


Client Portal Instructions
1. Complete & return the Client Portal Engagement letter.
2. The client will receive an email from the system when the Portal is created.
a. The email will contain a link to the Portal or one can log into the Portal via a link on our website.  Double click on the link.
b. Enter your login (your email address) and the temporary password per the email.
c. The Portal will ask you to enter a new password which will become your regular password.in.
3. When the portal opens you will see the following:
a. On the upper right will be symbol with three dots in it.  Click on this if you ever wish to change your password, the color of the screen or your language.  (English or French)
b. In the upper center portion of the screen, beside Active Portal, is a draw down list all portals you have access to.
c. When you select a portal from the list you will see the folders and subfolders for that portal.  
d. Files for the highlighted folder appear on the right.
e. The folder with your name is a private folder, you are the only member of your organization who has access to this folder.  Other employees have access to their own private folders.
4. Upload files – transfer a file from your computer to the web portal for our use.
a. Select the Portal and Folder that you want to put the file(s) into.
b. Select the “Upload” icon above the files, navigate in your browser to select the files to upload
c. Click on the “Open” button or double click on the file.
d. Drag and drop the files from Windows to folder in the portal where you want them placed.  the drag file here area.  Click the Green Upload bar to upload the file.
5. Download files – transfer a file from the web portal to your computer.
a. Navigate to the folder that contains the file.  Click on the file and select the icon on the far right or right click and select download.
b. The file will appear at the bottom left of your screen as a download.  
6. Notes – add notes to a document
a. Right click on a document and select Notes
b. This will create a note on a document that can be seen by us.
Note:  Popup blockers must be turned off, per your web browser, for the Portal for the downloaded files to be visible. Files will download but there will be no access to the downloaded files via this screen.
7. Preview files – you just want to look at a file without downloading it
a. Click on the file that you wish to preview and right click and select Preview.  The file will open in a previewer if you have software associated with that file type resident on your computer.  
8. PBC Lists – lists of files we are requesting from you re specific projects
a. Select a Portal from the list and click on the “Lists” icon
b. Click on the desired list and the documents appear on the right side of the screen;
i. A check mark means that they file has already been uploaded.
ii. Click on the file to upload and follow instructions in section 4 above to upload the file.
iii. Right click on a file and change the Status to Not Applicable if you will not be providing the document.



