Enable Customer Portal Access

09/16/2024 2:14 pm MDT

In order to enable web access, the contact must be added to DocBoss. For information on adding a contact, see our
article here.

Add Relationship

Company:" LevelCo

Contact:™ Steve Evans

Email: steve evansggmail.com
Country: Canadz

Province /State: Alberta

ciry:

Address:

Postal Code/Zip:

Phone:

[IPrimary Company

Job Tite:

2 Allow Web Access

Login:

Password:

Confirm Password

]
Projects:

Expansion - Level Co. (4001KR)

Inst Test (71421)

Instrumentation Dema Project (71521)
Pillars (Order1234)

Vessels (071520211)

Cancel

Allow Web Access: Enable this field to allow the access to the Customer Web Access/Portal
Login (for the web access): This field is automatically updated with the email indicated above
Password (for the web access): Set up a password for the login

And finally, enable Allow all projects access if you want to give them access to all the Projects or select only the
applicable Projects that from the list on the right.

Now your customer has access to the Customer Portal. You just need to provide them with their login and
password information that you've indicated on this screen.

Submittals To Customer

When sending submittals TO customers via Outgoing submittals in DocBoss, the documents will also automatically
be placed in the customers portal. For more information about what your customer sees, see our article here.

Please note that you must send submittal notification to the customer when sending submittals out in order for
them to be notified.


https://support.docboss.com/help/360000350473
https://support.docboss.com/help/360020605233
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Submittal Notification from Customer

When a submittal has been sent via the Customer Portal from a customer, a new notification icon will appear in red
indicating the number of submittals received.

Clicking on the icon will open the Project List that will show a list of the projects that contain any submittal that has
not been processed yet.

From there you can Navigate to the Incoming Documents > Files from Customer grid where the new submittal will
be placed.
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