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MODULE OVERVIEW

KYNECTION · KUSTOMER PORTAL

Use the Kustomer Portal
Complete Project Guide
The module overview, written for the client. Registering from the invitation,
reading the project schedule, milestones and finance, opening the forms and
documents lodged against the job, and raising and tracking an issue through to
resolution.

4 CHAPTERS 2 MIN 22 SEC KUSTOMER PORTAL CLIENTS · PORTAL USERS

PREPARED BY KYNECTION · KNOWLEDGE IN MOTION



CONTENTS

What this module overview covers
Four stages cover the whole portal. Chapter 1 is registration and sign-in. Chapter 2 is the project
view. Chapters 3 and 4 are forms, issues and documents.

CH 01 Register and sign in
The invitation email is the way in.

00:00–00:24

CH 02 Read the project
Schedule, milestones and finance, all from the client's side.

00:24–00:48

CH 03 Forms and documents
What has been lodged against the project is readable from the portal.

00:48–01:03

CH 04 Raise and track issues
The feedback loop: describe it, attach evidence, then follow it to resolution.

01:03–02:21

This one goes to your client. Everything here is what the customer does, so the guide can be sent to them
directly.

Access is per project. A client sees only the projects they have been invited to, not your whole portfolio.

Issues are the audit trail. Every issue keeps its notes, attachments, status and responsibility against the
project, so nothing depends on remembering an email.

READ AS Screens are captured from the walkthrough video at the timestamp shown on each step. Company names,
project dates and values are demonstration data.
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CHAPTER 01 00:00–00:24 · WATCH FROM 00:00

Register and sign in The invitation email is the way in.

STEP 1 · 00:08 IN THE VIDEO

Open the invitation
The Kynection project invitation arrives by email, explaining that the portal provides project updates and is used to log
feedback against each module.

CHAPTER 01 · STEP 1 OF 3

STEP 2 · 00:09 IN THE VIDEO

Follow the signup link

Go to Signup opens registration.

CHAPTER 01 · STEP 2 OF 3
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CHAPTER 01 CONTINUED · 00:00–00:24

Register and sign in

STEP 3 · 00:14 IN THE VIDEO

Register your details
Registration takes the company name, username or email, first and last name and a password.

CHAPTER 01 · STEP 3 OF 3
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CHAPTER 02 00:24–00:48 · WATCH FROM 00:24

Read the project Schedule, milestones and finance, all from the client's side.

STEP 1 · 00:29 IN THE VIDEO

Open the assigned project
The project opens with its start and completion dates, and the schedule laid out across the months.

CHAPTER 02 · STEP 1 OF 3

STEP 2 · 00:32 IN THE VIDEO

Read the schedule

Milestones show as bars on the timeline, so what is planned and how it is tracking is visible at a glance.

CHAPTER 02 · STEP 2 OF 3
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CHAPTER 02 CONTINUED · 00:24–00:48

Read the project

STEP 3 · 00:42 IN THE VIDEO

Check the finance
The finance tab shows the project charges, percentage complete, delivery budget, total project invoiced against
progress claims, and outstanding invoices.

CHAPTER 02 · STEP 3 OF 3
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CHAPTER 03 00:48–01:03 · WATCH FROM 00:48

Forms and documents What has been lodged against the project is readable from the
portal.

STEP 1 · 00:46 IN THE VIDEO

Open admin forms

Admin forms lodged against the project list with their date, status and who created them.

CHAPTER 03 · STEP 1 OF 3

STEP 2 · 00:51 IN THE VIDEO

Read a submitted document
Documents such as meeting minutes open in full, covering the meeting type, phase, attendees, agenda and project
outlook.

CHAPTER 03 · STEP 2 OF 3
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CHAPTER 03 CONTINUED · 00:48–01:03

Forms and documents

STEP 3 · 00:55 IN THE VIDEO

Reach the issues area
Issues is reached from the same project navigation.

CHAPTER 03 · STEP 3 OF 3
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CHAPTER 04 01:03–02:21 · WATCH FROM 01:03

Raise and track issues The feedback loop: describe it, attach evidence, then follow it
to resolution.

STEP 1 · 01:08 IN THE VIDEO

Create an issue

A new issue takes its description and detail, ready to lodge against the project.

CHAPTER 04 · STEP 1 OF 6

STEP 2 · 01:25 IN THE VIDEO

Read the issue register
The register lists every issue with its date, module, resolution stage, current responsibility, description, completion date
and files.

CHAPTER 04 · STEP 2 OF 6
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CHAPTER 04 CONTINUED · 01:03–02:21

Raise and track issues

STEP 3 · 01:46 IN THE VIDEO

Add notes and attachments
Notes and files are added to an issue as it progresses, which is what saves the follow-up conversation.

CHAPTER 04 · STEP 3 OF 6

STEP 4 · 02:00 IN THE VIDEO

Track status and responsibility

Each issue carries its status and who currently holds it, so progress is visible without chasing anyone.

CHAPTER 04 · STEP 4 OF 6
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CHAPTER 04 CONTINUED · 01:03–02:21

Raise and track issues

STEP 5 · 02:07 IN THE VIDEO

Check assigned tasks
Testing and other tasks assigned to you list against the project.

CHAPTER 04 · STEP 5 OF 6

STEP 6 · 02:09 IN THE VIDEO

Open the project documents

Project documents are reachable from the same view.

CHAPTER 04 · STEP 6 OF 6

KYNECTION · KNOWLEDGE IN MOTION · MODULE OVERVIEW CHAPTER 04 · RAISE AND TRACK ISSUES 11


