hover over the template name to view the detailed information for each template.

To add (214) 786-2327 with desired programming preferences, choose a Template and click Submit.

DEVICE MUMBER ¥ PIN CAPCODE TEMPLATE
Template Title: Default Template Title
(214) 786-3838 1127494 Groups Folder Enable? No
Sub-Folder name:
Alert Selection: DEFAULT Test Template
Alert Override? No y

Click on the Template from the dropdown and click SUBMIT.

To add (214) 786-2327 with desired programming preferences, choose a Template and click Submit.

DEVICE NUMBER ¥ PIN CAPCODE % HOLDER NAME ¥ TEMPLATE

(214) 786-3838 11274942 GRP LEADER Test Template

CANCEL | SUBMIT

You will receive the below pop up. Select Close then Select DONE to be taken back to the View Group
CapCode Leader(s) list.

INFO X

* Your request has been submitted for processing. Please allow up to 5 minutes to complete
this transaction.

CLOSE

TRANSACTION HISTORY

This option provides a method to re-submit failed Remove transaction(s) to an OTA device. From the
Main Menu, Select OTA Programming, GenA. This will display your GenA devices. Hover over the Action
column and select Manage Group Capcodes. You will be taken to the View Group CapCode Leader(s)
page.
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My Account - View Group CapCode Leader(s) Account Number: 2167198 Name: EMP TEST EQUIP JXN & PAGERS

MAIN MENU | TRANSACTION HISTORY | PAGE DOWN 3 Total Devices in Service
(214) 786-2841 is a member of the Group Capcode(s) listed below.
Select the appropriate checkbox followed by Submit to either Remove a Group
Capcode, initiate another Add command or Update programming preferences.
NOTE: Selection of Template, which sets programming preferences, is required for Update and Re-Add.
Group Member: (214) 786-2841 Member Name: TeU ADD TO OTHER GROUPS
<< <PREV 1 NEXT> »> page 10f1| pages:| | Go‘
GROUP NAME GROUP NUMBER %  PIN CAPCODE % REMOVE UPDATE RE-ADD TEMPLATE
1. TERRYP TEST (203) 279-0000 0111025 11274948 O ] m] v
2. TEST (214) 786-3882 11274947 O 8] O v
3. TEST (214) 786-3881 11274946 O 8] O v
<PREV 1 NEXT> 5> Page1of1|Pages:| | Go
|
MAIN MENU | TRANSACTION HISTORY | PAGE UP 3 Total Devices in Service

Select the TRANSACTION HISTORY link.

(214) 786-2841: List below is the recent history of transactions to Add or Delete a Group Capcode
Requests to Delete a group capcode can be resubmitted by clicking the "Resubmit” link. To resubmit multiple
transactions, click the corresponding checkbox and Mass Resubmit at the bottom of the page.

TYPE DATE / TIME GROUP NAME LEADER NUMBER CAPCODE ACTION O
Removed  2023-05-21 13:49:37 TESTING (214) 786-3898 011274956 RESUBMIT O
Added 2023-05-21 13:54:16 TEST (214) 786-3882 011274947
Removed  2023-05-21 13:50:44 TEST (214) 786-3882 011274947
Added 2023-05-21 13:54:16 TEST (214) 786-3881 011274946

MASS RESUBMIT

This page will display the latest Remove and Add transaction(s) for a device. Only resubmission of Remove
transaction(s) for OTA capable devices will be allowed. Transactions for Non OTA devices will display but
the resubmit option will not be allowed.

Single RESUBMIT: Click the RESUBMIT link to the right of the transaction. The below message will display.
Select CONFIRM to complete the RESUBMIT or CANCEL to return to the View CapCode Group Transaction
History page.

Confirm Resubmit Transaction(s)

The following transaction(s) will be resubmitted. See important note regarding over-the-air programming requests.

Type Date / Time Group Name Leader Number Leader Capcode

Removed 2023-05-21 13:49:37 TESTING (214) 786-3898 011274956

CAMCEL | CONFIRM

NOTE: The device(s) must be powered on and in network range to receive over-the-air programming commands. Please
allow up to 5 minutes for processing.
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Select CONFIRM to complete the RESUBMIT or CANCEL to return to the View CapCode Group
Transaction History page.

INFO

* Your request has been submitted for processing. Please allow up to 5 min to complete the
transaction.

CLOSE

Mass RESUBMIT : Select the transactions to be resubmitted by clicking the check boxes to the right of
each transaction OR selec the check box found to the immediate right of the column header for ACTION
to select ALL records on the page. Click the MASS RESUBMIT link at the bottom of the page.

(214) 786-2841: List below is the recent history of transactions to Add or Delete a Group Capcode
Requests to Delete a group capcode can be resubmitted by clicking the "Resubmit” link. To resubmit multiple
transactions, click the corresponding checkbox and Mass Resubmit at the bottom of the page.

TYPE DATE / TIME GROUP NAME LEADER NUMBER CAPCODE ACTION O
Removed  2023-05-21 13:49:37 TESTING (214) 786-3898 011274956 RESUBMIT
Removed  2023-05-22 10:17:01 TEST (214) 786-3882 011274947 RESUBMIT O
Added 2023-05-21 13:54:16 TEST (214) 786-3882 011274947
Removed  2023-05-22 10:17:01 TEST (214) 786-3881 011274946 RESUBMIT
Added 2023-05-21 13:54:16 TEST (214) 786-3881 011274946

MASS RESUBMIT

Confirm Resubmit Transaction(s)

The following transaction(s) will be resubmitted. See important note regarding over-the-air programming requests.

Type Date / Time Group Name Leader Number Leader Capcode
Removed 2023-05-21 13:49:37 TESTING (214) 786-3898 011274956
Removed 2023-05-22 10:17:01 TEST (214) 786-3881 011274946

CANCEL | CONFIRM

NOTE: The device(s) must be powered on and in network range to receive over-the-air programming commands. Please
allow up to 5 minutes for processing.

SPARE EXCHANGE - Group Capcodes

From the Main Menu, select Exchange A Device and a list of your devices will display. Depending on the
size of your account, it may be more convenient to use the Search options (located at the top of the page)
or the Sort options for the following columns: Device Number, Capcode, Serial Number and Holder Name.
Depending on the size of your account, it may be more convenient to use the Search options (located at
the top of the page) or the Sort options for the following columns: Device Number, Capcode, Serial
Number and Holder Name.
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Select the device you wish to exchange from the list below.
SEARCH for a specific device.

== =PREV 1 MEXT> ==

Page 1 of 1 | Page#: GO

ODE %

DEVICE HUMBER ¥ PIN

1090401 002339554

002246369
1075823
002126050
215) 265-0365 006390308
(215) 265-0266 003401204
888) 200-3447 0590024042
973) 225-6016 002126089
1177332

SERIAL MUMBER ¥ HOLDER MAME ¥

SOABBAZHDM

ADMFENBSSE

STAM XN 49MT

MO041400174

T3120703973
S6ABAVZFNS
SMNO044581956

MO041400171

MO036483129

EMP FAMELA ROY

EMP ACCOUNT TESTING OMLY

EMP ACCOUNT TESTING ONLY

EMP KEMN SMITH

EMP ACCOUNT TESTING CONLY
EMP ACCOUNT TESTING ONLY
TRAINIMG

EMP KATIE PIKE

EMP MIRANDA JACKSON

Page 1 of 1 | Page#: GO

You can select a specific device by clicking on the device telephone number to display the exchange

selection screen as illustrated below.

NOTE: The information below outlines a Spare Exchange where the current device is a
part of a group, the New Spare device is an OTA compatible device and both

devices are Encrypted.

DEVICE DETAILS

HolderName: TEST DEVICE 6
Device Number: ( 214 ) 786 - 2327
PIN: 0000000
Svc Type: Text Messaging
Coverage: Local Coverage
Capcode: 5456454
DEVICE FEATURES Frequency: 929.6125MHz
Model: Gena Encrypted Alpha
OTA Capable: Yes

Email Domain:

Central Standard Time
Monthly Rate: $14.95

Additional Capcodes:

Features: One Way 5000/.25, Encrypted Device, Over the Air Programming,

Number of included calls/characters are based upon the plan selected with your initial purchase

GROUP CAPCODE GROUP PAGER NUMBER GROUP NAME

0276070 (800) 216-3133 [1001443] TPS AMATP

011274943 (214) 786-3838 GRP LEADER

011274948 (203) 279-0000 [0111025] TERRYP TEST

011274955 (214) 786-3936 EMP TEST EQUIP JXN & PAGERS

Exchange Device: (214) 786-2327

ice will provide the same functionality, however, it may be necessary o fulfill your order with 2

o
s will be provided selection options for service types, coverages and pricing packages.

GE

if you want to transfer existing service from your current device to a spare device. F your spare
ant from the device that is being replaced, you may be prompted to make sslections pertaining to.
availzble coverage. phone number, and service options.

EXCHANGE REASON: |- Select - ~

CANCEL | CONTINUE

Select the radio button beside Spare Exchange, then select an Exchange Reason from the drop down
menu illustrated below and Click Continue to proceed.

NOTE: The device has Additonal Capcodes, when selecting a Spare device that is OTA compatible
those additional capcodes will be transferred to the new device.
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EXCHANGE REASON: |____ Sejact -

---- Select -----

Change Device Model
Device Malfunction
External Device Damage
Lost/Stolen Device

Not Receiving Or Sending Pages

A list of your available spare devices will appear.

SEARCH for a specific device.

Select the capcode or serial number from your spare device to begin the exchange.

© MORE INFO

<< <PREV 1 NEXT> >>

Page 1 of 1 | Page#: D GO

EXCHANGE
LIKE

LIKE
LIKE
UNLIKE
UNLIKE
UNLIKE
UNLIKE

CAPCODE
0464979787

0464979788
0464979789
0697878787
0697878788
0697878789
0021356544

<< <PREV 1 NEXT> =»>

SERIAL NUMBER SERVICE TYPE FREQUENCY(MHZ)

M0047786325 Text Messaging
MO0047786328 Text Messaging
MO04778633 Text Messaging
M0047786355 Text Messaging
M0047786358 Text Messaging
MO047786361 Text Messaging

MO042993348 2-Way Messaging

925.6125
925.6125
925.6125
925.6125
925.6125
925.6125
540.0250

MODEL
GenA Encrypted Alpha

GenA Encrypted Alpha
GenA Encrypted Alpha
GenA Unencrypted Alpha
GenA Unencrypted Alpha
GenA Unencrypted Alpha
T900 Refresh

Page 1 of 1 | Page#: D GO

r

To select one, click on its capcode or serial number. Devices that are the same type as the existing device
will be indicated with “LIKE” in the exchange column. Upgrade/Downgrade options are indicated as

“UNLIKE”.

If a LIKE spare device has been selected, the following window will display to confirm the selection. Click
Submit to complete the transaction.
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Like Spare Exchange

Review your exchange request

Holder Name: TEST DEVICE 6
Device Number: (214) 786-2327
PIN:

Spare Service Type: Text Messaging

Spare Capcode: 0464979787
Spare Serial #: MO047786325
Reason: Change Device Model

Current Monthly Rate: $14.95

Add Edit Device References

CANCEL | SUBMIT

You may be allowed to select/modify the Domain (for text messaging devices) and Device Reference
(holder and up to 2 device reference fields may be available as shown below) for the new device.

DEVICE REFERENCE

Device Reference for Device (973) 225-6046

Holder Mame: : Eve wame moke

Device Reference 1:

RADMDILOGY

Device Reference 20 & o0

CAMCEL | UPDATE

Select Update. The below pop up will be display, select CLOSE.

INFO

« Your exchange transaction has been processed and a test page will be sent shortly.

CLOS

Since the device being swapped is a part of a group the below pop up will display. Select Close to
return to the Swap window or Manage Group Capcode to update the programming preferences for
the device.
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= WARMNING - This subscriber is a member of at least one Group Capc...

Group Capcode(s) transferred to the new device using the Default
programming preferences. Click Manage Group Capcode to update as needed.

CLOSE | MANAGE GROUP CAPCODE

If an UNLIKE spare device has been selected, the device detail screen similar to the one below will
display where you may be directed to select from available Coverage, Usage Plan, Optional Features,
and/or Device Maintenance options. You will be prompted to either keep the existing pager number
for the device or have a new pager number assigned.

NOTE: The information below outlines an Unlike Spare Exchange where the current
device is a part of a group, the New Spare device is an OTA compatible device
and there is an encryption mismatch between the devices.

Swap (214) 786-2327 to Spare Device
SERVICE TYPE MODEL
Text Messaging Gen& Unencrypted Alpha
Monthly Charges: $11.95
&
Coverage Houston, TX Mo Additional Charge -
Usage Plan 5000 Messages Per Month No Additional Charge
Optional Features Mo Optional features $3.00
Device Maintenance Device Protection Mo Additional Charge -
Pager Number Type Keep My Current Number No Additional Charge >
Monthly Charges: $14.95
Domain
usamaobility.net v Total Charges: $14.95
This amount does not include taxes, surcharges, or shipping fees.
Add/Edit Device Reference
SUBMIT ORDER
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The last section of the screen may allow for additional selection/modification of Domain (for text

messaging devices), Device Reference (holder and up to 2 device reference fields may be available as

shown below) and Information Services for the new device.

DEVICE REFERENCE

Device Reference for Device (973) 225-6046

Holder Mame: : Eve wame moke

Device Reference 1:

* RADNLOGY

Device Reference 20 & o0

CAMCEL | UPDATE

Once all available selections have been made, click SUBMIT ORDER to continue. You will be
prompted to confirm the exchange to the spare device:

CONTINUE?

Your order will be submitted.
Submit QOrder?

HO YES

Select NO to remain on the Swap to Spare screen. Select YES to activate and send a test page to the
device. The following confirmation screen will display the new pager phone number assigned to the

device.
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Thank-you, your Spare Device is now active - (214) 786-2327

SERVICE TYPE MODEL
Text Messaging Gen& Unencrypted Alpha —
#* WARNING - This subscriber is a member of at least one Group Cap... x $11.95

Coverage

Usage Plan
Optional Features
Device Maintenance
Pager Number Type

Domain
usamaobility.net

Holder Name: TEST DEVICE 6

The Exchanged-From device is 3 member of capcode group(s).

CLOSE | MANAGE GROUP CAPCODE

500U Messages Per Month
Mo Optional features
Device Protection

Keep My Current Number

Due to encryption capability differences between the exchange from and to
devices, the capcode group information is not being transferred into the new
device.

|ditional Charge

No Additional Charge
$3.00

Mo Additional Charge

Mo Additional Charge

Monthly Charges: $14.95

Total Charges: $14.95

This amount does not include taxes, surcharges, or shipping fees.

NOTE: The swap will be processed but due to Encryption differences the group capcode
information will not be transferred to the new device.

READYCALL TEXT

Clicking on the ReadyCall Text link will display the device list, as shown below.

Your ReadyCall Text devices are listed below.
To update the screen name for an individual device, click the Pencil icon [
To view other over-the-air programming options, click the Action icon =
To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

SEARCH for a specific device.

2z <PREV 1 NEXT> ==

Page 1 of 1 | Page#: I:I GD‘

DEVICE NUMBER PIN
(214) 786-2407
(214) 786-2587

<= <PREV 1 MEXT= ==

CAPCODE =
0022667567
1232232

MASS EDIT

HOLDER MAME ¥ SCREEN MAME
TEST DEVICE 5
TEST DEVICE 4

action [
g = O
3 = O

Page 1 of 1 | Page#: I:I GO

ReadyCall Text devices have the ability to add, change or remove the Screen Name for an individual

device. Clickthe @ icon beside the device you wish to update, the Screen Name will become accessible
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E " "
for modification. Click to save the changes. Click “J to return to the View Devices screen without

saving changes.

Your ReadyCall Text devices are listed below.

To update the screen name for an individual device, click the Pencil icon [&
To view other over-the-air programming options, click the Action icon =
To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

SEARCH for a specific device.

<< <PREV 1 MEXT> >>

Page 1 of 1 | Page#: D GO‘

DEVICE NUMBER PIN CAPCODE % HOLDER NAME & SCREEN NAME action ([
(214) 786-2407 0022667567 TEST DEVICE 5 [screen namd] el @ = O
(214) 786-2587 1232232 TEST DEVICE 4 74 = O
<< <PREV 1 NEXT> Page 1 of 1 | Page#: D GO
MASS EDIT

The following confirmation will display.

INFO

* Your reguest has been submitted for processing. Please allow up to 5 min to complete the transaction.

[ ]
LA
m

Click “Close” to return to the View Device list.

NOTE: Over the air transactions may take up to 5 minutes to complete.

Hover over the

icon in the ACTION column to display the action allowed for the device. The allowable

actions for each device will display. ReadyCall Text devices have the ability to a Delete Message.

The Delete Message option allows the message in the device to be deleted remotely.
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Your ReadycCall Text devices are listed below.
To update the screen name for an individual device, click the Pencil icon E,ﬁ
To view other over-the-air programming options, click the Action icon =
To update multiple devices, select the checkbox for each record and click the Mass Edit link at the bottom of the page.

SEARCH for a specific device.

<< <PREV 1 NEXT> »>>

Page 1 of 1 | Page#: l:l GO

<< <PREV 1 NEXT> 3>

DEVICE NUMBER PIN CAPCODE % HOLDER NAME % SCREEN NAME acTion [
(214) 786-2407 0022667567 TEST DEVICE 5 74 = O
(214) 786-2587 1232232 TEST DEVICE 4 = DELETE MESSAGE

MASS EDIT

Page 1 of 1 | Page#: I:\ GO

Mass Edit: Select the devices to be updated by clicking the checkboxes to the right of each device to be
selected. Click the MASS EDIT link at the bottom of the page. The records selected for update will be

displayed.

Update Screen Name and/or select other programming options for each record, then Submit Changes.

HOLDER NAME & SCREEN MAME

DELETE I\E]ESSAGES

DEVICE NUMBER & PIN CAPCODE &
(214) 786-2407 0022667567 TEST DEVICE 5 [new screen name | ]
(214) 786-2587 1232232 TEST DEVICE 4 | |
CANCEL | SUBMIT CHANGES
Click SUBMIT CHANGES to save the changes or Click CANCEL to return to the device list.
The pop up message below will display, select CLOSE.
INFO 4
* Your request has been submitted for processing. Please allow up to 5 min to complete the
transaction.
CLOSE
The confirmation page below will display.
51

Spok My Account Client User Guide

CONFIDENTIAL AND PROPRIETARY TO SPOK
Revised May 2023



Record(s) listed below processed successfully and have been updated.

DEVICE MUMBER PIM CAPCODE HOLDER MNAME SCREEN NAME DELETE MESSAGES
(214) 786-2407 0022667567 TEST DEVICE 5 screen name
(214) 786-2587 1232232 TEST DEVICE 4 test

RETURN TO LIST

Click RETURN TO LIST to return to the device list.

Manage Spares

For those clients that participate in the spare device program, you will be able to activate spare
devices with telephone numbers and the desired features or order additional spares to keep on hand

From the main menu, click the Manage Spares link to display the spare device options and select the
transaction you wish to process.

MANAGE MY DEVICES

ADD A DEVICE = ORDER & SPARE MESSAGE ROUTING

* ACTIVATE & SPAR

To activate a spare device (or simply view a list of your spare devices), click on Activate a Spare to
display a list of all of your spare devices. Depending on the size of your account, it may be more
convenient to use the Search option at the top of the page to locate a specific device.
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SEARCH for a specific device.

Select the capcode or serial number from your spare device to begin the activation.

€© MORE INFO

<= <PREV 1 MEXT= == Page 1 of 1 | Page#: GO
CAPCODE SERIAL NUMEBER SERVICE TYPE FREQUENCY({MHZ) MODEL
002126089 MO041400171 Text Messaging 929.5125 Advisor Elite Flex
003348969 MO039516345 Text Messaging 929.6125 Advisor Elite Flex
0019646818 J6BBACMERW 2-Way Mes=zaging 940.0250 STO02 Mo Ticker v. 3
0019972106 36EBBHACFT 2-Way Mes=saging 940.0250 ST902 Mo Ticker v. 3
GU00000000 BBABXSENOE 2-Way Meszaging 040.0250 T900 Refresh

<< <PRE IEXT= == Page 1 of 1 | Page#: GO

Click the MORE INFO icon to display the following tip for locating the capcode/serial number on the

device.

Capcode Information

I
: ii; -

LT

NeLoN

i
7
FLEX

Locate the Capcode and Serial
Humber of your device, which are
typically found on the back side of the
wireless device.

Your device may not look exactly like
the one displayed.

CLOSE

Click on the capcode or serial number of the device you’d like to activate and you’ll see a screen
similar to what’s displayed below where you will be able to select (if selection is permitted) the type
of Coverage, Usage plan, Optional Features, Device Maintenance, Phone Number and Spok Mobile
service preference. Remember, when activating a spare, My Account will send the device a test page
so make sure that the new spare device has a battery in it and it’s in the “on” position.
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ACTIVATE YOUR SPARE DEVICE

SERVICE TYPE MODEL
2-Way Mes=zaging T200 Unifizd Version ARC

Monthly Changpes: s0.00
Coverage Naticrwide All Regions Mo Additional Charge g
Usage Plan Unilimit=d Characters/Disp Mo Additional Charge
Optional Festures HNo Optional festures Mo Additional Charge
Device Maintenance Without Devics Maint=nance No Additional Charge
Pager Number Type Fersonsl Toll-Fres |, Ar=s Code: 500w No Additional Charge g

g yes i No it Spok o
Spok Mobile™ woyms Edit Spok Mobile™Info ) Mo Additional Charge
Contract Type
Menthiy Manthly Chargss: s0.00
Damain
u=amobility.net - Total Charges: s0.00
This amount does not include taxes, surcharges, or shipping fees.

If Spok Mobile management is enabled for your account, the Spok Mobile selection option will display
once the Pager Number has been selected. Click the Edit Spok Mobile Info link Device Email address
for the user’s Smart phone as shown below. Click Add Spok Mobile to continue or CANCEL to return
to the Activate Your Spare Device page.

Spok Mobile™

LEARN MORE ABOUT SPOK MOBILE™
Edit the text fields below to add or modify Spok Mobile™

Dewvice Email:
Status:

ADD S5POK MOBILE™

An email will be sent to the email address you provided that includes a link to
download the application and a Registration User ID and Password, Access this email
from your smart phone device and click the Download link, Once you have downloaded
the application, Register by entering your User Name and system generated Passward
when prompted,

Once registered, you will begin receiving messages on your Pager and your
Smartphone,

MOTE: Spok Mobile™ works as a feature with your existing paging service,
Cancellation of pager will also result in termination of the Spok Mobile™ service,

CANCEL
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Once all available selections have been made, click SUBMIT ORDER to continue. You will be
prompted to confirm activation of the device:

CONTINUE?

Your order will be submitted.
Submit Order?

HO YES

Select NO to remain on the activate spare device screen. Select YES to activate and send a test page
to the device. The following confirmation screen will display the new pager phone number assigned
to the device.

Thank-you, your Spare Device is now active - (300) 200-3702

SERVICE TYPE MODEL
Z-Way Messaging TS00 Unified Version ARC

Manthly Charges: $0.00
Coverage Mationwide All Regions Mo Additional Charge
Usage Plan Unlimited Characters/Disp No Additional Charge
Optional Features Mo Optional features Mo Additional Charge
Device Maintenance without Device Maintenance No Additional Charge
Pager Number Type Personal Toll-Free , Area Code: 800 Mo Additional Charge
Spok Mobile™ & yes Mo 6 No Additional Charge
Contract Type
Manthly Manthly Charges: $0.00
Domain
usamaobility.net Total Charges: $0.00

This smount does not include taxes, surcharges, or shipping fees,

If Spok Mobile was selected for the new device, the user will receive an email with further instructions to
download and register the Spok Mobile application on their Smartphone.

To order spares for your account, click the Order a Spare link.

MANAGE MY DEVICES

ADD A DEVICE -

m
LA
A
q
m
=]
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Select the messaging type/device model for the spare devices you intend to order. Depending on
your contract with Spok, your options for spare devices may differ from those shown below:

Chooze a Device

SERVICE TYPE

. Text Messaging

1 Text Messaging

- Numeric Messaging

' 2-Way Messaging

ORDER SPARE DEVICE

MODEL

[
Advisor Elite Flex @

Bravo 802 Flex

Bravo 502 Flex

Sun Telecom ST902 2way RF

In this example, we will order spare text messaging devices. Once the messaging type/device model
is selected, a screen similar to the following will display.

You may be prompted to select a coverage area for the spare device. NOTE: Coverage will not be
assigned to the spare device, but is needed to ensure that the new device can be activated within the
intended coverage area.

Enter the Quantity of units you wish to order and indicate whether you wish the devices to be
programmed with Information Services.
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ORDER SPARE DEVICE

Choose a Devioe @

SERVICE TYPE MODEL

Text Messaging Advizor Elite Flax

Coverage \g

0 Mew York Tri-state
Z1 upstate / Westarn MY

= Mew York statewide

amy: 1 UPDATE

nformation Serdoes: Hews, Weather, Sports, sto. ane auailable for this devios at no extra charge. & Yes 0 Mo

CONTIHUE

Click CONTINUE to proceed to Shipping Information. You may select from any previous shipping

addresses saved to your account from the drop down menu or you may add a new shipping address
for this order.

NOTE: Only physical addresses will be displayed, no post office boxes will be displayed.

~lmet. [Meme oeer for detaill -

-t (o oremr for detail)

EAREARS DIGUGLIELMD
T ACODUNT PARENT ACCOUNT

Shipping Information g

Conltact:

Pone= Mumber: | } - et

A 1:
A 2:

Addn=== 3:

City, State: Zip:

Once the Shipping address has been entered, click the SUBMIT ORDER link at the bottom right
corner. You will be prompted to Continue:
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CONTINUE?

Your order will be submitted.
Submit Order?

NO  YES

Click YES to submit the order. A confirmation screen will display with the Order # as shown below:

Thearik-yoms, yomsr Ondeor b beseon Submithisd - Orders 102225010

SERVICE TYPE MODEL
Text Maszaging Adwvizor Elite Flex
Coverage Upstate 7 Western MY

Information Servoes: Hews, Weather, Sports, eto. ane available for this devioe at no extra charge. [YE3)
Shapping Information

SHBLA TEST ORDER
3000 TECHHOLOGY DR 5TE 200

FLAND . TH  Tip: 7EOT4 - 7488
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View My Device(s)

In the View Devices menu option, you'll be able to view a complete list of all devices on your account
as well as the device numbers, pin numbers (if applicable), capcodes, holder names, device reference
#1 and device reference #2 (helpful to track cost centers, purchase order #s, department names, etc).
Depending on the size of your account, it may be more convenient to use the Search options (located
at the top of the page) or the Sort options for the following columns: Device Number, Capcode, Serial
Number, Holder Name, Device Reference 1, and Device Reference 2.

To View Details, SELECT the Device Number. To Edit Reference Information for a single Device
Mumber, Click Edit & Save. To Edit Reference Information for multiple Device Numbers, Click
the Check Box for all records that you want to update then Mass Edit Link.

SEARCH for a specific device.

EY 1 MEXT> 5> Page 1 of 1 | Pages: GO

wcEz  SMGLE

L1
o

T AN CAPCODE w SERAL HUMEER w HOLDER MNAME CE : - URDATE D
- ._- o 99955999539 S6ABXSSMQS EMP KENMETH SMITH 003632107 3832107 ECIT |:|
i 1090401 002248969 MO023516345 EMP PAMELA ROY MURSING 44EBEETT EDIT =
. 002126090 MO041400174 EMP KEN SMITH 003632107 3632107 T "
973} 226-6015 002126089 MO041400171 EMP KATIE PIKE CC 9968 44454E5 EDIT (]
S 1075822 37 AN AIMT EMP JANET FISCHER DEAN OF ADMISSIONS DALLAS EDIT |:|
B&6) BE4-5980 1177332 MO036483129 MYA MIRANDA JACKSON MARKETING DIRECTOR 12345787 EDIT D
e eEREV 1 MENTs os Page 1 of 1 | Pages: GO
MAEE EDIT
NOTE: Up to 100 devices, if applicable, will be displayed per screen. If multiple screens exist for

the device list, the page navigation at the top and bottom of screen will display as
shown below. Select PREV or NEXT to scroll the page navigation links displayed to the
next set of 10 or you may jump directly to a page number by entering the Page# and
clicking the GO link.

To View Details, SELECT the Device Number. To Edit Reference Information for a single Device
Number, Click Edit & Save. To Edit Reference Information for multiple Device Numbers, Click
the Check Box for all records that you want to update then Mass Edit Link.

SEARCH for a specific device.

.
2]
=)

m

e

(3%}

b

(£

6 789 10 NEXT> => Page 1 of 57 | Page#: GO

Sort By Device Number
Clicking on Device Number will sort all records by area code. (If multiple numbers exist per device,
records will sort using primary pager number.)
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Sort By Capcode

Clicking on Capcode will sort all records in numerical order.

Sort By Serial Number

Clicking on Serial Number will sort all records in numerical order.

Sort By Holder Name.

Clicking on Holder Name will sort all records alphabetical order

Sort By Device Reference 1.
Clicking on Device Reference 1 will sort all records in alphabetical order

Sort By Device Reference 2.
Clicking on Device Reference 2 will sort all records in alphabetical order.

Print Records

The user can print a list of the devices assigned to an account by selecting the Print Icon. A window
with the records to be printed will be launched as shown below. Click the link in the upper left corner
to open the print dialogue window. When printing is completed you may close the print browser
window to return to the View Devices screen.

CLICK HERE TO PRINT THIS PAGE

View Devices

Account Number: 205891

Hame: EMP ACCOUNT TESTING OMLY!

Page 1 of 1

DEVICE NUMBER
(201) 495-0570
(888) 200-8642

(201) 495-0571
(800) 946-4646

(215) 265-4930
(866) 200-3985

(973) 225-6016

(877) 216-9475
(877) 216-0809

(258) 433-0007
(866) 864-8980
(228) 208-0040

PIN CAPCODE

9999999999

1050401 0003348969

0002126090

0002126089

0001075823

0001177332

SERIAL HUMBER

SEABXS5NQS

MO039516345

MOD41400174

MOD41400171

TR 49MT

MO036483129

HOLDER NAME

EMP KEMNETH SMITH

EMP PAMELA ROY

EMP KEM SMITH

EMP KATIE PIKE

EMP JAMET FISCHER.

MYA MIRANDA JACKSOM

DEVICE REFERENCE 1

003632107

MURSING

003632107

CC 9968

DEAM OF ADMISSIONS

MARKETING DIRECTOR

DEVICE REFERENCE 2

3632107

44556677

3632107

4445489

DALLAS

123457587

Click the prompt SEARCH to locate a specific device using the following search window.
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SEARCH

Choose one search criteria and
populate the corresponding field below.

Dewicm Mumilter: { ) - PN
Capoode: Caponds

Serial Mumiber: Serial Humber

Hoiider Mame: Holder Mams=

Devio= Rl 1: Devics Refensnos #1

Dryiiom Bt 2: Diwvioa Raferense 1

CLOSE | SEARCH

This feature will allow you to search for a specific device by Device number, PIN number, Capcode,
Serial Number or Holder Name.

e  When conducting a search by device number, the user can search by the area code, prefix,
suffix, PIN or a combination of all four.

e When conducting a search by Holder name, the user must enter the holder’s name. (Partial
matches for records that BEGIN with the entered value will display.)

® When conducting a search for a device by Capcode the search field will allow up to 10 digits
in length.

® When conducting a search for a device by Serial Number the search field will allow up to 15
characters in length.

® When conducting a search for a device by Device Ref 1 the search field will allow up to 20
characters in length.

® When conducting a search for a device by Device Ref 2 the search field will allow up to 40
characters in length.

You can enter search information into a specific field to conduct a search for specific unit(s). Click on
‘Search’ to begin the search process.

Edit Device Info

To modify data in the Holder Name, Device Reference 1 or Device Reference 2 columns, you may
either select a single device to edit or multiple devices for “mass edit”. In order to minimize potential
errors, a “mouse over” tooltip has been added for these fields during edit mode to indicate any
specific format or data requirements (device reference field masking) established for the account.

e Single Update: Click the EDIT link to the right of the single line item to be modified. The
Holder, Device Reference 1 and Device Reference 2 fields will become accessible for
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modification as shown below. Click the SAVE link to keep the updates. Click CANCEL to
return to the View Devices screen without saving changes.

To View Details, SELECT the Device Number. To Edit Reference Information for a single Device
Numiber, Click Edit & Save, To Edit Reference Informstion for multiple Deviee Numbeérs, Click
the Check Box for all records that you want to update then Mass Edit Link.

SELRLCE for a specific device,

Fage 1 of 1 | Fage#: GO

PN GRS HOLDER HAME & DEVICE REFER £ pevice ReFER & SINGLE LPDATE 1]
2

002192855 SEABACIZSS  EMP ACCOUNT TESTING ONLY! save | cancel [

S5 SEAENSSNGS  SMP KENNETH SMITH omsET Entl EDT =]

e Mass Edit: Select the devices to be updated by clicking the check boxes to the right of each
device to be updated - OR —select the checkbox found to the immediate right of the
column header for SINGLE UPDATE to select ALL records on the page. Click the MASS EDIT
link at the bottom of the screen. The records selected for update will be displayed with the
Holder, Device Reference 1 and Device Reference 2 fields accessible for modification as
shown below.

Edit reference information for the selected records.

DEVICE NUMEER ® PN CAPCODE %  SERIAL NUMBER % HOLDER NAME & DEVICE REFERENCE1 & D REFERENCEL %
002152855 SEABACIESS EMF ACCOUNT TESTING ONLY!
OOZ345060 MOOIDSLE345  EMP PAMELS ROY NURSING 44555577

002126085 MOD41400171 EMP WATIE PIKE

]
M
w
w
o
o

4445488

CARCEL | SUBMIT CHAHGES

You may select CANCEL to go back to the VIEW DEVICES screen without saving any changes.

Click Submit Changes once all updates are complete. A confirmation screen with all of the
updated devices will display.

Record(s) listed below processed successfully and have been updated,
DEVICE REFERENCE  DEVICE REFERENCE
DEVICE HUMEER: PIH CAPCODE  TEMIAL HUWEER  HOLDER HAME .
{EEE) 2DD-3901 O0Z1525855 SGARACIISG  EMP SHEILA TEST RADIOLOGY 44555733
[201) 485-0571 \oe0ant
050401 OO3345050 MOD3DS16345 EMP PAMELA ROY RADIOLOGY 44555877
[BO0] S46-4545 = - =
{973) 225-6016 O0Z1Z6065 MOD41400171 EMP KATIEFIKE  RADIOUOGY 2445453
RETURH TO LIST

Click RETURN TO LIST at the bottom of the display to return to the VIEW DEVICES screen.
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NOTE: During Device Info Edit, a warning message prompt will appear when the current My
Account session is about to expire. Select Y to reset the session timer for an additional
30 minutes. Not responding or selecting N will allow session to expire; you will need to
log back in and rekey any changes.

Device Detail User Options

From the View My Devices option, you can click on a device telephone number to view the device
detail screen as shown below with specifics for that device.

DEVICE DETAILS USER OPTIONS
HolderName: TERRY P TEST -
Device Number: ( 330 ) 258 - 2656

PIN: 0000000

Svc Type: Text Messaging -

Coverage: Local Coverage s
Capcode: 0533315 56 CARBON CoPrRwE
Frequency: 929.6125MHz
Model: Advisor Elite - Text E]
OTA Capable: No *

Email Domain:

Features: Voice Mail Feature, One Way 5000/.25, Message .
CC:, Message CC: Recipient

Monthly Rate: £0.00

Mumber of included calls/characters zre based upan the plan selected with
your initial purchase

You may select a transaction to process for this specific device from the USER OPTIONS listed on this
screen. Further details for each option are below.

NOTE: Any option for which the specific device or account/login is not eligible will appear as inactive
(grayed out).

USER OPTIONS

Send a Message

Step 2
Flease enter the message you would like sent to

9732256016

o Characters of 240 Character Maximum

[sena)

Exchange a Device
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Click here to view further instructions for processing an exchange within this guide.

Modify Features

By selecting Modify Features, you will be able to modify/update specific package options for the
device. The screen display will guide you through the selection of available package options for the
selected device. Options for selection may include one or more of the following: Coverage, Usage
Plan, Optional Features, Device Maintenance and/or Pager Number type.

MODIFY FEATURES FOR DEVICE (973) 225-6016
SERVICE TYPE MODEL R ——
Text Messaging Sun Telecom T3 Flus
Maonthly Charges: $0.00
O New York Tri-State No Additional Charge
_) OHS PAZ No Additional Charge
Monthly Charges: $0.00
Domain
usamobility.net = Total Charges: 50.00
This amount does not include taxes, surcharges, or shipping fees.

Add/Edit Device Reference

If Spok Mobile management is enabled for your account, the Spok Mobile selection option will display
once the Pager Number has been selected. Click the Edit Spok Mobile Info link to enter Device Email
address for the user’s Smart phone as shown below. Click Add Spok Mobile to continue or CANCEL
to return to the Activate Your Spare Device page.

Spok Mobile™

LEA

DUT SPOK MOBILE™
Edit the text fields below to add or modify Spok Mobile™

Device Email:
Status:

ADD SPOK MOBILE™

An email will be sent to the email address you provided that includes a link ta
download the application and 2 Registration User 1D and Password. Access this email
from your smart phone device and click the Download link. Once you have downloaded
the application, Register by entering your User Name and system generated Password
when promptad,

Once registered, you will begin receiving messages on your Pager and your
Smartphone.

NOTE: Spok Mobile™ works a5 a feature with your existing paging service.
Cancellzstion of pager will also result in termination of the Spok Mobile™ service.

Once all package selections have been made, click SUBMIT to save your changes.

Click Yes to complete the transaction or No to return to the previous page.
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CONTINUE?

Modify Feature will be submitted.

Submit?

Message Tracking

Click Here to view further instructions regarding Message Tracking within this guide.

DEVICE DETAILS
.

Message Tracking for: (973) 225-6016

HolderMame: EMP KATIE PIKE
Device Number: [ 373 ) 225 - 6016
PIN: 0000000

Swc Type: Text Messaging

To Track Messages, specify a Date Range

Data Range: Start Date - End Dates

Time Frame: Start Time - End Time

Coverage: Local Coverage
Capcode: 005808607
Frequency: 3259.6125MHz
Maodel: Sun Telecam T3 Plus

Email Domain:

CaMCEL | TRACK ME

Features: Weoice Mail Feature, Advanced
Read Receipt, MyAlias, One Way
5000/.25

Monthly Rate: £0.00

Mumber of Included Calks/CRATSCTATS AMe BASA] upan the
okan saiactad wWith yaur inftisl purchass

Messages for Device: (973) 225-6016 for Date Range: 10/01/2014-12:00am - 10,/02/2014-12:00pm

Holder Name: EMP ACCOUNT TESTING OMNLY

DEVICE NUMEER PIN MESSAGE SEQUENCE  DIRECTION OF PAGE  DATE/TIME SENT DATE/TIME DELIVERED

DATE/TIME READ

Spok Mobile

Click Here to view further instructions regarding Spok Mobile within this guide.

DEVICE DETAILS

Spok Mobile™ for: (214) 344-0473
HolderName: EMPLOYEE TESTING
ACCOUNT ONLY

Device Number: ( 214 ) 344 - 0473
PIN: 0000000

Svc Type: Text Messaging
Coverage: StateWide Coverage
Capcode: 004697014

Frequency: 925.6125MHz

LE O OUT SPOK MOBILE™
Edit the text fields below to add or modify Spok Mobile™
Device Email:

Status:

ADD SPOK MOBILE™

Model: Advisor Elite - Text
Email Domain:

Features: One Way 500/.25
Monthly Rate: $13.40

Number of included calls/characters are based
upen the plan selectad with your initial purchase

An email will be sent to the email address you provided that includes s link to
download the application and = Registration User ID and Password, Accass this email
from your smart phone device and click the Download link. Once you have dewnloaded
the application, Register by entering your User Name and system generated Password
when prompted.

Once registerad, you will begin receiving messages on your Pager and your
Smartphone.

NOTE: Spok Mobile™ warks 25 a feature with your existing paging service.
Cancellation of pager will also result in termination of the Spok Mobile™ service.
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Alias Maintenance

Click Here to view further instructions regarding Alias Maintenance within this guide.

DEVICE DETAILS

Alias for: (973) 225-6016
HolderName: EMP KATIE PIKE
Edit the fields below to add, modify or delete an Alias Address

Device Mumber: [ 373 | 225 - 6016 T desiginete a different Aliss s preferred, click the check merk
PIN: 0000000
Swc Type: Text Messaging Alizs Domain: usamobility.net
Coverage: Local Coverage Alias: Katie i
DEVICE FEATURES Capcode: 005808607

Frequency: 329.6 LZ25MHz
Madel: Sun Telecom T3 Plus
Email Domain:

Features: Weice Mail Feature, Advanced
Read Receipt, MyAlias, One Way CANCEL | UPDATE ALLAS
5000/.23 ) :

Monthly Rate: £0.00

Humbar of InCiudad Calls, Charactars ars Daced upan tha
han palEItad WITh your Il purchase

Meate: An Additional changs may be assoclatad with the Alles festurs

MSG Carbon Copy/Fwd

Click Here to view further instructions regarding MSG Carbon Copy/FWD within this guide.

DEVICE DETAILS

Carbon Copy/Forwarding for: (973) 225-6016
e

HolderMName: EMP KATIE PIKE
Device Number: [ $73 ) 225 - 6016 Carbon Copy Address Delate
PIN: 0000000

Coverage: Local Coverage
Frequency: 329.6125MHz

Email Domain:

Features: Vaoice Mail Feature, Advanced Forward Address Delete

Read Receipt, MyAlias, One Way
5000/.25 C ) - PIN
Monthly Rate: $0.00

Humber ofincluded calls,characters are basad unon the -
pian saisctad with your inftial purchase Fwd Email

Mote: An additiansl Changs may be appiled fr TS sanvice

Swvc Type: Text Messaging r 1 - PIN oA

RES Capcode: 005808607 Carben Copy Email PO

Model: Sun Telecom T2 Plus Carbon Copy Email UPDA

Reset Encrypted Password

This option will submit a request to the device to clear the encrypted password.

Reset Encrypted Password

To initiate an over-the-air command to reset encrypted password for this device, click Update.

CAMCEL JPDATE

NOTE: The device(s) must be powered on and in network range to receive over-the-air
programming commands. Please allow up to 5 minutes for processing.
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Select UPDATE to submit the reset password request.

RESET ENCRYPTION PASSWORD

* Your request has been submitted for processing. Please allow up to 5 min to complete the transaction.

Send a Test Page

This option will send a system generated test to the device. NOTE: Test pages do NOT count against
the device’s monthly call allowance.

TEST PAGE

* & test Page has been sent to your wireless device.

Reset Voicemail Passcode

This option will reset the existing voicemail passcode to a random 4 digit code that is ONLY sent to
the device. NOTE: Spok employees cannot retrieve the new passcode in the event the device is
turned off or otherwise unable to receive the message.

VOICE MAIL PASSCODE

* Yourvoice mail passcode was successfully reset,
A test page including your new passcode has been sent to your wireless device.

Reprogram Device

This option will refresh the programming of the device on the Spok wireless network and will send a
test page to the device.

REPROGRAM

* The programming of your wireless device was successfully reset and a test page has
been sent,
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Cancel Device

This option may be used to submit a request to the Spok support team to process deactivation of the
device. Select the cancel reason from the drop down menu. Ensure the contact name and number is

accurate in case we need to contact you for more information.

CANCEL DEVICE

Cancel Reason:

Comments:

Account Number: 2035831
Holder Name: EMP KATIE PIKE
Device Number: [373) 225-6016
Contact Name:  chgjls Test

Contact Number: 555 5 555 -1234 et

CANCEL | SUBMIT REQUEST

A customer care representative may contact you regarding this request.

Click on the “Click HERE to print a return label” to access the Return Label Instructions and the Device
Return Form.

Cancellation Request Submitted

Your cancellation request has been submitted.
Click HERE to print a return label

Note: It may be necessary for a customer care representative to
contact you regarding this request

CLOSE

Edit Screen Name
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This option allows the device screen name to be remotely updated. This option is only available for GenA
and ReadyCall Text.

Screen Name for: (214) 786-2238

To initiate an ower-the-air command to update screen name for this device, edit the screen name as
needed and click Update.

Screen Name: |chg screen name |

MOTE: The device must be powered on and in network range to receive an over-the-air programming
command. Please allow up to 5 minutes for processing.

Delete Message

This option allows the message in the device to be remotely deleted. This option is only available for
ReadyCall Text.

USER OPTIONS
HolderName: TEST DEVICE 5 SEND

Device Number: { 214 ) 786 - 2407
PIN: 0000000

Svc Type: Ready Call Text
Coverage: Local Coverage
Capcode: 0022667567

Frequency: 929.6125MHz

Model: Ready Call Text Encrypted
OTA Capable: Yes

Email Domain:
Features: One Way 5000/.25

Monthl
¥ Delete Message

Number of ir

your initial g

To initiate an over-the-air command to delete the message for this device, click Update.

CAMCEL UPDATE

MNMOTE: The device(s} must be powered on and in network range to receive over-the-air
programming commands. Please allow up to 5 minutes for processing.

DELETE MESSAGE

* Your request has been submitted for processing. Please allow up to 5 min to complete the transaction.

=
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Alias Maintenance

Will allow you to substitute the numeric portion of a wireless device’s email (domain) address (i.e.,
8005551212 @archwireless.net , 8005551212@my2way.com, 8005551212 @usamobility.net or
8005551212 @airmessage.net) with text (i.e., name@archwireless.net, name@my2way.com,
name@usamobility.net or name@airmessage.net). The phone number portion is still active but the text
email address may be easier to remember.

This function provides the ability to view and maintain the device domain and up to four (4)
usernames (aliases) for the devices (domain specific) within the My Account application.

The alias cannot be duplicated within any of the following SPOK company domain address:
archwireless.net, my2way.com, airmessage.net and usamobility.net. While usamobility.net is the
default domain, you may select a different domain from the domain drop down menu when editing
the alias for a device.

Select the Alias Maintenance menu option

r 4 2 R
A Rcoun & i s 2 CY

MANAGE MY DEVICES

ADD A DEVICE AAMAGE SPARES ASG CARBON COPY/FWD
EXCHAMGE ADEVICE VIEW MY DEVICE(S) AESSAGE TRACKING
TIVATE A REPLACEMENT ALLAS MAINTEMANCE SPOK MOBILE™
REPORTS
MY REFERENCES
2 WEY USER GUIDES 1 WaY TEXT USER GUIDES 1 WY MUMERIC USER GUIDES
READYCALL DEVICES VIEW COVERAGE MAPS SPOK MOBILE™ REFERENCE

CI-
send a Message &}

The screen will display up to 100 device numbers.
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Sort By Device Number
Clicking on Device Number will sort all device numbers by area code.

Sort By Capcode

Clicking on Capcode will sort all capcodes for the devices in numerical order.

Sort By Holder Name.
Clicking on Holder Name will sort all Holder names in alphabetical order

Print Records

The user can print a list of the devices assigned to an account by selecting the Print Icon. A window
with the records to be printed will be launched as shown below. Click the link in the upper left corner
to open the print dialogue window. When printing is completed you may close the print browser

To Edit Alias Name for a single Device Number, Click Edit & Sawve. To Edit Alias Mame for Multiple
Device Numbers, Click the Check Box for all records that you want to update then Mass Edit Link.
SEARCH for a specific device.
< <PREV 1 MEXT> »3 Page 1 of 1 | Pages: 0
. . . ANGLE
DEVICE MUMEBER w AN ARCODE w HOLDER MAME wr ALIAS DOMAN ALlAS D
UPDATE
[866) 200-3931 002192859 EMP SHEILA TEST usamabiling.net - &
(201} 495-0570 9993399999 EMP KENMETH SMITH usamaobility . net EDIT D
(s88) 200-8642 59955995995 EMP KEMMETH SMITH usamobility.net EDIT &
(201} 495-0571 003348959 EMP PAMELA ROY usamaobility. net EDIT I:l
(800) 946-46465 1050401 003248969 EMP PAMELA ROY usamobility. net EDIT I:‘
[215) 265-4980 002126050 EMP KEN SMITH vssmobiliy.net  testing399 o EoiT &
(866) 200-3985 002126090 EMP KEM SMITH EQIT I:‘
(973) 225-6016 002126089 EMP KATIE PIKE usamobility.net  Katie o EDIT 0
(B77)216-9475 1075823 EMP JANET FISCHER usamaobility. net EDIT D
(877) 216-0809 10758232 EMP JAMET FISCHER. usamobility. net EDIT I:l
(256) 4232-0007 1177332 MYA MIRAMDA JACKSON EDIT D
(866) 864-8980 1177332 MYA MIRANDA JACKSON EDIT I:l
(228) 208-0040 1177332 MYA MIRAMDA JACKSON EDIT I:l
<¢ <PRE EXT> 2> Page 1 of 1 | Pages: GO
MASS EDIT

window to return to the View Devices screen.
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CUCK HERE TO PRINT THIS PAGE

Alias Maintenance

Account Mumber: 205891

Name: EMP ACCOUNT TESTING ONLY!

| Page 1 of 1
DEVICE NUMEER N CAPCODE HOLDER NAME ALIAS DOMAIN  ALLAS
(868) 2D0-3991 002192859 EMP SHEILA TEST usamability ret
(201) 495-0570 9999939959 EMP KENNETH SMITH usamability . net
(e88) 200-8642 9999999999 usamobility.net  pestdS o
(201) 495-0571 0032489569 EMP PAMELA ROY usamobility.net  testd4s
(800) 946-4646 103401 003348363 EMP PAMELA ROY usamability ret
(215) 265-4980 002126090 EMP KEN SMITH usamobility.net  testingd3s W
(866) 200-2985 002126090 EMP KEM SMITH
(973) 225-6016 002126089  EMP KATIE PIKE usamobility.net  Katie o
(877) 216-9475 1075823 EMP JAMNET FISCHER usamability ret
(877)216-0809 1075822 EMP JANET FISCHER usamiohility. net
(258) 422-0007 1177332 MYA MIRANDA JACKSON
(866) B864-8980 1177332 MYA MIRAMNDA JACKSON
(228) 208-0040 1177332 MY A MIRANDA JACKSON

Search

To search for a specific alias by Device number, Device Number plus PIN, Holder Name, or Alias,
choose the “Click_here” prompt and insert the search criteria.

Search requirements:

® Select and enter only one criterion for each search.

® When searching by the device number, the number must be a complete (10 digit)

device number.

® When searching by the device number plus PIN, the number must be a complete
(10 digit) number plus PIN.

SEARCH

Alias:

Dewicom Mumiter:

Hoiider hame:

Choose one search criteria and
populate the corresponding field below.

Holder Kame=

MAliaz

CLOSE | SEARCH

- PN
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NOTE:

During Alias Edit, a warning message prompt will appear when the current My Account
session is about to expire. SelectY to reset the session timer for an additional 30
minutes. Not responding or selecting N will allow session to expire; you will need to log
back in and rekey any changes.

You may either select a single device to edit or multiple devices for “mass edit” of the device domain
or alias(s). If one or more aliases are assigned to a device, one alias must be selected as the
“preferred” alias. The preferred alias will be indicated by the black check mark as seen in the
illustration below. To change the preferred alias, simply click the check mark next to the intended

alias.
e Single Update: Click the EDIT link to the right of the single line item to be modified. The
domain and 4 alias fields will become accessible for modification as shown below. Click the
SAVE link to retain the updates. Click CANCEL to return to the View Devices screen without
saving changes.
[888) 200-8642 99995359559 EMP KENNETH SMITH usamobiityngt = testd5 o SEVE | CaMcEL

Mass Edit: Select the devices to be updated by clicking the checkboxes to the right of each
device to be selected for update - OR — select the checkbox found to the immediate right of
the column header for SINGLE UPDATE to select ALL records on the page. Click the MASS
EDIT link at the bottom of the screen. The records selected for update will be displayed with
the domain and 4 alias fields accessible for modification as shown below.

Edit alias name, domain and preferred alias for the selected records.

EVICE NUMEER %  PIN CAPCODE ¥ HOLDER MAME % ALIAS DOMAN ALas
(2E8) 200-8642 9999999999 EMP KENNETH SMITH \\oorobii net - v
(201) 495-0571 002248969 EMP PAMELA ROY usamobility net  w w

CANCEL | SUBMIT CHANGES

You may select CANCEL to go back to the VIEW DEVICES screen without saving any changes.

Click Submit Changes once all updates are complete. A confirmation screen with all of the
updated devices will display. Click RETURN TO LIST to go back to Alias Maintenance.
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Record(s) listed below processed successfully and have been updated.
DEWVICE MUMEER PN CAPCODE HOLDER MAME ALIAS DOMAN  ALIAS
(888) 200-8642 99999599999 EMP KEMMETH SMITH ussmobility.net  testdS o
(201} 495-0571 003348959 EMP PAMELA ROY usamobility.net  testds W
RETURH TC LIST

Reports
The Reports option will be accessible to authorized users from the main menu.

Click on Reports to display reports that are available on request.

Request Reports

The following reports are available on request. Select the report(s) you need and click Continue.

Multi-Messenger and Group Capcodes ]
Multi-Messenger Groups m|
Group Capcodes O
Message Carbon Copy ]

Spare Devices J

Multi-Messenger and Group Capcodes
This report includes Multi-Messenger groups and Group Capcode groups related to your
account.

Multi-Messenger Groups
This report includes Multi-Messenger groups related to your account.

Group Capcodes
This report includes Group Capcode groups related to your account.

Message Carbon Copy
This report includes Message Carbon Copy related to your account.

Spare Devices
This report includes spare devices related to your account.

To request report(s), click the checkbox beside the report(s) and click Continue.
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Request Reports ®

The following reports are available on request. Select the report(s) you need and click Continue.

Multi-Messenger and Group Capcodes
Multi-Messenger Groups (]
Group Capcodes ]
Message Carbon Copy O
Spare Devices
CONTIMUE

The confirmation window will display, the email address associated with your login id will default. To
have the email sent to a different address, input the address in the email field and select Submit. The
report(s) will be submitted.

Request Status

Your request is in progress, In most cases, requested reports are available within a few minutes.
You will also receive an email notification when reports are ready for download.

CLOSE

Select CLOSE, you will be taken to the Reports page. The requested report(s) and status information will

display.
The following reports are in progress or ready for download. Click the @ to download your report.
Recently requested reports typically take a few minutes to complete, dick refresh to get current status.
Click here to request new reports.
REPORT NAME REQUESTED ON STATUS DOWHNLOAD LAST DOWMNLOADED
Multi-Messenger and Group Capcodes 08/17/2021 09:48:27 AM In-Progress

You will receive an email at the address entered when the report is available to download. Follow the
instructions in the email to download the report.

NOTE: Recently requested reports typically take a few minutes to complete. At any time click
refresh to get the current status of the report.
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The following reports are in progress or ready for download. Click the @ to download your report.
Recently requested reports typically take a few minutes to complete, dick refresh to get current status.
Click here to request new reports.

REFORT NAME REQUESTED ON STATUS DOWNLOAD LAST DOWNLOADED

Multi-Messenger and Group Capcodes 08/17/2021 09:48:27 AM Ready @

.
Once the report status is Ready, click on the 3 icon in the download column to download the report.
The Last Downloaded Date and Time will be updated.

The following reports are in progress or ready for download. Click the @ to download your report.
Recently requested reports typically take a few minutes to complete, dick refresh to get current status.
Click here to request new reports.

REPORT NAME REQUESTED ON STATUS DOWNLOAD LAST DOWNLOADED

Multi-Messenger and Group Capcodes 08/17/2021 09:48:27 AM Ready @ 08/17/2021 04:09:26 PM

To request a new report select Click here. The Request Report(s) list will display. Follow the instructions
above to request and download the report.

Accounts that have previously requested report(s) will see the page shown below when Reports is
selected from the Main Menu.

The following reports are in progress or ready for download. Click the .3 to download your report.
Recently requested reports typically take a few minutes to complete, dlick refresh to get current status.
Click here to request new reports.

REPORT NAME REQUESTED QN STATUS DOWNLOAD LAST DOWNLOADED
Multi-Messenger and Group Capcodes 08/17/2021 09:48:27 AM Ready 08/17/2021 04:09:26 PM

NOTE: Requested reports will be available for download for seven days, after that time the
report(s) will no longer display in the report list.
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Message Routing

The MESSAGE ROUTING option will be accessible to authorized users from the main menu. Click on the
MESSAGE ROUTING link to access the Message Carbon Copy/Message Forward and Multi-Messenger

group management options as shown below.

MANAGE MY DEVICES

Message Carbon Copy/Message Forward

This option will allow you to have practically any of your wireless device’s messages copied or forwarded
to another wireless device or an email address (note — there are some exceptions, please speak with
Customer Support to determine if there are units on your account not capable of this service). Selecting
MSG Carbon Copy/Fwd will display a listing of all devices that are eligible for this service.

NOTE: Selecting a Spok Mobile service record will display the edit fields for Message Forward only since

Spok Mobile service is not eligible for Message Carbon Copy.
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To update Message Carbon Copy andfor Message Forward addresses,
select the Modify link below for the device number you want to change.

SEARCH for a specific device.

Mote: "ON" indicates that messages are currently being Carbon Copied or Forwarded to the
designated addre=zs. "Inactive” in the MSG Cc column indicates that although carbon copy
address exists, messages are currently NOT being copied to the Cc address because Message
Forwarding is enabled. "OFF" indicates that secondary address for Carbon Copy andfor
Forwarding does not exist.

Page 1 of 1
DEVICE NUMBER = HOLDER NAME ¥ MSG Cc MSG FPWD Action

(201) 495-0570 EMF KEMMETH SMITH CFF OFF VIEW SMODIFY
(201) 495-0571 EMF FAMELA ROY CFF OFF VIEW SMODIFY
(800) 946-4646 [1090401] EMP PAMELSA ROY CFF OFF VIEW SMODIFY
(215) 265-0266 EMP ACCOUNT TESTING OMLY OFF OFF VIEW /MODIFY
(215) 265-0339 EMP ACCOUNT TESTING OMLY OFF OFF VIEW f MODIFY
(838) 200-3445 EMP ACCOUNT TESTING OMLY OFF OFF VIEW f MODIFY
(215) 265-0365 EMP ACCOUNT TESTING OMLY OFF OFF VIEW / MODIFY
(215) 265-1853 EMF KEMN SMITH CFF OFF VIEW SMODIFY
(215) 265-4980 EMF KEMN SMITH CFF OFF VIEW SMODIFY
(256) 433-0007 EMF MIRANDA JACKSON CFF OFF VIEW SMODIFY
(300) 200-3702 EMP ACCOUNT TESTING COMNLY CFF OFF VIEW SMODIFY
(877) 216-0809 EMF JAMET FISCHER CFF OFF VIEW SMODIFY
(973) 225-6016 EMP KATIE PIKE OFF OFF VIEW / MODIFY

Page 1 of 1

L Frevious Scresn ]

ACK TO TOP

Sort By Device Number
Clicking on Device Number will sort all device numbers by area code.

Sort By Holder Name.
Clicking on Holder Name will sort all Holder names in alphabetical order

NOTE: For more search options, within the header of the screen select ‘Click here’ to search for a
specific device and the screen will display additional search fields to choose from as shown below.
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Search

Choose one search criteria and
late the corr ding field below.

Device Number: ( ) - PIN

Holder Name: Holder Name

Cc Device Number: [ ) - PIN

Cc E-Mail Address: Carbon Copy Email

Fwd Device Number: ( ) - PIN

Fwd E-Mail Address: Forward To Email

Only one search option can be selected at a time. Enter the applicable search information and click
‘Search’ to display the search results as shown in the sample below.

Search Results for: Holder Name - Katie
Click Here to return to the search options. Click Here to return to Device List.

Mote:"ON" indicates that messages are currently being Carbon Copied or Forwarded to the designated
address. "Inactive” in the MSG Cc column indicates that although carbon copy address exists, messages are
currenthy NOT being copied to the Cc address because Message Forwarding is enabled. "OFF" indicates that
secondary address for Carbon Copy and/or Forwarding does not exist.

== <PREV 1 NEXT> =» Page 1 of 1 | Page#: GO

DEVICE NUMBER PIN HOLDER NAME MSG CC MSG FWD ACTION
(973) 225-60186 EMP KATIE PIKE OFF OFF VIEW/ MODIFY

=PREV 1 NEXT= == Page 1 of 1 | Page#: GO

By clicking the VIEW/MODIFY link to the right of the line item to add or modify the Message Carbon
Copy or Forwarding addresses.

Click the Update link to the right of the added or modified address to save changes. A single device
can have up to 3 carbon copy recipients (one wireless device and 2 email addresses). Message
forwarding allows for only recipient but can be a wireless device or email address. Please note that if
you copy one device’s messages to another device, both devices will be responsible for the monthly
call/message counts. With Message Forwarding, only the recipient device receives the messages.
Messages will no longer be received on the primary device.

Check the Delete box next to a carbon copy or forwarding address you wish to remove from the
device and click UPDATE.
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Carbon Copy Address

( )

Carbon Copy Email

Carbon Copy Email

Forward Address

( )

Fwd Email

- PIN

- PIN

CAMCEL

Carbon Copy/Forwarding for: (9732) 225-6016

Delete

Delete

Note: An additienal charge may be applied for this service

UPDATE

UPDATE

UPDATE

UPDATE

If the transaction is successful the Message Carbon Copy/Forward screen will display a confirmation

message that the record(s) were processed and information has been updated. Click CANCEL to

close the edit view for a device. Click the VIEW/MODIFY link to view the addresses of another device.

If Message Carbon Copy and Forwarding are both active on the device, Message Carbon Copy will
be suspended until Forwarding is removed. The status will indicate “inactive” in the MSG Cc status

column.

Multi-Messenger Group

The Multi-Messenger Group Management option allows authorized users to self-manage their Multi-
Messenger groups. Once activated, users will be able to perform the following transactions:

Create New Groups
Modify Existing Groups, including:

e Add New Group Members
e Delete Group Members

e Update Group Name

e Delete a Group

Create New Group

Step 1: From the Manage Devices menu, select MESSAGE ROUTING, then MULTI-MESSENGER to access

Group List View below.
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Your existing Groups are listed below
ye SEARCH for a specific device. ALZITE HRdlE
ce <PREW 1 NEXT> »» Page 1 of 1 | Page#: GO
DEVICE NUMEER PIM HOLDER MAME ¥ ACTION
(BEBEB) 200-8447 TRAINING VIEW/MODIF
== =PREV 1 NEXT= == Page 1 of 1 | Page#: GO

Step 2: Click the ADD NEW GROUP link in the upper right corner of the Group List View to activate a new
group. If this link is not activated, please contact customer service for assistance.

Follow the simple steps below to Create a New Group

1 Select the Contract or corresponding Bill Frequency: Monthly

2 Select a number type for this new Group Leader:

O Preferred Calling Area 4

) Personal Toll-Free o
3 Add group member #1: ( ) PIN or BY EMAIL
4 Add group member #2: or BY PAGER

CREATE NEW GROUP

Step 3: Item 1: Select the Contract and/or Billing Frequency from the drop down menu. In this example,
no other options exist.

Step 4: Item 2: Select the type of pager number for the new group. Number selection may be limited to a
preferred calling area number, toll free number and/or PIN depending on your contract with Spok and
number availability.

e Selection of Preferred Calling Area will then prompt you to enter a preferred area code and then
display the selection of available prefixes for that area code.

e Selection of a Personal Toll-Free will display a drop down menu of available toll free area codes.
Note: Prefix selection is not available for personal toll-free numbers.

Step 5: Items 3 & 4: Enter the Pager Number or Email address for each follower. Please note that two
followers must be added to the group during this step. Default entry for these fields is by Pager Number.
To enter a user’s email address, click the BY EMAIL link for that entry. Click the link again to toggle back to
entry by Pager number. Additional followers may be added after the group is created.
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Step 6: Click the Add Edit Device Reference link to enter a group (holder) name and/or enter specific
device reference information. (Accounts with active ARMM Masking may be required to complete
additional fields. Click Here for note about ARMM.)

DEVICE REFERENCE

Device Reference for Device #1

Holder Name: : |

Step 7: Click Create New Group button to create the new group or Previous Screen to go back to the
Group List View.

If the group is successfully created, you will receive confirmation that the group set up is complete as
shown below.

GROUFP CREATED

Test Group 2 group created successfully.

At this stage, the group creation process is complete. You may select to either View the new group or the
entire Group list view.

Modify Existing Group

Add Group Members

Step 1: From the Manage Devices menu, select MESSAGE ROUTING, then MULTI-MESSENGER to view the
group list.
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Your existing Groups are listed below
IO SEARCH for a specific device. ADD NEW GROUP
zz <PREV 1 NEXT= == Page 1 of 1 | Page#: GO
DEVICE MUMEBER PIN HOLDER, MAME = ACTION
(866) 200-4088 TEST GROUP 2 VIEW/ MODIFY
(888) 200-8447 TRAINING VIEW / MODIFY
22 <PREV 1 NEXT= == Page 1 of 1 | Page#: GO

NOTE: If multiple groups exist, the SEARCH GROUPS function can be used to search for a
specific group by Group Leader Number, Group Leader Name, Member Device Number or
Member Email Address. You may also sort the list by Device Number or Group Name by
clicking the applicable column name.

Step 2: Select the group to edit by clicking the VIEW/MODIFY link to the right of the desired group.

Step 3: Type in the pager number of the new group member in the Add group member field then click the

large green + symbol to the right of this field. You may enter a member by email address instead by

clicking the BY EMAIL link.

NOTE: Multi-Messenger groups can hold up to 100 followers. You may add as many pager
number members or email address members as you wish, up to the 100 member limit.

Modify group name, view /delete existing members or add new members

Group Leader: (366) 200-4088 Group Name: TEST GROUP 2

Add group member: Dewice#: ([ 973 ) P25 - 6016 PIN:

UPDATE GROUP REFEREMCE ()

or BY EMAIL

<z =PREY 1 MEXT= ==

Page 1 of 1 | Page#: GO ‘

MEMEER ADDRESS
(888) 395-7878

testemail@gmail.com

=PREV 1 MEXT> ==

¥ oELETE GROUP

HOLDER NAME
SHEILA PHILLIPS

ADDRESS TYPE ACTION
Pager Number DELETE

Email Address DELETE

Page 1 of 1 | Page#: GO

Confirmation of each successful addition of a new group member will display above the group view.

If the program is unable to add the new member to the group, an error message will display. You may
attempt to re-add the member more than once. If the error persists, please make note of the error
message and contact customer care for assistance.

Delete Group Members

Step 1: From the Manage Devices menu, select MESSAGE ROUTING, then MULTI-MESSENGER to view the

group list.
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¥ our existing Groups are listed below
/o SEARCH for a specific device.

«PREV 1 MEXT> ==

DEVICE MUMEER.
(865) 200-4088
(888) 200-8447

< <PREV 1 NEXT> »=

PIN

HOLDER NAME ¥
TEST GROUP 2
TRAINING

ADD MEW GROUP
Page 1 of 1 | Page#: GO
ACTION
VIEW ./ MODIFY
VIEW/ MODIFY
Page 1 of 1 | Page#: GO

NOTE: If multiple groups exist, the SEARCH GROUPS function can be used to search for a
specific group by Group Pager Number, Group Name, Member Pager Number or Member Email
Address. You may also sort the list by Group Leader or Group Name by clicking the applicable

column name.

Step 2: Select the group to edit by clicking the VIEW/MODIFY link to the right of the desired group.

Step 3: Click the DELETE link to the right of the member you wish to remove from the group. In the
example below, we will remove the previously added member 888-395-7878.

Modify group name, view /delete existing members or add new members

Group Leader: (866) 200-4088 Group Name: TEST GROUP 2

UPDATE GROUP REFERENCE (.. )

Add group member:  Device #: ( ] - PIN: or BY EMAIL
<< <PREY 1 MEXT= == Page 1 of 1 | Page#: GO ‘
MEMBER ADDRESS HOLDER MAME ADDRESS TYPE ACTION
(888) 395-7878 SHEILA PHILLIPS Pager Number DELETE
Email Address DELETE

testemail@gmail.com

(973) 225-6016

« <PREV 1 MEXT> ==

M DELETE GROUP

EMP KATIE PIKE

Pager Number DELETE

Page 1 of 1 | Page#: GO

Step 4: Click YES in the confirmation window to continue with the delete, or click NO to return to the

Group Edit View.

CONTINUE?

Member will be deleted from group.

Delete?

You may delete as many group members as you wish from the group; however, if only one member
remains, an indicator will appear at the top of the Group Edit View and the Delete link will be disabled.
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Deletion of the last member of a group requires use of the DELETE GROUP function.

ALERT: Group # (866) 200-4088 has only 1 member.
To add more members, enter the Device # below followed by ",
or select Add by Email to add an email address member.
If this Group is no longer needed, select Delete Group

Group Leader: (8656) 200-4088 Group Name: TEST GROUP 2 UPDATE GROUP REFERENCE ()
Add group member: Device #: ) - PIN: or BY EMAIL
<PREV 1 NEXT= == Page 1 of 1 | Page#: GO ‘
MEMBER ADDRESS HOLDER. NAME ADDRESS TYPE ACTION
testemail@gmail.com Email Address N/A
<PREV 1 NEXT> == Page 1 of 1 | Page#: GO

K CELETE GROUP

Update Group Name

Step 1: From the Manage Devices menu, select MESSAGE ROUTING, then MULTI-MESSENGER to view the
group list.

¥ our existing Groups are listed below
/o SEARCH for a specific device. ADD NEW GROUP
= <PREV 1 NEXT> == Page 1 of 1 | Page#: GO
DEVICE NUMEBER PIN HOLDER NAME ¥ ACTION
(856) 200-4088 TEST GROUP 2 VIEW/ MODIFY
(888) 200-8447 TRAINING VIEW/ MODIFY
= <PREV 1 NEXT= == Page 1 of 1 | Page#: GO

NOTE: If multiple groups exist, the SEARCH GROUPS function can be used to search for a
specific group by Group Pager Number, Group Name, Member Pager Number or Member Email
Address. You may also sort the list by Group Leader or Group Name by clicking the applicable
column name.

Step 2: Select the group to edit by clicking the VIEW/MODIFY link to the right of the desired group.

Step 3: Type in name in the Group Name field then click UPDATE GROUP NAME/REFERENCE button. The
new name will appear in the Group Name window. (Customers with active ARMM Masking may be
required to complete additional fields. Click Here for note about ARMM.)

Delete a Group

Step 1: From the Manage Devices menu, select MESSAGE ROUTING, then MULTI-MESSENGER to view the
group list.
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Y our existing Groups are listed below
/0 SEARCH for a specific device. ADD NEW GROUP
zz «PREV 1 MEXT= == Page 1 of 1 | Page#: GO
DEVICE HUMBER PIN HOLDER MAME 3 ACTION
(868) 200-4088 TEST GROUP 2 VIEW/ MODIFY
(888) 200-8447 TRAINING VIEW / MODIFY
= <PREV 1 NEXT= == Page 1 of 1 | Page#: GO
o

NOTE: If multiple groups exist, the SEARCH GROUPS function can be used to search for a specific
group by Group Pager Number, Group Name, Member Pager Number or Member Email Address.
You may also sort the list by Group Leader or Group Name by clicking the applicable column

name.
Step 2: Select the group to delete by clicking the VIEW/MODIFY link to the right of the desired group.

Step 3: Click the DELETE GROUP link at the bottom left of the Group Edit View. In order to prevent
unintentional cancellation of a group, a warning message will appear as shown below.

Modify group name, view/delete existing members or add new members

Group Leader: (866) 200-4088 Group Name: TEST GROUP 2 UPDATE GROUP REFERENCE ()

Add group member:  Device #:  ( ) - PIN: " or BY EMAIL
<z <PREV 1 NEXT> == Page 1 of 1 | Page#: GO ‘
MEMBER. ADDRESS HOLDER NAME ADDRESS TYPE ACTION
testemail@agmail.com Email Address DELETE
(973) 225-6016 EMP KATIE PIKE Pager Mumber DELETE
Page 1 of 1 | Page#: GO

« «PREV 1 NEXT= ==

M DELETE GROUP

Step 4: If you DO NOT want to delete this group, then click NO to cancel the request and exit the Group
Edit View. You must confirm your intention to delete the entire group by checking the box on the last line

and clicking YES.
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CONTINUE?

You have requested the TEST GROUP 2 Group to be Deleted.

This action will result in the DEACTIVATION of Group Leader Number: (366) 200-4038.
Once deactivated, the number will be removed from service and will no longer be valid
for dispatching group messages to the group members above.

To continue this action, DELETE GROUP, click the Check Box followed by the YES.

MO | YES

Confirmation of the group deletion will appear as shown below. You may go to the main menu or return
to the Group View page.

GROUP DELETED

TEST GROUP 2 group deleted successfully.

Note about ARMM

If the account has an active ARMM (Account Reference Maintenance Mask), the user will be prompted to
input required device reference information during Add New Group and Update Group Name processes.
Variances in the instructions for ARMM Masking are explained below. All other instructions remain the
same.

Create New Group:

Since a group leader pager number is activated during the group creation, any required device reference
information must be captured during the creation process.

Please note that the link for Add Edit Device References link will appear below the Add Group Member
fields as shown below. Clicking this link will prompt the device reference window to display to enter
applicable references (depending on masking requirements) and will display account-specific mask details
for each field.

The following is an example only. Device reference details will vary by account:
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Follow the simple steps below to Create a New Group

1 Select the Contract or corresponding Bill Frequency: Monthly

2 Select a number type for this new Group Leader:

Preferred Calling Area /'.

Personal Toll-Free S
3 Add group member #1: ( ) PIN or BY EMAIL
4 Add group member #2: or BY PAGER

CREATE NEW GROUP

DEVICE REFERENCE

Device Reference for Device #1

Holder Name: : |

CANCEL | UPDATE

Update Group Name:

Group Edit View: Please note that accounts with active ARMM will show the Group Name as display only
and will provide a link for authorized users to UPDATE GROUP REFERENCE information. Click the UPDATE
GROUP REFERENCE link to access the Group Name and Device Reference Fields 1 and 2 for the Group
Leader as shown below. Account-specific mask details will display for each field.

The following is an example only. Device reference details will vary by account:
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Modify group name, view/delete existing members or add new members
Group Leader: (866) 200-4901 Group Name: TEST 2 UPDATE GROUP REFERENCE ( ;)
Add group member: Device #: [ )] - PIN: I or BY EMAIL
« <PREV 1 NEXT: == Page 1 of 1 | Page#: GO |
MEMBER ADDRESS HOLDER NAME ADDRESS TYPE ACTION
(888) 395-7878 SHEILA PHILLIPS Pager Number DELETE
testemail@gmail.com Email Address DELETE
= <PREV 1 MEXT: == Page 1 of 1 | Page#: GO
M DELETE GROUP

DEVICE REFERENCE

Device Reference for Device (866) 200-4901

Holder Name: : =

CANCEL | UPDATE

Group Capcodes

The Group Capcodes option will display a list of Group Capcode Leaders and allow users to manage the
group.

From the Main Menu, select MESSAGE ROUTING, then GROUP CAPCODES to access the Group Leader List
below.
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Group Capcode Leaders are listed below. Click View/Modify to manage the Group.

SEARCH for a specific device.

<< <PREW 1 NEXT> =»

Page 1 of 1 | Page#: : GO

GROUP NAME
TPS AMATP

<< <PREV 1 NEXT> ==

GROUP MUMBER ¥ PIN CAPCODE ¥ ACTIOM
(800) 216-3133 1001443 276070 VIEW /MODIFY

Page 1 of 1 | Page#: I:I GO

CANCEL | UPDATE

Click VIEW/MODIFY to display the list of Group Capcode Members for the selected Leader.

Group Capcode: 0276070

Capcode Mame: Mame Deflt

Group Leader attributes and group members are displayed below. Click the (£ to edit group leader attributes.
Click the desired action to manage members. Click @ for additional info about this page.

Group Leader: (300) 216-3133 [1001443] Group Name: TPS AMATP

Encrypted? No

Group Purpose: Default Purpose [2

SEARCH for a specific group member.

MAMNAGE TEMPLATES | ADD MEMEERS

<z <PREY 1 NEXT> =»

Page 1 of 1 | Page#: I:I GO |

MEMBER NAME ¥
TEST DEVICE &

TEST DEVICE &

< «PREV 1 NEXT> =»

PIN MEMBER CAPCODE % CAPCODE TYPE ACTION
22667555 aTA CHAMNGE TEMPLATE | REMOVE MEMBER

54556454 aTA CHANGE TEMPLATE | REMOVE MEMBER

Page 1 of 1 | Page#: I:I GO

F

Clickthe  icon to edit the Capcode Name and Group Purpose.

Group Leader attributes and group members are displayed below. Click the [£7 to edit group leader attributes.
Click the desired action to manage members. Click @ for additional info about this page.

SEARCH for a specific group member.

Group Leader: (800) 2156-3133 [1001443] Group Name: TPS AMATP

MAMAGE TEMPLATES | ADD MEMBERS

<« <PREV 1 MEXT> ==

Group Capcode: 0278070 Encrypted? HNo

Capcode Name: Group Purpose: |pefault Purpose | B =
<<= =PREV 1 MEXT> ==» Page 1 of 1 | Page#: I:I GO|

MEMBER NAME ¥ MEMBER MUMBER PIN MEMBER CAPCODE ¥ CAPCODE TYPE ACTION

TEST DEVICE 6 (214) 786-2238 22667555 aTA CHAMGE TEMPLATE | REMOVE MEMBER

TEST DEVICE 6 (214) 786-2327 5456454 aTA CHAMGE TEMPLATE | REMOVE MEMBER

Page 1 of 1 | Page#: I:I GO

Click e to save updates. Click ] to cancel without saving changes.

Add Member(s):

Select the ADD MEMBERS link to display a list of available members to add to the Group Leader.
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Group Leader attributes and group members are displayed below. Click the [£] to edit group leader attributes.
click the desired action to manage members. Click @ for additional info about this page.

SEARCH for a specific group member.

{800) 216-3133 [1001443] Group Name:
0276070 Encrypted? No

CC Test

Group Leader: TPS AMATP

Group Capcode:
=

Capcode Name: Group Purpose: Group Purpose Test

MANAGE TEMPLATES | ADD MEMBERS

<< <PREV 1 NEXT> ==

Page 1 of 1 | Page#: I:I GO

MEMBER NUMBER PIN MEMBER CAPCODE % CAPCODE TYPE ACTION

ER NAME ¥

MBE]

TEST DEVICE & aTA

(214) 786-2238 22667555 CHAMGE TEMPLATE | REMON ER

TEST DEVICE & (214) 786-2327 5456454 OTA CHAMGE TEMPLATE | REMOV

Page 1 of 1 | Page#: I:I GO

MBER

<= =PREV 1 NEXT> ==

Eligible devices for Group Capcodes will display.

NOTE: Only the Member(s) with the same Encryption level as the Leader will display.

Eligible devices for Group Capcode are listed below.
Select the device(s) to be added as group members and click Add at the bottom of the page.

SEARCH for a specific device.

Group Leader: {800) 216-3133 [1001443] Group Name: TPS AMATP

Group Capcode: 0275070 Encrypted? Mo
Capcode Name: CC Test Group Purpose: Group Purpose Test

<< <PREV 1 NEXT> »» Page 1of 1 | Page#:| | GD|

E MUMBER PIMN CAPCODE ¥ HOLDER MAME ¥ [

(214) 786-2703 00225675569 TEST DEVICE 3 D
(214) 786-2717 0022567570 TEST DEVICE 2 CI
(214) 786-2841 0022657572 TEU (]

<= =PREV 1 MEXT> »> Page 1 of 1 | Pages#: |:| GO

CANCEL | ADD

Select the checkbox beside the device(s) to be added as group members.

Eligible devices for Group Capcode are listed below.
Select the device(s) to be added as group members and click Add at the bottom of the page.

SEARCH for a specific device.

Group Leader: TPS AMATE

Group Capcode:

{800) 216-3133 [1001443] Group Name:
0276070 Encrypted? MNo
CC Test

Capcode Name: Group Purpose: Group Purposs Test

<< <PREV 1 HEXT> =» Page 1of 1 | Page#:| | GD|
D HUMBER PIM CAPCODE = HOLDER N Ew D
(214) 786-2703 00226575569 TEST DEVICE 3
(214) 786-2717 0022657570 TEST DEVICE 2 D
(214) 786-2841 0022657572 T6U

<< <PREV 1 NEXT> »> Page 1of1 | Page#:| | G0

CANCEL | ADD
Click ADD to add the members to the group.
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Select a template for each member to establish programming guidelines and click Submit

To program with the same template for all new members, select the ¥ in the Template column.

DEVICE NUMBER = PIN CAPCODE = HOLDER MAME = TEMPLATE ¥
(214) 786-2703 0022667565 TEST DEVICE 3 | hd |
(214) 786-2841 0022667572 Tel | A |

CANCEL | SUBMIT

Select a template for each member individually by clicking the down arrow beside each device or to select

b
the same template for all members listed click the ¥ . Click SUMBIT to save the changes or CANCEL to
return to the ADD MEMBERS to Capcode Group list.

NOTE: Template is required for Over the Air device(s) only.

Remove Member(s):

Select the REMOVE MEMBER link to remove the device from the Group Leader.

Group Leader attributes and group members are displayed below. Click the [/ to edit group leader attributes.
click the desired action to manage members. Click € for additional info about this page.

P SEARCH for a specific group member.

Group Leader: (200) 216-3133 [1001443] Group Name: TPS AMATP MAMAGE TEMPLATES | ADD MEMBERS
Group Capcode: 027070 Encrypted? No
Capcode Name: CC Test Group Purpose: Group Purpose Test 2

<= <PREV 1 NEXT> == Page 1 of 1 | Page#: I:I GD|
MEMBER NAME = MEMBER NUMBER PIN MEMBER CAPCODE % CAPCODE TYPE ACTION
TEST DEVICE & 22657555 OTA Remove this Member? YES | NO
TEST DEVICE & 5455454 OTA CHANGE TEMPLATE | REMOVE MEMBER

<o <PREV 1 NEXT> Page 1of1|Page#:| | GO

Select YES to remove the Member, select NO to return to View Group CapCode Member(s) without saving
changes.

The below message will display if the member being removed is an OTA compatible device.

INFO x

s Remove Member
* Your request has been submitted for processing. Please gllow up to & min to complete the transaction.

[
Q
%]
m

The below message will display if the member being removed is not an OTA compatible device.
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INFO

* Remove Member
¢ Group Leader (800) 216-3133 [1001443] has been removed from (214) 786-2769 in

Spok's database.
+ To maintain sync between device and Spok database, ensure the group capcode has been

manually removed using the pager programming cradle.

CLOSE

Select CLOSE to return to View Group CapCode Member(s).

Manage Templates:

Select the MANAGE TEMPLATE link to display the existing templates available for the Group Leader. A
template allows customers to predefine the secondary capcode configurations.

Templates for over-the-air programming preferences are listed below.
Click the desired action to manage templates.
Group Leader: (800) 216-3133 [1001443] Group Name: TPS AMATP
Group Capcode: 0276070 Encrypted? No
Capcode Name: CC Test Group Purpose: Group Purpose Test
CREATE MEW TEMPLATE
TEMPLATE TITLE GROUPS FOLDER ENABLE SUB-FOLDER NAME ALERT SELECTION ALERT OVERRIDE ACTION
test template Audio EDIT | DELETE
test template 2 testing Default EDIT | DELETE

NOTE: If a template has not been created for a Group Leader a Default Template will be assigned.
If only one Template exists Delete will not display.

Create New Templates:

Select the CREATE NEW TEMPLATE link to add a new template. The New Template Programming
Preferences window will display. Group Title must be unique.
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Mew Template - Programming Preferences x

Template Title: |Test Template 3 |

Groups Folder Enable:

Sub-Folder name:  |Test

Alert Selection: Default il
Alert Override:

CANCEL | SUBMIT

Select SUBMIT to save the Template or CANCEL to return to Manage Templates.

INFO

®

Mew template has been created and is available for use when programming group members.

CLOSE

Select CLOSE to return to Manage Templates. The newly created template will display in the list.

Templates for over-the-air programming preferences are listed below.
Click the desired action to manage templates.

Group Leader: (300) 216-3133 [1001443] Group Name: TFPS AMATP
Group Capcode: 0276070 Encrypted? Mo

Capcode Name: CC Test Group Purpose: Group Purpose Test

TEMPLATE TITLE GROUPS FOLDER EMABLE SUB-FOLDER. HAME ALERT SELECTION ALERT OVERRIDE
test template Audio
test template 2 testing Default

Test Default

Test Template 3

CREATE NEW TEMPLATE
ACTION
EDIT | DELETE
EDIT | DELETE

EDIT | DELETE

Click EDIT to modify the Template settings.
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Templates for over-the-air programming preferences are listed below.
Click the desired action to manage templates.
Group Leader: (800) 216-3133 [1001443] Group Name: TPS AMATP
Group Capcode: 0275070 Encrypted? No
Capcode Name: CC Test Group Purpose: Group Purpose Test
CREATE NEW TEMPLATE
TEMPLATE TITLE GROUPS FOLDER EMABLE  SUB-FOLDER NAME ALERT SELECTION ALERT OVERRIDE ACTION
|test template O Default hd B &
test template 2 testing Default EDIT | DELETE
Test Template 3 Test Default EDIT | DELETE

To Enable the Sub-Folder Name field, click the checkbox below Groups Folder Enable. Sub-Folder Name
is required and Alert Selection is set to Default and can not be modified.

Templates for over-the-air programming preferences are listed below.
Click the desired action to manage templates.
Group Leader: (800) 216-3133 [1001443] Group Name: TPS AMATP
Group Capcode: 0275070 Encrypted? MNo
Capcode Name: CC Test Group Purpose: Group Purpose Test
CREATE NEW TEMPLATE
TEMPLATE TITLE GROUPS FOLDER EMABLE  SUB-FOLDER MAME ALERT SELECTION ALERT OVERRIDE ACTION
test template tesd ] Default A al&E
test template 2 testing Default EDIT | DELETE
Test Template 3 Test Default EDIT | DELETE

If the Groups Folder Enable is not checked a Sub-Folder Name cannot be added and an Alert Selection is
required.

Select an Alert Selection from the drop down menu as illustrated below.

Templates for over-the-air programming preferences are listed below.
Click the desired action to manage templates.

Group Leader: (800) 216-3133 [1001443] Group Name: TPS AMATP
Group Capcode: 0275070 Encrypted? MNo

Capcode Name: CC Test Group Purpose: Group Purpose Test

TEMPLATE TITLE GROUPS FOLDER EMABLE  SUB-FOLDER NAME ALERT SELECTION ALERT OVERRIDE ACTION

test template O |Default ~ = RE3

---- Select -----

test template 2 testing Alert 1 EDIT | DELETE
Alert 2

Test Template 3 Test Alert 3 EDIT | DELETE
Alert 4 J
Alert 5

Alert 6

Alert 7

Audio

Chirp

Silent

Vibe

Vibe & Chirp

To set a unique Alert Override used for an incoming message select the check box below Alert Override. If
an Alert Override is not Enabled a normal alert will be received for capcode messages. Click o to save

updates. Click “) to cancel without saving changes.
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Delete Templates:

Select DELETE to remove the Template, at least one Template is required.

Templates for over-the-air programming preferences are listed below.
Click the desired action to manage templates.

Group Leader: (800) 216-3133 [1001443] Group Name: TPS AMATP
Group Capcode: 0276070 Encrypted? HNo
Capcode Name: CC Test Group Purpose: Group Purpose Test
CREATE MEW TEMFLATE

TEMPLATE TITLE GROUPS FOLDER ENABLE SUB-FOLDER NAME ALERT SELECTION Al FRT OVERRIDE ACTION
test template Default EDIT | DELETE
test template 2 testing Default EDIT | DELETE
Test Template 3 Test Default EDIT | DELETE

Delete Template 4

The selected template will no longer be available for over-the-air programming.

CANCEL | CONFIRM

Click CONFIRM to delete the Template. The deleted Template will no longer display in the list.

Click CANCEL to return to the Manage Template link without deleting the Template.

Templates for over-the-air programming preferences are listed below.
Click the desired action to manage templates.

Group Leader: (500) 216-3133 [1001443] Group Name: TPS AMATP
Group Capcode: 0276070 Encrypted? Mo
Capcode Mame: CC Test Group Purpose: Group Purpose Test
CREATE MEW TEMPLATE
TEMPLATE TITLE GROUPS FOLDER EMABLE SUB-FOLDER MAME ALERT SELECTION ALERT OVERRIDE ACTION
test template 2 testing Default EDIT | DELETE
Test Temnplate 3 Test Default EDIT | DELETE
J
Change Template:

To change the template for a member select the CHANGE TEMPLATE link beside the member you wish to
change and select a Template from the drop down list. To view the Template attributes hover over the

Template name in the drop down.
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Group Leader attributes and group members are displayed below. Click the [ to edit group leader attributes.
Click the desired action to manage members. Click © for additional info about this page.
SEARCH for a specific group member.
Group Leader: (800) 216-3133 [10014432] Group Name: TPS AMATP MANAGE TEMPLATES | ADD MEMBERS
Group Capcode: 0276070 Encrypted? MNo
Capcode Name: CC Test Group Purpose: Group Purpose Test @
<PREV 1 NEXT> »>> Page 1 of 1 | Page#:l:l GO‘
MEMBER NAME ¥ MEMBER NUMBER  PIN ) ACTION
Template Title: test template 2
TEST DEVICE & (214) 786-2327 Groups Folder Enable? Yes - = e
TESTING (214) 7862769 Sub-Folder .name: testing test template 2
Alert Selection: DEFAULT Test Template 2
Alert Override? Yes
<< <PREV 1 NEXT> >» Page 1 of 1| Page#:\:l GO

Click e to save updates. Click “ to cancel without saving changes.

You will receive the below pop up. Select CLOSE to return to View Group CapCode Member(s).

INFO

* Reprogram Group Capcode
* Your request has been submitted for processing. Please allow up to 5 min to complete the transaction.

8
[
1]
m

Message Tracking

This menu option will allow the authorized user to view and track two-way and Spok Mobile message
status history.

Message content details are not available and there is a thirty-day current timeline in which the online
message status history can be viewed.

The My Account user will have the ability to run a report by device phone number that will only include
the device number, the message timestamp of date/time-sent/delivered, direction of the message and
the message sequence number.

When choosing the Message Tracking menu option from the Main Menu, the Selection screen will display
with a prompt to select the applicable pager number along with a specific date range to track the message
history as seen in the following illustration on the next page.

NOTE: Only 100 records will display at one time. The total number of in-service devices along with
the number of pages that can be viewed will display at the bottom of the screen.

To track message status history:

e C(Click in the applicable box provided for the device / pager number on the far right part of the
screen.
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e Scroll to the bottom part of the screen to specify the date or date/time range combination.
NOTE: If a date / time is not entered then all sent message records for the selected pager number
within the last thirty day time-line will display.

Select the pager number(s) for which you want to Track Messages for a specific Date Range.
SEARCH for a specific device.

<« <PREV 1 MNEXT= == Page 1 of 1 | Page#: GO
DEVICE NUMBER % PIN CAPCODE %  SERVICE TYPE % HOLDER NAME ALIAS NAME@DOMAIN [
(201) 495-0571 002339554 Spok Mobile w/Device EMP PAMELA ROY @ ]
(215) 265-0339 002246369 Spok Mobile w/Device EMP ACCOUNT TESTING ONLY @usamobility.net ]
(800) 200-3702 1075823 2-Way Messaging EMP ACCOUNT TESTING OMLY @usamaobility.net ]
(215) 265-4980 002126090 Spok Mobile w/Device EMP KEN SMITH @usamobility.net ]
(215) 265-0365 006390308 Spok Mobile w/Device EMP ACCOUNT TESTING ONLY @usamobility.net B
(215) 265-0266 003401204 Spok Mobile w/Device EMP ACCOUNT TESTING ONLY @usamobility.net Il

PREV 1 NEXT> =5 Page 1 of 1 | Page#: G0

Specify Date or Date & Time Range within the last 30 days
Date Range: Start Date - End Date Time Frame: Start Time - End Time TRACK MESSAGE

LA

The user will have the ability to sort by Device Number, Capcode or Service Type within this screen.
If needed, multiple devices may be selected for export.

NOTE: To narrow down the search for a specific device phone number use the Search
prompt as seen in the header portion of the screen. The Search Option screen will
display as seen in the following screen illustration. Search options include: Device
number/Pin, Holder Name or Alias.

Search

Choose one search criteria and
populate the corresponding field below.

 Device Number; ( ) - PIN
Holder Name: Holder Name

Alias: Alias

SEARCH

e Specify the date or date/time range combination. NOTE: If a date / time is not entered then
all sent message records for the selected pager number within the last thirty day time-line will
display.
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Once date range and time frame info has been entered click Track Messages to display the message

status results.

Messages for Device: (614) 721-0057 for Date Range: 09/15,/2014-00:00AM - 10/02/2014-00:00AM

Holder Namea: MOISES FRITIS

DEVICE NUMBER PIN MESSAGE SEQUENCE

(614) 721-0057 22
(614) 721-0057
(614) 721-0057
(614) 721-0057
(614) 721-0057
(614) 721-0057
(614) 721-0057
(614) 721-0057
(614) 721-0057
(614) 721-0057

SOmom b WM R

TO Device
TO Device
TO Device
TO Device
TO Device
TO Device
TO Device
TO Device
TO Device
TO Device

DIRECTIOMN OF PAGE

DATE/TIME SENT

09/15/2014-03:57 :44pm
09/16/2014-02:03

03/18/2014-
09/19/2014-
03/19/2014-
09/22/2014-
09/23/2014-
09/24/2014-
03/24/2014-
09/24/2014~

m
)

[=]
=

P28
125
:50
:39
$20
136
P23
127

:04pm
139pm
:132pm
i06pm
:45am
i4dpm
t22pm
i27pm
t32pm

DATE/TIME DELIVERED

03/15/2014-03
09/16/2014-02
03/18/2014-04
09/19/2014-02
03/19/2014-05
09/22/2014-09
0%/23/2014-02
09/24/2014-12
03/24/2014-02
05/24/2014-02

1538:08pm
:03:465pm
129:23pm
:32:15pm
130:31pm
+40:08am
i21:08pm
126:43pm
125:53pm
127:532pm

DATE/TIME READ

03/15/2014-04:15:
EE [ EEEE_ R
09/19/2014-03:31:
EE[EE FEEE_EE
R EE EEEE_EE R,
EE [ EEEE_ R
09/23/2014-02:21:
09/24/2014-02:28:
03/24/2014-02:28:
09/24/2014-02:28:

S3pm
%

48pm

The device number / Pin will display with the following:

Message Sequence — A number assigned by the system that applies to messages sent ‘To’ the device, not

‘From’.

Direction of Page — Applies to the direction of the message ‘Sent to’ or ‘From’ the device.

Date / Time Sent — Applies to the date and time stamp that the message was sent FROM the device.

Date / Time Delivered — Applies to the date and time stamp that the message was sent TO the device.

NOTE: Messages FROM the device will not display a Message Sequence number for a
Date/Time Delivered. The message sequence only applies ‘To Date/Time Sent’.

Duplicate Device Selections:

When selecting multiple device numbers to track message status the following screen will display:

® C(lick Export

EXPORT?

| EXPORT

Multiple Devices are trackable by export only.
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|

File Download
Do you want to open or save this file?

Name: msgexport.csv
Type: Microsoft Excel Comma Separated Values File, 2.,
From: maga

|| |

Open Save Cancel ]

While files from the Intemet can be useful, some files can potentially

IQ-' harm your computer. If you do not trust the source, do not open or
= save this file. Yhat's the risk?

Click Open

A .csv (Comma Delimited file) will open with the message status details for each selected device number
as seen within the sample below.

Device Number |Pin Holder Name Message Sequence |Direction of Page |Date/Time Sent Date/Time Delivered  |Date/Time Read

(877) 202-7736 0| No messages found

(614) 721-0005 0| No messages found

(614) 721-0060 0| No messages found

(614) 721-0029 0| No messages found

(614} 721-0031 0| No messages found

(614) 721-6035 0| No messages found

(614) 721-0039 0| No messages found

(614) 721-0069 0| No messages found

(614) 721-0243 0| No messages found

(614) 721-0244 0| No messages found

(614) 721-0057 0|MOISES FRITIS 22|To Device 09/15/2014-03:57:44pm |09/15/2014-03:58:08pm |09/15/2014-04:15:53pm
(614) 721-0057 0|MOISES FRITIS 1|To Device 09/16/2014-02:03:04pm |09/16/2014-02:03:46pm |**/*= /== sz zx s
(614) 721-0057 0|MOISES FRITIS 2|To Device 09/18/2014-04:28:59pm |09/18/2014-04:29:23pm |09/19/2014-03:31:48pm
(614) 721-0057 0|MOISES FRITIS 1|To Device 09/19/2014-03:25:32pm |09/19/2014-03:32:15pm |=*/##/#s=s sk sa s
(614) 721-0057 0|MOISES FRITIS 2|To Device 09/19/2014-05:50:06pm |09/19/2014-05:50:31pm |**/*= /== sz zx s
(614) 721-0057 0|MQISES FRITIS 3|To Device 09/22/2014-09:39:45am |09/22/2014-09:40:08am |**/**/#sxs a sk, ex
(614) 721-0057 0|MOISES FRITIS 4|To Device 09/23/2014-02:20:44pm |09/23/2014-02:21:08pm |09/23/2014-02:21:59pm
(614) 721-0057 0|MOISES FRITIS 5|To Device 09/24/2014-12:36:22pm |09/24/2014-12:36:45pm |09/24/2014-02:28:24pm
(614) 721-0057 0|MQISES FRITIS 6|To Device 09/24/2014-02:25:27pm |09/24/2014-02:25:53pm |09/24/2014-02:28:20pm
(614) 721-0057 0|MOISES FRITIS 7|To Device 09/24/2014-02:27:32pm |09/24/2014-02:27:52pm |09/24/2014-02:28:15pm
(800) 946-4646 | 1440003| No messages found

(800} 946-4646 | 1440265 No messages found

Spok Mobile

Spok Mobile allows for messages sent to Spok pager numbers go right to a person's smartphone.

Smartphone users simply download an app to connect to the software,

which is hosted and maintained

by Spok Wireless. All of this is accomplished without changing the way messages are sent or updating
pager numbers. In addition, charges appear on your Spok Wireless statement for ease of administration

and billing.

The Spok Mobile management option in My Account will allow you to perform the following transactions:

Add New Spok Mobile Device

View/Modify Existing Devices

e Update Device Email Address
e  Resend Registration Email
e Remove Spok Mobile Feature for existing eligible pager numbers on your account.

Swap from Spok Mobile Only service (no paging device)

Please contact Customer Support to enable this option for your account.
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Select Spok Mobile from the Main Menu to display a listing of all devices that are eligible for this feature
or to Add a new Spok Mobile Device to your account.

Add New Spok Mobile Device
Click on the ADD NEW SPOK MOBILE DEVICE link in the right corner of the Spok Mobile List to create a
new Spok Mobile Device. If this link is not activated, please contact customer service for assistance.

Follow the simple steps below to Create a New Spok Mohile ™ Device

1 Select the Contract or corresponding Bill Frequency: Maonthly

2 Select @ number type for this new Spok Mobile™ device:

Enter a pl'e-affsigned phone number 4‘5’.
Freferred Calling Area i
3 Device Email:
¢ st
""""""""""""""" CREATENWSPOKMOBLEDEWCE

Item 1: Select the Contract and/or Billing Frequency from the drop down menu. In this example, no other
options exist.

Item 2: Select the type of pager number for the new group. Number selection may include entering a
preassigned phone number or selecting a preferred calling area number/toll free number and/or PIN
depending on your contract with Spok and number availability.

e  Selection of Enter a Pre-assigned phone number will then display fields to enter the number

e Selection of Preferred Calling Area will then prompt you to enter a preferred area code and then
display the selection of available prefixes for that area code.

e Selection of a Personal Toll-Free will display a drop down menu of available toll free area codes.
NOTE: Prefix selection is not available for personal toll-free numbers.

Items 3: Enter the email address for the user’s Smartphone in order for the user to receive the
registration email with the link to download the app.

Item 4: Click the Add Edit Device Reference link to enter a group (holder) name and/or enter specific
device reference information. (Accounts with active ARMM Masking may be required to complete
additional fields. Click Here for note about ARMM.)
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DEVICE REFERENCE

Device Reference for Device #1
Holder Name: : |

Click Create New Spok Mobile Device button to create and activate your new Spok Mobile Device or
Previous Screen to go back to the Group List View.

If the device is successfully created, you will receive confirmation that the device set up is complete as
shown below. Upon activation, the registration email will be sent to the Smartphone for the user to
download the app and complete the device registration process.

Spok Mobile™ CREATED

spok Mol.le™ Device created successfully.

Device Phone Mumber: (601) 999-99949

Device Email: terry test@testing.com
Status: Mot Reaqistered
BACKE TO SPOK MOBILET T1=T

View/Modify Existing Devices

NOTE: Only pager numbers compatible with Spok Mobile will display. Spok Mobile is not compatible
with Multi-Messenger group leader pager numbers or pager numbers activated with the

Message CC feature. (Other exceptions may apply — please contact Customer Support for

more information.)
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Click view /Modify to Add Spok Mobile™ feature to your existing Pager - LEARN MORE
or to Update your Smartphone information for existing Spok Mobile™ Service
SEARCH #for a specific device. ADD NEW SPOK MOBILE™ DEVICE
<< <PREV 1 NEXT> == Page 1 of 1 | Page#: GO
DEVICE NUMBER % PIN CAPCODE ¥  SERIAL NUMBER » HOLDER NAME = SPOK MOBILE™ ACTION
201) 495-0570 REGISTERED AEW Y MODHFY
9999999999 50ABXSONQS EMP KEMMETH SMITH
888) 200-8642 OFF
201) 495-0357 0002269912 S1FDDK2WDK EMP ACCOUNT TESTING ONLY NOT REGISTERED /| EWS MODIFY
NOT REGISTERED AEW Y MODHFY
1090401 0003348969 MO0D39516345  EMP PAMELA ROY oFF
OFF /|EWS MODIFY
0001177332 MO036483129 EMP MIRANDA JACKSON OFF MIEW S MODIFY
OFF /| EW S MODIFY
=< <PREV 1 NEXT> == Page 1 of 1 | Page#: GO

Sort By Device Number

Clicking on Device Number will sort all device numbers by area code.

Sort By Holder Name.

Clicking on Capcode will sort all capcodes in numeric order

Sort By Serial Number.

Clicking on Serial Number will sort all serial numbers in alphabetical order.

Sort By Holder Name.

Clicking on Holder Name will sort all Holder names in alphabetical order

NOTE: For more search options, within the header of the screen select SEARCH to search for a

specific device and the screen will display additional search fields to choose from as shown below.

Search

Choose one search criteria and
populate the corresponding field below.

7 Device Number: [
) Capeode: Capcode
71 Serial Number: Serial Number

*) Holder Name: Holder Name

] - PIN

SEARCH

Only one search option can be selected at a time. Enter the applicable search information and click
‘Search’ to display the search results as shown in the sample below.
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Search Results for: Device Number - (214) 344-0473
Click Here to return to the search options. Click Here to return to Device List.

<< <PREV 1 NEXT> »» Page 1 of 1 | Page#: GO

DEVICE NUMBER.  PIN CAPCODE  SERIAL NUMBER  HOLDER MAME SPOK MOBILE™  ACTION

(214) 344-0473 0004697014 C100603752 EMPLOYEE TESTING ACCOUNT ONLY  OFF VIEW/MODIFY
+ <PREV 1 NEXT> »» Page 1 of 1 | Page#: GO

Click the VIEW/MODIFY link in the ACTION column for the corresponding pager number to add or
modify the Spok Mobile information. In this sample, the Spok Mobile feature has not yet been
added for this device.

Spok Mobile™ for: (201) 495-0357

LEARM MORE ABOUT SPOK MOBILE™
Edit the text fields below to add or modify Spok Mobile™

Device Email:
Status:
Retain Paging Device: '® Yes MNo

UPDATE SPOIK MOBILE™

Other Options:
RESEND REGISTRATION EMAIL - Select this option if you need us to resend the
registration email. If you updated Device Type and/or Email, another registration

email has already been sent.

REMOVE SPOK MOBILE™ FEATURE - if selected, Spok Mobile™ Feature will be
cancelled and messages will no longer be routed to your Smart Phone Device,

CANCEL

Enter the email address for the user’s Smartphone in order for the user to receive the registration
email with the link to download the app.

Retain Paging Device
e Select No if you wish to add Spok Mobile to your paging device phone number and return the
physical device to Spok.
o NOTE: Paging Device must be returned to Spok to avoid equipment charges. Once cell
phone has been registered, your paging device will no longer work.
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e Select Yes if you wish to add Spok Mobile to your paging device phone number and retain the
physical device

In this sample, the Spok Mobile feature has been added for this device.
e Retain Paging Device No may be selected if you no longer want to retain your paging device and
want to continue with Spok Mobile Service.

Spok Mobile™ for: (201) 495-0570
LEARN MORE ABOUT SPOK MOBILE™
Edit the text fields below to add or modify Spok Mobile™
Device Type: APFLE
Device Email: |terry test@testing.com
Status: Registered

Retain Paging Device: * ves Mo

P T

Other Options:

RESEND REGISTRATION EMAIL - Select this option i you need us to resend the
registration email. If you updated Device Type and/or Email, another registration
smail has zlready been sant.

REMOVE SPOK MOBILE™ FEATURE - if selected, Spok Mobile™ Feature will be
cancelled and messages will no longer be routed to your Smart Phone Device.

Click the UPDATE SPOK MOBILE link to activate the Spok Mobile feature or CANCEL to return to the
previous screen without saving changes.

The confirmation message “Spok Mobile Added” will appear in a pop-up display upon successful
activation.

NOTE: For more information regarding Spok Mobile, including Spok Mobile app user guides, please
click the LEARN MORE ABOUT SPOK MOBILE link in the upper right hand corner of the
VIEW/MODIFY screen or the Spok Mobile Reference link from the Main Menu.

Once the Spok Mobile feature has been activated, the Spok Mobile indicator will change from OFF to
NOT REGISTERED or REGISTERED for the pager number as shown below. Please note that Spok
Mobile may only be added to ONE pager number per device. The device will still receive messages
from the additional numbers, but the Smartphone will only receive messages from the Spok Mobile
pager number.
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Click View / Modify to Add Spok Mobile™ feature to your existing Pager - LEARN MORE
or to Update your Smartphone information for existing Spok Mobile™ Service

SEARCH # for a specific device. ADD NEW SPOK MOBILE™ DEVICE

<PREV 1 NEXT> == Page 1 of 1 | Page#: GO
DEVICE NUMBER % PIN CAPCODE ¥ SERIAL NUMBER % HOLDER NAME ¥ SPOK MOBILE™ ACTION
201) 495-0570 REGISTERED IEW/MODIFY
~ ~ 9999999999 SEABXSSMQS  EMP KENMNETH SMITH
888) 200-8642 CFF
201) 495-0357 0002269912 S1FDDK2WDK ~ EMP ACCOUNT TESTING ONLY NOT REGISTERED 1EW/ MODIFY

Upon activation, the registration email will be sent to the Smartphone for the user to download the
app and complete the device registration process. Once the user has installed the Spok Mobile app
and registered the device, the status will change from “Not Registered” to “Registered” and the
Device Type will be displayed when viewing the device’s Spok Mobile information as shown below.

To update the details for an existing Spok Mobile user, click the VIEW/MODIFY link for the pager
number.

You may change the email address for the user’s Smartphone in order for the user to receive the
registration email with the link to download the app. Select UPDATE SPOK MOBILE to save the
changes.

Spok Mobile™ for: (201) 495-0570

LEARN MORE ABQUT SPOK MOBILE™
Edit the text fields below to add or modify Spok Mobile™
Device Type: AFPFLE

Device Email: |terry.test@testing.com
Status: Registered

Retain Paging Device: ® Yesg Mo

UPDATE SPOK MOBILE™

j0ther Options:
RESEND REGISTRATION EMAIL - Select this option if you need us to resend the
registration email. If you updated Device Type and/or Email, another registration

email has already been sent.

REMOWE SPOK MOBILE™ FEATURE - if selected, Spok Mobile™ Feature will be
cancelled and messages will no longer be routed to vour Smart Phone Device.

CAMCEL
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Swap Spok Mobile Only service (no paging device)

This option will allow users to swap from Spok Mobile Only service to Spok Mobile w Device service.

Select Spok Mobile from the Main Menu and a list of your Spok Mobile devices will appear.

Depending on the size of your account, it may be more convenient to use the Search options (located
at the top of the page) or the Sort options for the following columns: Device Number, Capcode, Serial
Number and Holder Name.

Click View /Modify to Add Spok Mobile™ feature to your existing Pager - LEARN MORE
or to Update your Smartphone information for existing Spok Mobile™ Service

SEARCH /Ofor a specific device.

=z <PREY 1 NEXT> ==

Page 1 of 1 | Page#: l:l GO

DEVICE HUMBER ¥ PIN
(205) 280-9137

(614) 721-0020
(614) 721-0021
(614) 721-0030
(614) 721-0033

(601} 328-0022
(800) 208-4532
(B00) 216-3133 1001443
(504) 268-0294

(123) 100-0054

< <PREV 1 NEXT= ==

CAPCODE ¥

0002303059

0002116335

0001000669
0021556544
0021321116
0012112321

0590044829

SERIAL NUMBER ¥ HOLDER NAME ¥
G4ABYU2TSQ  ALP COA T36 MODEL NO MNT

T3F040217136 ALP W PIN FOR MCC

G2FBIEZ5BV MDF - ALP W PIN COAM
M0042993348  USA T9X MES5AGE TRACKING
COA43850968  ADD ALIL 2WAY W PIN
AMD43351687 EMP TEST EQUIP JXN & PAGERS

SM0045676776 MDF-ALP HAS COV CODE W NO PACK

SPOK MOBILE™ ACTION

OFF VIEW/MODIFY
OFF VIEW/MODIFY
OFF VIEW/HODIFY
OFF VIEW/MODIFY
OFF VIEW/MODIFY

NOT REGISTERED  VIEW/MODIFY

NOT REGISTERED  VIEW/MODIFY

OFF YIEW/MODIFY

OFF YIEW/MODIFY

NOT REGISTERED  VIEW/MODIFY

Page 1 of 1 | Page#: l:l GO

Sort By Device Number
Clicking on Device Number will sort all device numbers by area code.

Sort By Capcode

Clicking on Capcode will sort all capcodes for the devices in numerical order.

Sort By Serial Number

Clicking on Serial Number will sort all serial numbers for the devices in numerical order.

Sort By Holder Name.

Clicking on Holder Name will sort all Holder names in alphabetical order

You can select a specific device by clicking on the device telephone number to display the device
detail screen as illustrated below with specifics for that device.
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DEVICE DETAILS USER OPTIONS

HolderMame: TERRY P = SEND A MESSAGE
Device Number: [ 817 ) 213 - 0541 *  EXCHANGE A DEVICE
PIN: 0000000 ¥ MESSAGE TRACKING
Svc Type: Spok Mobile *  SPOK MOBILE™
Coverage: NationWide Coverage *  ALIAS MAINTENANCE
Capcode: 0590070400 *  MSG CAREOM COPY/FWD
Frequency: 552.0000MHz -

Maodel: D iption Not Availabl
odel: Description Not Available *  SEND ATEST PAGE

Email Domain: o R

. * REPROGRAM DEVICE
Features: Spok Mobile, Advanced Read o
Receipt, One Way 5000/.25 * CANCEL DEVICE
Monthly Rate: 512.55

Mumber of included calls/characters are basad upon
the plan selected with your initial purchase

Select Exchange a Device- Spare Exchange will display if your organization qualifies and participates in
the spare device program.

DEVICE DETAILS _
Exchange Device: (817) 213-0541
HolderName: TERRY P
Image Device Number: ( 817 ) 213 - 0541 @ SPARE EXCHANGE
Not PIN: 0000000 Select this option if you want to transfer existing service from your current device to a spare device, If your spare
Available . device is different from the device that is being replaced, you may be prompted to make selections pertaining to
Svc Type: Spok Mabile available coverage, phone number, and szrvice options.
Coverage: NationWide Coverage
DEVICE FEATURES Capcode: 0530070400 EXCHANGE REASON: v

Frequency: 552.0000MHz
Model: Description Not Available CANCEL | CONTINUE

Email Domain:

Features: Spok Mobile, Advanced Read
Receipt, One Way 5000/.25

Monthly Rate: $12.55

Mumber of included calls/characters are basad upon
tha plan selected with your initial purchase

Select the reason for the exchange transaction from the drop down menu illustrated below and Click
Continue to proceed.

EXCHANGE REASON: | ____ Salact ---- -

Change Device Model
Device Malfunction
External Device Damage
Laost/Stolen Device

Mot Receiving Or Sending Pages

A list of your available spares will appear as shown below.

Select the capcode or serial number from your spare device to begin the exchange.
SEARCH for a specific device. MORE INFO
<< <PREV 1 NEXT> > Page 1 of 1 | Page#: I:I GO
EXCHANGE CAPCODE SERIAL MUMBER SERVICE TYPE FREQUENCY{MHZ) MODEL
UMNLIKE 007378202 82FBKC2LHH Text Messaging 929.6125 Bravo 802 Flex
UMNLIKE 1543671 RICCGIIFCS Numenc Messaging 525.6125 Bravo 502 Flex
UMNLIKE 002258173 22ADCE2CIK 2-Way Messaging 940.0250 POzt
cx <PREV 1 NEXT:> »: Page 1of1|Page#:| | GO
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To select one, click on its capcode or serial number. Only devices that are Unlike will display.

The device detail screen similar to the one below will display where you may be directed to select
from available Coverage, Usage Plan, Optional Features, and/or Device Maintenance options. You
will be prompted to either keep the existing pager number for the device, or have a new pager
number assigned.

Swap (817) 213-0541 to Spare Device
SERVICE TYPE MODEL
Text Messaging Bravo 802 Flex
Monthly Charges: $11.95
Coverage Gulf Coast No Additional Charge
Usage Plan 5000 Messages Per Month Mo Additional Charge
Optional Features Canned Greeting/30sec No Additional Charge
Device Maintenance Device Protection No Additional Charge
Pager Number Type
Monthly Charges: $11.95
Domain
usamobility.net w Total Charges: $11.95
This amount does not include taxes, surcharges, or shipping fees.
Add/Edit Device Reference
SUBMIT ORDER

The last section of the screen may allow for additional selection/modification of Domain (for text
messaging devices), Device Reference (holder and up to 2 device reference fields may be available as
shown below) and Information Services for the new device.

DEVICE REFERENCE

Device Reference for Device (973) 225-6046

Holder Mame: : Eve wame moke

Device Reference 1:

RADMDILOGY

Device Reference 20 & o0

CAMCEL | UPDATE

Once all available selections have been made, click SUBMIT ORDER to continue. You will be
prompted to confirm the exchange to the spare device:
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CONTINUE?

Your order will be submitted.
Subrmit Order?

HO  YES

Select NO to remain on the Swap to Spare screen. Select YES to activate and send a test page to the
device. The following confirmation screen will display the new pager phone number assigned to the
device.

Thank-you, your Spare Device is now active - (817) 213-0541

SERVICE TYPE MODEL
Text Messaging Eravo 802 Flex

Monthly Charges: $11.95
Coverage Texas Statewide Mo Additional Charge
Usage Plan 5000 Messages Per Month Mo Additional Charge
Optional Features Canned Greeting/30sec No Additional Charge
Device Maintenance Device Protection No Additional Charge
Pager Number Type Keep My Current Mumber No Additional Charge

Monthly Charges: $11.95

Domain
usamobility.net Total Charges: $11.95
Holder Name: TERRY P This amount does not include taxes, surcharges, or shipping fees.

Other Options:

Resend Registration Email

If the user accidentally deleted the registration email from their Smartphone or needs to download
the Spok Mobile app to a new Smartphone with the same phone number, you may RESEND the
registration email to the user using this option.

NOTE: It is not necessary to resend the registration email if an update is made to Email Address. The
registration email will be sent automatically if any changes are made.

Remove Spok Mobile Feature
This option will remove the Spok Mobile feature from the device and “unregister” the Smartphone.

Upon successful de-activation, the confirmation message of “Spok Mobile Removed” will appear in a
pop-up display. Once Spok Mobile is removed, messages will continue to be received on the user’s
pager, but will no longer be received on the user’s Smartphone.
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My References

This portion of the main menu is dedicated to providing one-click access to valuable resources such as
device user guides and coverage maps from within My Account!

MY REFERENCES

2 WY USER GUIDES 1 WAY TEXT USER GUIDES 1 WAY MUMERIC USER GUIDES

READYCALL DEVICES VIEW COVERAGE MAPS SPOK MOBILE™ REFERENCE

My Send a Message

My Send a Message is a personal messaging console providing access to SPOK’s Send a Message
application from within My Account with the added ability to create and maintain an address book for
individual and group contacts comprised of valid SPOK paging subscribers. The My Send a Message

console also allows users to customize their message notification preferences and 2 way messaging
options.

My Send a Message is also offered as a standalone application for users who may need to send messages
to SPOK subscribers regularly but do not manage the wireless account. My Send a Message Only user
access is established online via the My Account Registration process.

My Account users will access My Send a Message from the main My Account menu:

D o -, |
ACCOUNT A AR 1% o "
A, e e \
! . g )
MANAGE MY DEVICES
ADD A DEVICE AAMAGE SPARES \5G CARBON COPY/FWD
EXCHANGE A DEVICE VIEW MY DEVICE(S) NESSAGE TRACKING
ACTIVATE AREPLACEMENT  ALIAS MAINTENANCE SPOK MOBILE™
REPORTS
MY REFERENCES
2 WAY USER GUIDES 1 WY TEXT USER GUIDES 1 WAY NUMERIC USER GUIDES
READYCALL DEVICES VIEW COVERAGE MAPS SPOK MOBILE™ REFERENCE
[ ) § J},
Send a Message A&}
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My Send Message Only users will log in to My Send a Message from the My Account login page:
https://myaccount.usamobility.com/. Two-Factor Authentication will be required to continue to My Send a
Message Main Menu. Click Here to view further instructions regarding Two-Factor Authentication.

®'spok P S -

MAIN MENU | SEND A MESSAGE | ADDRESS BOOK | MESSAGE GROUPS | MY PREFERENCES | MANAGE LOGIN

= # ™~
) MY 24 FCN

#00 Send a Message = m o \

AR S =P 7 \

Welcome to "My Send a Message'

My Send a Message is a personal messaging conscle that allows users to create and

maintain an address book for individual and group messaging contacts and set preferences

for message sent notifications, 2-way message delivery and read notifications, and custom

replies far 2-way messages.

Gain the increased efficiency, accoun tration demanded in today's
waorkplace environment with My Send

Account Actions

SEMD AMESSAGE  MESSAGE STATUS  ADDRESS BOOK  MESSAGE GROUPS MY PREFERENCES

®Spok AAIN MENU | SEWD AMESSAGE | ADDRESS BOOK | MESSAGE GROUPS | MY PREFERENCES | MANAGE LOGIN

Please note the Send a Message option may be utilized without creating an address book or message
groups. The recipient pager number, alias, or pin number for recipients may be entered manually as one-
time addresses if no address book entries have been created.

Each My Account or My Send a Message user will access their own personal Address Book and Message
Group list. Address Books and Message Group lists are not shared within the account.

Address Book

The Address Book is used to store Spok subscriber contacts by 10 digit pager number, alias, or by 7 digit
pin. The subscribers in the address book must be eligible to receive messages via the Send a Message
site.

There is no limit for number of contacts that may be added or maintained in the Address Book.

Create Address Book

e Access the Address Book link from My Send a Message Main Menu or Account Actions Menu
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https://myaccount.usamobility.com/

There are no entries in your Address Book. ADD NEW CONTACT @S
Click Add New Contact to create your Address Book. -

Contact Name Address Type Address Action

L Previous Screen J

e Click ADD NEW CONTACT.

Enter required contact information below, then Save. ADD NEW CONTACT 1=
COMTACT HAME = ADDRESS TYPE & ADDRESS ¥ ACTION
| [Device Number v| { b || | save | canceL
PREVIOUS PAGE

e Enter the contact name.

e Select the address type for the contact from the drop down menu. (Device Number/PIN
Number/Alias)

e  Enter the messaging address for the device. The field format will change depending on the
address type selected in the previous step.

e  Click SAVE to add the entry to the address book or CANCEL to close the blank contact fields
without saving the entry. Duplicate entries are not allowed. If the address already exists in the
address book, an error message indicating it is a duplicate will appear in red font.

e The new entry will validate against the SPOK messaging server to determine if the address is valid
for web messaging. If the new address is invalid or not compatible with Send a Message, the
following error message will be indicated in red.

Error: Address is not a valid subscriber.

Enter required contact information below, then Save. ADD NEW CoNTACT B
Contact Name Address Type Address Action
Barb PIN Number 1234567 SAVE | CANCEL
Test User Device Number (388) 395-7873
L Previous Screen ]

e  Please verify the address or contact Customer Support for assistance.
e  Once all of the contacts have been added to the Address Book, click the Previous Screen button
to return to the My Send a Message main menu.

Manage Address Book Entries

e Select the Address Book link from the My Send a Message main menu.
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My Address Book ADD NEW CONTACT BI=
Contact Name Address Type Address Action
Barb PIN Number 1090401 EDIT | DELETE
Sheila Alias testuser EDIT | DELETE
Test User Device Number (828) 3857878 EDIT | DELETE

e Select EDIT next to the entry to be changed. You may change the contact name, address type
and/or address. Click SAVE to save the changes or CANCEL to undo changes and keep the
original entry. If the subscriber is no longer valid (not in service, pager number changed, etc.) an
error message will be indicated in red.

Update the contact information below, then Save. ADD NEW CONTACT B
Contact Name Address Type Address Action
Barb PIN Humber 1090401 EDIT | DELETE
Sheila Mias - testuser SAVE | CANCEL
Test User Device Number (888) 395-7878 EDIT | DELETE

e  Select DELETE next to the entry to be removed from the address book. A confirmation prompt
will display asking you to confirm the delete request. Click Yes to delete, or No to CANCEL the
request.

Delete contact from address book

Yes

NOTE: Deleting a contact from the Address Book will also delete the contact from all Message Groups.
Message Groups

Users may elect to create messaging groups comprised of existing address book members within My Send
a Message. This feature allows users to create and manage lists of subscribers so that multiple recipients
can be selected more quickly as a single group when sending messages.

NOTE: Message Groups may be described as personal distribution lists as opposed to paging
groups established in the SPOK billing system for account-wide use such as Common
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Capcode or Multi-Messenger Groups. Message Groups are only accessible to the My
Send a Message user that created the groups.

There is no limit to the number of messaging groups that can be created within My Send a Message, but
each messaging group has a limit of 100 members.

Create Message Group

e Access the Message Group link from Main Menu or Account Actions Menu

There are no Groups in your Address Book,

&=
To create, dick Add Mew Group L 2L
Group Hame Action

L Frevious Screen J

e  Click the ADD NEW GROUP link

#

Enter a name for your new group

Group Mame: | CREATE

L Frevious Screen J

b

Enter the name of the group. Click the CREATE link.

"Green Group™ has been successfully created.

Select Add for each contact that is not already a member of this Group.

Group Mame: Green Group RETURN TO GROUP

Add Group Members:
Contact Name Address Type Address Action
Barb PIN Number 1090401 ADD
Sheila Alias testuser ADD
Test User Device Number (B83) 395-7870 ADD

[ Frevious Screen ]
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e All members of the address book that are eligible to be added to the new group will be displayed.
Click ADD next to each member to add to the new group, up to a maximum of 100 members. As

each member is selected, the entry will appear grayed out and the ADD link will no longer be
visible.

"Test User™ has been successfully added to the group.

Select Add for each contact that is not already a member of this Group.
Group Mame: Green Group RETURN TO GROUP

Add Group Members:

Contact Name Address Type Address Action
Barb PIN Mumber 1080401 ADD
sheila Alias testuser

Test User Device Mumber (888) 395-7378

L Frevious Screen ]

e Select the RETURN TO GROUP link to view/modify the newly created group. Select the Previous
Screen button to view the Message Groups list.

Manage Message Groups

e Select the Message Groups link from the My Send a Message main menu.

#

My Groups ADD NEW GROUP &=
Group Name Action
Blue Group VIEW F MODIFY
Green Group VIEW i MODIFY
Red Group VIEW F MODIFY
L FPravious Scresn ]

e Select the VIEW/MODIFY link next to the group you wish to edit.
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Modify group name or view/delete existing members from this group.
Group Mame;  Green Group UPDATE ADD GROUP MEMBERS | DELETE GROUF

Existing Group Members:

Contact Name Address Type Address Action
sheila Aliaz testuser DELETE
Test User Device Number (838) 395-7878 DELETE

L Previous Screen J

e Update Group Name - Modify the group name and click the UPDATE link to save changes. The
group name field cannot be blank.

e Add Members - Add new group members to the existing group by clicking the ADD GROUP
MEMBERS link. You may add additional address book contacts that are not already part of the
group, up to a maximum of 100 members.

-

Select Add for each contact that is not already a member of this Group.
Group Name: Green Group RETURN TO GROUP

Add Group Members:

Contact Name Address Type Address Action
Barb PIN Number 1090401 ADD
Sheila Alizs testuser

Test User Device Mumber 888) 395-7873

o Delete Members — Click the DELETE link in the Action column next to the group member you
wish to delete. (This will only delete the member from the selected Message Group, not the
Address Book.) The following confirmation prompt will appear to confirm your selection. Click
Yes to delete or No to CANCEL.

Delete?
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e Delete Group — Click the DELETE GROUP link in the upper right corner to dismantle and delete
the entire group. The following confirmation prompt will appear to confirm you r selection.
Click Yes to delete or No to CANCEL. Once a Group is deleted, it will no longer appear in your
Message Groups list or in the Send a Message Address Book option.

Group will no longer be available for
messaging associzted members.  Proceed?

My Preferences

This option allows the user to personalize the email notification and 2 way messaging options as the
default for messages sent via My Send a Message. You may modify your preferences at any time to be
applied to future messages. You may also modify these fields during message creation.
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My Preferences

I want to receive the following Notification Emails (check all that apply):

[] Message SEMT: Motice is sent to advise you of Success or Fail status.

I want the FROM field to be populated with my Display Name
for messages I send to 2way subscribers:

Display Mame:

I want to include standard Custom Responses when I send
messages to 2way subscribers:

Custom Responses:

Motification/Response Email Address:

Message DELIVERED [ READ: Available only for message sent to 2way
subscribers, Notice is sent when a message has been successfully
delivered and when read.

[ Szwe Changes

Notification Emails

Message SENT — select this option to receive an email notification of send status of all
messages sent via My Send a Message. You may choose to include or exclude the
original message content in the notification email.

Message DELIVERED/READ — select this option to receive an email notification when a 2
way message is delivered to the recipient’s device and when it is read by the message
recipient. This type of notification is ONLY available for messages sent to 2 way devices.

Display Name — enter the default FROM name you wish to appear when sending messages to 2
way recipients.

Custom Responses — Enter up to 6 custom responses to be included with every message. 2 way
recipients will be able to select from your pre-set custom responses when responding to your
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message. You may also modify your custom responses during message creation to 2 way

subscribers.

e Notification/Email Response Address — Enter the email address to receive message notification

emails and message replies from 2 way subscribers.

Manage Login

The Manage Login option will display your login and Two-Factor Authentication Setup information. The
Login section will contain your name, user name, password, telephone number and email address. If you
need to modify any of that information (excluding your login), input the new information and select

Update.

Login Information

Login ID: tp2767920

Login Email: |terry.test@lest.com

UPDATE | MANAGE TWO-FACTOR AUTHENTICATION SETUP

Name: |tp
Password: (7 charscter minmum, 8 characer max.) @)
Confirm Password:
Phone: ([922  [)[99e  |-(2999  |Ext:| | ## e may comtact you 2t this number,

Selecting Manage Two-Factor Authentication Setup will display your Two-Factor Authentication

information currently on file. To modify, input the new information and complete steps 2-4.

Edit Two-Factor Authentication

Steps to Edit Two-Factor

[T T T —

1. Enter the email and or cell phone number you want to receive the access code.

Email: [ terrytest@testing.com
cell: | |
preferred: () Email () Cell Phone

2. Click below to send the access code.

3. Retrieve the Access Code from your email or cell phone.

Access Code: | |

‘ Save ‘ ‘ Cancel ‘

4. Click “Save” to save your changes or “Cancel” to cancel the changes.
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The Two-Factor Registration Complete window will display, click Exit to return to the Main Menu.

Two-Factor Registration Complete

Two-Factor Registration Completed Successfully

Two-Factor Authentication Registration Complete. Click the Exit
button to continue.

Exit

Send a Message

This option may be used to send messages to an individual or multiple word messaging subscribers.

The Address Book links for Individual Contacts and Message Groups will only appear if entries have been
added to those options within My Send a Message console.

P -

Select recipients from Address Book or enter a one-time Address

Enter Address: 9

Address Book: [NDIVIDUAL CONTACT | MESSAGE GROUP

Recipients

Compose Message

Selecting Recipients

Message recipients may be added manually by entering the 10 digit pager number, PIN number or Alias of
the SPOK subscriber as a one-time address or by selecting address or message group members.

e To add a one-time recipient, enter the address of the subscriber and click the ADD link.

Select recipients from Address Book or enter a one-time Address

Enter Address: 3883957378 oo @
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Click the more info (?) symbol next to the ADD link to review valid messaging address formats as

shown below:

& My Send A Message - More Information - Windows Internet Explorer

[o] @ |l

The Pager Address can be one of the following:
1. The Pager Number, full 10-digits.
2. The Pager PIN Number

3. The subscriber alias name (example: tomzmith or pagerfan)

Close Window

m

If the recipient is a valid SPOK subscriber, the address will be added to the recipient list.

Recipients added as one-time addresses will NOT be added to the Address Book.

-

Select recipients from Address Book or enter a one-time Address

Enter Address: g

Address Book: |HDIVIDUAL CONTACT | MESSAGE GROLU

Recipients cLezr

REMOVE 8883957873

If the address is not a valid SPOK subscriber, an error message will be indicated in red. Verify the

address or contact Customer Support for assistance.

Error: Address is not a valid subscriber.

e

Select recipients from Address Book or enter a one-time Address

Enter Address: S003957878

o ©
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You may also select recipients from your existing Address Book or Message Groups.

To select from individual recipients in your Address Book, click the INDIVIDUAL CONTACT link.

Click each contact name you wish to add to the recipient list.

indicated by a check mark and will be listed in the Recipients box.

Selected individuals will be

2]

Select recipients from Address Book or enter a one-time Address

Test Humber

v Test User

Enter Address:
Address Boole |HDIVIDUAL CONTACT | MESSAGE GROUP
Contact Name Address
Bark 1090401
¥ Sheila testuser

(888) 200-8617

(388) 395-7878

Recipients cLean
REMOVE Test Number
REMOVE Test User

REMOVE Sheila

T Ta T =

To select recipients from your Message Groups, click the MESSAGE GROUP link to view your
existing Message Groups that contain at least one member. Click the group name to add the

group to the recipient list.

NOTE: A maximum of 100 recipients may be selected for a single message. The 100 recipient maximum
includes the count of all one-time addresses, individual contacts and individual group members. For
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example: Selection of a single group with 98 members will leave only TWO available slots open. You may
select two individual contacts or a second group with just two members.

Select recipients from Address Book or enter a one-time Address

Enter Address: 9

Address Book: [NDIVIDUAL CONTACT | MESSAGE GROLUP

Message Group
¥ Blue Group

Pag

n

Ml Group

v Red Group

Recipients cLezn
REMOWE Test Number
REMOWE Test User
REMOWVE Sheila
REMOVE Biue Group

REMOVE Red Group

e  Click REMOVE next to a contact or group name to delete from the recipient list or CLEAR to
remove ALL recipients.

Compose Message
e Once recipients have been selected for a message, click COMPOSE MESSAGE.
e Each individual and group member recipient will be validated against the SPOK messaging server.

e All group members will display as individual recipients and duplicates will be removed from the
recipient list.

e The list of recipients will be grouped as 1 way Alpha, 1 way Numeric and/or 2 Way. The
allowable message length depends on the recipient with the lowest messaging capability.

o 2-way - 500 characters (including subject, custom responses, and from/to address
fields)

o 1 way Alpha —240 characters

o 1 way Numeric — 40 digits (numeric entry only)
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For example, if the recipient list included a 2 way and a 1 way Numeric, the message length
would be limited to 40 numeric digits, since the numeric device has the lowest messaging
capability. If recipient list included a 2 way and a 1 way Alpha, the message length would be
limited to 240 alphanumeric characters, the messaging capability of the 1 way Alpha.

Contacts added to the recipient list that are no longer valid (not in service, number changed, etc.)
will be removed from the recipient list and noted in red as shown below.

Modify Recipients if needed [/ Enter your message / Review your Notification
Options
Message Recipient(s): ADD | CAMCEL MESSAGE

&ll valid subscribers are text capable. To remove all redpients for a given Service Type, dick on the
link, Ta remove individual recipient(s) from the list, dick on the address. Invalid subscriber(s) exist,
message will not be sent to these subscribers,

1-Way AMpha
v Barb
v Sheila
v

Test User

Invalid Subscribers: Test Mumber

Enter your message in the field below:

240 characters remaining,

Message SEMT: Motice is sent to advise you of Success or Fail status,
Incude the Message Content in my SENT Motification.
Message DELIVERED f READ: Available only for message sent to 2way s

DSCTIDErS.,

Notification/Response Email Address:  sheila.phillips@ usamobility.com 9

SEMD MESSAGE
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Modify Recipients

e Click the ADD link to add more recipients to the message or click an individual message recipient
to remove from the recipient list. To remove all recipients for a messaging type, click the
message type link (1-Way Alpha in the example below).

e The removed contact(s) will be “grayed out” in the recipient list. You may click on the entry
again to add back to the recipient list.

Compose Message

e Once you've finalized your recipient list, you may compose your message. The character counter
in the lower right corner will indicate how many characters you have left to use.

Enter your message in the field below:

est message checking character counter. -

200 characters remaining,

Notification Options
Any existing preferences will be populated from the My Preferences section, but can be modified here.

e 1 way Alpha and Numeric recipients will display the following message options:
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Message SEMT: Motice is sent to advise you of Success or Fail status,
Include the Message Content in my SENT Notification,
Message DELIVERED [ READ: Available only for message sent to Z2way s

DSCTIDErs.

Notification/Response Email Address:  terry tect@testing.com 9

e [f the recipient list contains at least ONE 2 way recipient, the following advanced messaging
options will also be available. NOTE: If My Preferences have not been established, these fields
will be blank.

From:*

est User

Subject:®

Custom Response(s):™
TEs5 Mo At Lunch

Acknowledged Dut of Office Unavailable
[ Message DELIVERED / READ: Available only for message sent to 2way subscribers,
* Applies to 2-way subscribers only

o  Click SEND MESSAGE. A message confirmation will appear listing the recipients and the
message.

Thank You, your message has been sent.

Recipient(s): 2 Way Test

Message: TESTING TWO WAY

Example of Message SENT email notification that contains message content:
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From: postmast@usamobility.net [mailto:postmast@usamobility.net]
Sent: Wednesday, November 28, 2012 8:36 PM

To: Sheila Test

Subject: Message Sent Status - My Send a Message

DO NOT REPLY: This email is for notification purposes only and does not accept replies

Information regarding the status of your message is included below:
Message Content: TESTING TWO WAY

Message Status by Recipient:
2 Way Test (8882008642) Status: Sent Transaction#: 8561352

Message Status

This option may be used to track the status of a message submitted to a 2 way recipient.

e  Select MESSAGE STATUS from the Account Actions section of the My Send a Message main
menu.

For Msg. Status, complete both fields

Subsoriber ID: 8382008642

ransaction #: | 8561352

(s ) 63

e Enter the Subscriber ID (10 digit pager number, alias, or PIN number of the recipient).

e  Enter the Transaction ID of the Message.

o (Click Get Status. In the example below, the message is still in progress meaning the 2 way device
has not yet received the message.

NOTE: The transaction ID may be located on the Message SENT email notification. The
Transaction ID will ONLY generate for 2 way recipient messages.
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# y

For Msg. Status, complete both fields

Subscriber ID: 8882008642

Transaction #: 8561352

(s 63

is in progress

e Click X to exit Message Status and return to the main menu.

My Billing Details
The section on the right of the main menu contains information regarding current balance and payment

information as well as links to options for invoices, payments, payment history and general account
information management that are detailed below.

Account Actions
Manage/Make a Payment

All payments are handled through our payment vendor, Billtrust. Effective July 1, 2022, credit cards will no
longer be accepted as payments.

Click on Manage/Make a Payment, the Billtrust website will open in a new tab as shown below.
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\\

%h » SpOk

™ Open ‘ v Closed & Payment History £ Setfings tn205891 0205891 & »
Total Balance:
R T T
PDF Mote  Inwoice Mumber * Bill Date * | Due Date nvoice Total - Paid Online = Total Balance = Dnid =
) B =0z05s810 0430020 0521720 0.00 0.00 000 N
mml B E0z0ss8i0 04/30:20 052120 0.00 000 0oD N
) B =020ss810 0430020 05/21/20 0.00 0.00 00D N
B E0205881F 0331520 D&4/21/20 0.00 000 000 N

Invoices — View/Print/Download

Click on the Invoices — View/Print/Download link and the next window will display a menu of up to your
last ten invoices (current invoice is always available here too), the invoice numbers as well as the dollar
amounts. If you’re interested in no longer receiving a paper invoice in the mail and would like to receive a
monthly email notification of your electronic invoice’s availability select the Sign up for our e-invoice
program link. Click here to view further instructions regarding signing up for our e-invoice program within
this guide.

PDF equivalents of the paper invoice are also available by selecting the PDF link for the desired month to
print the first page of the invoice, several pages or the entire invoice. (Note, at this time, Adobe Reader
v7.0 or higher is required for this option and a link is provided for the free download.)

Invoices can also be downloaded electronically via the E-file Format option for parsed/unparsed files. A
window will appear displaying your email address (or a window for an alternate email address should you
want the notification sent to a different individual). Click on Submit and you will receive an email in your
Inbox alerting you that your electronic invoice has been compiled and is ready for download. (Note - We
do not directly email invoices due to security concerns and file sizes/formats.) Once you receive your
email notification log back into the My Account application and from My Billing Options select Invoices-
View/Print/Download. The next window that will appear displays all of your invoices and you will see an
icon next to the file you requested. Click on the applicable icon for Parsed / Un-Parsed file and you will be
able to save that invoice data. We recommend setting up a folder labeled Invoice on your hard drive.

Requesting E-Files

A specific invoice can be selected by clicking on either the PDF icon or desired E-File Format icon(s) for
Parsed or Un-Parsed files if available. If there are no E-File format icons available the user can request the
specific invoice(s) by clicking in the applicable Request E-Files check box and then click Continue to submit
the request as seen in the below screen sample.
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View an invoice by selecting the PDF icon or available e-Files icon.
If e-File icons are not displayed, select Request e-File Check Box and Continue. 9

E-FILE E-FILE REQUEST
INVOICE DATE INVOICE # INVOICE TOTAL FDF PARSED UNPARSED E-FILES
12/11/2014 W3I235391L $19.57 M/ — —

11/11/2014 X3I235391K $19.57 M/A — —
10/11/2014 ®3235391] $19.57 M/A — — ]
09/11/2014 W3I2353911 $19.57 M/A — — ]
08/11/2014 X3I235391H $19.57 M/A — — ]
07/11/2014 WIZI53I91G $19.57 M — — =
06/11/2014 ¥3235301F $19.58 /A — — =
05/11/2014 W3I235391E $19.58 M/A — — ]
04/11/2014 ¥3I235391D $19.58 M/A — — ]
03/11/2014 W3I235391C $19.58 M/A — — ]
02/11/2014 ¥3235391B $19.58 M/A — — ]

CLICK HERE to download Adobe Acrobat.
Balance information and amount due displayed on the PDF Invoice may not reflect your current account status.

CONTIMUE

Sign up for our e-invoice program

The user will be able to review the requested Report Name with the applicable invoice number and
confirm the e-mail address to use for notification once the invoice report is ready. Select Continue to
process.

Review your request and confirm your email address

In most cases electronic reports are processed immediately. Upon completion, email confirmation will be sent to the Login
Address below OR to an Alternate Address if one is provided. Once you receive notification that your reportis ready, you
may download it within 5 business days through the Invoice - Wiew/Print/Download option on My Account Main Menu.

REPORT MNAME LOGIN EMAIL ADDRESS ALTERNATE EMAIL ADDRESS
X3235391L

NIITSIGLK terry.test@testing.com

[ 1 would like to change the login email address permanently to the address entered above.

CAMCEL | CONTINUE

If the process is successful, the screen will display as seen in the following sample.

E-File REQUEST SUBMITTED b

YOUR REQUEST IS BEING PROCESSED

When your Invoice Refort is available for online retrieval, email notification ill be sent to Terrytest@testing.com

NOTE: Once you receive notification, report will be available for online retrieval for 5 bisiness davs,

An email notification will be sent to the requestor confirming the invoice report is ready for
download. Note the prompt; the online retrieval for the invoice report in My Account will be
available for only five business days.
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The following email sample illustrates a confirmation for a requested Invoice Report.

From: CUSTOMER.. CARE@SPOK.COM Sent: Wed 7/2/2014 3:13 PM
To: Sheila Phillips
Cc
Subject: Spok Invoice Report 12/01/2013 For Account 205891
o . . i)
Your invoice report is now available for you to download. ~

As areminder, your report will remain available for you for five (5) days.
Thank you for being a part of Spok, Inc

Please do not reply to this email.

4

Once the email confirmation has been received the user can access the requested invoice report for
download.

The sample below depicts multiple invoices are available via the E-file format. The user will have a choice
to download either Parsed or Unparsed files.

View an invoice by selecting the PDF icon or available e-Files icon.
If e-File icons are not displayed, select Request e-File Check Box and Continue. 9
E-FILE E-FILE REQUEST

INVOICE DATE INVOICE # INVOICE TOTAL FPDF PARSED UMNPARSED E-FILES

=N ]
12/11/2014 X3235391L $19.57 N2 T, Ta,

=N M)
11/11/2014 X3235391K $19.57 N2 T, Ta,

=N =]
10/11/2014 X3235391] $19.57 NS& Tal Tal

N =]
09/11/2014 X32353911 $19.57 NS Tal Tal

N =]
08/11/2014 X3235391H $19.57 [V Tal Ta

= =5
07/11/2014 X3235391G $19.57 7 M, M,

=] =)
06/11/2014 X3I235391F £19.58 NS& Ta Ta

M) =N
05/11/2014 X3I235391E £19.58 NS& Ta Ta

=N ]
04/11/2014 X3235391D $19.58 N2 T a Ta

N ]
03/11/2014 ¥3235391C £19.58 N2 T, Ta,

N ]
02/11/2014 X3235391B $19.58 NS2 Tal Tal

CLICK HERE to download Adobe Acrobat.
Balance information and amount due displayed on the PDF Invoice may not reflect vour current account status.
Sign up for our e-invoice program

Click the more info (?) symbol located at the top of the Invoice Selection screen to display additional
information.
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View an invoice by selecting the PDF icon or available e-Files icon.
If e-File icons are not displayed, select Request e-File Check Box and Continue

A pop-up information window regarding the applicable options through Invoice Management will display
as seen in the sample below.

Invoice Management

The options described below are available through Invoice Management:

PDF Format
Choose this option if you would like to print or view a specific invoice in PDF format. If not already
installed on your pe, you will nead to download the Adoba Acrobat Reader.

e-files
An e-File is an electronic invoice report that can be downloaded and imported into your preferred
data application.

s If the data file icons are displayed for desired month, then the e-File is available for
immeaediate download in either a Parsed format or a raw, Unparsed format. The parsed
warsion includes pre-formatted summary and detail files. The unparsed version includes a
single raw data file.

+ If dashes are displayed in the E-FILE columns and the "Reguest e-File" check box is
enabled, you must initiate a download request for desired invoice(s).

+ If the words, "Request in Progress". are displayed, then your download request has been
received and is being preparaed. An email notification will be sent when the file is available
for download.

Overview of the E-Files for Parsed vs. Un-Parsed

The Electronic Invoice Program is designed for customers that wish to receive their billing data
electronically. You will have the option to choose between a Parsed or Un-Parsed file. The Parsed option
will download a file that has already been parsed and formatted by Spok. (This will eliminate the need for
the E-parse software that has been previously used) Once the applicable file has been downloaded you
will be able to import/convert the file into the application of your choice. The Un-Parsed file option will
download an unparsed, raw .DAT file.

Clicking on the Icon in the Parsed / Un-Parsed column will open the File Download Dialog box as seen
below.

File Download * |

Do yvou want to open or save this file?

[|%|’ Mame: command.zip

Twpe: Compressed (zipped) Folder, 6,168

From: maga

Open Sawve | Cancel I

[v Alwasys ask before opening this type of file

. ‘While files from the Internet can be useful. some files can potentially harm
l@ wour computer. If wyou dao not trustthe source. do not open ar sawve this file.
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Click Open to display the Parsed / Un-Parsed file(s) ~Or~ click Save to save in a designated folder.
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Parsed files are already formatted by Spok and will display for the user to download as seen in the sample
below. NOTE; This will eliminate the need for the E-Parse software as used in the past.

M cormmand[1].zip -|o] %]
|Fi|e Edit View Favories Tools Help | i

I‘ IBack v ) ¥ * ‘ /'._" Search Folders ‘ & ¥ x i) ‘E'
‘ Address |ID C:\Documents and Settings'\Ruth GriffiniLocal Settings\Temparary Internet Fles\Content,IES IFAPLUPK j Go

Mame =~ | Type | PackedS... | Hasa .. | Size | Ratio | Date |
[£) DETAIL et Text Document 1KE Mo SKB  78% 12/8/2003 507 PM
[E] DETAIL_PRIORPER... TextDocument 1KB Mo 2KB  £2% 12/5/2009 5:07 PM
[E] HEADER. .tk Text Document 1KB Mo 2KB  S6% 12/5/2009 5:07 PM
[E] MCC_ALIAS. txt Text Document 1KB Mo 2KB  62% 12/5/2009 5:07 PM
] PAYMENTS. bt Text Document 1KB Mo 2KB  £3% 12/5/2009 5:07 PM
] PRICRPER. bt Text Document 1KB Mo 2KB  62% 12/5/2003 5:07 PM
] SUBDETAIL. bt Text Document 1KB Mo 2KB  62% 12/5/200% 5:07 PM
[E] USAGE tet Text Document 1KB Mo 2KB  62% 12/5/200% 5:07 PM

Un-Parsed files are in .DAT file type as seen below and must be formatted as it contains raw data.

8 command[2].zip - |0 il
|F|\e Edt View Favorites Tools Help | o

I‘JBack Q> | ) gearch | Foiders | B ) ‘ A
| Address I[?_‘l ChDocuments and Setfings\Ruth.GrifiniLocal SetingsyTemporary Internet Files\Zontent [ESREMNBKEC j Go

Mame = |T pe | Packed S... | Hasa.. | Sizel Rau’0| Date |
@INV.3235391.2009M DAT File 1KB Mo GKB  89% 12/8/2009 5:07 FM
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Sign up for E-Invoice

Click Sign up for E-Invoice and the next window will display the E-Invoice Login Information. To stop
receiving paper statements in the mail and view your statements online via My Account, select the radio
button in front of Electronic Statement Only. Input your email address, Contact Name, click the checkbox
beside “I accept these Terms & Conditions, select SUBMIT. Your invoice delivery preference will be
updated.

Sign up for our new e-invoice program below and help us stop the presses!
Update your Statement Delivery Preference and Email Address below.

Please select your Statement Delivery preference:

@ Electronic Statement Only

I would like to stop receiving paper statements in the mail and view my statement online via My Account.
O print/U.5, Ma

I would like to receive a paper statement in the mail and understand this service may be subject to a fee.

If you selected the Electronic Statement Only option, it is necessary to maintain a valid e-mail address so that
Spok, Inc may notify you once your inveice is available for retrieval and payment.

terry.test@testing.com | | terry.test@testing.com

I authorize Spok, Inc to send me an e-mail alert when my invoice is available to be viewed on-line.

Terry Test

Spok Inc is not responsible for delays in the transmission of e-mail alerts.

In the event you do not receive an anticipated e-mail notice, it is your responsibility to log on to retrieve your invoice and arrange for
payment on your account. If your e-mail address changes and you wish to continue the Electronic Statement Only delivery option,
you are required to notify Spok. Inc's Customer Care group.

I accept these Terms & Conditions

CANCEL | SUBMIT

To receive paper statements in the mail, select the radio button beside Print/U.S. Mail, then click SUBMIT.
Your statement delivery preference will be updated.

Sign up for our new e-invoice program below and help us stop the presses!
Update your Statement Delivery Preference and Email Address below.

Please select your Statement Delivery preference:

) Electronic Statement Only
I would like to stop receiving paper statements in the mail and view my statement online via My Account.

@® print/u.S. Ma
I would like to receive a paper statement in the mail and understand this service may be subject to a fee.

If you selected the Electronic Statement Only option, it is necessary to maintain a valid e-mail address so that
Spok, Inc may notify you once your inveice is available for retrieval and payment.

terry.test@testing.com | | terry.test@testing.com

I authorize Spok, Inc to send me an e-mail alert when my invoice is available to be viewed on-line.

Terry Test

Spok Inc is not responsible for delays in the transmission of e-mail alerts.

In the event you do not receive an anticipated e-mail notice, it is your responsibility to log on to retrieve your invoice and arrange for
payment on your account. If your e-mail address changes and you wish to continue the Electronic Statement Only delivery option,
you are required to notify Spok, Inc's Customer Care group.

I accept these Terms & Conditions

CANCEL | SUBMIT
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Review Payment History

Click on Review Payment History and the next window will display your account balance(s). Displayed

from top to bottom are Total Balance, Activity Since Last Invoice (reflects activity that’s transpired since

your last invoice) and Current Charges for the current month’s activity. The final three fields represent

dollar amounts that are 30, 60 or 90+ days past due. You will also be able to view the past five payments

posted to the account as well as the date they were posted to the account(s).

Payment History

ACCOUNT BALANCE

TOTAL DUE:

Since last invoice:
Current charge:
30 days past due:
60 days past due:
90 days past due:

PAYMENT HISTORY

DATE
January 23, 2015

January 23, 2015
January 23, 2015
January 15, 2015

December 04, 2014

(]
m

0
b

To return to the main menu, click “Close” at the bottom of the My Account window.

$129,021.79
$90.00
$128,931.79
$0.00

$0.00

$0.00

AMOUNT
$5.00

$5.00
$5.01
$5.01

$258,891.03
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Account Maintenance

Click on the Account Maintenance button and two options will display, Manage Account and Manage

Login.

MY BILLING DETAILS
Account#: 767520

Account Name: TERRY'S TEST ACCOUNT

MName: tp

Past Due Amount: £0.00
Current Charges: 51,20%.75
Recent Activity: $2,191.90
Total Balance: $3,401.65

Last Payment: $5.00 | 04/05/2021

Account Actions
* * MANAGE/MAKE A PAYMENT
* INVOICES - VIEW/PRINT/DOWNLOAD
* SIGH UP FOR E-INVOICE
* REVIEW P&YMENT HISTORY
ACCOUNT MAINTEMAMCE
= MAMAGE ACCOUNT
= MAMAGE LOGIN
* ASK A QUESTION
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Manage Account

The Manage Account option will display your billing and shipping information. The Bill Info section
will contain display your billing address, telephone number and email address. If you need to modify

any of your billing information, input the new information and select Update.

BILLINFO | SHIP INFO
Bill Address Information
Contact: [TESTING
Contact Phone: ([ 593 |)[ 599 |-[ 9999 |ext:| |
Alternate Phone: (| 299 |)| 299 |-| o998 |ext: | |
Fax Phone: (| |j| |—| |ex‘t: | |
Address 1: [soo aBC ST |
Address 2: | |
Address 3: | |
City, State: [BosTON || MA - Massachusetts v
zip: [ 02111 |- 18832
Emuail: |terry.te5t@tesling.com |
UPDATE

Selecting Ship Info will display your shipping addresses currently on file. To EDIT a shipping address,
select EDIT, input the new information and select Update. To DELETE a shipping address, select
DELETE beside the appropriate ship address. Select DELETE on Confirm Deleting Ship Address

4

window.
BILL INFQ | SHIP INFC
Ship Addresses
ADD NEW SHIF ADDRESS
MAME ADDRESS CITY, STATE ZIPCODE ACTION

MY ACCOUNT TESTING 120 1/2 N COPIA ST EL PASC , TX 79905-1202
A& A COIN MACHINES 900 BURGESS DR EL PASO , TX 79907-2404

EDIT | DELETE

To add a new ship address, Select Add New Ship Address, input information and select ADD.

ADD NEW SHIP ADDRESS

x

Contack: My Account Testing

Contact Phone: ( 999 ) 999 - 9999 awt:
Address 1: Attn: Testing Department
Address 2: 120 ABC Street

Address 3:

City, State: Brandon MS - Mississippi

Zip: 9047 =
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Manage Login

The Manage Login option will display your login and Two-Factor Authentication Setup information.

The Login section will contain your name, user name, password, telephone number and email
address. If you need to modify any of that information (excluding your login), input the new
information and select Update.

Login Information

Login ID: tp2767920

Mame: |t|3

Confirm Password:

Password: (7 character minimum, 8 character max.) g

Login Email: |terrv.test@test.cu:um

UPDATE | MANAGE TWO-FACTOR AUTHENTICATION SETUP

e

Phone: ( |999 |} |999 |- |9999 |Ex‘t= | | *¥ We may contact you at this number,

Selecting Manage Two-Factor Authentication Setup will display your Two-Factor Authentication
information currently on file. To modify, input the new information and complete steps 2-4.

Edit Two-Factor Authentication

Steps to Edit Two-Factor

1. Enter the email and or cell phone number you want to receive the access code.

Email: |terry.test@test.com |
Cell: | |
Preferred: () Email () Cell Phone

2. Click below to send the access code.

Send Access Code

3. Retrieve the Access Code from your email or cell phone.

4. Click “Save” to save your changes or “Cancel” to cancel the changes.

‘ Save ‘ Cancel ‘

The Two-Factor Registration Complete window will display, click Exit to return to the Main Menu.
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Two-Factor Registration Complete

Two-Factor Registration Completed Successfully
Two-Factor Authentication Registration Complete. Click the Exit
button to continue.

Exit

Ask a Question

Access this screen to email feedback, questions or comments to our My Account Customer Support team.
This option is not meant to be used for time sensitive transactions that you may not be able to process via
My Account. Please call or email Customer Support directly with any time-sensitive questions or concerns.

Ask A Question

Please select a topic, enter your question and email your question to our customer care representatives

Select a Topic: cee- Salect —eam- -

Enter Your Question:

CANCEL | SUBMIT

Available topics include:

---- Select ---—- -

Order Additional Wireless Device
Exchange Wirelesz Device
Add/Madify Wireless Device Features
Update/change Account Information
Billing/Payments/Collection

Call Count/Usage Inquiry

Wireless Device Alias Information
Wireless Device Reference Information
Sub Account Information

Discontinue Service

Technical Assistance

Sending Messages

Product Information

Reset my voicemail passcode

Help with My Account Logon

Other
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