
 

 
spok.com 

 
1 

MY ACCOUNT – MANAGE SPARES 

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.   

 

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

 

 

 

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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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.  

 

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

 

 

 
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.  
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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.   
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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:  

 

 

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

 

 

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

 

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

 


