How to Manage the Advisor Portal

Objectives
® Enable the Advisor Portal

® Add Advisors
® Configure the Advisor Portal

Steps

The advisor portal adds a layer of functionality to the core application that allows external advisors to be on a unified platform, eliminating duplicate
processes and improving data-sharing efficiency.

How to Enable it:

First of all, in order to enable and configure the Advisor Portal you must go to the System Settings Setup & Configuration
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Then from the Advisor Portal tab, Enable the feature.

Settings / Setup & Configuration

Active Directory

Adobe Sign Integration

Property Default Value Actions
Advisor Portal
Allow Feature "Advisor Portal" Yes = |
Contract/Document Default Values
Client Portal Enable Multi-factor Authentication Yes -
Default Vall
erault Values Password Lockout

Delegation

DocuSign Integration
External Links

Hearing Verification Process
Document Content Search
Maker Checker Control
Menu External Links
Notifications

Outgoing Mail

Password Policy



You can also Enable here the Multi-Factor Authentication.

Settings / Setup & Configuration
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Adobe Sign Integration

Contract/Document Default Values

Client Portal Enable Multi-factor Authentication

Property Default Value Actions
Allow Feature "Advisor Portal” Yes
|

Default Values Password Lockout
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Add Advisors:

Save

Adding and managing the Advisor Portal could be done from the Advisor Portal section in the System Settings.
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The Manage Advisors is where you can add and manage your advisors.
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This page shows the list of active advisors with their details. The green dot indicates that the advisor is active.



Settings / Advisors - Manage Advisors /JAdd Advisor

The number of licenses purchased for "Advisor Portal" is (10} and the number of licenses used is (10)

URL for Advisor https://advisor.app4legal.com/7691 @II

Advisors

Advanced Search

Search = Add Advisor
~ First Name ~ Last Name ~ Emall ~ Status ~ Company ~ SupplierNa.. ~ Position ~ Phone ~ Moblle ~ Banne
-
@  soner Zarzour soheir zarzour@appdlegal.com  active BLP industry BLP industry No
@® Am Peterson annabillapeterson@gmail.com  active Common Law Common Law Legal Expert No
Brandly
@® s Farmer caroline.moroad@app4legal....  active Brandly Translation Translator No
Translation
@® Jm Batz jimbatz7 2@gmail.com active BLP industry BLP industry Yes
[ ) Peter Young petryoungg@gmail.com active Peter Legal Peter Legal Legal expert No
@  Mohamed Mustafa mohamed.mustafa@appdleg...  active Mustafa Co Mustafa Co No
@ dlise Khoury elise khoury@appalegal.com  active BLP industry BLP industry No

You can use the advanced search to search for a specific advisor.

The advisor can either be added via the Actions button or via the Add Advisor hyperlink at the top of the page.

Add Advisor x

Related Person Start typing

Try to lockup for a person to copy his information into the advisor.

Related Company* Start typing @

An Advisor can be belong to only one company

First Name* First Name
Last Name* Last Name

Email® ' Emai

Phone Phone
Mobile | Mobile
Job Title Job Title

Address Address

[ Receive bill notifications

Cance!

Advisors could be related to persons defined previously, therefore, you can simply specify the person's name, and automatically all the related data will be
retrieved. Otherwise, fil out the necessary Advisor details such as the Name, Email, and Related Company.

Once you enter the details and press save, the advisor will receive an email with the URL of the advisor portal and the login credentials.

Additionally, there is an option to Ban/Unban or ask the advisor to change their password from the action wheel next to each record.



Settings / Advisors - Manage Advisors / Add Advisor

The number of licenses purchased for "Advisor Portal” is (10) and the number of licenses used is (9)

URL for Advisor https://advisor.app4legal.com/7691 El
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Search
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First Name

Jim

Ban / Unban
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Managing Advisor Portal also includes granting permissions to change workflow status and manage the workflow status as well.

Users can also configure the email template that will be sent automatically to advisors once added.
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Settings / Advisors - Manage Email Templates

Advisor Registration

Last Name
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Email

jimbatz72@gmail.com

petryoungg@gmail.com

mohamed.mustafa@appdleg...

elise.khoury@appdlegal.com

marvenjulia@gmail.com

michealcavin30@gmail.com
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Advanced Search

~ Company

BLP industry

Peter Legal

Mustafa Co

BLP industry

HR Department

Common Law
Common Law

Common Law

Hi [advisor_name],

You have been added to [instance_name] system as an Advisor, here are your login credentials:

E-mail: [advisor_email]
Password: [random_password]

[instance_ur]

Thanks,

For more information about LEXZUR, kindly reach out to us at help@lexzur.com.

Thank you!
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