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1. To Log in, go to https://portal.cecinfo.com 

2. Enter the username that was provided in the welcome email you received into the Username field. 

3. Enter the password provided in the welcome email you received into the Password field. 

4. Click the Remember me for Future Visits checkbox if you would like the system to remember your login info the next 

time you return to the portal. 

5. Click the Login button to enter the portal. 

 

 

Logging in 



 

 

 

 

Q: What can I see here? 

A: From the home screen, you can navigate to your quotes, projects, agreements, invoices, service tickets, 

and inspections using the icons in the middle of the page. There are also additional menu options displayed 

along the top bar, including a profile and contact us icon. 

 

 
 
 

Q: How do I start a new service ticket? 

A: From the home screen, click the “Service” icon, and then choose New Service Ticket from the menu. The 

portal will direct you to a form to fill out and then submit it! We will email you confirmation once the ticket 

hits our service board! 

 

Home Page 



Q: How do I submit feedback about the portal? 

A: On the top of the home page, there is a link to start an email to our support team! Users can also click on 

the Contact Us button. 

 

 

 



 

 

 

 

Q: What can I see here? 

A: The Quote screen displays tabbed list of open and closed quotes. The grid will show the quote name, 

number, status, options for viewing or responding, and your salesperson’s name. 

 

 
 

 

Q: How can I view my quote? 

A: If you received your quote via a link in your email, a “View” button will display in the grid. You can click 

on it to see your quote online. If your quote was sent via PDF, you’ll need to contact your salesperson to 

get another copy. 

 

Quotes 



Q: How do I approve/reject a quote? 

A: If you received your quote via our online quote portal, there will be a View/Accept button available. You 

can click on this to take you to the quote portal where you can electronically sign for your quote! If your 

quote was sent to you via PDF, you can click on the Respond button and approve your quote there. In order 

to approve your quote this way, a pdf file of the PO must be uploaded.  

 

 
 

 

Q: Who do I contact if I have questions about a quote? 

A: If you have a question about a quote simply click on the Respond button and type your question into the 

dialog box that appears. When you submit your response, your sales person will receive an email with your 

question and will respond to you ASAP!  

 

 



 

 

 

Q: What can I see here? 

A: The project page displays a tabbed view of both open and closed projects. The grid will also display the 

project number, status, and the Project Manager assigned to the user’s project! 
 

 

 

 

 

Q: How can I drill in for more info? 

A: To see additional information for a specific project, click on the linked project number to drill in! 

 

 

 

Projects 



Q: What information can I see regarding my project? 

A: Once drilled in, users can see high level project comments, along with a detailed project plan and 

Documentation related to their project: 

 

 
 

 

 

Q: How do I add a comment/note to the project? 

A: From inside the project, click the “Add Comment” button. Enter a comment in the dialog box and 

submit! The comment will be added to the project and the project manager will receive an email! 

 

 



Q: Who do I contact if I have questions about a project? 

A: If a user have a question about a specific project, both the Project Manager’s and our Field Leader’s 

contact information will appear at the top of the project screen so you can easily reach out to the right 

person! 

 

 



 

 

 

 

Q: What can I see here? 

A: The agreement page displays all active service contracts that a customer may have with CEC. 
 

 

 

 

 

 

 

Q: What information can I see regarding my agreement(s)? 

A: From this screen, users can see the contract name, expiration (end) date, the technology it covers, the 

main contact for the agreement is in our system, the next bill date and amount, and the remaining amount 

of time or dollars (whichever is relevant) 
 

 

 

Agreements 



Sales Orders 
 

Q: What can I see here? 

A: The Orders page displays all active and complete sales orders that a customer may have with CEC. 
 

 

 

 

 

 

 

Q: What information can I see regarding my sales order(s)? 

A: From this screen, users can see the sales order number, date, status, total, PO Number, customer 

contact, and technology. The Order Number can be clicked on for further information including products 

associated with order. 
 

 
 



 

 

 

 

Q: What can I see here? 

A: The invoices page displays all active invoices a customer currently has with CEC. 

 

 
 

 
Q: What information can I see regarding my invoice(s)? 

A: From this screen, users can see the invoice number, what the invoice is related to (project, service ticket, 

etc.), the amount due, the amount paid (if partially paid), the due date, and the PO number (if provided). 

 

 
 

 

 

Q: How do I get a copy of my invoice? 

A: From the Invoice screen, users can click on the Invoice # on the left to download a copy of the invoice for 

their records! 

 

Invoices 



Service Tickets 
 

 

 

 

Q: What are my options under the Service tab? 

A: The service tab now offers three choices (by hovering over the service icon) to users for service options: 

• View Tickets = users can choose this option to see a list of their break-fix & maintenance tickets 

• View RMA Tickets = users can choose this option to see a list of their RMA tickets 

• New Service Ticket = users can choose this option to start entering information to start a new ticket 

• New RMA Ticket = users can choose this option to start entering information to start a new RMA 

request 

• View All Tickets = users can choose this option to see a list of all tickets  

• Radio Report = Users can choose this option to see a history of radio orders that they have placed 

with CEC. 

 



 

Q: What can I see here? 

A: The Service Tickets page displays a tabbed view of both Break-Fix, Maintenance, and Complete service 

tickets. The grid also displays the ticket number, issue being worked, status and the name of the technician 

working the ticket. 

 

 
 

 

Q: How do I drill in to a ticket? 

A: Users can see additional information by clicking on the linked ticket number on the left. 

 

 



RMA Tickets 
 

Q: What can I see here? 

A: The RMA Tickets page displays a tabbed view of both Active and Complete Tickets. The grid also displays 

the ticket number, issue being worked, status and the name of the technician working the ticket.  

 

 
 

 

Q: How do I drill in to a ticket? 

A: Users can see additional information by clicking on the linked ticket number on the left. 

 

 



Radio Report 
 

Q: What can I see here? 

A: The Radio Report page displays Active RMAs in progress. The grid also displays the product, serial 

number, unit price, problem, related ticket, status, date out, date in, PO Number, and Service Price.  

 

 
 

 

 

 

 

 



Inspections 
 
 

Q: What can I see here? 

A: The Inspections page displays a tabbed view of both Active and Complete Inspection tickets. The grid also 

displays the ticket number, issue being worked, status and the name of the technician working the ticket. 

 

 
 

Q: How do I drill in to a ticket? 

A: Users can see additional information by clicking on the linked ticket number on the left. 

 

 
 



Reports prior to 9/9/2024 
 

Q: What can I see here? 

A: The Reports Prior page has report links to older complete buildings before 9/9/2024. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Deficiencies 
 

Q: What can I see here? 

A: The Deficiencies page has tabbed views of Active and Complete Deficiencies tickets. The grid also displays 

the ticket number, issue being worked, status and the name of the technician working the ticket. 

 

 
 

Q: How do I drill in to a ticket? 

A: Users can see additional information by clicking on the linked ticket number on the left. 

 

 
 



 

 

Q: What can I see here? 

A: The profile page shows your current information (name/email/address). Users can edit their information 

seen as well, but email address changes will require having to send an email to customerportal@cecinfo.com 

so credentials can carry over properly. Admin users can also see other users from their company and manage 

security settings for them or even remove them as a user entirely. 

 
 

 

 

Profile 



Q: What security can an admin set for their users? 

A: Admins can grant additional admin rights for other users, and set what company sites, portal sections, 

inspection types, and CEC related technologies their company users have access to. 

 

 
  



 

 

 

Q: What can I see here? 

A: The Glossary page offers a quick reference and overview of the portal, and interprets the CEC jargon 

used in each section.  

 

 

Glossary 



 

 

 

Q: What can I see here? 

A: The contact us page allows users to quickly submit questions or feedback through two options; 

Customer Portal or Sales. Users can choose their type of contact and enter a quick note in the Description 

field to submit: 

 

 

Contact Us 


