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If you have subscribed to the Documents tab available in your Client Web Portal, then it is possible to 

have documents and letters appearing on this tab for your clients to download. You can ask us at CPL 

to create multiple W eb Document Types which act as sub-headings within your Documents tab on 

the portal. When sharing your documents, you can select the relevant Web Document Type that you 

wish your individual documents to appear under. 

You can enable a document to appear in the Documents tab of your client portal as part of the receiving 

in process or the sending out process in CPL. 

This training guide will cover the steps required to upload a document to a document area in CPL and 

make it available on your portal. It will cover how to make a document available on your portal as part 

of the documents distribute process. It will also cover how documents can be removed from the 

Documents tab on your portal. 

If the document you wish to make available on your portal is not a document you are sending to clients 

through the Documents Distribute screen in CPL, then it may not have already been added to a CPL 

Document library. This section will cover two options detailing how your document will first need to be 

uploaded to a Documents area in CPL in order for you to be able to make it available on your client 

web portal. 

 

Documents can be uploaded into any Documents tab in CPL but also through the main Receive In 

option under Documents in the main header bar of CPL. 
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When you click on the Receive In option under the main Documents menu in CPL, you will be taken 

to the Documents: Receive screen where you will need to select a Source Type for your document. 

 
As you are receiving a document into CPL, then setting the Source Type is about saying where the 

document has come from. It will allow you to tell CPL which area you would like to receive the document 

into. 

If you select Development as your Source Type, then the screen will change to allow you to select an 

individual development, all developments, or enable you to select from across a range of developments, 

blocks, properties and apportionments. 
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Making an appropriate selection here can also help you to control the clients who will be able to access 

the document on the Documents tab in your portal. 

For example, if you are sharing your client statement of service, you may want to make this available 

to every client in every development you manage. 

In this example, you place a tick against the All Developments option. 

  
You will then need to select a Document Type for storing your document. Document Types categorise 

your document, enabling it to be searched for more easily in a document library. When you assign a 

document type to your document it will also control where it is received into, how it can be distributed 

or sent out and also the audience that the document will be able to be distributed to.  

 
The document types which appear in the drop-down list are the ones which are already available in your 

CPL database. You can edit the behaviour of existing types and create new types if required, by 

accessing the Types tool under the main Documents menu. 

 
The next option in the Documents: Receive screen is to select a W eb Document Type for your 

document. You must select one to be able to have it appear in your portal for clients to download. 
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The list of web document types available to you will depend on which document types you asked us to 

set up for your Document tab on your client web portal. These act as sub-headers for your documents 

to appear under on the Documents tab itself. 

Click to select the relevant web document type for your document to appear under on your portal. 

To make it easier to locate documents in document stores, you must add a Description for your 

document in the Documents: Receive screen. This description is also what your clients will see in the 

Documents tab on your portal. 

If you wish to add any additional information which can be viewed internally by other users in your 

company then you can add this in the Notes section in the screen. 

 
Click on the grey button to the right of the Upload File label to be able to browse to the location on 

your computer for the document you wish to make available. 

 
When you have selected a document, the file path will appear on the screen. 

At the bottom of the Documents: Receive screen you will see an Audience Type field. This may appear 

to be greyed out without the option to change this setting. This is controlled by the Document Type 

selection you made above and if there was only one audience type selected originally for the document 

type then you will not be able to change this. 

Please be aware that the Audience Types selected for an individual document type can dictate who 

can see the document once it has been added to your portal. It is generally better to err on the side of 

caution and make sure this is set to Private (Account Only). This will mean that if there are different 

versions of a document being distributed, the clients would see their version only. 

There is an option on this screen to tick Print QR Code. Tick this to print out a QR Code sticker for 

your physical document if this is something you already use in CPL. 
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Otherwise, ignore this option and click to Save your document in the top-left corner of the screen. The 

document will be listed in the relevant document library in CPL and will also be available on your portal. 

  
Your document will become available for the appropriate clients to download under the relevant web 

document type on the Documents tab of your portal. 

 

You can also choose to share the document with a selection of individual blocks, properties or 

apportionments from this screen. 

To do this, click in the tick box to the left of Multiple Developments / Block / Properties / Apportions. 

 
This will open a section at the bottom of the screen for you to make the relevant selections. 

  
Within this section there are four standard selector boxes: Developments, Blocks, Properties and 

Apportionments. 
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When you click to highlight a development, the blocks, properties and apportionments for that 

development will appear in each section. 

 

There is a Search box to enable you to search for Developments and display only those. It will list all 

developments where the Development ID or Development name contain your typed text: 

 

There is also a Show Selected Only check box which will enable you to reduce the blocks, properties 

and apportionments displayed to only the ones relevant to your chosen Development. 

You may wish select blocks, properties and/or apportionments to share your document with across 

several developments. The information below will help you make the appropriate selections. 

If you tick the box against an individual development, then the document will be able to be shared with 

all clients in the development. In this case: 

• The text for this development will change to bold text. 

• The Blocks, Properties, and Apportionments sections would be disabled. 
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If you tick one or more blocks in the Blocks selector, then your document will be able to be shared with 

clients in properties for those blocks only. In this case: 

• The blocks will be ticked and will be displaying bold text 

• The development will have a square in its box to signify that it is partially selected and the text 

will be in italics to signify you have selected blocks from this development but not the whole 

development. 

• The Properties and Apportionments selectors will be disabled. This is because you cannot 

select whole blocks and also select properties or apportionments. 

 

If you tick one or more properties in the Properties selector, then your document will be able to be 

shared with clients in only those properties. In this case: 

• The properties will be ticked and will be displaying bold text 

• The development will have a square in its box to signify that it is partially selected and the text 

will be in italics to signify you have selected properties from this development but not the 

whole development. 

• The blocks and apportionments selectors will be disabled. This is because you cannot select 

individual properties and also select whole blocks or apportionments. 



 

Page 10 of 23 

 

 

If you tick one or more apportionments in the Apportionments selector, then your document will be 

able to be shared with clients only in those properties which are part of those apportionments. In this 

case: 

• The apportionments will be ticked and will be displaying bold text 

• The development will have a square in its box to signify that it is partially selected and the text 

will be in italics to signify you have selected apportionments from this development but not 

the whole development. 

• The Blocks and Properties selectors will be disabled. This is because you cannot select 

individual apportionments and also select blocks or properties. 

 

You are not restricted to selecting from only one development. Should you want to, then your document 

can be shared with clients from across several developments, selected in the same manner as above. 

You can mix your selection from whole developments (ticked), to blocks, properties and apportionments 

selected from other developments (appearing in italics). 
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Having made your decisions for sharing your document, remember to make your selections and upload 

your document in the other fields in this screen. 

 
Don’t forget to click on Save in the top-left of the screen when you have finished. 

  
CPL will warn you that it may take a while to complete your selection and then confirm when this is 

completed. 

You can click on OK to dismiss the confirmation. 

 
Your document will become available for the appropriate clients to download under the relevant web 

document type on the Documents tab of your portal. 
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In the example below, a document is being uploaded to the Documents tab within an individual 

development. 

 
You can either click on the Receive icon in the action panel on the left or just drag the 

document you wish to upload onto the screen. 

 
Either of the above methods will load the Documents Receive screen as long as you have the 

System Setting activated for this. Please contact CPL Support if you would like more 

information on this. 

If you have dragged the file onto the Documents tab then it will already be linked for upload 

and you won’t have to click to browse for your file. 

Depending on the location of the document library you are uploading your document to, you 

may see different fields at the top of the screen. 

In the example below, you will note that this is the Documents tab within an individual 

development. 
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The Source Type and Development fields are greyed out because an individual development has 

already been selected before bringing the document in. 

 
Please note, If you would like to choose to share the document with individual blocks, properties or 

apportionments then you will need to receive the document in through the main Receive In screen 

under Documents in the main header bar of CPL and information about this can be found in the 

previous section - Option 1B - Uploading a Document to the main Receive In Area to share with 

Individual Blocks, Properties and Apportions. 

If the document has come from a Development Contact, then this contact can be selected in the 

Contact field. Otherwise, you can leave this as None. 

 
As in the section described above in Option 1A, you can continue on to select a Document Type and 

a W eb Document Type as appropriate for your purpose. Remember that the selection you make in 

the Web Document Type field will control which of the sub-headings your document will appear under 

in the Documents tab on your portal. 
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If you dragged your document into the Documents screen, then the Description will be set 

automatically as Import document received.  

 
You should click into the field to edit this default description as otherwise, your clients will see the 

document labelled as this in the portal. 

 
If you dragged your document into the Documents tab as mentioned above, then the file path to your 

document will already appear and you will not need to click on an upload link to browse for your 

document. 

 
If the Document Type you have selected has more than one Audience Type selected against it, then 

you can select a specific Audience Type for this document. Otherwise, this option may be greyed out. 
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If required, you can place a tick beside the Print QR Code option. 

Otherwise, ignore this option and click to Save your document in the top-left corner of the screen. The 

document will be listed in the relevant document library in CPL and will also be available on your portal. 

  
Your document will become available for the appropriate clients to download under the relevant web 

document type on the Documents tab of your portal. 

 

This section will cover the steps required to make a document available on your portal which has 

previously been uploaded to a documents area within CPL. 
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If you have previously uploaded a document to a document library in CPL, or sent a document out to 

clients through the Documents Distribute screen, you can amend the document to make it available in 

your portal. 

To do this, navigate to the appropriate document library and click to highlight the document in the grid 

you wish to make available in your portal and click on the Amend option in the action panel to the left 

of the grid. 

 
The Amend Document screen will launch and you will note that if the document has not already been 

shared to the portal, then the W eb Type field will be set at Select. 

 
This means a web document type has not already been chosen. Click on the drop-down arrow and the 

list of your web document types will appear. 
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Click to select the relevant web document type for your document to appear under on your portal and 

then click on the Save option at the bottom of the screen. 

 
Click Yes on the Save Changes screen to confirm. 

 
CPL will confirm it has done this and you can click on OK to dismiss the confirmation screen. 

 
You will note that the grid in the Documents tab now displays a Web Document Type against this 

document. 
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Your document will become available for the appropriate clients to download under the relevant web 

document type on the Documents tab of your portal. 

 

The following section will cover how you can distribute a document via the Documents Distribute screen 

whilst also choosing to make it accessible in your portal. 

 

 

You can choose to make a document available on your portal as part of the Documents Distribute 

process in CPL. 

You may wish to access the CPL Mail Merge Training Guide for additional support but a summary of 

this process related to choosing a Web Document Type is covered below. 

In order to send out a document to your clients, you will click on the main Send Out option under the 

Documents header. 
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Alternatively, you can click on the Send option in the left-hand action bar in any document library in 

CPL. 

 
There are also other areas, for example, within a Proposed Work when you click on the Request Votes 

or Request Payment button, which will launch the Documents: Distribute screen. 

On the Documents: Distribute screen, there is an Audience section available in the left-hand column. 
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This contains both a Type field. This will enable you to select Private (Account Only) to make sure 

that each client can only access their own mail merged version of the template and not all clients’ 

versions. 

There is also a W eb Type field which will enable you to make sure that the distributed template can 

appear under the appropriate sub-heading in your portal. 

You can continue with the remainder of the Documents Distribute process as you normally would. The 

process will still send the required documents to your printer for postage to the relevant clients and will 

email the copies through to the email clients. However, it will also make the document you are sending 

out available to the relevant clients on your portal. 

 
Remember that the web types available will depend on the ones you asked us to create when we set 

up the Documents tab on your portal. 

To stop a document appearing for download in your portal is a simple process of amending the 

document and removing the Web Document Type you have assigned to it. Without a web document 

type it will no longer appear on your portal. 

To do this, access the document in the appropriate document area. In the example below, a document 

has been uploaded to an individual development’s document tab and shared to the portal from there. 

Make you way to Document tab where the document was initially added. 

Click on the document in the grid and click on the Amend button on the action bar to the left of the 

grid. 
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This will open the Amend Document screen. 

 
Click on the W eb Type drop-down menu and choose to set it back to Select. 

 
When you have done this, click on the Save option at the bottom of the screen. 

 
Click Yes to confirm that you do wish to make the change. 
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You can then click on OK to dismiss CPL’s confirmation. 

 
This will remove the document from your portal whilst allowing the document to remain in your document 

library. 

Alternatively, if you wish to remove the document completely from CPL, click to highlight your document 

in the grid and click on the Delete option in the action bar to the left of the grid. 

 
You will be asked to confirm your deletion. 

 
You can then click on OK to dismiss CPL’s confirmation of the deletion. 

 
This will remove the document from your portal and your document library. 
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If the document was allocated to multiple developments, it will remove the document for all clients in all 

developments it was allocated to. 

 

This training guide forms part of CPL's Knowledge Base which is available for all CPL users at 

https:/ / contact.cplsoftware.com/portal/ home  

The CPL Knowledge Base will be continually updated with additional guides and information. If you 

have any questions or suggestions for further guides we’d be happy to hear from you. You can contact 

CPL Support by emailing us at support@cplsoftware.com or through our portal at 

https:/ / contact.cplsoftware.com/portal/ home or calling us on 0345 646 0240 (option 1). 
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