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How to Use Client Portal 

The Client Portal is a secure, private area of the website designed to give users access to 
confidential content such as files, projects, and messages. This guide walks you through how 
to log in, navigate the portal, and make the most of its features. 

 

1. Accessing the Client Portal 

1. Visit the Website 

o Navigate to your website’s homepage or a dedicated login page. 

o You might see a “Log In” or “My Account” link in the menu. 

o Figure 1 shows an example of the front-end homepage with the Client Portal 
navigaGon link highlighted. 

2. Log In 

o Enter your username (oKen your email address) and password on the login screen. 

o Click “Log In” to proceed to your private dashboard or area. 

o Figure 2 demonstrates the login page from the user’s perspecGve. 

Tip: If you forget your password, click the “Lost your password?” link to reset it. 

 

2. NavigaCng Your Private Dashboard 

AKer logging in, you’ll usually land on our homepage or a dedicated client portal homepage. 
Depending on how the site is configured, you might see secGons like: 

• Home 

• My Files 

• My Projects 

• My Files 

• Tasks 

• My Account 

A typical layout might look like Figure 3. From here, you can view files or see messages 
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3. Viewing Private Documents 

Viewing Private Documents If private files or documents have been shared with you, they can be 
accessed in the “My Files” secGon: 

1. Go to “Documents” 

o Click the “My Files” link in your front-end menu. 

o Figure 4 shows an example document list. 

2. Open a File 

o Click on a file Gtle (e.g., “Project Plan,” “Invoice #123,” etc.). 

o The file page might include a download link or a preview. 

o Figure 5 demonstrates the single file view with a “Download” buXon. 

 

3. Viewing Private Projects or Files 

If private files or documents have been shared with you, they can be accessed in the “My Files” 
secGon: 

• Project updates 

• Proof Uploading 

• ConfidenGal informaGon or policies 

How to Access Projects 

1. Locate “Projects” in the front-end menu. 

2. Click on the Gtle of the Project you want to read. 

3. The page will open and display text, images, or embedded videos if available. 

4. Figure 6 shows a typical private file layout with text and graphics. 

 

5. Checking ConversaCons 

Here you can create private conversaGons with The DS Group members, as well as connect them to 
projects: 

• Click the “ConversaCons” link (or similar) from your menu to see a list of threads or 
noGficaGons. 

• Select a message to open its content. 

• Figure 7 illustrates a sample messages interface. 

 

6. EdiCng or Uploading Content 
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EdiGng or Uploading Content you may contribute content or upload files: 

1. Click “New File” from your front-end menu or dashboard panel. 

2. Fill in the Gtle, brief, who owns/should see it and aXach any relevant files. 

3. Click Submit or Publish. 

4. Figure 8 highlights the front-end upload form, showing how to aXach files or images. 

Important: If you don’t see these opGons, it means your role does not allow creaGng or ediGng 
private content. Contact the DS Group if you need extra permissions. 

 

7. Logging Out 

To log out from the client portal: 

1. Find the “Log Out” or “Logout” buXon (oKen located in the same place as your login area). 

2. Click to securely end your session. 

3. You’ll be redirected to a default WordPress logout page or the homepage. 

4. Figure 9 shows the typical front-end logout link in a header or menu. 

 

Quick TroubleshooCng Tips 

1. Can’t Log In? 

o Double-check your username and password. If you’ve forgoXen your login details, 
use the “Lost Password” link. 

2. Missing Content? 

o Your admin might not have shared any documents yet. Contact them if you believe 
you should have access. 

3. No “Upload” or “Edit” Bu]ons? 

o Your user role may not have permission to add or edit. Only certain roles can create 
or manage private content. 

4. Visibility issues? 

o The client portal should be available for desktop and mobile. If you are having any 
troubles, please contact us. 

 

 

 

Conclusion 
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Conclusion The Client Portal offers a secure and user-friendly way to access private content, view 
files, and engage with projects. Depending on your permissions, you may also upload and manage 
content. Remember to log out when you’re done for security. 
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