How to Assign Portal Access to Contact List

Both the Portal Admin and the internal user can assign portal access to the contact list
To Assign Portal Access by Internal User:

1. Log in as an Admin/internal user

2. Open an entity record, then open the Contacts tab

New Save Search Delete Undo Additional - Close

Entty | Customer = General | Locetions | Contacts | Split | History =~ Messages  Actvides = Amachments | Auditlog | EntityType | Custom | CropInsurance

Ra

+ insert [ Open X Remove [~JEmaillogin  Export= B9 View=  Filer (F3) ol
f Name™ Email Distribution Email {username) Title Phone Mobile Location Name Time Zone Portal Access | Acti
test beth.delapaz@irely.... test (UTC-04:00) Eastern v v
comtact 01 contacd] @test.com Test (UTC-04:00) Eastern ... v v
comact 02 contacr02@test.com Test (UTC-04:00) Eastern ... v

3. Select and open the contact record to have portal access
4. Tick the Portal Access check box to enable selection of Contact Role

User Portal Settings

{4 Change Password [~ Email Login

Enable lzer Role w
Username |contact02@test.com

Fazzword

Portal URL | bethnuc/1830Dew/login?company=01

5. Select a user role for the contact or create a new by clicking the User Role hyperlink if the field is blank
6. Enter a password for the contact
7. Click Save button

User Portal Settings
[ Change Password [ Email Login

Enable v User Role  Payroll Portal d

Username |contact02@test.com
Fassword Tenn

Poral URL | bethnuec/1830Dev/login?company=01

To Assign Portal Access by Portal Admin:

1. Log in as Portal Admin



2. Open User List menu

Details
+ Insert [ Open X Remove [ EmailLogin  Export= BY View= |Fileer (F3) ol
Full Name Email {username) Phone Title Location Time Zone Portal Access Active
test beth.delapaz@irely.com test (UTC-04:00) Easte... b4 L4
contact 01 contact0l @test.com test (UTC-04:00) Easte... v
contact 02 contact02@test.com test (UTC-04:00) Easte 4
T & U | Ready {7 Refresn

3. Select and open the desired contact record to have portal access
4. Tick the Portal Access check box to enable selection of User Role

User Portal Settings

[ Change Password [« Email Login

Enable Uszer Role v
Username |contactd1@test.com

Password

Portal URL | bethnuc/18300ew/|ogin?company=01

5. Select a user role for the contact or create a new by clicking the User Role hyperlink while the field is blank
6. Enter a password for the contact
7. Click Save button

User Portal Settings

o Change Password  [=] Email Login

Enable || UserRole |Payroll Portal w
Username |contact01@test.com

Passwaord | eees

Portal URL | bethnuc/18300ev/logincompany=01

To Assign Portal Access by Portal Admin:

1. Login as Portal Admin



2. On user's menu panel, expand Purchasing/Sales then select Vendor Contact List

Vendor Contact List

Close
Details
+ Insert @ Open X Remove [~]EmailLogin 83 Layout Q4 |Fike el
Full Name Email (username) Phone Title Location Timezone Partal Access Active
137-Ent 137-Ent@irely.com 137-Ent Location  {UTC-11:00) Coord... v v
contact1 contact]@test.com {UTC-12:00) Intern... v
contact2 contact2@test.com (UTC-12:00) Intern... ~

@ @ 9 i Ready

3. Select and open the contact record to have portal access

Entity Contact - contact1

New Save Delete Undo Close

Detail CRM Information Audit Log (1) Additional Informaiton

Full Name: contact1 User Portal Settings
Email (username): contact]@test.com Add Photo
Title: Portal Access: User Role:
Country: Philippines ¥ || Username: | contact]@test.com
Timezone: (UTC-12:00) International Date Line West ~ || Portal URL: | |ocalhost/1620.210/i21/
Phone: | Mobile: &

Contact Information
Contact Method: w

+ Insert X Remove & Types
Location Name: ~

Type Details
Department:
Type: -
Email Distribution: ~
Active: -~
@ ©@ O Edied Page 1] af1 !

4. Tick the Portal Access check box to enable selection of Contact Role
User Portal Settings

% Change Password  [>-<] Email Login

Portal Access: Iser Role: e
—y - =
Username: | contact1@test.com

Fassword:

Portal URL: | Jocalhost/1620.210/i21/




5. Select a user role for the contact
User Portal Settings

O Change Password [ Email Login

Portal Access: |[w| User Role: ||

Username! | contact]@test.con User Role «
Password: 137-Ent's Help Desk
Portal URL: | |ocalhost/1620.210

6. Enter a password for the contact
TR

Paszword:

7. Click Save button

To Assign Portal Access by Internal User:

1. Log in as an Admin/internal user
2. Open an entity record, then open the Contacts tab

Entity - 137-Ent

New Save Search Refresh Delete Undo Additional Close

Entity = General Vendor = Split Farm | Locations | Contacts | Comments (0}

Q [

History | Attachments (0)

+Insert Q Open X Remove [~Email Login B8 Layout ds (F3)

Name Email Distribution Email (username) Title Phone
contact2 contact2@test.com
contact] contact]@test.com
137-Ent 137-Ent@irely.com

3. Select and open the contact record to have portal access

Entity Contact - contact2

New Save Delete Undo Close

Messages | Custom | AuditLog (2)

Mabile Location Name | Timezone
{UTC-12:00) Internatic...
{UTC-12:00) Internatio.

137-EntLocation  {UTC-11:00) Coordina.

Detail CRM Information Audit Log (1) Additional Informaiton
Full Name: contact2 User Portal Settings
Email (username): contact2@test.com Add Photo
Title: Portal Access: User Role:
Country: Philippines ¥ || Username: | contact2@test.com
Timezone: (UTC-12:00) International Date Line West ~ || Portal URL: | |ocalhost/1620.2104i21/
Phone: | Mobile: o

Contact Information
Contact Method: ~

+ Insert X Remove & Types
Location Name: ~

Type Details
Department:
Type: -
Email Distribution: ~
Active: o~
Notes:
0 Ready Page
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4. Tick the Portal Access check box to enable selection of Contact Role

User Portal Settings

[ Change Password [~ Email Login

Portal Access: Wser Role:

1
Username: | contact?(@test.com
Password:

Portal URL: ||ocalhost/1620.2104i21/

5. Select a user role for the contact
User Portal Settings

O Change Password [ Email Login

Portal Access: || User Role: | | v |

Username: | contact2@test.com User Role

Password: 137-Ent's Help Desk

Portal URL: | Jocalhost/1620.210
6. Enter a password for the contact
Faszword: | sess
7. Click Save button
To Assign Portal Access by Portal Admin:

1. Log in as Portal Admin

2. On user's menu panel, expand Purchasing/Sales then select Vendor Contact List

Vendor Contact List

Close

Details

Full Name Email {username) Phone Title
aaa asa@aza.com

bbb bbb@bbb.com

cee ccc@ecc.com

ddd ddd@ddd.com

+ Insert Q@ Open X Remove [~{Email Login B3 Layout Q. |Filter Records (F3)

Location

aaa vendor

aaa vendor

Timezone
{UTC-10:00) Hawaii

(UTC-10:00) Hawaii

{UTC-11:00) Coord...

{UTC-12:00) Intern...

Partal Access

4

Active

AUENLNERLN




3. Select and open the contact record to have portal access

Entity Contact - bbb

New Save Refresh Delete Undo Close

Detail | Auditlog(3) | Ent1

Full Name: bbb User Portal Settings

Email (username): bbb@bbb.com Add Photo

Title: Portal Access: User Role:

Phane: Mabile: Username: |bbb@bbb.com

Timezone: {UTC-10:00) Hawaii ™| Portal URL: |localhost/1610.228/i21/

Contact Method: M

Contact Information
Location Name: v
+ Insert X Remove 7 Types
Department:
Type Details
Type:
Linkedin Www.test.com View

Email Distribution: M

Active: 4
@ @ O Ready Page 1 of1

4, Tick the Portal Access check box to enable selection of Contact Role

User Portal Settings

B Change Password [ Email Login

Portal Access: |« [User Role: w

Username: |bbb@bbb.com
Passwaord:

Portal URL: | |ocalhost/1610.228/i21/

5. Select a user role for the contact
User Portal Settings

[0 Change Password [~ Email Login

Portal Access: |w| User Role: |EECRUSNG T sV It v

Username: |bbb@bbb.com User Role

Password: aaa vendor's Help Desk
Portal URL: | Jocalhost/1610.228 Contact Role 1
6. Enter a password for the contact
Faszword: | sess

7. Click Save button

To Assign Portal Access by Internal User:

1. Log in as an Admin/internal user



. Open an entity record, then open the Contacts tab

Entity - aaa vendar A O x
New Save Search Refresh Delete Undo Additional - Close
Entty Vendor | Split | Farm  Locations | Contacts | Comments(D) | History = Attachments(0) =—Messages | Custom AuditLog(8)
+ Insert @ Open X Remove [~]Email Login B Layout Q, |Filtes
Name Email (username) Title Phone Mobile Location Name Timezone Portal Access | Active
ddd ddd@ddd.com (UTC-12:00) Internatio.. v
cec cec@ccec.com aas vendor (UTC-11:00) Coordina... v
bbb bbb@bbb.com (UTC-10:00) Hawaii v
aas asa@aas.com aaz vendor (UTC-10:00) Hawaii v v

. Select and open the contact record to have portal access
i Entity Contact - ccc A X

Delete Undo Close

New Save Refresh

Detail | Audit Log (4)

Full Name: User Portal Settings

Email (username): ccc@ccc.com Add Photo

Title: Portal Access: User Role:

Phane: Maobile: Username: | ccc@:

c.com

Timezone: (UTC-11:00) Coordinated Universal Time-11 ~ | Portal URL: ||ocalhost/1610.228/i21/
Contact Method: ~

Contact Information
aaa vendor ~

+ Insert

Location Name:
X Remove 7 Types
Department:

Type Details

Type:
Email Distribution: v
Active: ]

Notes:

1) of1

@0 9
. Tick the Portal Access check box to enable selection of Contact Role

Ready Page

User Portal Settings

{4 Change Password [~ Email Login

Portal Access: || User Role:

Username: |ccci@ccc.com
Password:

Portal URL: | |ocalhost/1610.228/i21/

. Select a user role for the contact

User Portal Settings

[0 Change Password [ Email Login

Portal Access:

Username:

Paszword:

Portal URL:

IRV 55 vendor's Help Des

ccc@ccc.com User Role

aaa vendor's Help Desk

localhost/1610.228 Contact Rale 1

. Enter a password for the contact

Paszward:

. Click Save button

. Open an existing Entity record



2. Navigate to Contacts tab
3. Inthe grid area, select the contact then click the Open button.

Entity - 116-Ent

New Save Search Refresh Delete Undo Additional = Close

Entity | Vendor ~Spiit Farm  ShipVia Locatons | Contacts | Comments(0) = History = Auachments(0) —AuditLog (4)

+ Insert X Remowe [~ Email Login B8 Layout Q | Filter Records (F3)

v Name Email {username) Title Phone Mobile Location Name

~ T16Ent beth.delapaz@irely.com 123-456 012133

4. Select and open the contact record to have portal access

Entity Contact - 116-Ent

New Save Refresh Delete Undo Close

116-Ent Location

Timezone Portal Acce...

(UTC-11:00) Coo...

m Audit Log (2)

Full Name: 116-Ent

Email {username): [-]| beth.delapaz@irely.com Add Photo

Title:

Phaone: 123-456 Mobile: 012133

Alt Phone: 780012 Alt Email:

Contact Method: ~ | Fax: 789012

Location Name: 116-Ent Location ~

Active: v Department:

Portal Access: Timezone: | (UTC-11:00) Coordinated Universal Time-11 ~

Type: ~

Notes:

Email Distribution: v
- @ ':::' :;’ Ready Page 1| of1

5. Tick the Portal Access check box to enable selection of Contact Role

Contact Role: ~

Active: v| Department:

Portal Access: | Timezone: | (UTC-11:00) Coordinated Universal Time-11 w
6. Select a user role for the contact

Contact Role: |Hel|:| Desk| | i |

Active: | Department:

Portal Access: v Timezone: |(UTC-11:00) Coordinated Universal Time-11 w

7. Click Save button to save the set up



8. This message will show after saving the contact

iRely i21
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