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Getting Started Guide 



The login screen provides secure access to the 
Utilismart web site.  When accessing the 
Utilismart Settlement Manager portal you will 
need to enter your user name and password to 
access the site. 

LOGIN SCREEN 

With the new HTML5 version of the site, you will have the opportunity to opt-in to two-factor 
authentication.  This means that in addition to your password you will be required to enter a 
code that you can elect to receive by either text message or email.  This code along with your 
password will be required at each login and the code will change (a new email or text will be 
received) at each password change. If you subscribe to email two factor authentication you will 
receive the email below: 

DASHBOARD AND WIDGETS 

From the login screen, you will land on the 

Dashboard.  All functionality can be accessed 

from this page.  The menu bar is on the left-

hand side of the page; the menu can be 

collapsed by clicking the left-facing arrow at the 

top of the screen.   
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At the top of the Dashboard is the Widget button.  Use this button to create a new widget that 
will be saved so that every time you log in, that tile will appear on your landing page.  For 
example, if you always want to see the demand profile of a specific site, you can click the Widget 
button, which will open a tile that permits you to create a personalized widget.   

Once you select a report type, the additional required fields appear in drop down menus to 
enable you to finalize the selection.  You must select the facility, the time period and the 
presentation type that you want to appear. 

Once you have made those selections, 
the graph or report is created in one 
tile on your landing page.  You can 
create numerous widgets to appear on 
your landing page at each login.  
Widgets are user specific and the 
dashboard button at the top of the 
menu bar will bring you back to this 
landing page and display your 
predefined widgets. 
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Did you forget your password? In a few clicks 
you can reset your password from your own 
device.  First, in order for this function to 
work, you must have “My Profile” updated.  

Once you are logged into the portal, under 
your user name, in the top right hand corner, 
click to open the menu and select “My 
Profile.” 
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RESET PASSWORD MADE EASY 

Ensure that all the information is correct and up to date. Both phone number and email fields 
must be filled out in order for the “Forgot Password” function to work accordingly. Once this 
information is saved, you will now be able to use the “Forgot Password” option.  

If you are in a scenario where you forget your password, open up the portal login page and 
click “Forgot Password.”  A window will pop up asking you to enter your email address, please 
do so with the email that is associated with your account. You will receive an email which will 
provide you with a link to reset your password. After you enter your new password, click “Save 
Password,” and you are all set. 


