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Welcome to your Customer Portal

We’re excited to introduce your Netcentrix Customer Portal, delivered via HaloPSA, your one-stop

platform for managing and accessing all of our services in a seamless and efficient way.

Whetheryou’re submitting service requests, tracking progress, or managing your account, the portal

is designed to simplify your experience and improve communication with our team.

In this short visual guide, we will walk you through the steps to access your account and navigate key
features, such asraising tickets, so you can use the portal with ease.

As new features are released, this guide will be updated to keep you informed.

Let’s get started!
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Loggingin
When you visit our Customer Portal, you’llbe taken to the login page.
Here, you have two options:

1. Signinwith Microsoft 365: If you already use Microsoft 365, simply choose this optiontologin quickly.

2. Not anMicrosoft 365 user? No problem! Just give us a callon 0333 035 4111, and we’ll help set you up
with alogin using your email address.

Login here

* Important! - When you sign up for Microsoft
Business with Netcentrix, you do not require any
new login credentials to access the portal.

N netcentrix

Please log in to your account

L2 Email Address

8 Password

[] Remember me

Forgotten Password?

Log.in to the Agent Application

or

-5 Sign in with Microsoft

Dawson House, Eaton Av . .
Chorley, PR7 7NA % 03330354111 x customerservices@netcentrix.com
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Portal Homepage

Afteryoulogin, you'llbe taken to the main homepage dashboard.

1. Global Search: At the top, you’ll see a search bar that allows you to search across the entire portal—

making it easy to find anything, whetherit's a service, ticket, orinformation you need.

2. Below the search bar, you’llhave main options to choose from:
e Reportanlissue: Click here to quickly report any issues you're facing.

Services and Products: Gain access to the services and products available to you.

My Issues and Requests: Check on the status of your currentissues and requests here.

My Projects: Get the latest updates on yourinflight projects.
¢ My Quotations: View and accept any quotations you have received fromus.

Home  Reportanissue  Myissues and Requests My Projects My Invoices  CM|

Q search

Your Strategic IT Managed Services Partner

Recent Activity
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Reportanissue

If youneedtoreportanissue, simply clickon"Report anissue" and you’llbe presented with a ticket form
like the one to the right. Here’s how tofill it out:

1. Summary and Description: Provide a brief summary of the issue, followed by a detailed description.
This helps us understand the problem better.

2. Impact to Your Business: You'llhave the option to highlight how thisissue is affecting your business.
This helps us prioritise your request based onitsimpact.

3. Add Users: You can add other people from your business to the ticket. They’llreceive updates and
notifications as the issue progresses.

4. Select Asset: If you know which device the issueisrelated to, you can selectit from the asset list.
This helps usroute the issue to the right team faster.

5. Attach Supporting Information: If you have any files, such as screenshots or documents that help
explain the issue, you can easily drag and drop them into the file upload section at the bottom of
the page.

New Ticket

Please complete the following form to submit a new Ticket.

Click here or drag and drop files to upload.
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Exploring Services & Products

If you select Services and Products, you’ll be presented with the screen shown below.
Here’s what you can access:

1. AllService Catalogue: If you're not sure where your request belongs, this option will
show you all available categories so you can choose theright one.

2. Software Changes: Select thisif yourrequestisrelated to software updates or
changes.

3. Users and Services: This option lets you manage user access orrequest changes to
your services.

Service Categories

Users and Services All Service

Catalogue
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Users & Services

Whenyou select Users and Services, the following options will be displayed:

V ® N OO A NN

e
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. Add/Remove Printer: Add orremove printers fromuser profiles.

. Create New Shared Mailbox: Set up a centralised mailbox for team communications.

. General Request: Submit broad user-related requests not covered by other categories.

. Leaver: Manage account access and permissions for departing employees.

. Modify Distribution List: Update distribution list members to ensure efficient communication.
. Modify Shared Mailbox: Edit settings or permissions for an existing shared mailbox.

Modify SharePoint Permissions: Adjust access to ensure only authorised users can manage content.
Modify Teams Talk Call Routing: Configure or adjust call routing in Microsoft Teams.
New Starter: Set up accounts and services fornew employees.

. Set/Update Out of Office: Configure out-of-office replies and notifications.
. Shared Drive Access: Manage user access to shared drives and folders.
. Update Email Signature: Edit and manage your email signature for outgoing emails.

Users and Services

Choose a diffarent category

= J @B 8 I

Add/Remove Printer Create New Shared Mailbox.. Genaral Request Leavar Modify Distribution List Modify Sharad Mailbox

Modify SharePoint Parmissio. Madify Teams Talk Call Rout.. New Starter Set/Update Out of Office Shared Drive Access Update Email Signature
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Selecting Software Changes

When you select Software Changes, the following options will appear for you to choose from,
depending on the type of change you wish to make:

1. Accessto Business Applications : This option allows you to manage and modify access to
various business applications within your organisation.

2. Change Quantity of Licences: If you need to adjust the number of software licenses fora
particular application.

3. Update Application Version: Use this option when you need to update the version of a
particular software applicationin your environment.

N netcentrix

Home  Reportanissue My lssues and Requests My Invoices DH

Q search

Services and Products

Software Changes

Choose a different category

Access to Business Applicat... Change Quantity of licenses Update Application Version

ot e &4

Dawson House 033303541
Eaton Av
Chorley
PR7 7NA

customerservices@netcentrixcom

Language

£ English (United Kingdom

PSA Software by HaloPSA
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Signing Quotations

When we send you a quote for services, you will receive an email from Netcentrix containing a

secure link to your quote. You canview it either through the secure link or directly in the portal.

Your Quotation from Netcentrix [0010309] Thls WI" ta ke yOU to the Netcentrix Portal
rJ HaloPSA (Netcentrix) <HaloPSA@netcentrix.com> Where, once you have reViewed, you can

To O testlpsc@gmail.com
(i) If there are problems with how this message is displayed, dick here to view it in aweb browser. . .
T either Accept or Reject the quote.

pdf File

Hi Joe Bloggs,

Please find your quotation attached.

, o ¥ Note: Youwillneedto signinif you
To accept or reject the quotation, simply click here.
Your quote will 6Xpie on 201072025 do not already have the Netcentrix

If you need any further assistance or have questions about the quote, feel free to get in touch - we're happy to help. Porta I open

Best regards,
The Netcentrix Sales Team

When accepting, your name and email address will be Rinscont
pre-populated. Youwillthen need to provide the
following information:

Prepared for GV Test Customer

HQ Server migration
Quote #10292-1

¢ Comment (Optional): If there is any further
information you want to provide to support your
accepting of the quote.

¢ PO Number(Mandatory): You can provide a Purchase CTETE

Order Numberif required. If youdo notneed to

Approving Quote

provide one, you canput N/Ahere.

e Customer Signature: Using your mouse (or finger if
viewing onatouchscreendevice), add your signature.

€ e

Your Quote Has Been Approved: 10291-1 [0010291]

HaloPSA (Netcentrix)
To O testl psc@gmeil.com

—  Quotationl 0201-T.pdf

Once signed, you willreceive an email containing the
Hi Joe Bloggs,
signed version of the quote for yourrecords. S

Please find the approved quote attached for your reference.
You will receive an order confirmation email shortly with additional details about the next steps.
If you have any questions or need further assistance, please don't hesitate to contact us. We look forward to working with you.

Best regards,
The Netcentrix Team
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Viewing Existing Quotations

You canview previous quotes via the ‘My Quotations’ view. This will show all quotations,

whetherthey have been accepted, rejected, ornot yet reviewed.

The view shows you the date the quote was sent, its current status, and the total price.

You now have the option to approve quotes directly in your portal account as well as accessing the
quote link via email.

The processis easy, simply select ‘My quotations’ in the portal as shown below, and select yourlive
quote. Any questions please contact youraccount manager.

Home Reportanissue  MylssuesandRequests  MyProjects  Mylnvoices CM

Q search

My Quotations
1-30f 3

Price
150.00
100.00

10231-1 e cl Q sel oom / 100.00

This quote has been approved. An email confirmation has been sent to you.

N netcentrix

Prepared for GV Test Customer

Quote #10307-1
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My Projects

The ‘My Projects’ view will show you a list of yourin-flight projects with Netcentrix where you can
see:

1. Current project status

2. Start Date & Target Date of the project

3. Statement of Works

4. Progress updates from Project Managers and Engineers

My Projects

Open Tickets All Tickets

F4of4 e
Summary SLA Time Left
HQ Server Migration
Server Rack Installation

365 Migration

Firewall Upgrade

o oolom

HQ Server Migration

[Z Add Note Y| End-User

@ Joe Bloggs
My Company Ltd/Main

Date Created

Martin Daley (Netcentrix) Today at 8:0

16/05/2025 09:04
Opened

Ticket Type

Project to migrate the customers main server in their HQ from on-premise to the cloud. Project

Status

Start Date

24/04/2025

Target Date

23/05/2025

rd | PAGE 11



NETCENTRIX | CUSTOMER PORTAL

Customer Portal Password Reset

Don’tworry if the passwordreset link has expired follow these steps to generate a
new link.

1. Browse to FCustomer Portal

2. Click forgotten password.

3. Enteryouremail address and click submit.

N4

I netcentrix

IiIT MANAGED SERVICES

Forgotten Password

To reset your HaloPSA password, please enter the
Email Address for your account below.

Y Email Address

it o/ %

Dawson House 03330354111 customerservices@netcentrix.com
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Customer Portal Password Reset

4. Youwillthenreceive anew link to set your password.

5. Thislink will allow you to set a new password.

Password Reset Request Exermnal Inbox x

HaloPSA (Netcentrix)

tome -

You are receiving this email because you have requested to change your password, if you did not do this please do not click on the link and call Netcentrix Support on 0333

In order to change your password please use the temperary link below:

Thank you.

Support Team
Netcentrix Limited

I\ netcentrix

IT MANAGED SERVICES

HaloPSA@netcentrix.com
netcentrix.com

L IXTO in] Reset Password

Please enter your email address and a new password..

Email Address
2 Email Address

MNew Password

6 Please enter your new password here

Re-enter New Password

a Please re-enter your new password here

rJ | PAGE 13



NETCENTRIX | CUSTOMER PORTAL

View Invoices

As well asreceiving yourinvoice by email, you can now view and download yourinvoices in the Netcentrix
customer portal. This gives you greater flexibility to access them at any time, view historical invoices, and
check their status.

If you are your companies Primary Service Contact and orkey billing contact, we have enabled the feature
only toyou.

Accessis easy, simply loginto My Account - Netcentrix and click on ‘My Invoices’ at the top right of the

screen as shown below.

You will then be presented with the invoice summary page as shown below, with the ability to click on the

invoice and download should you require.

If you have any questions or would like to extend the feature to other team members in your business,

please contact your Account Manager who will be happy to help and get set up foryou.

Home Reportanissue  Mylssues and Requests My Projects

Your Strategic IT Managed Services Partner

Recent Activity
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View Invoices

Home  Reportanissue  Mylssuesand Requests My Projects My Invoices  CM

N netcentrix

¥ou are cumrently logged in oz Chariis Markey. Ciick hars to switch bock 10 your account 5
search

My Invoices
ot
[ Type OrderNumber Invoice Dot Agreement  Volue TotolTax  Total Due Date Sent Payment Status Involce Reference
14896 Invoice 10/04/2026 15000 3000 180.00 180.00 unpaid

N

GV Test Customer " . . .
RenoeaPybee 2025 Note: Click onany invoice to open

Dawson House
Matrix Business Park Invoice No: 14895

oy rotumber it, where you’llhave the option to
PR7 7NA
view itinyour browser ordownload
asaPDF.

Description

Adobe Softy

Licensing -

Please make payments to: Sub-total £150.00
Bank: Lloyds Bank Plc

Account Name: Netcentrix Limited

Account Number: 26460668 Tax £30.00
Sort Code: 30-80-12 TOTAL £180.00

Payment Due Date: 10/05/2026
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