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Contact Manager

MY FAVORITES ASSQCIATES MY ASSOCIATIONS

My Associations
Here you can request access toyour company(s) cases. Search for your company below. If it has been set up it will appear in the lst. Click on the Request Access button to
send an email to the company administrator requesting access.

Add Contact

Search: Exact Malchmm

Existing Associations

Ok, because | know you will ask — can you share this account with your staff? Short
answer —yes. We do not have to do this today — we can do it any time, and you can
change it easily with staff fluctuations. Since you may not have your employees

signed up today, let’s walk through how this would look.

First, under your login at the upper right corner, choose “Contacts Manager.”
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Contact Manager

MY FAVORITES ASSOCIATES MY ASSOCIATIONS

Associates

Here you are able to add associates, also known as sub contacts, to your account. Associates will mirror your access to cases, including the ability to toggle on/off visibility
on the Dashboard, My Work, and your access to specific case details and actions.

My Associations

Here you can request access to your company(s) cases. Search for your company below. If it has been set up it will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access.

There are multiple tabs under Contact Manager.
“Associates” are people who are looking at your applications.
“My Associations” are people whose applications you are looking at.

There are two ways to set up the relationships that correspond to the type of
relationship.
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Epic Proportions Development, Inc.
Associates

Here you are able to add associates, also known as sub contacts, to your account. Associates will mirrer your access to cases, including the ability to toggle on/off visibility
on the Dashboard, My Work, and your access to specific case details and actions.

Add Contact
5earch:1 forest ExactMatch [
ContactID First Name Last Name Company Email Action
1D-000000142 Forest Kvasnikoff ACompany Name fkvasnikoff@resdat.com 2 Add
Results per page 1-10f1

Existing Associates

Contact ID First Name Last Name Company Email Action

ID-000000162 Irene Gallion Nailed It! imgallion@gmail.com m 3

Construction

Results per page 1-1of1

oo AU
y R

To allow people to look at your applications, under “Associates” you search for them
(1), then add them (2).

If you get tired of the scrutiny, you can easily remove them (3).

For this example, I've created two companies. Epic Proportions is the prime, and
Nailed It! is their sub.

In this case, Epic Proportions already has Nailed It! as an Associate, so Nailed It! can
review and follow up on permit needs. How did Nailed It! get on the list?
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Nailed It!
Contact Manager

MY FAVORITES ASSOCIATES MY ASSOCIATIONS
My Associations

Here you can request access te your company(s) cases. Search for your company below. If it has been set upit will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access.

Add Contact

s.ea, et v ()

Epic Proportions imgallion@fastmail.fm

Development, LLC

1D-000000145 Gallion

Resullsperpage 1-1of1 S E

Existing Associations

Contact ID Name Name Company Email Action

No records to display.

To look at someone else’s information, you go to “Associations” and request
permission.

In this case, Nailed It! is asking to view Epic Proportions documents.
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Request Access Form

To Epic Proportions Development, LLC
" Subject Nailed It! is Requesting Access

“Message Irene Gallion is requesting access 1o records associated with Epic Proportions Development, LLC in our EnerGovProd portal.

Success

Access request sent successfully.

You get a chance to personalize the e mail...
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(£ compose v « & Archive W pelete Move to v More v

& Inbox L Irene Gallion is Requesting Access
B Archive

NoReplyEPL <NoReplyEPL@juneau.gov> 1104 AM (iess than a minute ago)
7 Dratts 1 to imgallion ¥ Inbox B s O <& Reply Actionsv
« sent Irene Gallion is requesting access to records associated with Epic Propertions Development, LLC in our

EnerGovProd portal.
® spam 61 P

o

Folders

3 4850 Glacier Hi.. <A Reply €~ Reply to all A Forward
O Eric

Home Dashboard Apply MyWork Map Report PayInvoices  Search@,  Calendar (0

Reguest from Irene Gallion as an associated contact has been approved.

Continue to your sub contacts m

Meanwhile, the entity you are requesting to view will get an e mail with the request,
and can hit “Approve” or “Deny.” They’ll be briefly routed to the Civic Access site,
which will confirm that the Associate has been approved.

In this case, Epic Proportions got the request from Nailed It!, and chose to approve.
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Nailed It!
Contact Manager
MY FAVORITES ASSOCIATES MY ASSOCIATIONS
Favorite Contacts
‘Add Contact
Search: Exact Match(] a
Existing Contacts
Contact ID First Name Last Name
Norecords to display.
Existing Associates
First Last
Contact ID Name Name
No records to display.
Existing Associations
Contact ID First Name Last Name
ID-000000145 Irene Gallion

Epic Proportions

Contact Manager

MY FAVORITES ASSO

Favorite Contacts
Add Contact

Search:

Existing Contacts

Existing Associates

Contact ID

ID-000000162

Existing Associations

Contact ID

No records to display.

Epic Proportions Development

CIATES MY ASSOCIATIONS

s (D)

First Name Last Name Company

Irene Gallion Nailed It!
Construction

Name Name Company

Reviewing the contact manager for each company:

In our example, Nailed It!
* Has no existing favorite contacts.

* Has no Associates (no one looking at their applications)
* Has one Association (They are looking at Epic Proportions applications)

Epic Proportions
* Has no existing favorite contacts.

* Has one Associate (Nailed It! Can look at their applications)
* Has no Association (they are not looking at anyone else’s data).
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