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Sage CM – TeamLink Portal Settings
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The TeamLink Portal url 
shown in Sage CM’s Settings 
area will be used by all external 
project team members. This url 
can also be used on a corporate 
website to provide clients, 
architects, and subcontractors 
easy access to lead and project 
information.

Default TeamLink Security 
Roles:

Sage CM’s includes three default 
security roles (eg. Architect, Owner, 
Vendor) which can be copied to 
create custom roles. 



© 2023 The Sage Group plc, or its licensors. All rights reserved.

Creating Custom TeamLink Security Roles
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Unlimited custom 
TeamLink Portal 
security roles can be 
created in Settings.

Feature Access Permissions:

▪ No Access: No project 
records will be shown in the 
portal regardless if the 
external team member 
company is referenced.

▪ All: All project records will be 
listed whether the external 
team member company is 
referenced on them or not.

▪ Referenced Only: Only 
records that reference the 
external team member 
company will be listed. Edits 
may be allowed depending on 
the feature and if the 
company is marked as a 
respondent.
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Assigning TeamLink Roles in Sage CM
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TeamLink Security Roles 
are assigned on the 
Project Directory. Thus, a 
company involved on 
multiple projects could 
be assigned different 
roles for each project.

Email external team 
members their login 
credentials after 
security role has been 
assigned.
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TeamLink Portal Login Page
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The TeamLink Login Page will 
automatically show your 
company name so no additional 
customization is required!
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TeamLink Portal Active Project Listing
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Project Access:

Upon logging into the 
portal, external team 
members will see a list of 
active projects that meet 
the following criteria.

▪ Project is marked 
active in Sage CM.

▪ External team member 
is referenced in Project 
Directory and assigned 
a TeamLink Security 
Role.
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TeamLink Portal Current Project View
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Project information tabs will 
appear depending on the assigned 
TeamLink Security Role.

▪ Quick Links: Features and record 
stats

▪ Alerts: Items requiring external 
team members immediate attention

▪ Photos: Albums and related 
progress photos

▪ Drawings & Specifications

▪ Open Items: RFIs, Submittals etc. 
that are open and may have a due 
date.

▪ Financials: Owner or Vendor 
Financials Dashboard

Selected Project
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TeamLink Portal Current Project – Quick Links Tab
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The Quick Links tab will dynamically 
show Features and Record Stats based 
on the assigned TeamLink Security 
Role and if the external team member’s 
firm has been referenced on the 
document. Thus, architects, clients, 
and vendors may see different modules 
and record count links within this area.

All external team members can initiate 
project correspondence. In addition, 
vendors who have been issued a PO or 
Subcontract can create Bills or Sub 
Invoices * respectively.

* Add Sub Invoice Wizard is shown on 
next page.
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TeamLink Portal Current Project – Add Sub Invoice
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Eliminate data entry by 
having your subcontractors 
enter their own invoice!

The TeamLink Portal’s Sub 
Invoice Add Wizard will 
dynamically adjust if the 
subcontract type is fixed lump 
sum, cost plus or unit price and 
will guide the subcontractor 
thru the process so mistakes 
don’t happen. A copy of the 
invoice generated from the 
sub’s accounting system can 
also be uploaded. 

Once this is complete, an email 
alert will be generated to your 
project manager or financial 
admin to review this pending 
invoice back in Sage CM.



© 2023 The Sage Group plc, or its licensors. All rights reserved.

TeamLink Portal Current Project – Financials Tab
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Dashboard Shown: Vendor Financials

Owners and Vendors who login to the 
portal will see a Financials tab on 
the Current Project Home View which 
will include a specific dashboard 
depending on their assigned 
TeamLink Security Role.
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TeamLink Portal Current Project – Drawings & Specs
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Organization and communication is key 
to successful project management and 
execution especially when it comes to 
tracking Drawing and Specifications. 

Key Benefits:

▪ Provide one source of truth when it 
comes to drawings and specs for 
internal and external team members.

▪ Use Sage CM’s built-in document 
viewer and advanced markup tool to 
highlight areas of interest and add 
notes. Document viewer supports up 
to 50 file formats (ex. Images, CAD, 
PDF) and is available from within 
Sage CM, Mobile Apps, and TeamLink 
Portal. Thus, team members do not 
need to download additional 
applications to collaborate on these 
types of project documents.
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Example Project Record in TeamLink Portal
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Many aspects of the TeamLink 
Portal are for review only. 
However, there can be 
scenarios where a response is 
required such as an architect 
responding to an RFI or a 
vendor submitting pricing on 
a bid package or potential 
change. In those scenarios, 
external team members can 
respond in the appropriate 
manner and upload related 
files such as PDFs or images.
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Information Shown in Portal Based On Default Role
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Sage CM Feature Owner Architect Vendor Add  Option in Portal

Project General Information

Project Directory No Access

Drawings
All – Read Only

Specifications

Correspondence

Journal (e.g. Notes, Phone Calls etc.)

Referenced – Read/Edit

Yes

RFIs Yes

Submittals Yes

Transmittals

Documentation

Photo Albums and Corresponding Images All Albums with ‘Show In Portal’ Checked

Meeting Minutes
Referenced – Read Only

Work Orders

Scheduling

Scheduling Tasks (Gantt Chart_ All – Read Only Referenced – Read Only Yes - Task Comments

All: All project records will be shown regardless of whether the external team member is referenced on them or not.
No Access: No project records will be shown.
Referenced: Only project records that reference the external team member will be listed. Edits may be allowed depending on the feature and if the company is marked as a respondent.
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Information Shown in Portal Based On Default Role
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Sage CM Feature Owner Architect Vendor Add  Option in Portal

Quality Control (QC) and Safety

Comply Notice Referenced – Read Only Referenced – Read/Edit

Permits

All – Read Only

No Access Referenced – Read Only

Punchlist
Referenced – Read Only

Referenced – Read/Edit

Test and Inspections Referenced – Read Only

Vendor Financials

RFP Packages

No Access

Referenced – Read Only Referenced – Read/Edit

Approved POs

No Access

Referenced – Read Only

Pending Bills
Referenced – Read/Edit (If 

vendor created 
transaction.)

Yes – If Vendor was issued 
PO.

Approved Bills

Referenced – Read OnlyApproved Subcontracts

Approved SCOs

Pending Sub Invoices
Referenced – Read/Edit (If 
Sub created transaction.)

Yes – If Sub was issued 
Subcontract.

Approved Sub Invoices Referenced – Read Only

All: All project records will be shown regardless of whether the external team member is referenced on them or not.
No Access: No project records will be shown.
Referenced: Only project records that reference the external team member will be listed. Edits may be allowed depending on the feature and if the company is marked as a respondent.
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Information Shown in Portal Based On Default Role
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Sage CM Feature Owner Architect Vendor Add  Option in Portal

Vendor Financials (continued)

Vendor Financial Dashboard No Access No Access Referenced – Read Only

Owner Financials

Approved Prime Contracts Referenced – Read Only

Only if referenced on 
Prime Contract

No Access

Allowance Packages Referenced – Read/Edit

Approved Change Proposal Request (CPR)

Referenced – Read Only
Approved Change Order (CO)

Approved Prime Contract Invoices

Owner Financial Dashboard

All: All project records will be shown regardless of whether the external team member is referenced on them or not.
No Access: No project records will be shown.
Referenced: Only project records that reference the external team member will be listed. Edits may be allowed depending on the feature and if the company is marked as a respondent.
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