Sub contacts: How to add users to an account

Every company in the Town of Breckenridge’s software has a main contact. That contact has an email ad-
dress associated with the account, that they use to login to their Building Access Portal account. The main
contact has the ability to add as many other users to the account as needed—for example, other employees
or project managers. In this guide, we will refer to the main contact as “main contact”, and any other users
as “sub contacts.” Once added by the main contact, sub contacts have the same abilities as the main contact
has: they can view permit info, apply for permits, request inspections, and pay invoices.

If you are the Main Contact and need to add Sub Contacts to your account:

e First, make sure any sub contacts you want to add have an Access Portal account. If they do not have
one, instruct them to register for one.

e Login to your Access Portal account. On the home screen, in the top right corner, click on your name
and a pull-down menu will appear. Click on “Contact Manager”
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e Inthe Contact Manager screen, click on “Associates”
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Here you are able to add associates, also known as sub contacts, to your account. Associates will mirror your access to cases, including the ability to toggle on/off visibility
on the Dashboard, My Work, and your access to specific case details and actions.
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e Inthe “search” field, search for the user you would like to add as a sub contact, and click “search”

e Contacts that match your search are displayed. Click “Add” to add that contact.
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Here you are able to add associates, also known as sub contacts, to your account. Associates will mirror your access to cases, including the ability to toggle on/off visibility
on the Dashboard, My Work, and your access to specific case details and actions.
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e Repeat steps to add as many other sub contacts as needed.

If you would like to be a sub contact and need to request access from the main
contact:

e Login to your Access Portal account. If you do not have one, register for one.

e Onceyou’re logged in, on the home screen in the top right corner, click on your name and a pull-down
menu will appear. Click on “Contact Manager”
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e On the Contact Manager screen, click on “My Associations”
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Here you can request access to your company(s) cases. Search for your company below. If it has been set up it will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access.
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e |n the search field, enter the name of the main contact and click “Search”

e Search results will display. Click “Request Access” next to the appropriate contact.
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Here you can request access to your company(s) cases. Search for your company below. If it has been set up it will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access. l
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e The “Request Access” form will display. Click “Send” to send the request to the main contact.

e The main contact will receive an email and will need to approve access.
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The Town of Breckenridge Planning and Building Departments are open Monday-Thursday from 8am to 5pm,

and Fridays from 8am to 12pm. During business hours we can be reached by phone at 970-453-3180, or via

email at building@townofbreckenridge.com




