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PORTAL INTRODUCTION 
A Quick “How-To” Guide  

 

Customer Portal 

portal.consultcng.com 

Set Up & First Time Login  

The CNG Client portal can be found at portal.consultcng.com, however in order to access the 

portal you must first set up your organization’s access. 

 

The first step to setting up your customer portal is locating the email sent from the CNG Service 

Center. 

 This email will contain a link which allows you to set your password.  

 Additionally, it also gives you your username (which will match the email to which it was 

sent). 

 Click the link to set the password for your organization. 
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Setting up your password: 

 In the username box, enter the email which was shown as the username your CNG Service 

Center Welcome email. 

 Enter the password which you would like to use for your CNG Client portal. 

○ Note: this password must match the criteria outlined in the box to the right of the login. 
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Click “Change Password” 

 Once you have changed your password you will receive another email from the CNG 

Service Center confirming the change. 

 The CNG Customer portal will open up in the same tab which you clicked “change 

password” in. 

○ The dashboard menu should look like this: 
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Opening a Ticket 

 On the Dashboard, click the option that says “NEW TICKET.” 

○ A new window will appear, in this window it will ask what type of ticket you would 

like to open.Fill  

 Once you have selected the type of ticket, click “Continue.” 

○ You will be met with a screen asking for some more information. 

■ Fill in the “Title” box with a title that describes the issue or concern you are 

having. 

■ In the contact dropdown, select the employee in your company which you 

would like us to contact. 

■ In the description box write a description of the issue in more detail. 

■ The configuration item box can be used to fill in what specific device you are 

having issues with. Click the small filing cabinet icon to see the options. You 

can leave this blank if you are unsure.  

■ Finally, fill out the “When do you need this by?” and “What is the best way to 

contact you?” boxes. 
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 Once you have finished, click “Save Ticket.” 

○ You can also attach a file such as a picture of the issue if you so please. For this, 

click the “Save & attach File” option. 

 You will also be sent a confirmation email from the CNG Service Center confirming the 

opening of the ticket. 

 

Viewing Open Tickets 

 On the top bar of the dashboard, hover over the second icon (the paper looking icon). 
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 Click the “My Tickets” button and you will be met with a screen showing all open tickets. 

 The following screen will then show up, displaying all open tickets. 

 By clicking on a particular ticket you can submit new notes to update the situation as it 

goes on. Simply click on any ticket’s number, then you will be met with a popup window. 
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 Click submit once you have added any new notes for the ticket. 

○ You can also attach new files this way too, using the “attachment” button. 

 


