
Setting Up Portal Access for Contacts
Last Modified on 05/26/2026 8:28 am PDT

Pathway: Accounts > Contacts 

Grant contacts access to their customer portal account by following the process outlined below. Contacts can be

added at either the site level or account level, depending on the level of access you want to provide within the

portal. 

Prerequisites
A contact must be added to the account or site before they can be granted access to the customer portal. More

information about creating or adding a contact to an account can be found here: Add and Edit Account Contact.  

Edit Contact

https://help.navusoft.net/docs/add-and-edit-account-contact-2215379054


Open the Contacts screen and double-click the contact you want to grant portal access to. This will open the 'Edit

Contact' popup, where you can send the portal invitation and enable access at either the account level or site level

using the Details and Customer Portal Access tabs. 

Details Tab

Use the Details tab to send a portal access invite to an existing contact. The checkbox becomes available after

the contact has been saved and reopened, and it requires a valid email address to send the invitation.



Customer Portal Access Tab

Use the Customer Portal Access tab to manage a contact’s access level. Access can be granted at the account

level or restricted to the site level.



Grant Access to All Sites (Account Level Contact)

To grant a contact access to all sites that belong to the account, select the Account (All Sites) checkbox. 

Grant Limited Site Access (Site Level Contact)

To restrict a contact's portal access to specific sites, deselect the Account (All Sites) checkbox and check

only the boxes for the sites the contact is permitted to access.

Auto Send Portal Invites [Optional Setup]
This optional setup allows portal invitations to be automatically sent to contacts when they are created.  To enable

this, select 'Yes' for the 'Auto Send Portal Invitation on Contact Creation' setting in the Account Class Setup

screen.  Once enabled, a portal invites will be sent to new contacts, provided a valid email address is entered. 

Add Contact to New (Active) Account

When a new active account is created, and the account class has 'Auto Send Portal Invitation on

Contact Creation' set to 'Yes' and an email address is entered for the contact, a Customer Portal

invitation will be sent automatically.



Add Contact to Existing (Active) Account

When creating a new contact for an active account, an email will be automatically sent if the account

class has 'Auto Send Portal Invitation on Contact Creation' set to 'Yes' and an email address is entered

for the contact. 

Self Register Setup [Optional Setup]
This optional setup allows customers to self-register for a Customer Portal account using information from a

recent invoice.

System Settings: System Options [Customer Portal]

To allow customers to request portal access from the sign-in page, enable the "Enable Request Login Button"

setting in the Customer Portal section of System Options Setup. 

System Settings: Account Class [Customer Portal]

Enable "Allow Invoice-Verified Self Registration" in Account Class Setup to allow customers to self-register

for a portal account using a recent invoice that includes an invoice number and either a quick pay code or an

account number. 
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