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Service Provider Admin

In this role, you manage workflows and add company wide templates
To request documents or complete tasks on a document request, you must switch to the Service
Provider profile.

Setting up

Initial Login

Switching profiles

Your profile determines the information you see and your level of access. It will always default
to Service Provider. The Administrator profile manages workflows and add company wide
templates.



Dashboard
Each profile has a dashboard relevant to their role.

Teams

As the administrator, you can add or remove people to the organisation and allocate or
reallocate work.

Company Forms

The Administrator can add an organisation’s forms or links to webpages so they appear as drop
down items on document requests accessible by everyone in an organisation. Links prevent
inconsistencies if the organisation already has online forms, guides or terms of service.



Templates
Add and tailor templates to fast track the document request process for your team.



Upload Contacts

Only the Administrator can bulk upload contacts to the private address book of each Service
Provider.

Company Details
Insert details to ensure your organisation’s details appear consistently in communications.



