
WELCOME TO YOUR 
CUSTOMER PORTAL (APR. 2021)

Proudly presented by RMO Agency

Please see portal user guide below.

Your feedback is greatly appreciated!

Enjoy!
The RMO Agency Team



To use the portal, log in at 
portal.rmoagency.com

Username and Password are case-sensitive
Lost your login? Email support@rmoageny.com



See your Match’s contact info

See past communications with your Match

Fill out or upload Reports and Audits

Add a new comment to your log

Track your projects at any stage

Get set up for success

Use this button to return to 
your home screen



To fill out or upload Monthly 
Reports or Annual Forms:

Click on New Upload and select 
form type



To upload a scan, picture, or saved file of a 
completed Report, select Manual Document 

Type

Click “Select Files” and choose the correct 
file from your computer

Include a brief description like “March 2021 
Monthly Visit Report”

Indicate a satisfaction rating – anything less 
than Very Satisfied will let us know we need 

to connect with you

Don’t forget to hit Post to save your work! 



To begin an online report, make sure to 
select Online Document Type

Put your own email under “my email” and 
your match’s email under “other email.”

Remember to add a description

When you click “Post” it will take you to a 
new screen, so be sure you’re ready to fill 

out the report.



Start where the yellow 
marker indicates

Use the TAB key to advance 
to the next field throughout 

the document

Required fields are 
marked with a Red *

As much as possible, field are 
prefilled from our records, but 
they can be adjusted as needed



Click here to sign. It will 
automatically send itself 

to your match for them to 
review and sign 

themselves



“New Comment”

Add a comment without uploading anything (eg –
No current projects, can we meet soon?, customer 

agreed to timeline, waiting on signature, etc.)

Remember to press POST to finalize the comment!



Short Term Projects

-Great for smaller daily/hourly jobs
-Log Name, description, address, and date
-Be sure to hit update to save your work



Long Term Projects

-Track important documents such as 
contracts and permits

-Upload as many documents as 
needed. 



Compliance 
Checklist

Click “upload” and 
select the file from 

your computer to add a 
document.

White – no document yet
Red – document rejected – see 

remarks
Yellow – awaiting approval

Green – approved!

Update our records 
and yours at the

SAME TIME!



“Open a Support Case”

Sends a direct message to the 
customer service team. Types range 

from problems with the Portal to 
problems with your match.

Feedback and other comments greatly 
appreciated!



“Your Case Log” – View past messages 
to us, and their current status.



“Documents & 
Resources”

Includes frequently used 
CSLB documents, 

compliance forms, and 
other reference 

documents.



“Profile Photo” – Update 
your profile photo.



“Change Password” – Update your 
password by indicating current and 

new password.
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