
Orion:
User Set Up for Client Portal

User Set Up for Client Portal
*Verify client’s Household is set up properly with all appropriate accounts*

Orion Apps → Portfolio Audit → Households, search Household name
→ right click row, edit Household → add contact info including name,
mobile phone & email address, hit save.

• Orion Apps → Manage Users → upper right corner, click Actions →
New User

• Enter client name or household ID → verify client email and mobile
number are correct, then hit save.

• A box comes up for you to either see the temp password OR Orion
can push out a link email to the new user (easier for client and
recommended).

• Orion pushes Link:
• Client receives email and will click on the link, which takes client

directly to Change Password Screen. Client creates new password
and hits enter, immediately is logged in.

How to Customize Clients Portals

Video Examples:

How to Give Clients Orion Access

https://youtu.be/qBWySxVpyWo
https://youtu.be/mx8L3bgEzIk
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