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From the Client Area you can manage contracts and invoices, edit the personal details of your client account and manage your Graspway products. You will be able to subscribe and setup new products and end the subscription of the same when you no
longer need them.
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Registration and Access
User account registration process and access to the Client Area.

Registration and Access

How do I register my customer account on Graspway?
The first thing you need to do in order to use Graspway is to register on our platform. As an example, we will use the details of a fictitious user called "John Doe".
In the following video you can see a demonstration of the Graspway registration process.
(video)
Once you have registered you will receive a registration confirmation email like this one:

Once registered, you are automatically logged in on the platform, so you can access your Client Area directly from the top menu.
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How do I access my Client Area panel?
In order to access your Client Area you first need to register with Graspway and log in on the platform.
To log in on the platform you must click on the LOG IN item on the top menu of the website, enter your credentials in the form that appears below and click on the Log In button. After logging in on the platform, the platform takes you directly to your
Client Area panel, as you can see in the following demo video, in which we have used the credentials of a fictitious user called "John Doe".
(video)
If you have just registered you are already logged in on the platform. If not, click on LOG IN.

This is what the main page of your Client Area looks like.
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I can't remember my password, how do I retrieve it?
Forgetting passwords is very common nowadays. We have too many passwords in our heads and sometimes we forget one of them. To avoid losing your access to your Graspway Client Area, here is a quick and easy way to recover it.
To recover your password to access the platform you must go to the login section and once there click on the link that says "Have you forgotten your password? Recover your password". Here you only have to enter your login email and you will receive
an email with instructions on how to recover it, as shown in the following video, in which we have recovered the password of the fictitious user "John Doe".
(video)
After completing this step you will have received the following email:

By clicking on the link indicated in this email, you will be redirected to a new Graspway window where you can reset your password by entering your login email and your new password to access the Client Area, as shown in the following image:

Once the password has been reset, the platform will automatically connect us to the system and take us to our Client Area.

Graspway recommends the use of secure passwords.

My Profile
"My Profile" section of the Client Area. Here you can edit your personal details and change your password.
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How do I change the language of my Client Area?
You can change the main language of your Client Area in two different ways:
Temporarily for as long as you are logged in.
Permanently.
To change the main language of your Client Area temporarily, simply click on the language selector in the top right-hand corner of the Client Area and select the desired language:

Please note that when you log in on the platform again, the main language of your Client Area will be the one you have indicated in your client profile. This option changes the language of the Client Area immediately, without having to log in to the
platform again.
If, on the other hand, you prefer to assign the main language of your Client Area permanently, you have to access the My Profile page and assign it from there, as shown in the following image:

Once you have made this change, you must log out of the platform and log back in to see your Client Area in the newly selected language.
After changing the language in either of the two ways above, your Client Area panel will be displayed in the language you have selected.
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How can I change my personal details?
If you need to change the contact details of your user account, you can do so in the My Profile section of your Client Area menu. You can change:
First and last name
First name and surname
Contact email address
Contact telephone number
Language of your Client Area
You can also subscribe and unsubscribe to our newsletters about Graspway news.
Once you have modified all the desired data, all you have to do is click on the Save button.
In the following image you can see the form to modify the customer account data.
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How do I change my password to access the Client Area?
It is always a good idea to change the password of our accounts periodically. Graspway recommends that you do this periodically to protect your access to your client accounts as much as possible.
To change your password to access your Client Area, simply go to the My Profile section of your Client Area menu, enter your new password and click on the Change Password button, as shown in the following image:

Once you click on the Change Password button, you will see a green message indicating that the password has been changed successfully or a red message indicating that the passwords do not match or do not have a valid format, as shown in the
following images:

Password successfully changed

Error: passwords do not match

Error: Confirm password field is mandatory

My Sites
"My Sites" section of the Client Area. Here you can manage your contracted Graspway sites.
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Why doesn't anything show up in My Sites?
When you access the My Sites section of the Client Area, the different Graspway sites that you have contracted are shown. When you access this section for the first time, it will be empty.

This section will remain empty as long as you do not register any Graspway site. As you register Graspway sites, they will appear in this section.
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How do I get a demo of Graspway?
If you are not convinced of the possibilities that our Graspway product can offer to you, you have the option of requesting access to a demo, a trial version of Graspway, so that you can see for yourself the functioning and capacity of the tool, and dispel
any doubts you may have about Graspway.
To request a Graspway demo, all you have to do is click on the Free Trial button that appears on the home page of the graspway.com website.

Another way to access the demo application process is to click on the Buy button and, once in the checkout process, click on the Free Trial button at the bottom of the page.

Once you are on the demo application screen, all you have to do is enter your email address to start the process.

Once you submit your request, you will receive an email containing a link to the next step of the process and an activation code that you will need to copy and use for the next step.

When you click on the link in the email you have just received, you will be sent to another screen where your email address and activation code will appear. Check that your details are correct and click the ACTIVATE button to proceed.

You will then be asked for your password to access Graspway.

After this, your site is pending creation, as reported on the next screen:

The system will send you an email notifying you that your demo is being activated and, once activated, it will notify you with another email that your demo is ready to be tested.
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How do I register a Graspway site?
To register a Graspway site you have to go to the My Sites section in your Client Area.
Once there, if you don't have a site registered yet, you will see an empty page:

If this window appears, click on the Activate your first site button.
If you have already registered one or more Graspway sites, the following screen will appear, in which you will have to click on the [+] button of the organisation where you want to register the new site:

If you do not want to continue with the
registration, you can click on the [x] button to delete the new site request.

The following video shows the process of registering a site with Graspway.
(video)
Once in the payment form, fill in the necessary data for the payment and, once the payment is completed, you will see a message indicating that your new Graspway site is being activated. An email is sent notifying you that your new site is in the
process of activation.
A few minutes later you will receive another email notifying you that your Graspway site is already activated and that you can access and manage it. It will provide you with links that take you to both the public part of your new site and its Dashboard.
You can also access the registration process of a new Graspway site directly from our website by clicking on the Buy Now button.
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Do you have special plans for large sites with many students?
From 6,000 or more active users, we can offer the client their own space to install and manage their Graspway sites, separate from the sites of other clients. Below this figure, the space in which the sites are installed and managed is shared by several
clients. To select this option, simply contact our sales department and we will process your request. You can request it during the registration process of a new Graspway site, as long as it has more than 6,000 active users. A link will then appear that will
allow you to contact our sales representatives.
On the other hand, for sites with more than 10,000 active users, we offer a customised plan adapted to each client. To apply for this personalised plan, again, all you have to do is contact our sales department. To do so, you will have to move the active
users indicator until you reach 10,000 to see the link that will allow you to contact our sales representatives and thus be able to study your case in a personalised way.
(video)
Once you are on our contact page, all you have to do is tell us about your case and our sales department will contact you as soon as possible to offer you the solution that best suits the needs of your project.
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I need to make changes to my Graspway site, how do I do it?
Depending on the change you want to make to your Graspway site, you will have to access the settings of your site from the My Sites menu in your Client Area or you will have to access the different management tools of the Graspway platform itself.
For basic changes to your Graspway site you must access the My Sites menu in your Client Area, as indicated above, and there you will see your registered Graspway sites sorted by organisation. Each Graspway site displays its site name, the basic
features of its plan, the students and courses registered on the site, and a link to access the site and another link to access the basic site configuration. The latter button must be clicked in order to access these settings.

Once in the settings of your Graspway site, you will be able to modify basic aspects of the site such as the name, language, time zone, subdomains and the theme used in the portal.

If, on the other hand, you want to modify the appearance of your Graspway portal or its content (courses, students, teachers, etc...) you will have to access the administration panel of the corresponding tool depending on the change you want to make.
You can follow our Portal and Control Panel guides to make these other modifications to your Graspway site.

My Contracts
My Contracts" section of the Client Area. Here you can consult and manage the contracts and invoices of your Graspway sites.

My Contracts

How can I view my contracts?
To view your contracts you will need to access the My Contracts menu in your Client Area. All your contracts and invoices are listed there.

You can filter your list of contracts by company by clicking on the block with the company info.
(video)
To view the details of one of your contracts, simply click on the contract linked to the Graspway site you wish to check. Here you will be able to see the company's details, invoicing details and a list of invoices linked to the contract you are consulting.
(video)
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How can I change my company's details?
If you wish to modify your company's details, just click on the cogwheels icon that appears in the block with the info of each company in the My Contracts menu of your Client Area.

Once you click on this icon you will see a form with all the information about your company and you will be able to correct or update any information about your company.

Additionally, there is the option to delete your company data (only companies with no associated contract can be deleted).

My Contracts

How do I download my invoices?
You can download your invoices from various places within the My Contracts menu in your Client Area.
Select a contract to view its details and click on the Invoicing tab. You can download a list of all your invoices in CSV format by clicking on download all invoices. You can also view the details of a specific invoice by clicking on the eye icon to the right
of the invoice details.

You can download the invoice you are viewing in PDF format by clicking on the icon shown in the following image.

