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Welcome to the Customer Portal Website Tutorial

4Ï ÂÅÇÉÎȟ ÌÅÔȭÓ ÒÅÖÉÅ× ÔÈÅ ÍÁÉÎ ÆÅÁÔÕÒÅÓ ÏÆ ÔÈÅ ×ÅÂÓÉÔÅ ÁÎÄ 
discuss their purpose

Click on the arrow to continue



Customer Portal Website Tutorial

The website is broken down into four sections:
ÅAccount Summary
ÅAlerts & Deficiencies
ÅService Reports & Trends
ÅAccount Settings

The Menu for these sections is found under the company banner.  You can select each 
section to view the sub-sections under it by clicking on the main section.  In this case, 
Account Summary is selected and the Summary sub-section is selected beneath that.



Customer Portal Website Tutorial
Account Summary Menu

ÅSummary- Shows a complete summary of the most recent services, upcoming services, and documents

ÅRecent Services- Allows you to search for services by date and view location information

ÅUpcoming Services- Allows you to search for upcoming services by date and view location information

ÅMy Documents- Displays a list of current documents including site diagrams and MSDS and Labels.



Customer Portal Website Tutorial
Alerts & Deficiencies Menu

ÅSearch Alerts by Location- Allows you to search for deficiencies by location, date and status

ÅDeficiencies and Recommendations- Allows you to look at current deficiencies and 
recommendations along with the ability to add a note for a specific deficiency.



Customer Portal Website Tutorial
Service Reports & Trends Menu

ÅInspection Report- Detailed service report which includes price, materials applied, areas inspected and pest 
findings for each location

ÅService History Report- Allows you to display service history by date and location

ÅMaterial Application Report-Allows you to display material application by material, service date 
and allows you to view MSDS and Label information

ÅPest Findings Report- Allows you to display pest findings information by location, device type, service 
date or type.

ÅDevice Inspection Report- Allows you to view a report by location and date of devices that were 
inspected for those locations.

ÅDeficiency Report- Allows you to view a report of deficiencies by location, month or type.

ÅDiagrams- Displays a list of diagrams that are attached to locations



Customer Portal Website Tutorial
Account Settings Menu

ÅContact Us- Allows you to send an email requesting information.

ÅAlert Thresholds- Allows you to set default alert thresholds for pests.  You can also set specific 
alert thresholds for individual locations.

ÅEmail Alerts- Allows you to set up defaults for what type of alerts are emailed.  You can also set up 
specific email alerts for individual locations.

ÅMaintain Users- Allows you to set up users for the website along with access rights for that user.



Customer Portal Website 
Tutorial

Click on the Home Icon to go back and view 
detailed screen shots along with sample reports 

for the entire Customer Portal Website.



Customer Portal
Account Summary

Click on the blue tabs to see 
sample selection screens.  Click 
on the green tabs to see sample 
reports or sample screens.

Invoice Report

Summary

Recent Services

Upcoming Services

My Documents



Customer Portal
Alerts & Deficiencies

Click on the blue tabs to see 
selection screens.  Click on the 
green tabs to see sample reports or 
sample screens.

Alert Report
Search Alerts by 

Location

Add Note
Deficiencies & 

Recommendations



Customer Portal
Service Reports & Trends

Service History Report

Material Application 
Report

Material Application by 
Service Date

View MSDS & Labels

Material 
Reports

Pest Findings

Pest Findings by Type

Pest Findings by Service 
Date

Pest Findings by Device
Pest Finding 

Reports

Device Inspection 
Report

Device 
Inspection

Deficiency Report

Deficiencies by 
Month

Deficiencies by 
LocationDeficiency 

Reports

DiagramsDiagrams

Click on the blue tabs to see the 
selection screen for the report.  Click 
on the green tabs to see same reports

Service History



Customer Portal
Account Settings

Click on the blue tabs to see 
selection screens.  Click on the 
green tabs to see sample reports or 
sample screens.

Contact Us

Alert Thresholds

Email Alerts Add New UserMaintain Users



Account Summary
Summary

Click on View All to go to a screen 
where you can run a report for the 
topic with specified dates

Click on View to view the selected document

Click on Reschedule to send us a reschedule request

Click on Alert Levels to view alert levels descriptions



Click on 30, 60, 6 months or 1 Year
to jump to those dates Enter in a Start Date and End Date

to look at services for specific dates.

Click Refreshonce 
ÙÏÕȭÖÅ ÍÁÄÅ ÙÏÕÒ ÎÅ× 
date selectionClick on the column header 

to sort by that column

Click on View Report to view 
a detailed report.

Account Summary
Recent Services

Drag any column header to 
this area to group by it.



Account Summary
Recent Services- Invoice Report

The Invoice includes service performed, price, comments, signatures, areas 
treated, materials used and target pests.



Account Summary
Upcoming Services

Click on 30, 60, 6 months or 1 Year
to jump to those dates

Enter in a Start Date and End Date
to look at services for specific dates.

Click on the column header 
to sort by that column

Click Refreshonce 
ÙÏÕȭÖÅ ÍÁÄÅ ÙÏÕÒ ÎÅ× 
date selection

Note: These service dates are 
estimated and subject to change

Drag any column header to 
this area to group by it.



Account Summary
My Documents

Click View Document to look at the 
document attached to the location

Click View Documentor Material 
Application Report to look at the document 
attached to the material.

Drag any column header to 
this area to group by it.



Alerts & Deficiencies
Search Alerts by Location

Enter in search criteria 
here .  Be as broad or 
specific in your search as 
you want.  Click Alert 
Report to view the report.Make your selection for 

the locations you want on 
your report. Click on the + 
sign to expand the menu.  
Click Expand Allto expand 
all the menus.  Click 
Select Noneto uncheck 
all the boxes.

Click Diagram to view the location 
map or Explore to view areas and 
devices associated with this location

Click Alert Levelsto see a key of alert level 
colors and an explanation of pest thresholds



Alerts & Deficiencies
Alerts by Location Report


