V4.6 Web Portal – Using Portal Manager

Note: If you open Portal Manager and it says that it is unavailable, click on the refresh icon in the upper left of the screen.
1. Portal Manager
a. Is controlled by functional security to access it and to perform various functions within it
2. Tool bar on upper portion of Portal Manager browser screen
a. Launch Portal Manager from the Main Menu
b. Visual Assistance helps to adjust he the appearance of the screen for those with certain sight impairments
c. Notifications is not yet functional in the browser.
d. Account
i. Theme allows a user to select colour and appearance of the browser application
ii. Sign Out will sign you out of the browser
1. You are automatically signed into the browser when you launch Portal Manager from the suite.
2. There is no use to using Sign Out for Portal Manager as if you close the browser, you are logged out of it.  
3. If you launched Portal Manager from a URL then you could use the Sign Out function.

3. Basic Navigation in the Browser
a. + is to add a record
b. There may be an Edit icon if a record has been selected.  It will be greyed out if no record has been selected
c. Show filter row - allows the user to enter data into a column to return a selection of records
i. Some columns may provide drop down functions when tied to other criteria from the Suite
d. There is a right click function when on a selected record to allow additional functions.

4. Creating Firm Contact (Portal Manager>Firm Contact>+
a. This facility provides a list of possible Doc.It Users who could be set as the default contact(s) who will receive an email whenever your client posts a document on the Portal.
I. Enter the staffs email address and select Create
II. This list, even if only one firm contact, is a required field when performing step 5 below so it must be done first.
Note:  You can also Delete a Firm Contact via a right click function

5. Adding a new Portal (Portal Manager>Portals>+)
a. Enter the client’s name
I. Will only list the clients who do not have a Portal
a) Can use a draw down or can enter search criteria
1. The search is a contains character search (IE enter the word “the” and it will show all client names containing the string of characters with the letters “the” in them.
II. Select a template to be used for this client’s portal.
III. Enter the firm contact(s) established in “3” above who will be the default user to receive notification emails when documents are posted to the Portal by a Client.
IV. Enter the Portal User (client’s email address) and Folder Name for each user to be given access to the Portal.
a) Select either an existing Portal User or type in a new email address for a new user.  As you you type the email address it will display Portal Users with matching email addresses.  Select Create
b) Enter the First Name and Last Name of the User and select Create.
1. This is used by the security system as the User’s Name
2. This is used as the folder name of the Personal Folder if Personal Folders are selected in FirmWide Settings>Portal. 

Note: When a new Portal User receives their first access to the Portal, a system generated email is sent as per the Email Notification email template set up in Maintenance>Firm Wide settings to notify the user of their user name (email address) and system generated password.  The email contains a link to the portal for them to click on to access.  When they log in the first time, using their email address and system generated password they will be forced to change their portal password to something meaningful.

Note:  If a user already has access to a Portal and they are given access to another new portal, their existing username and password will access all of the portals, on one screen, that they have access to.  In this case an email is sent to the Portal User to advise that they now have access to a given portal but they are not supplied with a password as they already have one. 

6. Import from Excel to create new Portals (Portal Manager>Portals>Import Icon)
a. Can create new Portals from an Excel template.
i. This is controlled by Functional Security.
ii. The download function of the template only works if you access Portal Manager from a Browser via Chrome or another tool.
iii. A copy of the template is available
iv. Complete the input into the template 
1. Multiple Firm Contacts and Portal Users can be set up for one portal by using ; as a delimiter.  
a. If creating multiple Portal Users enter their First and Last names using : as the delimiter but keep the multiple data in the same order for First and Last Names as they are entered for Portal Users. 

v. Drag the file to the facility or browse to Select File and select the upload icon.
vi. Emails will be sent to the new Portal Users using the New Portal User Email in FirmWide Settings>Portal>Email Templates.
1. A new option will be added in the future to allow the import function to not sent the welcome email automatically to Users associated with newly created portals. 

7. Editing an established Portal (Portals>Edit or Edit via Right Click)
a. Navigate to a defined Portal and select the Edit Icon or Edit via a right click
b. Can delete or add Firm Contacts
c. Can add or delete Portal Users associated with the Portal.
d. Can undo via the Undo Icon or save changes via the Update button

8. Administrate Portal Users via their login / email address (Portal Manager>Portal Users>Edit or right click)
a. Can Add (create) a new Portal User and associate them with existing Portals
b. Delete a portal user via a right click on the Portal User
c. Edit a Portal User vis the Edit Icon or Right Click on a Portal User
i. Can make a Portal User in inactive such that they can no long log into the Portal
ii. Revise the fist name or last name
iii. Can associate or remove access to an existing portal
iv. Can add or remove Upload Notifications (covered later)

9. Upload Notification Emails (optional) Portal Manager>Upload Notifications
b. By default, all Doc-It Users set up as the Firm Contact are emailed if a client uploads a file onto the Portal.  Portal Manager> Upload Notification allows for optional Doc-It Users, in addition to the Firm Contact user(s), to be selected from a list of email address by the client prior to uploading a file.  (IE like their Partner/Principal in addition to the default Firm Contact.)  The system will pop up a box of optional firm users that the client can select from.  The upload email will be sent to the Firm Contact emails as well as anyone selected from the pop-up box.
i. Add (+) possible Doc.It Users to receive optional emails in Portal Manager>Upload Notification.
ii. In Portal Manager>Portal Users one can add (or delete) an Upload Notification of someone in firm who is to optionally receive upload notifications for a given Portal User.

10. Deleting a Portal (Portals> right click delete) (Controlled by functional security)
a. The Delete function will delete the Portal access to any Portal Users and will delete the Portal from Suite and thus all Portal Binder documents are deleted.  This action is non-recoverable
i. This is why the functional security right should only be given to Portal Administrators and not to Portal Manager Users.
b. Select a Portal via Portals and right click and select Delete in the Active Portal List
c. Select the Delete Client Portal icon
I. Enter Delete to specify that the are you sure question
II. Cancel will end the operation

11. Reassigning Firm Contacts (Firm Contacts>Reassign)
a. If a Firm Contact leaves employment or if you need to reassign some of the Portals where they are the Firm Contact to another employee then user the Firm Contacts facility.
I. Right click on a Firm Contact and select Reassign
II. Add a New Assignee from the list of Firm Contacts
i. Delete Portals by selecting the X at the end of the portal name
ii. Add Portals by clicking on the line where the Portals are listed and select by clicking on the list of portals presented below the Portals row. 

12. Editing Folder Permissions (Portal Manager>Portals>Right click>Folder Permissions)
a. One can override the Folder Access Permissions established in a Portal Template (created above) by Portal User by Portal.
i. This might be needed where a Payroll staff may need access to the Payroll Portal Folder but you do not want them to see any of the other Portal Folders
b. Via Portal Manager>Portals>Right click>Folder Permissions expand the folder tree of the Portal and click on the folder where the permissions are to be changed.
I. Click on the Portal User, right click and select Edit and adjust their access level for that folder of that Portal.
Note:  For the Payroll example above, one would change the folders to Deny where the staff should not be able to see either the folders or the documents in a folder.  Deny of a parent folder will restrict so that the user cannot see the contents and subfolders of the parent folder.
III Roll out issues
a. Consider signing a disclosure document at the portal or user level.
i. Seek legal advice as to the document’s contents
ii. Try to keep it simple rather than a 10-page document
b. Instructions for Portal Use – create a one-page document to be sent manually when a new Portal is created or a new Portal User is added to the system.
i. An example will be supplied.
