How to Change Password of Contact Login

Internal User Login:

. Login as Internal User

. Open the entity record, then navigate to Contacts tab

. Select and open the record of the contact

. Click the Change Password button on User Portal Settings panel

. Enter the same values on New Password and Confirm Password fields

A wWNE

User Portal Settings

Enable w Us=r Role -
|z=rname
Password

Portal URL | lecalhost/dev1 920/ loginfcompany=01

Change Password

DK Cancel

Details

Mew Password: e

Confirm Password: | sses

@ ©@ O Ready

1. Click OK button on Change Password screen and Save button on Entity Contact screen
2. Re-login to the system using the updated

Portal Admin Login:

1. Login as Portal Admin
2. Open the User List menu
3. Select and open the record of the contact

Details

+ Insert m ¥ Remove [~]Email Login Export~ BB View= | Fileer (F3)

Full Name Email {(username) Phone Title Location Time Zone

test beth delapaz@irely.com Test (UTC-04:00) Easte..
v contact 01 contact0] @test.com test (UTC-04:00) Easte...

contact 02 contact02@test.com test {UTC-04:00) Easte...

4. Click the Change Password button on User Portal Settings panel

L¥]
ey

Portal Access | Active

v v
v v
v v




5. Enter the same values on New Password and Confirm Password fields

Change Password

OK  Cancel

Details

Mew Password: vaes

Confirm Password: [sees

(]

'  Ready

6. Click OK button on Change Password screen and Save button on Entity Contact screen

Internal User Login:

1. Login as Internal User
2. Open the entity record, then navigate to Contacts tab
3. Select and open the record of the contact

Entity - 137-Ent

New Save Search Refresh Delete Undo Additional Close

Entity | Gepsral | Vendor | Split | Farm | Locations | Contacts | Comments(0)  History | Attachments{0) | Messages | Custom | Auditlog (2)

+ insert{{ Q Open ) x Remove [~dEmaillogin BH Layout Q | Filtey s (F3)
Name " [ Emai Distribution Email {username) Title Phone Mobile Location Name: Timezone Portal Access | Active
V| contact2 contact2@test.com (UTC12:00) Internatio... v ¥
contact1 contact1@test.com (UTC12:00) Internatio... v v
137-Ent 137-Ent@irely.com 137Entlocation  (UTC-11:00) Coordina... v v

4. Click the Change Password button on User Portal Settings panel

Entity Contact - contact2

New Save Delete Undo Close

Detail CRM Infarmation Audit Log (2) Additional Informaiton

Full Name: contactd User Portal Settings
Email (usernamel: contact2@rest.com addPhot | Change Password M- Email Login
Title: Portal Access: |w| User Role: |13?-Em:'5 Help Desk ~
Country: Philippines ¥ || Username: | contactZ@test.com
Timezone: {UTC-12:00) International Date Line West ~ || Portal URL: | |ocalhost/1620.210/i21/
Phane: | Mobile: &

Contact Information
Contact Method: -

+ Insert X Remowve 7 Types
Location Name: v

Type Details
Department:
Type: >
Email Distribution: >
o Active: v

Notes:
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5. Enter the same values on New Password and Confirm Password fields

Change Password

OK  Cancel

Details

Mew Password: vaes

Confirm Password: [sees

@ B U Ready

6. Click OK button on Change Password screen and Save button on Entity Contact screen

Portal Admin Login:

1. Login as Portal Admin
2. Open the Contact List of the Entity
3. Select and open the record of the contact

Vendor Contact List
Close

Details

+ \nser( Remove []Email Login B3 Layout Q@ |Filee b24
Full Name . Email {username) Phone Title Location Timezone Portal Access Active
137-Ent 137-Ent@irely.com 137-Ent Location  {UTC-11:00) Coord... v v
contact] contact]@test.com {UTC-12:00) Intern... v v

| contact2 contact2@test.com {UTC-12:00) Intern... v

4. Click the Change Password button on User Portal Settings panel

Entity Contact - contact2

New Save Delete Undo Close

Detail CRM Information Audit Log (2) Additional Informaiton

Full Mame: contact2 User Portal Settings
Email (username):  contact2@test.com addPhote [ /B Change Password )= Email Login
Title: Portal Access: |vw| User Role: Iﬂ}?—Ent'S Help Desk ~
Country: Philippines ¥ || Username: | contact2@test.com
Timezone: {UTC-12:00) International Date Line West ~ || Portal URL: | |ocalhost/1620.210/i21/
Phane: | Mobile: &

Contact Information
Contact Method: -~

+ Insert X Remove o Types
Location Name: M

Type Details
Department:
Type: v
Email Distribution: >
o Active: v

Notes:
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5. Enter the same values on New Password and Confirm Password fields

Change Password

OK  Cancel

Details

Mew Password: vaes

Confirm Password: [sees

@ B U Ready

6. Click OK button on Change Password screen and Save button on Entity Contact screen

Internal User Login:

1. Login as Internal User
2. Open the entity record, then navigate to Contacts tab
3. Select and open the record of the contact

Entity - 113-Ent

New Save Search Refresh Delete Undo Additional + Close

Entty = Vendor = Split | Farm  ShipVia | Locations | Contacts | Comments(0) | History = Atachments(0) = Messages | Custom  AuditLog (4)

+ Inser % Remove [~ Emaillogin B9 Layout  Q |Filter Records (F3)
Name Email (username) Title Phone Maobile Location Name Timezone Portal Access | Active
113a-Ent 1133-Ent@test.com (UTC-11:00) Coordina... v
v| 13Ent beth.delapsz@irely.com 123456 113EntLocation  (UTC-11:00) Coordina... v v

4. Click the Change Password button on User Portal Settings panel

| Entity Contact - 113-Ent

]l New Save Refresh Delete Undo Close

Detail | Auditlog(0) Ent1

Full Name: 113-Ent User Portal Settings
Email (username): | beth.delapaz@irely.com addPhoto | [{B Change Password | Emeail Login
Title: Portal Access: y| User Role: | 113-Ent-2302
Phane: 123-456 Mobile: Username: | beth.delapaz@irely.com
Timezone: (UTC-11:00) Coordinated Universal Time-11 ~ || Portal URL: |localhost/1610.275/i217
Contact Method: ~

Contact Information
Location Name: 113-Ent Location N

+ Insert X Remove  # Types
Department:

Type Details
Type:
Email Distribution: ~
Active: 4
Notes:
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5. Enter the same values on New Password and Confirm Password fields

Change Password

DK  Cancel

Details

Mew Password: e

Confirm Password: |sses

[P

'  Ready

6. Click OK button on Change Password screen and Save button on Entity Contact screen



Portal Admin Login:

1. Login as Portal Admin
2. Open the Contact List of the Entity
3. Select and open the record of the contact

Vendor Contact List

Close

Details

+ Inse'[ X Remove [-]Email Login BB Layout Q. |Filter Records (F3)

4. Click the Change Password button on User Portal Settings panel

Entity Contact - 113a-Ent

New Save Refresh Delete Undo Close

Detail | AuditLog(2) Ent1l

Full Name: 113a-Enc User Portal Settings
Email (username): 113 Ene@rest com Add Photo 5] Email Login
Title: Portal Access: o User Role: |113-Ent's Help Desk

Phane: Mobile: Username: | 113a-Ent@test.com
Timezone: (UTC-11:00) Coardinated Universal Time-11 ~ | Portal URL: | localhosy/1610.275/21/
Contact Method: ~

Contact Information
Location Name: ~

+ Insert X Remove ./ Types
Department:

Type Details
Type:
Email Distribution: ~
Active: V|
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Full Name Email (username) Phone Title Location Timezone Portal Access
113-Ent beth.delapaz@iraly.com 123-456 113-Ent Location  (UTC-11:00) Coord... v
« 113a-Ent 113a-Ent@test.com (UTC-11:00) Coord... v

Active

!

0

5. Enter the same values on New Password and Confirm Password fields

Change Password

OK  Cancel

Details

Mew Password: vane

Confirm Password: [sses

@ @ U Ready

6. Click OK button on Change Password screen and Save button on Entity Contact screen

1. Login as Internal User
2. Open the entity record, then navigate to Contacts tab
3. Select and open the record of the contact

Entity - 116-Ent

New Save Search Refresh Delete Undo Additional - Close

Entity | Vendor Split Farm ShipVia | Locations | Contacts | Comments{0) = History = Attachments{0) AuditLog {4)

+ Insert

X Remove [ Emaillogin 95 Layour Q. |Filter Records (F3)

| Mame Email {username) Title Phone Mobile Location Name Timezone Portal Acce...

« 116-Ent beth.delapaz@irely.com 123456 012133 116-Ent Location (UTC-11:00) Coo... v

Active

)



4. Click the Change Password toolbar button

Entity Contact - 116-Ent

New Save Refresh Delete Undo Email Login @ Change Password Close

Detail Audit Log (3)

Full Name: 116-Ent

Email (username): [~ beth.delapaz@irely.com Add Photo

Title:

Phone: 123-456 Mobile: 012133

Alt Phone: 789-012 Alt Email:

Contact Method: ~ | Fax: 789-012

Location Name: 116-Ent Location bl

Contact Role: Help Desk e

Active: | Department:

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

Type: -

Notes:

Email Distribution: v
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5. Enter the same values on New Password and Confirm Password fields

Change Passweord

OK Cancel

Details

Mew Password: e

Confirm
Paszword:

@ 0 O Ready

6. Click OK button on Change Password screen and Save button on Entity Contact screen
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