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1. Getting Started Portal Guide

Welcome to the Neptune Connect Self-Service Customer Portal Pilot!

Through this training documentation you will find information to help you navigate inside the portal. The topics
covered in the document include:

Signaling in with a temporary password
The User Profile page

The Parent Account page

Accounts

Contacts

Cases

FAQs

About Us

Contact Us

Use the provided Neptune Connect URL in your ESWECT _ _ i
browser to navigate to the Neptune Connect Landing  § G $280Z0 e
page.

Neptune Connect Self-Service

Click on the link Sign in to authenticate.

I BE Unified QA g8 Unifed DEV QB Unified DEVPOC Q8 Portal Dev @B Unified ProdSupport

ﬁ |
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Enter the Email Address. r
7
Signin
Email Address
I| i}':i.:::”'.’—”:.’" I

Sign In

Sgrr e e Joe —rrin e — e

Use your designated Email and Temporary password
to Sign in.

[ u @hotmail.com

Forgot your password?

Users will be prompted that the password has Expired and a new password must be created.

) P

Your password has expired, please change to a new
password.

Enter the temporary password in the Password field.

[ Password

[ New Password }

[ Confirm New Password }

Click on the New Password field to create a new Q'
password.

Your password has expired, please change to a new
password.

[ Password }

[ New Password

[ Confirm New Password }
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Your password has expired, please change to a new
password.

Validate the new password in the Confirm New
Password button.

[ Password ]

[ New Password ]

[ Confirm New Password ]

New Password

Click Continue.

Confirm New Password

_]

In order to complete the new password creation users will be prompted to verify their account with
their Email Address.

Click on the button Send verification code. .ﬁ

Werification is necessary. Please dick Send button,
Email Address

Jroeecsc @hotmail.com ]

Send verification code

Verification code has been sent to your inbox. Please copy it
to the input box below.

You will receive an email to verify your email address.

Email Address

Once received, enter the Verification code.

et @hotmail.com ]

Verification code

Verify code Send new code
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Email Address

Click on the button Verify code.

Jrecok @hotmail.com ]

Verification code

45342

Verify code Send new code

E-mail address verified. You can now continue.
Email Address

Click on the button Continue.

[ JEEexaEaas @hotmail.com ]

You will be aUtomatica"y Signed into the CUStomer @ KACE ‘[] LUCIDAp‘p K Talents=One & CRM Sprint 8card (.. @ Clicklearn Attain P... € Producti
Portal and land on the User Profile web page. _
U NePTUNE

CONECT
. ]

User Profile
Please provide some informatig
———
On the User Profile page, your contact information
can be viewed and updated.
User Profile

Please provide some information about your

H Santa Clause First Name *
Santa

E-mail *
Profile 3
Dhotmail.com
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Click on the button Submit to save any updated
information.
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Preferred Language

Get Help

Contact Us

FAQs PortalSupport@NeptuneTG.com

Click on the link Parent Account to see your Parent
Account information.

Santa Clause E

Profile

Parent Account

On the Parent Account page, Account select account ! 1t
information can be updated.
Account Name *
Distributor Test
Primary Contact
Main Phone E-mail
Provide a telephone number
Fax Web Site

Click on the button Submit to update any changes
made.

Neptune Connect Self - Service Portal 9/9/2022

Full Name 4
Jazmine James
lessica James

Santa Clause
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Account Contacts are also listed on the Parent
Account web page.

USA

Click on the link Create to add new contact to the
system..

Duplicate contacts are not allowed in system. A
contact is considered a duplicate under the following
circumstances:

* No two Contacts can have the same Email Address
and Full Name

* No two Contacts can have the same Business
Phone and Full Name

* No two Contacts can have the Same Full Name &
Account Name

Enter the contact information for the new contact.

Be sure to fill out all the required fields with the
red asterisk (*).

Neptune Connect Self - Service Portal 9/9/2022

Contacts
Full Name 4 Email
Jazmine James 2neptunet
Jessica James @hc
Account Name Business Phone
Address
Address
USA
Contacts
Full Name 4+ Em
[& Create
General
First Name * Last Name *
Job Title
Email *
6/20
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Email *

@ Create
General
First Name *
Job Title

First Name is a required field.

Enter the Last Name.

@) ClickLearn Attain P... o Production CRM =. Unified PreProd

BE Unified UAT BB UnifiedCA BB Ul

>ral

dame * Last Name *
1

tle Cronin

1600 Alabama Highway 229 5, Tallassee, AL 36078, acronin

Enter the Job Title (optional).

General
First Name * Last Name *
John Remdeeri
Job Title
Email *

Business Phone * Mobile Phone
. FIFst Name ™ Last Name ™
Enter the Email Address.
John Reindeer
Job Title
Analyst
Email *
S |
L = ]
Business Phone * Mobile Phone

Neptune Connect Self - Service Portal 9/9/2022
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Enter the Business Phone number. JD: "‘"e
nalyst

Email =

| jrein@gmail.com

Business Phone *

Provide a telephone number

Address
Enter the Mobile Phone Number (optional). i
lyst
1@gmail.com
ess Phone * Mobile Phone
-2345 ‘ | Provide a telephone number
2ss
|
Enter contact's Address information (optional). S
jrein@gmail.com
Business Phone * Mobile Phone
555-2345 555-3434

Address

AT HI 907 1Y

Click on the button Submit to create the contact. United States

-
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Click on the Home icon to navigate to the Home
page.
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© Production CRM BB Unified PreProd BB Unified UAT BB Unified OA BB Unifed DEV BB Unified

E Accounts ~ | Support | Sa

The Home page contains links to all other pages on
the Portal.

£ NerTUNE

COMNECT

M| mecounts | Support e | Jammine ames -

Neptune Connect Self-Service

Click on the Accounts drop down.

uction CRM BB Unified PreProd B8 Unified UAT BB Unified QA4 B8 Unifed DEV @8 Unified DEVPOC §

1.3 | Support ~ | Santa Clau

Click on the link Accounts.

Neptune Connect Self - Service Portal 9/9/2022

o Production CRM =- Unified PreProd =. Unified UAT =- Unified QA =. Unifed DEV =- Unified DEY

®

Support = ‘ San

Contacts

nt
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Depending on your assigned Web Role, users can
see all accounts under their hierarchy including: ACCOU ﬂtS
e Parent Account - Main Account for the Contact
e Customer Accounts - All Accounts where the
Contact's Main Account is the Managing
. Distributor Account Name 4+ Site ID PIN
Child Accounts - All Accounts where the Contact's — -
Main Account iS theParent Account Distributor Customer Test 06101 555142
e Child Customer Accounts - All Accounts where Distributor Test 05964 554743
th_e C_OntaCt s Chlld ACCOUnt IS theManaglng Test Distributor Child 05506 553822
Distributor Account
Click on the Account Name link to open the Account
record.
Account Name 4 Site ID
0 JsLSIES stomer Test 06101
Test Distributor Child 05506
Account
Test Distributor Child 05500

Customer Account

Home > Accounis > Accounis > Account Information

Account Information can be viewed and updated.

Account Information

Account Name *

Distributor Test

Primary Contact

Main Phone
555-1123
Click on the breadcrumb Accounts to return to the @ xkace [ wapapp K Talent=One ' CRM SprintBoard (.. @ Clickleamn Attain P, Q) Produ
previous Accounts page. /" NesTUNe
—
Breadcrumbs are links to connected web pages in the CO NN E LT

portal. I
Home = Accounis = > Account Information

Account Information

Account Name *
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Click on the link Contacts
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Support - ‘
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BB Unified UAT B8 Unified QA BB Unifed DEV BB Unified DEY

San

Depending your on the assigned Web Role, users can
see all contacts related to accounts under their
hierarchy including:

e Parent Account Contacts

e Customer Accounts Contacts

e Child Accounts Contacts

e Child Customer Accounts Contacts

Contacts

Full Name 4 Account Name

AlLee
Chad Johnson External
Jazmine James

Distributor Test

Jessica James Distributor Test

Sunstate Meter and Supply, Inc

Click the Account Name to open the Contact
information record.

Full Name 4 Account Name 3]
Alee a.

Chad Johnson External Sunstate Meter and Supply, Inc [l

Jazmine James Distributor Test Jie

Jessica James Distributor Test Jb

PIERRE BOUABRE Agawam Springs Water Co pl

PIERRE Pakora Acacia Partners pl

ContaCt information can be Viewed and Updated. HOMme > ACCOUNTS > LONMEcls > LONTact InTormation
Contact Information
First Name * L
Jazmine

Neptune Connect Self - Service Portal 9/9/2022
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Distributor Test

Job Title

Crm System Analyst
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Click on the button Submit to update the Contact 4708243321
record.

Get Help
FAQs

A notification will prompt when record has
successfully updated.

Home > Accounts > Contacts > Contact Informat

Contact Information

Eubmission completed successful\z]

C”Ck on the Contacts breadcrumb to return to the @ xkace [@ wcDapp kK Telent+One A CRM SprintBoard (.. @ Clickleam Attain P Q) Product

Contacts page. I NePTUNE

CONNECT

Home = Accounts = = Contact Information

Contact Information

Click on the link Support

fied PreProd @B Unified UST BB Unified A 8 Unifed DEV BE Unified DEVPOC R PortalDev BB U

® ‘ Accounts ~ | Santa Clause ~
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Click on the link Cases

B8 Unified PreProd BB Unified UAT BB Unified QA BB Unifed DEV B8 Unified DEVPCC BB Portal De

Santa Clause «

Cases

3 | Accounts « ‘

There are three Views available for Cases related to I —

Accounts from your hierarchy: Home > Support > Cases
e My Open Cases - All Active Support and

Escalation Cases under the Account Hierarchy Cages
¢ My Closed Cases - All Resolved Support and

Escalation Cases under the Account Hierarchy i My Open Cases~
e All My Cases - All Support and Escalation Cases
regardless of Status under the Account Hierarchy

Customer Contact Case Number Case Title
Test Distributor Child NTG-69999- Test Support {
Wunt Z2K4V1

Distributor Test Jazmine NTG-69398- Test Support {

Use the Search box to look for a specific case.

Search Ell Open a New Case Export to H

Status Created On
Title Case Type Status 4 Reason +
upport Case 3 Support Active New 8/12/2021
11:02 AM
upport Case 2 Escalation Active New 8/12/2021
11:00 AM

Click on the Open a New Case button to submit a
new support request.

Search IE| Open a New Case Export to Excel

Status Created On
Case Type Status 4 Reason +
e3 Support Active New 8/12/2021
11:02 AM
e2 Escalation Active New 8/12/2021
11:00 AM
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Enter the case Tltle Home = Support > Cases > Opena New Case

Open a New Case

Title *
Account *
Case Type *
Select an Account. —
Click on the Magnifying Glass icon to open the | Meter issue
Account lookup field. ook
Account * modal Conta
I Q | Sani
Case Type *
Support v
Description *
Click on a Checkbox to select the correct Account.
«  Account Name 4 Site ID PIN Primary C
D Distributor Customer Test 08101 555142
Distributor Test 05984 554743
D Test Distributor Child Account 05506 553822
D Test Distributor Child Customer Account 05500 554744
Click on the button Select to add the Account to the cee s
Case. 05506 553822
05500 554744 Test
Distributor
Child Account

Select Cancel H Remove value

Neptune Connect Self - Service Portal 9/9/2022 14/20
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The Contact field defaults to the signed in user's
Contact record.

Magnifying Glass icon to open the Contact lookup

field and select a new contact. Contact *
Santa Clause | x ‘ QI|
VIeter IESUE|
tCase Type currently only shows the Support case pp—
ype lookup
Account * modal Conta
E| Sant
Case Type *
Support v I
Description *

Enter the Description of the case being reported.

Description *

Click on the button Submit to create the Case.

-
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A notification will display with the newly created case's

Case ID. -]

Users will also return to the Support Case View.

Home > Support

Support

A case
NTG-70000-)2K0C6 has been created for the issue submitted by you.

iZ My Open Cases~

Click on the Customer hyperlink to view the Case SU e]ele) rt
details.
i= My Open Cases~
Customer Contact Case Number Case Title
Distributor Test Santa Clause ~ NTG-70000- Meter issue
J2K0Ce
Test Distributor Child NTG-69999- Test Support Case 3
Customer Account Z2K4V1
Distributor Test Jazmine NTG-69998- Test Support Case 2
James S9D4M5
The Case Details will display with the Case Title and FOHE\QHE CT
Case ID in the header. -

Home = Support > Cases > NTG-70000-J2K0C6

Meter issue NTG-70000-J2K0C6

Created On

8/12/2021 11:50 AM

The header will also display the Case Type and Case
Status.

Neptune Connect Self - Service Portal 9/9/2022 16/20
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Additional Case Details will display on the page.

Created On

8/12/2021 11:50 AM

Case Number

NTG-70000-12K0C6

Case Type *
Support

Status *
Active

Resolved On

Priority

4-Low

Customer *

Distributor Test

Contact

Santa Clause

Description

Meter is not working correctly.

Click on the button Add comment to add a Portal
Comment.

Portal Comments can be used to communicate to
the assigned Support Specialist working your
case.

£

| © Add comment

Add your comments to Support in the Comment text .11 s os187676000%

bOX. @ ClickLearn Attain P.. @& Production CRM BB Unified PreProd BB Unified UAT QB Unified QA J8 L

Add a Comment x

Comment

Click on the button Submit to send your Portal
Comment to Support.

file Choose File | No file chosen
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The Portal Comment will display on Timeline on the
Case in the Portal as well.
Timeline
1 Jazmine James =» SYSTEM

ess than a minute ago D - -
o e Requesting additional inforn
Modified on 8/13/2021 4:27 AM

Created by SYSTEM

Click on the link Home to return to the home page.

Q Production CRM @B Unified PreProd B8 Unified UAT BB Unified QA @ Unifed DEV  BE Unified DI

E Accounts ‘ Support = | Sa

Click on the link FAQs at the bottom of the home

page.
Help
Getting Started
FAQs

The Frequently Asked Questions page will show Co h\l E C T

common questions related to the portal.

Frequently Asked Questions

What is Neptune Connect Self-Service?

MNeptune Connect Self-Service is a secure web-based solution to
business, providing timely access to information that is relevant |

Do | request access to Neptune Connect?

Send s an e-mail at PartalSunnart@Nentine TG com and we wil

Neptune Connect Self - Service Portal 9/9/2022 18/20
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Click on the link About Us at the bottom of the page.

About
About Us

Privacy Policy

Copyright © 2022. All rights reserved.

On the About Us page, you will find Neptune E6RiECT o o 8
Technology Group company information. rororeere

Need help with the Portal?

Use the Contact Us email
mailto:PortalSupport@NeptuneTG.comPortalSuppor
t@NeptuneTG.com to contact us on any problems
you have with the portal.

Help Contact Us

Getting Started PortalSupport@NeptuneTG.com
FAQs

Click on your Account drop down

Inified QA @M Unifed DEV @B Unified DEVPOC g8 PortalDev @B Unified ProdSupport » | [F

ccounts - | Support = | Santa Clause ~

fn ranlen Amalnla rine affastion

We hope you enjoy using the Neptune Connect Self Service Portal!
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Click on the link Sign out to log off of the portal

A | Accounts - ‘ Support ~ ‘ Santa Clause -

I R
Parent account

5 of water.

ition of smart water metering, the solid state ab)
and in sound stewardship. It is a story more than twelve [ 287 94t |

connecting people, educating on relevant water topics, and giving
global.

across North America. We make data actionable using effective
d experience specifically focused on the business of water.
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