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

* To upload a photo select the radio button “Use Custom Photo”
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@ My Portal Greeting

This page allows you to edit the greeting message shown on your portal home page.
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* Click “Upload Photo” a

W Select the photo to use for your Portal Greeting

Use the crop marks in the image on the right to select your Portal Greeting photo. Use the Browse button to upload a different photo.

1/3 | E,‘ Replace this photo: Browse...

€ No Photo
@ Use Custom Photo

Upload photo

"® open =)

—
@ )i < My Documents » Training » Head Shots [ %9 | [ Search Head Shots 2]
[

Organize v Newfolder =2- 0 @
23 Dropbox -
Click “Browse” to locate your photo 9 | ot
& Libraries m Y 4
| [® pocuments

@ Music W2 jpg W3,jpg JWdjpg

Locate and click on desired photo 9 | =

Select a file
to preview.

m

8 Computer
9 &, osDisk ()
H " ” 9 storagemain [\\o
Click “Open” |5 ) ==

3¢ Admin (\\oper24

Q/’ G Network

File name: - Custom Files -

For additional support contact Customer Care 303.850.9613 RE (» COLORQADO"



Customize Your Portal Greeting

* Click & Drag the crop window Lm)
(highlighted area) to your liking

Use the crop marks in the image on the right to select your Portal Greeting photo. Use the Browse

( < 13/3 Replace this photo: Browse...

*  Click “save” i

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

*  Type your greeting {z2)
e  Click “Check Spelling” Ee.)

* Click “Save”

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