
A Quick Guide
To Using

Our Customer Portal

Coastal Escapes Limitless Services, LLC dba
When & How Concierge Services

Venice, Florida
(941) 525-2947

http://portal.homewatchit.com/whenandhow

http://portal.homewatchit.com/whenandhow


Page 1

OVERVIEW

The Customer Portal is your window into our business relationship and provides you one place to go to
view past inspection reports and when our future inspections are planned, post when you will be in
residence so that we do not schedule visits when you are there, and a place to go to communicate and
capture all pertinent communication about your property without having to search your email or text
messages. Coastal Escapes Limitless Services, LLC dba When & How Concierge Services with Home
Watch IT is pleased to provide you with this comprehensive tool in a secure server environment.
Please click on the links below to view the detailed instructions on how to use each feature:

OVERVIEW
LOGGING IN & HOME SCREEN
INVOICES (OPEN & CLOSED)
“IN RESIDENCE” SCHEDULING
COMMUNICATIONS AND ISSUES

Coastal Escapes Limitless Services, LLC dba When & How Concierge Services has invested in this
system to give our clients the best possible visibility and experience possible. We are committed to
providing you with comprehensive Home Watch and Concierge Services including the communications
and information sharing in a secure environment. If you have any questions please do not hesitate to
call or email.
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LOGGING IN & HOME SCREEN

You can access our Customer Portal any time by going to
http://portal.homewatchit.com/whenandhow . You’ll see a login screen as follows:

When you first access the system you initially will not have a password, so after entering your email
address the system will email you a link that you can use to set your initial password. Note that if you
do not receive this code in your email within a few minutes to check your Spam Folder as it may have
gone there.

Once you’ve set your password, you’ll be taken back to the login screen where you can login with your
email address and password. At that point, you’ll be taken to your personal home screen.
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The Home Screen allows you to modify your phone number, email address, as well as see if you have
open Communications or Transactions to pay.
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INVOICES (OPEN & CLOSED)

The Recent Transactions Screen will display all open invoices. You can click on any of the invoice lines
to see the details of the invoice. There is also an option to pay any open invoices through the portal if
you wish to use that in addition to payments through the QuickBooks email that originally contained
your invoice.

Note the dropdown in the upper left -- you can change that from “Due or Outstanding” to “All
Transactions” and be able to see any paid invoices and payments you have made previously.
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REPORTS AND SCHEDULED VISITS

The Visits & Reports Screen is divided into two sections. The top section lists all of your previous
home visits and/or concierge items. Next to each of those items is a link to the associated report for
that item. You can click on the link and the report will open in a new window (so you may have to click
on “Allow Popups” the first time). To return to the list you can close the window containing the report.

The Section below shows Upcoming scheduled visits -- both home visits and concierge items will be
listed for your review.

If you see any issues or need to send a message, you can use the New Communication link on your
Home Page to do so. This will be discussed later in this guide.
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“IN RESIDENCE” SCHEDULING

Our system keeps track of when you will be coming and going from your property so that we can better
schedule our visits around your time In Residence. By going to this screen you can see the dates that
we are aware of you being at the property, and you can modify the date and/or add new dates any time.

If entries are already on your list and you wish to modify them, you can click on that line to open the
details and modify them. Clicking the New Entry button will also allow you to enter a new item from
scratch. When you wish to modify or add a new entry a place for those details will open on the bottom
of the screen.

Press Save when you are finished.
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COMMUNICATIONS AND ISSUES

Our portal offers a comprehensive communications system, allowing us to track previous dialog as well
as manage current communications with our clients. This ties to our main system so that we have an
always present To-Do List to track and manage whatever needs you have through completion.

To send a new Communication to us, such as a comment after you receive our home visit report, click
on the New link on the Communications box on the Home Screen.

Enter in your notes in the large Comment box and press Send.

When we reply to you, you’ll receive an email notifying you of the reply. You can view and respond to
our reply easily by clicking on the Communications box on your home screen, which will bring up a list
of all history back and forth between us.
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Should you wish to reply to an item, simply click on it, and you’ll be taken to a new screen to enter your
response. Notice that the screen shows that you are replying to the Communication item you clicked
on from the list screen.

Click Save after you’ve entered in your response and we’ll be notified immediately.

We hope you find our portal useful! Thank you.
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