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Client Portal Dashboard

The Client Portal Dashboard helps customers manage their activities in the system.

Dashlets include:

@ Dashboard

E= My To-DoList®

& Already Dore @

Todo Due date

= | Addtod 05/25/2022
[(J(& Add Sample To-Do Items 1o the Dashboard [ osrtoanez |
DC’ Create Customer Instructions fer BMS

My Notes @ -

e My To-Do List - A place to set reminders.
e My Notes - A quick summary of thoughts or ideas you don’t want to forget.

¢ News - Company news.

My To-Do List

Creating a To-Do Item
In the Add to-do text box, enter text, click the calendar to set the date, and Press Enter.

Todo Due date

Removing and Restoring a To-Do List Item
A user can click on the Check Box next to the To-Do item. The To-Do item will then be moved
into the Already Done Section.

[](# add sample To-Do Items to the Dashboar

B (& Create Customer Instructions for BMS

The user can remove items in the My To-Do List by clicking the red X [E3in the Already
Done tab. The user can reset the My To-Do List by clicking the yellow arrow if an item was
completed by mistake.
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My Notes

Creating Notes
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Notes are entered as one long word processor, so to enter notes, just type text in the Text box.

<3 My Notes @ v

B-lB F U|i= ‘;ElA'Oi'lRabctc.sans.."E .|

Go Fishing thi

Our Customers are Great
kend

Need to remember Kayak and Life Vests when Kayakin

Deleting Notes

The user can erase My Notes by highlighting the words and selecting delete on the keyboard.

Tickets

The Tickets page manages all tickets in your customer organization, regardless of the customer
contact person assigned to the ticket.

NOTE: You must be assigned certain rights to see all tickets within your organization.

My Tickets

The My Tickets page manages tickets assigned to you as the Contact Person of your customer
organization. If you create a new ticket using this page, the ticket is assigned to you as the

customer Contact Person by default.

Q Search My Tickets

Title

Type ssue Type
b4
Completed Date ice L cement
From To:
Created On
From To
Lo socno o oeoseucno W2 e -]
Total Records: )
Ticket Number Title Contract

@ 605192022
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Test Ticket - Hole in my Kayak

Monthly Support Plan

Created By

Thomas Brawley

Status

Open Date
From: L
Ticket Number
Vviews: | system Default
Priority St

v
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View an Existing Ticket
When you open an existing ticket:

e The Ticket View displays the general properties of the ticket.
e You can also click Add Note to add a note for support to read.

¢ You may also see notes about this ticket for you, as the customer contact, to review and
possibly act on.

e To view a Ticket, click the Edit button next to the ticket. (&

Ticket# 6-05192022 - Test Ticket - Hole in my Kayak
© 05/79, isualutionsy\Visualutions (Tho

/2022 02:37 PM - Visual alutions mas Brawiey) & & Ticket Properties
Status:
= Source: Client Porta

Priority:

v G Type: Problem/lssue
Due Date: None €Cs: None

Issue Type: Equipment/Hardware
® Details Sub-Issue Type: None

Service Contract: horthly Support Flan
This is a small hale in my kayak that needs to be fixed prior to my going fishing this weekend. Work Type: Nore
W Affected Assets
None
RMM Server: https./msp.visualutions.com
@ Duplicate Alarm
occurrence Count: [[J]
Last Occurrence: None

§ Thermometer

Score:

2 Acies —
B Add Note

No Records Found

Create a New Ticket
1. Click New Ticket.

2. Enter the following in the Quick Add Ticket page.

3. Items with a red asterisk are required.

From Template: Location: *
v Visualutions v
Title* Ticket Type: *
v
Details* Priority: *

B~ B 7 U= A~-o-| Timeshew.. v <= |

<&
“

lssue Type:
Sub-ssue Type:

Affected Device:

B
[+

Affected Software:

CCs:
Search name or contact info

Attach File:

Select
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My Profile

The My Profile section enables you to personalize your

Reviewing My Profile
1. Select the Settings > My Profile page.
2. Review the Personal Information tab.
o Reset (Photo)
o Select Photo - jpg, jpeg, png, gif
o User Name

PSA client portal experience.

mm png , gif.

Company Name: visuzlutions

Thomas W Brawley
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Gateway URL: htips://bms.kaseya.com/Gateway.aspx?client=visualutions

+ Save Changes (S)

o E-mail
o First Name
o Last Name

# Personal Information &, Change Password & Preferences = Integrations

User Name:* E-mail:*
tom.brawley@visualutions.com % tom.brawley@visualutions.com
First Name:* Last Name:
Thomas B] Brawley
MFA Settings:

MFA is currently enabled. JEET R EITA

Click here to generate a one-time MFA recovery token.
‘You can use a one-time MFA recovery token to log into your account and reset your MFA settings if you lose your MFA device.

3. Optionally change your password using the Change Password tab.

# Personal Information &, Change Password & Preferences + Integrations

Old Password:* New Password:* Confirm New Password:*

& Change Password

4. Optionally change the default landing page using the Preferences tab.

# Personal Information &, Change Password ¥ Preferences + Integrations

Default Landing Page: Default Tickets Listing Click Behavior: @

Choose a Default Landing Page v Open In Same Window v
Theme:
O] vefauit
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My Messages

Customer contacts can use the My Messages page to send and receive messages with PSA
support personnel and other customer account contacts. These messages are not linked to

tickets.

When you receive new messages from support personnel, you will see an envelope icon with a
count of unopened tickets in the upper left-hand corner, indicating messages are waiting for

you.

Actions

Compose Message - Creates a new message.

Reply - Replies to received message.

Archive/Archived - Move selected messages to the Archived folder.
Delete - Deletes selected messages.

Inbox - Moves selected messages to the Inbox folder.

Starred - This folder lists messages that have the star toggled on.

Save/Draft - Saved unsent messages are stored in the Draft folder.
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