
Step-by-Step Client Guide for My Services

Stoneridge Portal



Welcome to the Stoneridge Portal

What’s new?

We’ve redesigned the Stoneridge Portal to make it easier than ever to manage your
account, get support, and access your services — all in one place.

Key Benefits:
Self‑service tools so you can make updates, payments, and purchases anytime
A better Support experience with clearer communication and faster case resolution
Secure payment options — including direct ACH payments in the portal

Category Task

My Services

Click a task below to jump straight to the instructions.

Quick Start: Where to Find What You Need

View and edit your subscriptions

Purchase a new subscription

View payment profiles

View invoices

Pay an invoice

View My Services dashboard

Create a payment profile (first-time payment)

Paying multiple invoices
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Back to Quick Navigation

View My Services dashboard

My Services

| 3

On the Stoneridge Portal home page, click My Services in the top menu
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Back to Quick Navigation

When you land on the My Services Dashboard, you’ll see:
Manage Subscriptions – subscriptions you can edit
Upcoming Renewals – subscriptions due for renewal soon
Scheduled Changes – pending updates already submitted
Recent Changes – adjustments made in the last 30 days

At the bottom, a 12-month billing trend graph displays invoice activity for your
organization:

Billed – invoices issued and awaiting payment
Complete – fully paid
Partial – partially paid or processed
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View my services dashboard

My Services

Quick Note: Clicking any of the items above will take you directly to the relevant list of products 
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Back to Quick Navigation

You can filter by Product
Name, Provisioned

Quantity, and Next Renewal

Latest changes are shown
under Changes and an edit

button under Action

View and edit subscriptions
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Click Products in the left menu

My Services

Upon opening the Products
page, all checkboxes are

selected to show all
subscriptions attributed to

your organization 

Quick Tip: Use filters to narrow down by type, term, or billing contract
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Back to Quick Navigation | 6

Click the dropdown on a subscription record to view:
License Assignments (if applicable)
Azure Usage Data (for Azure-based subscriptions)
Change Log – includes details like start date, quantity, and order source

View and edit subscriptions

My Services

Clicking View under the Change Log lets you see a full history of changes made to the
subscription. The log is organized into seven filterable columns, including Name, Start Date,
Quantity, Ordered By, Order Reference, Order Source, and Status.
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View and edit subscriptions

My Services

If applicable, you'll see license (or seat) assignment details on the left side of the
subscription record. For Azure-based subscriptions, you can also open a pop-up window to
view usage data.

Change Log view



Back to Quick Navigation
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4. A pop-up will remind you of Microsoft’s 7-day license reduction policy
5. Select Yes to confirm the change
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View and edit subscriptions

To adjust quantity:
1.Click Edit or the pencil icon on the subscription line
2. Increase or decrease quantity
3.Click Save

My Services

Quick Note: You can only reduce subscription quantities if the subscription was created within the last
7 days.



Back to Quick Navigation
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Purchase a new subscription

My Services

Go to Purchase Services in the left menu and choose your organization’s billing
contract from the dropdown 

Quick Tip: Browse the catalog (filterable by: Name, Product ID, Commitment Term, Manufacturer, Unit
Price, and Action - always “Buy” )

Subscriptions are categorized by a Commitment-Billing format:
Annual-Annual – One-year commitment, billed once upfront
Annual-Monthly – One-year commitment, billed monthly
Monthly-Monthly – Month-to-month commitment, billed monthly

Click Buy next to the subscription you want



Back to Quick Navigation
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Purchase a new subscription

My Services

Fill out the Add Product form:
Required: Quantity and Effective Start Date
Optional: Reference or Description for your internal records

Quick Note: Our Licensing Team will ensure your subscription aligns with your existing terms

Click Save to complete the order and a confirmation pop-up will appear, letting
you know our Licensing Team has received your request.

Once processed, your new
subscription will appear:
On your Products page

On your next invoice



Back to Quick Navigation
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View payment profiles

Click Payment Profiles in the left menu to see:
Active – available for use
Expired – no longer valid (e.g. expired cards)
Pending – awaiting validation (e.g. newly created profiles)

My Services

Quick Note: At this time, only E-Checks are accepted for payment via the portal.



Back to Quick Navigation
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You'll see your Open Invoices by default
Columns include Invoice Number, Billing Date, Due Date, and Total

Use the dropdown at the top-left to switch between:
Open Invoices
Payment Pending
Paid Invoices
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My Services
View my invoices

Click My Invoices in the left menu

Quick Tip: You can download or pay each invoice using buttons on the
right-hand side.



Back to Quick Navigation
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Quick Note: If you have available credits with Stoneridge Software, you can switch the toggle to Apply
Credits (if applicable) and select the dollar amount of your credit to apply toward the invoice.
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Pay an invoice

Click Pay Now next to the invoice

My Services

Choose whether to:
Pay the full amount
Enter a custom amount
Apply existing credits (if available)

Select a Payment Profile or create a new one



Back to Quick Navigation
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Quick Note: It will be marked as Paid after processing (usually within 3 business days)
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Pay an invoice

Review your info and click Confirm and Pay

My Services

You’ll receive a success message, and the invoice will move to Payment Pending



Back to Quick Navigation
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3 Confirm your info and submit

Quick Note: Your new profile will appear as an E-Check option and can be used for future payments.
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Create a payment profile (first-time payment)

On the payment screen, select Create New Payment Profile

My Services

Fill in:
Country, name, email, billing address, currency
Bank details: Account holder name, routing number, account number, account
type



Back to Quick Navigation
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3 Choose to:
Pay the full amounts
Enter a custom amount per invoice
Apply credits (if available)
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Paying multiple invoices

Select checkboxes next to the invoices you want to pay

My Services

Click



Back to Quick Navigation
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5 Click Confirm and Pay
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Paying multiple invoices

Select a Payment Profile

My Services

Quick Note: Paid invoices will first appear under Payment Pending, then move to Paid once processed.


