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We welcome you to the Customer Portal, a space from which you will be able to know at all 
times and in real time, the status of your files and orders.

We believe that this platform will save time for you and your authorized persons, showing 
you quickly and easily the processes that are occurring in CEISLAB in relation to your orders.

The first time you access the platform you will have to carry out a series of steps that we 
will explain to you in this Usage Guide. You will always have it at your disposal from the 
menus of the Portal, so you can consult and share it whenever you want, so the process will 
be much easier. Let's get to it!

In order to start this process, you have to talk to one of our customer managers, who will 
process your registration in the portal.

FIRST STEPS

You will then receive an account 
activation message by email.

You will be taken to this screen where you 
will need to enter your email address.



Great, you are in!

This will be your interface.

Paste it here and click on the Login button.

You will receive a code in your inbox, 
copy it and paste it in the following 
screen.



As you have seen, you are now the administrator of your account, this will allow you to give 
permissions to your collaborators, so that they can also know the status of the order.

You should know that there are 5 types of user profile within the portal, each of them has 
access to certain features, we summarize:

If you are an account administrator you will 
always see this interface.

You will be able to access to the User 
Management menu and the Usage Guide.

In the User Management screen, you will see 
the Edit option, from there you will be able to 
modify a series of data and Permissions.

If you have a Corporate user, your 
administrator has granted you specific
functionalities and you will have 
an interface like this.

You will be able to see the orders and
files you have in progress, manage 
your alerts and view information from 
your customer managers.

PERMITS MANAGEMENT

Administrator

Corporate

The administrator will be the only profile that will be able to manage users: register or 
delete them, modify their data and their permission type.



To be able to view the interfaces of the other profiles as Administrator, 
you will have to select the ‘Add permission’ option.  In this case, we 
recommend you to add the Corporate permission as it is the most 
complete.

Be careful, because if you simply drop ‘Permission’ it will change 
your initial role and you will not be able to access its functions, in 
other words, you will no longer be an Administrator.

My Orders Menu

TécnicoMy Files Menu 
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Alert Managenment Menu 

You will receive a daily notification 
updating you on the status of the alerts 

you have flagged.

Costumer Management Menu 



A Headquarter Technician will be able to access the same functionalities as a Corporate 
profile, with the exception that he/she will only see those files from their headquarters. 

This type of profile has been designated as a collaborator by the administrator, limiting their 
access to only part of the results.

Headquarter Technician

The Administrative profile will only be able to access the sales order and its invoice.
They can also modify their own profile data.

Following these previous steps you will be able to enter the portal and make all the arrange-
ments successfully, but if you have any technical problem or any doubt, you can contact us 
at soporteportal@ceis.es

We hope you find the Customer Portal useful!

Administrative

This applies similarly to the Technician profile, except that they do not have access to view 
the customer's order and invoice. They can also modify their own profile data.

Technician
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