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Account Dashboard 
This is the main entry and navigation page within the Account Portal.   
 
You can: 
(1)  Navigate to the main page  
(2)  View account home page 
(3) Review active subscriptions 
(4) Review your balance 
(5) Review last invoice and make a payment 
(6) Download available product versions 
(7) Review company information and edit as needed 
(8) Review the Beta Tester Program and enroll as needed 
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Make Payment 
To make a payment, select Make Payment option from the Account page.   
 
Now you can: 
(1) Review the current balance, open invoice totals, and account credit 
(2) Select amount to be paid and payment method 
(3) Review the Pay on Date 
(4) Select Make Payment to submit payment 

 

 



 
 

 
 

AbacusNext Portal Guide   November 29, 2018 
 
 

4 
 

USER GUIDE 
 

View Invoices 
To view a list of all invoices, select the invoices link from the Account page. 
 
By selecting an invoice, you can view details, download a PDF and make payment. 
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Edit Company Information 
To edit your Company information, select Edit Company from the Account page.   
 
Here you can: 
(1) Review Name, Account Passphrase, Phone, Email, and Address 
(2) Select Save to apply the updates 

 
 

 



 
 

 
 

AbacusNext Portal Guide   November 29, 2018 
 
 

6 
 

 

USER GUIDE 

Sign up for Software Beta Program 
To request to join an open AbacusNext Beta program, you can Enroll from the Account page. 
 
Beta Program submissions are received by the product team, reviewed and approved so that you receive Beta 
software versions as they become available. 
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Create Support Ticket 
Support tickets can be used to add users, applications or files.  They can also help with account or 
password resets. 
 
To create and manage support tickets: 
 
(1) Select Support on the top menu ribbon 
(2) Review support ticket area 
(3) Under “New Ticket” section, create a New Support Ticket by entering the following information: 

• Subject, Type, Product, Category, Message, CC 
(4) Under the “Tickets” section, you can review all your open submitted tickets 

• Select the ticket desired and it will open the ticket for review. 
 
You may also find the following support forms helpful: https://www.cloudninerealtime.com/service-
forms/ 
 

 
   
   

https://www.cloudninerealtime.com/service-forms/
https://www.cloudninerealtime.com/service-forms/
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Manage Open Tickets 
To review open support tickets under the Tickets section, click on an open ticket to get to the Ticket 
Details screen to review the following information: 
 

• Ticket Details (e.g. No, Subject, Product, Assigned To, Status) 
• Problem description 
• Solution 
• History 

 
You can also add comments to provide additional information for an open ticket. 
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Contacts Management 
To review and update your Contacts: 
 
(1) Select Contacts in the top menu ribbon 
(2) Go to the Contacts List 
(3) Search for a specific Contact (e.g. Active, Inactive, All) 
(4) Review the contact details (e.g. First/Last Name, Status, Portal Access Role, Email, AbacusLaw User, 

Operator Code) 
(5) Click on “Add New” to add a new contact.   

(To Edit a contact, you can click onto the existing contact) 
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Add New Contact 
To add a new Contact, select Add New Contact from previous screen, enter the information and Save. 
 

• Email (User Name) 
• Password 
• First Name; Last Name 
• Title 
• Phone 
• Role 
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Add New Contact 
Create a new Client Group that can be associated to the new Contact. 
 
To do so: 
(1) Select Products in the top Menu  
(2) Go to the Products screen 
(3) Go to the Client Group in the top right corner 
(4) Click on Add New to add a new Client Group 

1. The New Client Group screen opens. 
2. Enter the Client Group. 
3. Select OK to save the new Client Group. 
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Edit Contact 
To edit an existing Contact, click on a contact to edit the information and Save. 
You may edit the following: 
 

• Email (User Name) 
• First Name; Last Name 
• Title 
• Phone; Address 
• Role 
• Inactive (set to Inactivate contact) 
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View Licensed Products  
To view Product details at any time, access your personal Products page. 
 
To do so: 
(1) Select Products in the top Menu 
(2) Go to the Products screen and review the subscribed Product Name, Quantity, and Start Date  
(3) Go to the APC Virtual Machines section and review the VM details 
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View Professional Service Projects 
To review Project information at any time, you can access your personal Projects page. 

 
To do so: 
(1) Select Projects in the top Menu 
(2) Go to the Projects area 
(3) Under Projects section, review all outstanding Projects. Clicking into a specific Project will display its 

details and status. 
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Projects Details & Gantt Review 
(1) In the Project Details screen, you can review the following: 

• Name (of Project) 
• Type (of Project) 
• Status 
• Owner Name and Email 
• Hours Purchased | Estimated Hours 
• Start Date | Projected End Date 
• Progress % 

(2) A Gantt Chart view of the project is right below with all the associated tasks. 
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Virtual Machines Review 
 

(1) To review Virtual Machines Details section, select Virtual Machine Details and review the following: 
• CPU Usage 
• Drive C: Disk Usage 
• Physical Memory 

 
** Please note that some of the follow is future functionality for C9 environments.  
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CPU Usage Review 
(2) You can expand the CPU Usage section to review the following: 

• Virtual Machine ID 
• 5 Minutes Average Load 
• Time Range (e.g. last 30 days, etc.) 
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Drive C: Disk Usage Review 
(3) You can expand the Drive C: Disk Usage section to review the following: 

• Virtual Machine ID 
• C:\ Used Space (e.g. Free, Used, and Total) 
• Time Range (e.g. last 30 days, etc.) 
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