Table of contents

Administration > Configuration > Customer Portal

You've Set It Up, Now What? Your Customer Portal Explained

Page: 1 of 24



You've Set It Up, Now What? Your

Customer Portal Explained

Purpose

Once your customers accept their invite to create a new account to access the
Customer Portal, there are many things they can do once they log in.

522 Note: If your customers have access to multiple portals due to having
properties in multiple Branches with your company, make sure they are logging
in with the correct Customer Portal URL as each branch for this company will
have their own unique URL.

Their email address and password will be the same for each URL they have
access to.

We will go over the self-serve features that the customer portal offers, so you
can understand the level of permissions that your customers can do on their
own, without additional management:

¢ Manage payment methods

® View upcoming visits

¢ View and sign Proposals

e View and pay /nvoices

e Review and comment on Requests
e Manage multiple properties
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O ASPIRE SOFTWARE

Property Filter
All Properties

Current Balance

$238.70
@ Home
Requests
@ Proposals
© Visits
D | . Upcoming Visits Invoices Due
nvoices
1
Pending Proposals Pending Requests
0 0

Profile Icon Settings

Under the profile icon, users can set payment methods, reset their password for
the portal, learn more about the current version of the customer portal, and sign
out of their accounts.

Manage Payments

Customers have the option to add a new payment method, and set a default
payment method for their transactions under Manage Payments.

/\ Your Aspire system must be set up to accept Electronic Payments before
your customers are able to self pay in the Customer Portal.

To learn more about our electronic payment partner that integrates with
Aspire and the Customer Portal, click here.
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ASPIRE SOFTWARE @

@ C. Sailor

Account

5 Manage Payments

& Reset Password

Property Filter

All Properties

Current Balance

$238.70

Requests

@ about

(> signout

Proposals

© Visits
Upcoming Visits Invoices Due
E] Invoices
Pending Proposals Pending Requests

522 Note: Your customers will be only able to use payment method types based
on what you have chosen to accept and have also set up in Administration for
the Customer Portal

f) ASPIRE SOFTWARE @

Property Filter

Payment Methods

Q Email receipts enabled

All Properties

Current Balance

$8,243.21
@ Home

Mastercard ****000 V4 @

[ oeraur |

@ Requests

@ Proposals
© Visits
[:I Invoices

Add payment method

Existing payment methods for the customer will appear here, or customers can
click the Add Payment Method button to add a new source.
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Adding a Card Payment Method

If you accept Card payments in the Customer Portal, customers will see the
option to add cards to their account and save them for future use!

Add payment method

=] = ‘

Card ACH Transfer

Card Information

| 1234 1234 1234 1234

| CW

MM/YYYY

E Save payment method
E Make this my default payment method

E Use default billing address

Adding an ACH Payment Method

If you accept ACH Payment methods, the ACH option will appear for customers
to add a source to.

Add payment method

= (= w

Card ACH Transfer

Account Info

Routing Number/Account Number

E Save payment method
E Make this my default payment method

E Use default billing address
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e |n the Routing/Account Number field, the customer would enter their
bank information separating the routing and the account number with a

Il/ll‘
/\ No spaces or special characters besides "/" should be used in this box.

& To learn about setting up Electronic Payments for the Customer Portalin
detail, watch this video!

Electronic Receipts

522 Note: In order to use this section, you are required to have Electronic
Payments turned on for your organization’s Aspire account.

Regardless of if a customer has chosen to add ACH or Card payment methods
to their account, with any sources added, they can opt into getting transaction
receipts emailed to them.

They can turn the toggle button on to enable payment receipts:

f) ASPIRE SOFTWARE @

Property Filter Payment Methods [ () Email receipts enabled ]

All Properties

Current Balance

$8,243.21
@ Home

Mastercard ****000 7 ®

[ DEFAULT |

[3) Requests

[2) Proposals
© Visits
[L] Invoices

Reviewing the Customer Portal Side Menu

The Property Filter
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ASPIRE SOFTWARE

Property Filter

All Properties

Current Balance

$238.70
@ Requests
[® Proposals
© Visits
Upcoming Visits Invoices Due
I:I Invoices
Pending Proposals Pending Requests

The property filter helps your client filter portal content and helps them make
their experience their own! By default, all of your customer’s properties will be
selected, but if they want to view one property’s data, or even a group of
properties, they can click the dropdown and select them from the list!

;}Note: Using the multi select option updates the data displayed for each
property across the entire customer portal.
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All Properties

$

First Bank

Three Tails

\

Property Filter

All Properties

l Camilla's Qasis

Tar Valon Towers

© Visits

D Invoices

Current Balance

Upcoming Visits

30

Pending Proposals

0

ASPIRE SOFTWARE @

Invoices Due

Pending Requests

o)

The current balance amount displays the sum of all due invoices for properties
selected by the property filter.
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D ASPIRE SOFTWARE

Property Filter

All Properties N

Current Balance
$238.70
[3) Requests
[2) Proposals
© Visits
Upcoming Visits Invoices Due
[[] Invoices
Pending Proposals Pending Requests

@The Current Balance amount includes applied invoice credits, but it doesn't
include any unapplied credits.

The Proposals Section

All proposals that have been shared with your customers via the Email or Print
Proposal features in Aspire Desktop will appear in the Proposals section of the
Customer Portal.

Viewing a Proposal

All contacts tied to the property can view Proposals, but only Primary and
Billing can sign Proposals.
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ASPIRE SOFTWARE @)

Property Filter

: Proposals
All Properties
Show: Al W 10 of 13
Current Balance
Y
$238.70
Proposal #80: Daily Clean $54,750
@ Home Camilla’s Oasis - 5t. Louis, Missouri 63101 Price
Sent 01/16/2025
(3) Requests | AccerteD |

(0 o]
Proposal #86: Consumables Request $0

T Camilla's Oasis - 5t. Louis, Missouri 63101 Price
© Visits

Sent 01/22/2025

! | AccepTED |
[] Invoices e

Customers can use the Show dropdown to review All, Pending Accepted, or
Rejected Proposals on this screen.

() ASPIRE SOFTWARE @)

Property Filter
Proposals

S
Show: 100f13
Current Balance
LY
$238.70

All Properties

Prof p..qiny, Paily Clean $54,750
@ Home Camilli opis, Missouri 63101 Price
Sent 0 Accepted
[3) Requests (_ac Rejected
@ Proposals
Proposal #86: Consumables Request $0
55 Camilla's Oasis - 5t. Louis, Missouri 63101 Price
© Visits
Sent 01/22/2025
. | AcceetED |
[] Invoices —_—

s Note: The statuses on the customer portal do not align with the statuses
you will see in Aspire Desktop. After a customer signs their proposal, the status
will automatically change from Pending to Accepted on the Customer Portal
However, your team will still need to manually mark the proposal as Wonin
Aspire Desktop.

The reason for this is so your customers have more visibility on whether their
electronic signatures have been applied to the proposal.

Rejected status in the Customer Portalis equal to a lost Opportunity.
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To review the proposal in more detail, click on any proposal from the Proposals
list:

Property Filter
: Proposals
All Properties
Show: Al WV 14 of 14
Current Balance
3
$238.70 _ o
Proposal #88: Major Landscaping Project 2024 $44,579.33
@ Home Tar Valon Towers - Columbia, Illinois 62236 Price
Sent 03/18/2025
Requests [ eenoinG |
B Proposals
Proposal #15: Weekly Maintenance $117,951
@ Visits Camilla’s Oasis - St. Louis, Missouri 63101 Price
Sent 08/07/2024
[:] Invoices __LEETD ]
Proposal #56: Irrigation Inspections $260
Tar Valon Towers - Columbia, Illinois 62236 Price
Sent 08/28/2024
[ accertep |

The proposals detail screen shows the proposal in a webpage format which is
helpful for clients that will be using a mobile device to review this information.

() ASPIRE SOFTWARE (@

Property Filter
< Back to Proposals

All Properties

el Proposal #88: Major Landscaping Project 2024
Tar Valon Towers

$238.7° Columbia, lllinois 62236
[ PenDING | Sent03/18/2025
@ Home )
Price Service Contact
[3) Requests
$44,579.33 Camilla Sailor
Co0
@ Proposals Services Email cseiler@youraspire.com
Mulch Install $40,749.60
© Visits 1Visit
Associated with:
Plant Installation $2,135
. A 515 Warnock
D Invoices 1 Visit
EN- Shrub Installation $1,694.73 Gelumbie. llinais b2z
1 Visit
Total $44,579.33

View Proposal o

Q@ In Administration, If you have set up to have your service line item details
shown in the portal, this is where that information will be displayed! If you have
chosen to not show details, this screen will show you a lump sum of the total
services estimated instead.
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D ASPIRE SOFTWARE

Property Filter
< Back to Proposals

All Properties

Current Balance
Tar Valon Towers

$238.7° Columbia, lllinois 62236
PENDING. | sent03/18/2025
@ Home i
Price
) R it
Snen $44,579.33
B Proposals services
Mulch Install
@ Visits 1 Visit

Plant Installation

D Invoices 1 Visit
EN- Shrub Installation
1 Visit

Total

Proposal #88: Major Landscaping Project 2024

$40,749.60
$2,135
$1,694.73

$44,579.33

Service Contact

Camilla Sailor
Coo

Email  cseiler@youraspire.com

Associated with:

Eh 515 warnock
Columbig, lllincis 62236

View Propesal o

The Service Contact you see on this screen will be the Sales Rep on the
opportunity, which is also an optional setting turned on in Administration during
the set up of your Customer Portal for phone numbers. The Service Contact

Name and email address will always be displayed.

Signing a Proposal

Q@ Only Primary and Billing Contacts tied to the property can sign the Proposal.

When your customers are ready to sign their proposals, they will click on the
View Proposal button:

() ASPIRE SOFTWARE

Property Filter
< Back to Proposals

All Properties

Current Balance
Tar Valon Towers

$238.7° Colurmbia, lllinois 62236
PENDING | sent03/18/2025

@ Home

Price

) Re t:

equests $44,579.33
@ Proposals Services

Mulch Install
© Visits 1Visit

Plant Installation
D Invoices 1 Visit

EN- Shrub Installation
1 Visit

Total

This opens the proposal in PDF format.
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$2,135

$1,694.73

$44,579.33

Q

Service Contact

Camilla Sailor
Coo

Email  cseiler@youraspire.com

Associated with:

Eh 515 Warnock

Columbig, llinois 62236
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() ASPIRE SOFTWARE (@)

Property Filter

< Back to Proposal #88

All Properties

Current Balance = ¢4f5a963-62cf-4c5-b588-acaBed7174b
$238.70
[ Proposal #88
ki aspire o

@ Requests AServiceTitan Company
@ Proposals Customer: Property:
Camilla Sailor
h N Tar Valon Towers
g Great Light Enterprises.
© Visits 123 Flagler Bivd. 015 Wamock

St. Louis, FL 32084 Columbia, IL 62236

D Invoices o g 5
Major Landscaping Project 2024

‘Services Billed Upon Completion

Description of Services. Frequency Costper Occ. Annual Cost
Front Yard
Mulch Install $40,749.60 $40,749.60

52,135.00 $2,135.00

§1,694.73 $1,604.73
Total] $44,579.33]

v

Next, they will click the Sign button to pull up the Electronic Signature window.

sign

Proposal 88: Major Landscaping Project 2024 $4457933 &

By signing this document with an electronic signature, | agree that such signature will be as valid as

handwritten signaturas to the extent aliowad by local law.

@If the proposal has Optional Services estimated, they will appear in this
window with checkmarks. This is available for use for both Work Orderand
Contract Opportunity Types.

Your customer can choose to check them at that time and add the additional
cost to the approved proposal amount! The Proposal Screen will also be
updated showing which Optional Services have been selected by your
customer.
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Once the customer signs the proposal, the proposal status will update from
Pendling to Accepted.

The Sales Representative tied to the opportunity will be notified via email that
the proposal has been signed in the customer portal. The Sales Representative
will also be notified of the signature on any change orders reproposed to the
customer!

() ASPIRE SOFTWARE ©

Property Filter

. Proposuls
All Properties
SRORCY Ay N 14014
Current Balance
$238.70 ] ] ]
Proposal #88: Major Landscaping Project 2024 $44,579.33
@ Home Tar \ vers - Columbia, lllinois 62236 Price
Requests | AccepTED |
@ Proposals
Proposal #15: Weekly Maintenance $117,951
@ Visits Camilla’s Oasis - St. Louis, Missouri 63101 Price
[] Invoices (oD |

Proposal #56: Irrigation Inspections $260

Tar Valon Towers - Columbia, lllinois 62236 Price

Sent 08/28/2024

| ACCEPTED |

Important things to know about proposals in the Customer Portal:

e Customers can sign proposals that are in Delivered status.
e |f a proposal’s status is In Production, customers can only view

proposals.
e Your team can confirm if proposals have been signed without clicking

into individual opportunities by adding the Electronic Signature display
column in the Opportunities list.

The Visits Section

Viewing Visits

On the Visits section of the Customer Portal, your customers can review
Completed or Upcoming Visits for the next 30 days.
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ASPIRE SOFTWARE

Property Filter

: Visits
All Properties
Show: | pext 30 Days WV 20 of 30
Current Balance
Y
$238.70
Camilla’s Oasis 03/18/2025
@ Home 112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
| uPcomING |
@ Requests
[® Proposals Camilla's Oasis 03/19/2025

112 Clark St = St. Louis, Missouri 63101 7:00am

.

I:I Invoices

Camilla’s Oasis 03/20/2025
112 Clark St = St. Louis, Missouri 63101 7:00am
| upcoming |
Camilla’s Oasis 03/21/2025
112 Clark St = St. Louis, Missouri 63101 7:00am
| upcoming |

e Selecting any of the Visits on this screen will display more details:
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ASPIRE SOFTWARE @

Property Filter

Visits
All Properties
Show: | pext 30 Days WV 20 of 30
Current Balance
$238.70 i
Camilla’s Oasis 03/18/2025
@ Home 112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
[ upcommng |
[3) Requests
@ Proposals Camilla's Oasis 03/19/2025
112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
[] Invoices
Camilla’s Oasis 03/20/2025
112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
| upcomiNg |
Camilla’s Oasis 03/21/2025
112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
| uecomING |

¢ Visit details shown in the portal include the Visit Date, scheduled

Services, Visit Notes published to the Portal, and the Service Contact,
which is the Sales Rep tied to the property.
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Camilla’s Oasis
N2 Clark St - St. Louis, Missouri 63101

Visit date 03/20/2025 7:000m

Services scheduled Janitorial Daily Clean

Visit notes During this visit, our crew leader will
make sure all supplies are stocked

as needed!

Service contact Camilla Sailor
cseiler@youraspire.com

More on Visit Notes for the Customer Portal

If you are adding Visit Notes to a Work Ticket Visit, you have the option to
check the Shown in Portal checkbox to display your Visit Note to your customer
when they are in their customer portal:

Work Tickets ~ Dynamic Forecasting

Visit Janitorial Daily Clean (46 of 365) ASSISTANT SAVE
Property Invoice Visit Notes  Ticket Notes  Daily Plan ® ADD
Camilla's Oasis Fixed Payment
SHOWN IN
CREATED DATE + CREATED BY COMMENT PUBLIC
Job Route * PORTAL
Daily Clean camilla's Route - 3/18/2025 12:24 pm Camilla Sailor During ﬂjis visit, our crew
leader will make sure all
supplies are stocked as
]
Status Visit Start Date * needed!
Scheduled 03/20/2025 07:00 AM =
Visits Visit End Date *
1 Future Scheduled 7 1 Total 03/20/2025 08:00 AM -
Hours/Day * Issues

1.00 1 Open / 2 Total

The Invoices Section
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Viewing Invoices

All of your customers' invoices that have been shared are going to be displayed
in the Invoices section of the Customer Portal.

() ASPIRE SOFTWARE @

Property Filter 5
Invoices

All Properties

Show: Al W 3of3
Current Balance

$238.70

Invoice #6: Weekly Maintenance

(@) Home Camilla's Qasis » 5t. Louis, Missouri 63101
( PAID |

(3) Requests

@) Proposals Invoice #4: Annual Maintenance Agree...
Tar Valon Towers » Columbia, lllinois 62236

© Vvisits | eap |

[]

Invoice #18 $238.70
Tar Valon Towers = Columbia, lllinois 62236 Balance

DUE

52 Note: Visibility for reviewing /nvoices in the Customer Portal are for all
associated Customer contacts that have accepted their invitation.

Either the Primary contact on the property, or the Billing contact on the invoice
can make payments onto the Invoice.

Customers can choose to select between viewing All, Due or Paid invoices in
the dropdown on this screen.
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ASPIRE SOFTWARE @

Property Filter N
Invoices

All Properties

Show: | A

30f3
Current Balance
$238.70
eekly Maintenance
@ Home . Bouis, Missouri 63101
Requests
@ Proposals Invoice #4: Annual Maintenance Agreement
Tar Valon Towers = Columbia, lllinois 62236
®© visits [ pan ]
Invoice #18 $238.70
Tar Valon Towers = Columbia, lllinois 62236 Balance

DUE

This list will display important information regarding their individual Invoice
balances, the property the invoice is for, as well as the Service the invoice is for.

If a customer clicks on any invoice line item on this screen, they will be taken to
the Invoice details screen in a webpage format.
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() ASPIRE SOFTWARE @

Property Filter

Invoices
All Properties
Show: Al WV 3of3
Current Balance
$238.70
Invoice #6: Weekly Maintenance
(@) Home Camilla's Qasis » St. Louis, Missouri 63101
( PAID |
(3) Requests
@) Proposals Invoice #4: Annual Maintenance Agree...
Tar Valon Towers = Columbia, lllinois 62236
© Visits | pap |
Invoice #18 $238.70
Tar Valon Towers + Columbia, lllinois 62236 Balance

DUE

This screen shows their balance, Services and Visit detail, Service Contact and
the Property and links back to the original Proposal details.

Important things to know about Invoices in the Customer Portal:
@ All contacts on the property can view invoices.
@ The Primary and Billing Contacts can pay invoices.

@ The due date displayed in the Customer Portalis tied to the net terms of the
invoices.

Next, learn how a customer makes a payment on one of their invoices!

Paying Invoices
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ASPIRE SOFTWARE @

Property Filter

All Properties < Back to Invoices

Invoice #18:

Current Balance Tar Valon Towers

$238.70 Columbia, llinois 62236

DUE f26/2024
@ Home
Balance

Requests $238.7o Associated with:

Eh 515 Warnock
Services

Columbig, lllinois 62236
© Proposals Irrigation Inspection $206.70

il IR- Irrigation Repair-  $32 v Proposeks
@ Visits Emergency [5 Proposal #58: Irrigation
Repair

) Total $238.70 GerEEol
D Invoices ;

[5 Proposal #56: Irrigation
Inspections
08/28/2024

@ Tar Valon Towers
08/28/2024

=l -]

The action buttons for paying invoices are View /nvoice or Pay Invoice.

Clicking Pay Invoice brings the customer directly to the payment screen!

Clicking View Invoice will allow your customer to view their /nvoice in a PDF
format. After reviewing the /nvoice, they can click Pay Invoice on this screen.

) ASPIRE SOFTWARE

Property Filter

P — ~ < Back to Invoice #18:

Current Balance

$238.70

1758 Lexington Avenue INVOICE
St Louis, MO 63101

2
@ Home asplre

Terms Due Date
B Requests AServiceTitan Company [ ENetsti | MAZIE4
PROPERTY

[Aprl Malmba Tar Valon Towers
B Proposals 1234 Main St 515 Wamock

Brookiyn, NY 11213 Columbia, L 62236
© Visits Amount Due  Enclosed

§236.70

D Invoices Please detach fop portion and retum with your payment.

Qty ITEM UNITPRICE  EXT PRICE SALESTAX  LINE TOT;
#56 - Imigation Inspections $206.70 50.00 $206.70
#56 - Irrigation Inspections $206.70 $0.00 $206.70
Irigation Inspection $206.70 $0.00 $206.70
3.18 Lead Tech - 08/28/24 $206.70

#58 - Imigation Repair $32.00 $0.00 $32.00

IR- lrrigation Repair - Emergency $32.00 $0.00 §32.00
2.00 1 Poly Pipe (Material) $2.00

5.00 6" Pop Up Spray Head (Material) $30.00

Total $238.70

Page: 21 of 24



Choose a Payment Amount

If Partial Payments were set up for your customer portal in Administration, then
there will be both the option to pay either the Full Balance, or Other Amount,
which allows customers to pay a partial amount towards their /nvoice Balance.

Choose a payment amount

Full Balance $238.70

© Other amount $0.00 l

+ Add New Payment Method

@ If a customer has any payment methods on file, they will be displayed in this
window. They can always choose to use the Add New Payment Method option
before paying their invoice.

The Requests Section

Customers can view Requests (reminder these are also called /ssues in Aspire
Desktop) within the portal. All contacts tied to this property can view, create,
and comment on Requests.

They can only view the Requests that have been marked as /nclude Client
when /ssues are created or edited in Aspire Desktop.

Comments on the Request are visible to customers if they are marked as Public.
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ASPIRE SOFTWARE @

Property Filter

_ Requests
All Properties
Show: Al W 1of1
Current Balance
$238.70
Request #19: Leaking Sink Normal
@ Home First Bank Priority

5t. Louis, MO 63101

= @9 -

@ Proposals

© Visits

m Invoices

Customers have the option to add comments, including adding attachments, or
they can create new Requests directly from the portal for any of their
properties.

Add Comment

Associated Property*

First Bank

Subject*

Leaking Sink
Priority*
Normal
Attachments (Each attachment can only be 10MBs, limit of 5)

@ Add Attachment

Comment®

Once this request has been created in the portal, the Account Owner associated
with the property will receive an email notification, letting them know that there
is @ new Requestready for review. This will also appear in the Activities
module for the Account Owner
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52 Note: Requests shown to customers can be turned on or off depending on
your Customer Portal Configuration settings.

To read more about creating and managing /ssues in Aspire, read the following

article, here.

Powered by Document360
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