Customer Portal (Customer View)
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The customer portal provides a secure location for your customers to upload documents directly into your
DocBoss projects. The customer can also download received documents.

The following describes what your customer sees when they access the portal.
To access to the Customer Portal, click on the URL provided by your supplier. (Same login link they use.)

Type the customer login email and password.
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Login

Enter email address (or username)

Tired of typing passwords? Ask your IT about
SSO. It's free, and makes logins faster
and more secure!

For customers to upload/send documents

Select the project in which to upload documents to from the left side of the screen.
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Create a Submittal

From the "Create" tab, drag and drop documents (or choose them from your disk) to create a submittal. You can

upload several files at once.
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Create a Submittal

ir choose files from disk

Once the files have been uploaded, indicate which file is the transmittal (if applicable) by clicking the "N". This will
changeitto"Y".
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Create a Submittal

Uploaded Files

File Name 15 This File the Transmittal? Tools
Transmittal 001.pdf 0\ oW
Document 5.pdf [N] oW
Document 4.pdf (] on
Document 3.pdf [N] oW
Document 2.pdf [N] oW
Document 1.pdf o oW
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To send the submittal, click "Send" in the bottom right. From the pop-up, enter a submittal number and then click
"Send" to complete the submittal.



Enter Submittal Number

Once the submittal has been sent, a notification will be sent to the DocBoss user informing them that a new
submittal is ready to be processed.

For customers to review submittals (sent and
received)

When a submittal has been sent to the customer, it will automatically be placed in the portal. A notification
(number in blue beside the "All Submittals" tab) will appear letting the customer know it is available for download.

Inside the grid, the submittal will appear along with the icon to download the received submittal. Once the
submittal has been downloaded, the notification will disappear.
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List of Submittals Sent Received (R
Submittal Number Sentor Received Date Sent/Recelved @ #0fFiles Downloaded Date Expected Return Date Issue Purposes Processed
Sub001 Sent 2026-05-01 6 NA o
T-003 Received W 2026-03-04 IFA

1
T-002 Received 1 2026-05-01 2026-03-04 IFR
T-001 Received 4

2026-05-01 2026-03-04 IFA
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The grid includes:

The submittal number

Whether the submittal was sent or received (from the customer's perspective)
The date that the submittal was sent or received

o Note: Field will be blank if the logged-in user was not included on the recipient list of the email notification
The number of files in the submittal



e The date that the submittal was downloaded by the customer
o Note: Only on received submittals (shows "N/A" for sent submittals)

e The expected return date (when received files are due for return)

e Theissue purpose(s) of the files included in a received submittal

e Whether a sent submittal has been processed by the supplier
o Shows "Y" if they have started their internal workflow for these files
o Shows "N" if they have not yet been accepted

e The date that the submittal was created

e Atools column (to download the submittal)

What happens when a project is marked as complete/closed?

Once a project has been completed, the customer's access is removed. The project will no longer be available in the
list of projects the customer can upload files to.

For a short overview of how the portal works, check out our video. The video is shown from a sub-supplier's
perspective, but it works the same as the customer portal: Vimeo: Supplier Portal.


https://vimeo.com/501744793

