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Instruction manual for our i24 Client Portal
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Connection

Log on to the following link: https://clients.i24image.com/

This link is also accessible via our website: https://i24image.com/ via the "Customer Login" section.

Note: It is recommended to add this link to your "favorites" to speed up your future access.

Here is an overview of the login window you will see:

Sign In

Usemame

Password

Enter your Username and Password and click on "Sign In" to access your account.


https://clients.i24image.com/
https://i24image.com/
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Overview of the platform

Once logged in, the platform will take you to the home page.

gg . | [ieam 4000-TEST ()

‘ 4000-TEST 3
| |

[4000] Demo Genesis -
A Accueil / Home 2
Inbox / Messages

Directory / Botin

1]

a om

‘Web potal / Portail Web
BIENVENUE SUR VOTRE PORTAIL CLIENT SECURISE

»

Call Log / Journal d'appels
Vous pouvez désormais accéder a votre pertail client & partir des navigateurs de votre ordinateur et de votre téléphone intelligent. Votre
portail client sécurisé vous permet de

« Visualiser ou medifier vos contacts "de garde” dans I'onglet "Horaire de Garde".

« Censulter I'annuaire des contacts de votre entreprise dans I'onglet "Botin™.

« Voir vos messages dans I'englet "Messages™.

« Ecouter les appels et consulter les rapports de performance dans I'onglet "Portail Web".

Settings / Paramétres <

Pour ajouter ou modifier des informations dans votre répertoire de contacts ou votre scripte, veuillez nous envoyer par courriel la demande a
service@image-24.com avec le détail des maodifications. Note : Si vous avez plusieurs comptes ou sous-comptes, vous devez choisir celui que
vous voulez dans le menu déroulant en haut & gauche.

WELCOME TO YOUR SECURE CLIENT PORTAL

You can now access your Client Portal on your computer and smartphone browsers. Your secure Client Portal permits you to ...
« View and/or modify your “on call” contacts in the 'OncCall’ tab
« View your company contacts directory in the 'Directory’ tab
« View your messages in the 'Inbox’ tab
« Listen te calls and view performance reports in the 'Web Portal® tab.

To add or modify information in your contact directory or your script, please email us the request at service@image-24.com with the detailed
changes. Note: If you have multiple accounts or sub-acceunts, you must choose the ene you want from the drop-down menu cn the top left.

Server version: 5.5.8403.21098 / Site Version:5.5.7605.30 |24

Here is a brief description of what the home page includes:

1. A welcome and instruction guide of the platform.

2. The different sections of the platform and their various functions.

3. Theclient account you are currently under. If you have more than one account accessible via the
same username, you can use the drop-down menu to switch between them.

4. |If your window is smaller, or if you are using a phone, it is possible that the menu of sections
indicated in point 2 will not be visible. This menu will be accessible via the 3 lines at the top left
of your screen.

5. Your username, as well as the place to log out.
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"Inbox / Message”

This section allows you to view the messages taken by our team on your account. There are some
filters provided to facilitate your search with the moment the message was taken by our team.

You can also download all or a portion of your messages via the "Download" button.

Messages are available in this section for a maximum of 60 days.

2‘9 = miTeam TEST ©
~ 4000-TEST

I ‘ ‘ & InBox
[4000] Demo Genesis ~ Q

Messages & Download ~ Search messages
# Accueil / Home

4000-TEST

5]

Inbox / Messages
Sent

W Directory / Botin

I Web potal / Portail Web Today

& CallLog / Journal d'appels Yesterday

## Seftings / Paramétres < Last Week
Last Month

Options

Open
Closed
Urgent
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"Directory”

This section allows you to view the contacts available to our team, as well as their contact
information.

Since our scripts need the details available in the directory tab to be entered in a specific way and to
avoid any problems with the functioning of your custom script and the distribution of your messages,
modifying the information in your contact directory can be done by contacting our team via
service@i24image.com .



mailto:service@i24image.com
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"Call Log”

This section allows you to listen to the calls answered on your account during the last 60 days.

1. Enter the dates for which you want to see the calls.

2. Click on "Search for calls".

3. The results will then be displayed.
Note that the calls will be displayed in two sections: Calls from the last 7 days will be in the
'Call Log Search Results' portion at the top. Those from 8-60 days will be in an 'Archive'
section displayed just below.

Call Log

Enter search criteria for calls:
Start Date: End Date: 1 Caller ID:
04/01/2023 1:20 PM = 05/01/2023 11:59 PM = 0
View Advanced Search Options ‘
Search for Calls 2
Call Log Search Results 3
Screen
Al Call Info Capture  Start Duration Client Name Client Agent caller ID call ID
O m 5/01 8:20 00:04:51 F-CAROLANE 15325576
am
O m 4/3011:56  00:03:58 F-CAROLANE 15324056
am
0O 4/28 3:54 00:04:08 B-LUCAS 15320440
pm
O m 4128 345 00:02:55 B-BERTRAND 15320422
pm
0O 4428 3:41 00:09:54 B-LUCAS 15320413
pm
O @ 4128 2:44 00:11:13 S-PHILIPBE-E 15320258
pm
0O 428 2:36 00:02:10 B-NICHOLAS 15320241
pm

The button called "Details" refers to a transaction without a conversation. Depending on the
programming of your account, this could be an email management case or the dispatch of your
messages.
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The button called "Voice" will be when there is a recording associated with a call.

4/28 8:31 00:00:37

0 &
am
U (2] 428830  00:00'55
am

You can either download the audio directly or click on the "Voice" button to listen to the recording
and access more advanced options.

Call Information

Advances

Start Time/Date Duration Caller ID Call#
4/28 8:31 am 00:00:37 5149150123 15319140
» 0:00/0:00 o)

Close
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"On Call”

2ﬁ = miTeam
5092 Contact Administrator
' g 01 Horaire
[5092] OMH Laval ~ - Schedules I New Edit = Copy -~ | Deleie Assign | Overmnde UnAssQ Swap Shift View = | Search~ Comment = Save as F’Da
All Contacts v | Assignment ~  None selected ~ Coverage
A& Accueil / Home
X Inbox / Messages @Display Comment
Total hours assigned: 0.00
W Directory / Bottin
Monday, May 01 2023 0 assigned 2 unassigned Show Now
I3 Web potal / Portail Web May 2023 Start/Début End/ Fin Rank/Ordre Shift/ Quart Role Contact Comment/Commentaire  Status / Statut
= Sun Mon Tue WedThu Fri Sat - - i
& OncCall/Horaire de Garde =+ 4247:30am  5017:30am 0 Rotation oc
.-nﬂ 5/017:30am 5/087:30am 0 Rotation ocC 5

»

Call Log / Journal d'appels

Settings / Paramétres

B £yl coverage
= partial Coverage
B No Coverage

Under "Schedules", you will be able to see all your various on-call schedules built to meet the
needs of your account. It will be important to select the schedule you wish to work on. If
your account is built using a single shift schedule, it will be selected by default.

The "assign" button is used to identify who the person on-call is in your team for the
selected shift.

The "Override" button is to be used in case you want to replace the basic assigned person
with another one, while keeping an accurate history.

The "Unassign" button is used to remove an assignment from your team member. If done on
an override it will return the original person to being the one on call. If done on the initial
shift, it will make it empty again.

The "View" button allows you to select your favorite view of the on-call schedule. By day,
week, month, etc.

The "Comment" button allows you to add notes to a shift. This feature is recommended to
keep track of the changes made to your account and schedules. Please note that a comment
cannot be used to indicate a new on-call person, as our system will not recognize the

8
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information and it will not act accordingly. Your on-call person must be the person assigned
to the shift.

The "Save as PDF" button allows you to save your schedule as a PDF. This is useful for sharing
with your team or keeping it on file.

4. The calendar allows you to quickly see if any of your shifts remain unfilled.
If the day is in green, it means that all shifts have a person assigned.
If the day is in yellow, it means that some shifts have a person assigned, and others are
empty. You will have to assign a person for the proper functioning of your calls.
If the day is in red, it means that all the shifts are empty, and a person must be assigned to
ensure the smooth running of your calls.

5. Your various shifts: Click to choose the shift in which you wish to assign your guard. On the
image above, we have 2 different periods, one from 04/24 7h30am to 05/01 7h30am and the
other from 05/01 7h30am to 05/06 7h30am. Depending on your needs, your account could
have multiple people on call for the same period and the "Rank / Order" would indicate who
is the first contact, the second, etc. The example above indicates that there is only one on call
person.
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Assigning a Custodian

To assign the person in charge of a shift, you will need to:

Select the relevant schedule in "Schedules" (point 1 above)

Select the desired shift on the schedule (point 5 above) and click on it.
Click on "Assign".

Select the desired contact from the list of contacts that will appear.

If necessary, add a comment in the "comment" field.

Click on " Assign ".

ok wnNE

Assignment Selection

Contact

Patrick Tremblay e

Comment

Assign Recurring Cancel

Note: If you need assistance in changing dates, times, adding or deleting shifts or a contact person,
please contact our team at service@i24image.com

10
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Make a temporary change ("Override")

Knowing that sometimes your routine may require you to make a temporary change to your established
on-call schedule, here's how to make an override. This can be used to replace a member of your team
for all or a portion of the original shift.

Please note that an override cannot begin before or end after the dates and times of the original shift. It
is possible that more than one override may be required to accomplish the desired replacement,
depending on the configuration of your shift schedule.

1. Click on the shift for which a temporary change is required.
2. Click on "Override

Contact Administrator

01 Horaire
Schedules |~ | MNew | Edit | Copy~ | Delete Assign éEAssign Swap Shift
View » Search - Comment Save as PDF All Contacts +  Assignment ~ None selected ~ Coverage

@Display Comment

Total hours assigned: 16.50
IMonday, May 01 2023 0 assigned 2 unassigned Show Now
May 2023 Start / Début End / Fin Rank / Ordre Shift/ Quart Role Contact Comment/ Commenta

Sun Mon Tue WedThu Fri  Sat 4/24 730 am 5/01 7:30am 0 Rotation oc

= 5/017:30am 5/08 7:30am 0 Rotation OC  Anthony Giosifig Click fo Comment

4 3

Anthony Giosi

Tel (1):
Tel (2):
Tel (3):

B Ful Coverage
¥ partial Coverage Sms: 51
B o Coverage

Courriel:

11
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3. Enter the beginning of the replacement (Reminder: this date and time must be between the
beginning and the end of the shift on which a temporary change is applied, in this example,
the beginning cannot be before 05/01 7h30am)

Shift Override

Shift: Rotation
Role: OC
Duration: 5/01 7:30 am - 5/08 7:30 am

Contact: Anthony Giosi

Start Time End Time

04/30/2023 7:30 AM 05/03/2023 7:30 AM

Covering Contact

Luc Lambert

Comment

N

The Start time cannot occur before the original shift start time. cancel

4. Enter the end of the replacement (Reminder: this date and time must be between the
beginning and the end of the shift on which a temporary change is applied, in this example,
the beginning cannot be before 05/06 7h30am)

5. Choose the person who will be on call for this period.

6. Click on "Save".

12
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Shift Override

Shift: Rotation
Role: OC
Duration: 5/01 7:30 am - 5/08 7:30 am

Contact: Anthony Giosi

Start Time End Time

05/01/2023 7:30 AM 05/03/2023 7:30 AM

Covering Contact

Luc Lambert 5

Cancel

13
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What you should not do

Please note that you cannot add a new schedule or modify an existing or an active one as your script and
your on-call people being linked by programming, it would damage the whole. Any programming
required to correct this type of situation will incur additional costs.

contac

01 Horaire

Schedules |~ Delete Assign Override | UnAssign Swap Shift

View « Search = All Contacts  ~ | Assignment w None selected « Coverage

14
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"Settings”

This section allows you to reset your password, if needed.
Please note that i24 does not have access to your password if you have changed it. However, we can
assist you by resetting your password for you.
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