EnviroLive client tutorial
How to create an enviroLIVE account
On initial entry to the enviroLIVE site, you will see a standard login screen from which you can create a new account, login or
recover your password.
For this exercise we will demonstrate how to create a new account.
By clicking on ‘Register Now!’ (Figure 1 - Location 1), you will be presented with a registration screen (Figure 2). You will be
required to enter your full name, email address and to create a password. PLEASE NOTE: the email address must be the email
address associated with your Envirolab or MPL client account otherwise you will not have reports automatically added to your
enviroLIVE account.
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Figure 1. Initial Site entry page

Figure 2. Account Registration

How to create an enviroLIVE account continued
To finish creating an account, you will be directed to a registration confirmation screen. A message will appear with
instructions for you to check your email to confirm the account (Figure 3).
The email will contain a link (Figure 3, Location 1) that will direct you to an account confirmation page (Figure 4). By clicking
on the icon to confirm the account, you can then login.
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Figure 3. Account Registration email

Figure 4. Account Confirmation

Accessing your client reports
When you login for the first time in enviroLIVE, the online results fields will display as empty (Figure 5). This is because at this
stage, there will be no client access rights granted to the account.
To get access rights, you will need to select the ‘My Account’ option (Figure 5, Location 1 or Figure 5, Location 2). This will
direct you to ‘Account Settings’ (Figure 6). By following the prompts, you will be able to send a request for access the account
of other available clients (Figure 6, Location 2). Users with a ‘Manager’ access have the additional option to approve requests
and change user access rights (Figure 10).
‘Account Settings’ also enables you to change your password at any time (Figure 6, Location 1).
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Figure 5. Initial logged in screen
The account screen in Figure 6 (next page), shows that the user account has 2 clients available.
When a user selects any of the “Request Access” links, the screen will refresh. A textbox will be generated and state, “Your
access request is underway, please allow up to 48 hours for a manager to respond.” At the same time, an email will be
despatched to all of the “elected managers” (Figure 7) for that company with the notification that a user has requested access.
The managers then have the option to set that user as a manager, grant general access, or reject access.
If no elected managers have been set for a company, an email will instead be sent internally to Envirolab, and the staff will be
able to set the user access in the same way as a manager could.
The emails are based on a “first in best dressed” service, which means the first manager to set the users permissions via the
links in the generated email, will be the only one who can, if any of the other managers are unhappy with the choice made by
the first manager, they can change the access rights of the user that was just added through their own ‘Accounts’ section.
In the circumstances that a user is rejected access, the “Request Access” option will become available again in the users “My
Account” section and an email will be sent to Envirolab to examine the user and update our records.

Accessing your client reports continued
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Figure 6. Account Screen

Figure 7. New Client Request

Accessing your client reports continued
For the above scenario, the requesting user was made a manager via selection of the “Make User Manager” link. This will now
mean that when the user logs back into his account, the initial page will instead have a list of clients assigned to them (Figure
8).
Each client has a drop down list that can be accessed by clicking on the ‘dark green’ bar (Figure 8, Location 1). This will present
all jobs available for that client (Figure 8a), which can then be clicked on to provide overall procedure/results and various
other options which are further discussed below.
Each job will be made up of:
Our Reference Job name/Description

Received Date Job Status

When a user is assigned clients, they will also get extra options for the Result display based on Branch, as well as search
options to filter results.
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Figure 8. Logged in page showing access to clients

Figure 8a. Logged in page showingexpanded results for client

Accessing your client reports continued
When a user clicks through to a job, they will be presented with all the job details relating to their account
For Figure 9, we can see that this job has no results or procedures for the reason that it is just a dummy job.
However, once you login, data will be uploaded to display full results.
In this mock screen, the user can print out the job details (Figure 9, Location 1) and access CSV’s or XML’s of the data in
multiple formats (Figure 9, Location 2). Jobs that have a report generated will have a third option to view the reports in the
same location as the other two icons (Figure 9, Location 1 AND Figure 9, Location 2).
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Figure 9. Job Results screen - Showing an incomplete job
Now that the user has been set as a manager, if they select the “My Account” button again (Figure 5, Location 1), they will be
presented with a slightly different view (Figure 10). They now have access to ‘User Access Rights’ for any clients that they are
Managers of.
In this location, they can select the client in a dropdown menu. Two sections will display. The first, grants access to new
requests. This acts as a fall-back to the generated email from the previous steps. The second box lists all current users with
access to that client. Radio buttons will show what access levels these users have. Here, the user will be able to change access
rights as required.

Figure 10. Accounts Screen showing User Access Rights box for managers only

FAQ
What’s the difference between a ‘Manger’ account and standard account?
A Manager account provides a new table for “User Access Rights” that allows the user to approve / reject / grant manager
access to other users. Managers will also receive emails for all new requests.
I forgot my password – How can I login?
From the login page, there is a link “Forgot Your password?” that onclick will send you to a page requesting your email address.
This will then send a password reset link to your email allowing you to create a new one.
How do I change my password?
Once logged in, under the “My Account” page is a section allowing a user to change their password.
How do I assign clients?
Clients are automatically assigned based on what work an email is assigned to. i.e. srobertson@mpl.com.au does work for EIK,
as soon as this is in the database the site will add EIK as a new client to request access to.
How do I remove clients from my account?
An email will need to be sent to the client you want removed from your account. An elected manager can then remove access.
Please note: Managers can change access rights at any time.

