Customize your Portal Greeting

The Portal Greeting is located on the Welcome Page of the Client Portal. It is your option to add a
custom greeting. If you choose to leave it blank then the greeting space minimizes. If you would like
to do so you can customize the following areas.
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Customize your Portal Greeting

e To upload a photo click the radio button for Use Custom Photo a
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This page allows you to edit the greeting message shown on your portal home page.
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e Click Upload Photoa
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e Click Save 9",

CI'Ck & Dl’aga '[O pOSItIOﬂ the [® Select the photo to use for your Portal Greeting
CrOp WI ndOW tO you r Ilkl ng . Use the crop marks in the image on the right to select your Portal Greeting phote. Use the

1/1 Upload another photo: Browse...

Note: You cannot delete a photo once
uploaded and saved. You can upload
another photo and use it instead.

Customize your Portal Greeting

Select the salutation{1o ) you prefer.
Note: “John” is a placeholder and will be replaced with your client’s real name.

Hello John.

Hi John,

Hello John,
Dear Mr. John Smith.

L )

you can view all of the listing information I send to you. Don't forget _AJ
ossibilities or Discard. Notes with additional informaticn are veryi

o Typebyour portal greeting and click Check Spelling @for good measure.

Note: This is a global greeting. This one message will appear on Client Portals for all of your Contacts.

Click Save




