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1 Registering for Partner Portal 
 

To access the partner portal, you must be registered with a login. Please contact your account 
manager if you are interested in registering your company’s users or select individuals to be able to 
access the partner portal.    

Logins may be integrated with AD and SSO for a smooth user experience. 

2 Accessing Partner Portal 
You can browse partner portal website when logged in. You will be able to:  

• View Active and Complete Orders 
• View Active and Complete Incidents 
• Raise a new Incident 
• View billing/invoice records 
• View Nexon Channel knowledge base 

Accessing the Partner Portal:  
 
1 Open a web browser and navigate to help.nexon.com.au/partner 

2 Enter your username and click ‘Next’. (You will be redirected to Single Sign In if configured 
for your company.) 

3 If not using single sign on enter password. 

4 Press ‘Log in’ 

5 You will be redirected to the Partner portal homepage. 
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3 Order tracking 
You can track your active and complete orders:  

• See details of what services were ordered 
• Communicate between the team and yourself - anywhere, anytime. 

Tracking your orders:  
 
1 Press ‘Orders’ in the header  

2 Toggle between viewing currently ‘Active Orders’ or ‘Complete Orders’, which will display 
the list of orders 

3 Click the order number name to view additional information and/or make updates to the 
order ticket 
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4 Communicate with our provisioning team through comments in the Activity section, by 
typing your message and pressing ‘Post’ 
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4 Incidents 
You can: 

• View related incidents (faults) 
• Log a new incident if something is broken 
• Communicate with our team regarding the incident  

How to View Incidents:  
 

1. Press ‘Incidents’ and a dropdown of Active Incidents and Complete Incidents will be 
displayed 

2. Click ‘Active Incidents’ to open a list of currently opened and active support incidents 

3. Click ‘Complete Incidents’ to open a list of support requests that have been resolved and 
closed.  

4. Raise a new incident by clicking on ‘Active Incidents’ first and clicking on ‘New’.  

5. Add comments and communicate with our support team by typing a message in the 
message box and pressing ‘Post’ 

 

 

 

 

1 

2 

3 

3

 



7 OF 8 PARTNER PORTAL QUICK REFERENCE GUIDE  
COMMERCIAL IN CONFIDENCE 

 

 

 

 

5 Billing tracking   
You can: 

• View invoices, credits, and payments 
• Download Invoice CSV and PDF file 
• Download Credit Note PDF file 

How to view Billing:  

1. Press ‘Billing’ at the header and a list of transactions will be displayed 

2. Press the transaction ‘Number’ to open a transaction 

3. Click on a file name to download the invoice 
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6 Knowledge Base Articles  
You can view knowledge articles related to partner portal. 

How to View Knowledge:  
 
1. Press ‘Knowledge’ 
2. Select a required knowledge base category to find a related article to read. 
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