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FEATURE GUIDE

KYNECTION · KUSTOMER PORTAL · PART 2

Submit and Track
Project Issues
Raising an issue against a project from the client side: creating the issue
document, attaching files, then tracking its actions and status through to
resolution.
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CONTENTS

What this feature covers
Four stages, eleven steps: opening the issues area, creating an issue, tracking it, and reaching the
project documents.

CH 01 Open the issues area
Issues sit on the project you have access to.

00:00–00:14

CH 02 Raise the issue
Describe it, attach what supports it, and lodge it.

00:14–00:34

CH 03 Track the issue
Actions and status show where an issue has got to.

00:34–01:14

CH 04 Tasks and documents
The rest of what the portal gives a client.

01:14–01:29

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

Attach evidence at the time. Files uploaded with the issue save the back-and-forth that follows a vague
description.

The register is the audit trail. Every issue keeps its actions, status and attachments against the project.

READ AS Screens are captured from the walkthrough video at the timestamp shown on each step. Company names,
policy numbers and dollar values are demonstration data.
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CHAPTER 01 00:00–00:14 · WATCH FROM 00:00

Open the issues area Issues sit on the project you have access to.

STEP 1 · 00:02 IN THE VIDEO

Open your project
The project record shows what you have been given access to.

CHAPTER 01 · STEP 1 OF 3

STEP 2 · 00:09 IN THE VIDEO

Find the issues area

Issues is reached from the project's own navigation.

CHAPTER 01 · STEP 2 OF 3
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CHAPTER 01 CONTINUED · 00:00–00:14

Open the issues area

STEP 3 · 00:14 IN THE VIDEO

Create an issue
Starting a new issue opens an issue document to complete.

CHAPTER 01 · STEP 3 OF 3
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CHAPTER 02 00:14–00:34 · WATCH FROM 00:14

Raise the issue Describe it, attach what supports it, and lodge it.

STEP 1 · 00:18 IN THE VIDEO

Enter the detail and attach files
The issue takes its description and any supporting files, which is what saves the follow-up conversation.

CHAPTER 02 · STEP 1 OF 2

STEP 2 · 00:28 IN THE VIDEO

Return to the register

Submitting returns you to the issue register with the new item listed.

CHAPTER 02 · STEP 2 OF 2
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CHAPTER 03 00:34–01:14 · WATCH FROM 00:34

Track the issue Actions and status show where an issue has got to.

STEP 1 · 00:40 IN THE VIDEO

Review actions and status
Each issue carries its actions and current status, so progress is visible without chasing anyone.

CHAPTER 03 · STEP 1 OF 4

STEP 2 · 00:52 IN THE VIDEO

Add a note or attachment

Further notes and attachments can be added to an issue as it progresses.

CHAPTER 03 · STEP 2 OF 4
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CHAPTER 03 CONTINUED · 00:34–01:14

Track the issue

STEP 3 · 01:06 IN THE VIDEO

Read the issue record
The record keeps every note and file lodged against the issue.

CHAPTER 03 · STEP 3 OF 4

STEP 4 · 01:07 IN THE VIDEO

Check the files

Attachments list against the issue for anyone reviewing it.

CHAPTER 03 · STEP 4 OF 4
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CHAPTER 04 01:14–01:29 · WATCH FROM 01:14

Tasks and documents The rest of what the portal gives a client.

STEP 1 · 01:16 IN THE VIDEO

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

CHAPTER 04 · STEP 1 OF 2

STEP 2 · 01:18 IN THE VIDEO

Open the project documents

Project documents are reachable from the same view.

CHAPTER 04 · STEP 2 OF 2
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NEXT

Where to go next
This guide covers one part of the module. The rest of the series covers it end to end.

B A C K  T O  K u s t o m e r  0 1

Register for and access a Kynection project

T H E  R E S T  O F  T H E  K U S T O M E R  P O R T A L

Ask your Kynection account manager for the other guides in this series

MORE IN THIS MODULE

Kustomer
01

Register for and access a Kynection project
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