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1.2 Accounts

Requesting a New Account

CGM Partner Portal

F8 9 Accounts

Notes:

A new account request is used when a VAR needs an account created for one of their existing
customers (typically Medisoft or Lytec) OR for a prospect account you are working with
(typically a new APRIMA deal). To request a new account, select the Accounts tab in the
navigation panel on the left side of the window.

Page | 2



CompuGroup

Medical

Requesting a New Account

1.3 Create New Account Request

CGM Partner Portal

S B9 Accounts

Q B8 4ccount B Account Requests

Notes:

Now select the Create New Account Request button on the right side of the window.
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Requesting a New Account

CGM Partner Portal

+ New Account Request

4 felds marked with ® ar= mancetary, al otkers are aptianal
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Administration Details

Business details

Company Name*
27 ) | | Description®

®« Second Company Name

Phone*
Email*

m

Address =

Notes:

Enter the company name and website. The Second and Third Company Name fields can be used
for subsidiary offices or for a DBA, if applicable. Next enter the Phone number beginning with
the Country Code. This will be one if located in the US then tab to enter the area code and
seven digit telephone number. Last, enter the email address used for the Company.
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1.5 Address

Phone*

Address

House Number*

ZipPostal Cade*

I

State/Province*

Main Contact details

Salutation* el

Notes:

In the Address section, enter the house number, Street, Zip Code, City and State.
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1.6 Main Contact Details

Requesting a New Account

ory fields - Successiuly entered

Main Contact details

Salutation*

Notes:

In the Main Contact details section, enter the Salutation, First Name, Last Name, Language,
Gender, Email, Mobile number beginning with the country code, then tab to enter the area
code and seven digit mobile number. Last, enter the phone number of the main contact
beginning with the country code, then tab to enter the area code and seven digit phone
number. Required fields are marked with a red asterisk*.
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Requesting a New Account

Language*

Notes:

If a required field is not completed, an error message will display indicating which required field
is missing. if accurate main contact user and/or account information is not submitted, the lead
will be rejected. To preview the main contact data entered, select the Preview & Send button at
the bottom of the window.
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1.8 Preview & Send New Account Request

CGM Partner Portal

+ New Account Request @

™ mandatory fields - Suczessiully ercerad!
o

Business details

Company Name*

Address

Notes:

The Description field can be used to describe the lead, for example 2 doctor practice interested
in Aprima. The Note field can be used for additional instructions, for example, FYIl notes for the
VAR Sales Executive or others on the team. To preview all sections of the New Account Request
before sending, select the Preview & Send Request button at the top right of the window.
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1.9 Send Request
New Account Kequest Preview [ ST AT |

Business details l o Administration Details
C€G6M University Medical Center VAR
=
¢ ] Iptor
01 10301 Stonelae Bwa. n T | . l

Main Contact 4w ate

Mary Martin

Notes:

If the information entered is correct, select Send Request.
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1.10 Success

@
Success

MEW ACCOUNT REQUEST SENT

CGM University Medical Center
¥our account request has been accepted. You should expest an update witnin 1 full
business day whether you request has been approved of refected. Flaase contact
yoUr VAR Sales Executive should you have any questions upon recelving CGM's
response.

® DasHBOND @ ACOUNT REQUESTS ‘ ] & CREATE ANGTHER AZCOUNT REGUEST

Notes:

When this message displays, your request has been successfully created and sent.
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1.11 View Details

CGM Partner Portal

"3l 5 Account Reqli

M 4ccount Requests

P CGM University Medical Canter € ! A, X VAR Test User @‘
= [5)(3 = V8,202
o1

Notes:

Previous Account Requests can be viewed in the Account Requests tab until the requested
account is created. Use the View Details button to view more information. When the account
has been created, the request will no longer appear here, but will appear in the VAR’s accounts
list.
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1.12 Details

p GM Partner Portal
e =T

cesure Request

 ovn
CGM University Medical Center

= afo

5eET.COM

Notes:

Details including the name, address, telephone numbers. date created, created by and main
contact information will display here.
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1.13 More Resources

Requesting a New Account

More Resources
We have created a library of short videos and
documents to assist you in learning how to
perform all of the tasks you need to do in the
new CGM Support Portal. More content will be
added as new features are made available so
check back using the links in your Dashboard!

Notes:
We have created a library of short videos and documents to assist you in learning how to

perform all of the tasks you need to do in the new CGM Support Portal. More content will be
added as new features are made available so check back using the links in your Dashboard!

OR Click here to access more CGM Portal videos and documents!
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https://www.cgm.com/usa_en/lp/cgm-portal-training-guide-var.html

