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Portal User Guide for Clients 

 

Welcome to the iChannel Portal for Watkins Uiberall.  The Portal is a feature of a larger Document 

Management System, called iChannel, which has been implemented by Watkins Uiberall.  This portal offers 

a secure location for you to access your data, collaborate with Watkins Uiberall staff, and upload documents 

of your own.   

 

This guide will walk you through logging into your personalized, secure portal site.  It will also show you 

how to upload your own documents and how to reset your password. 

 

Logging into the Portal 

 

You will be provided with the following information needed to login to your Portal.  Record that 

information here: 

Website:  

User ID:  

Password:  

Site Name or #:  

 

1. Go to the provided website.  You will see a login screen.              

 

2. Enter the User ID and Password.  You may be prompted for the Site Name or number if your 

username is not unique.   

3. Click the Login button.  

 

 



4. Next, you will see the Terms and Conditions screen.  Read the terms and conditions, check the 

box to agree to the terms, and click the Agree button.  You may print a copy for your records. 

 

5. You may be prompted to change your username and set-up the Forgot Password Questions.  

Make any changes and click the Save button.  The screen will refresh.  

 

  



6. Click the Watkins Uiberall logo at the top left corner of the page to go to your dashboard.  On this 

dashboard, you will be able to see which documents you have submitted and whether or not those 

documents have been read by the Watkins Uiberall staff.  

 

 

Adding Documents  

 

1. Click the Submit Files link in the header. 

 

2. The Submit Files screen will open. From this screen, you can choose whether to categorize your 

files or not. Click Next.  

 

  



3. On the next screen, you can either “drag & drop” files from Windows Explorer or you can click on 

Select Files to find the files from a disk, computer, network, CD, etc.  Once you have uploaded your 

files, click Next.  

 

4. On the next screen, you can choose to notify an individual of your file uploads or not.  Click Next. 

 

5. Once you have reviewed your file upload information, click Upload. 

 

  



6. You will receive a prompt when your files are uploading.  Then, you will receive a prompt when your 

files have completed uploading.  Please, do not log off of the site until you have received the 

completed notification.  

 

 

Changing Your Password  

 

Once you log in to your portal you may want to change your password.   

1. Click the  icon at the top of the screen.  The User Profile screen will open and Update your 

password will be displayed.  

2. Enter your current password. 

3. Enter your new password. 

4. Re-enter your new password. 

5. Click Save at the top of the screen.  You will receive confirmation in red when the password is 

changed. 

6. Click the Logout link at the upper right corner of the screen and then login again with the new 

password. 

 

Changing Your Forgot Password Questions 

 

1. Click the My Profile  icon at the top of the screen and the User Profile screen will open.   

2. Locate the section labeled Forgot Password Question(s). 

3. Click on the drop down menu to select a question. 

4. Type in your Answer to corresponding question below it.  

5. Click on Save at the top of the page.  

6.  will appear at the top of the page.    


