
Web Portal Client Utility 
 
Suburban Web Portal Client Utility allows you to manage and control your company 
settings for your web portal. 

 
1. You will need to download the Client Utility from here: 

http://uploads.suburbansoftware.com/WebPortalUtilitiesClient.zip 
 

2. Save the file and extract it to your desktop: 
 

 
3. Double click on WebPortalUtilitiesClient.exe to run the application 
 

 
 
 
 

http://uploads.suburbansoftware.com/WebPortalUtilitiesClient.zip


4. Click on Add/Remove Company: 

 
5. You will need a key for this program. If you were not supplied one, please 

contact sssupport@suburbansoftware.com. 
 

 
 

6. You will see your Company ID now. Click on LOAD 
 

 
 
 

mailto:sssupport@suburbansoftware.com


Set Up Page: 
You will be able to change your email address for where gas order, contact us, and payment 
receipt emails go too. You can also change the from email. This will be the email that is used to 
send confirmation email and password reminders. NOTE: An email must be entered on the 
Default Email Line. If not, it will cause errors. If any of the other email options are left blank, 
they will fall back to the default email. 

 



Company Information:  

 
Number of Transactions to Display: This allows you to show up to 30 transactions 

 
Change the tabs on your web portal: ***Note First Column are the optional Tabs you can 
display on your website. Second Column are options you can add to those Tabs 

 
Change Credit Card Options: Choose which cards your gateway is setup to take. 

  



Gas Orders Tab: 
Allows you to make changes to your gas orders tab based on past due amounts and credit codes. 
 

 
 
 
Gas Order Details: 
Allows you to set the option to pay for gas order, require a current percentage and set the 
minimum amount of gas allowed to order online. 

 
 
 
 
 
 
 
 
 



Alternate Gas Message: 
This allows you to add a message to the Gas Order tab regardless of account status. Anyone who 
can see the Gas Order Tab can see the message:  
 

 
***Note if this is left blank the message will not show up*** 
 
Gas Order by Credit Code: 
Once enabled this option allows you to redirect gas orders to Custom Gas Message in Part C 
(below), based on the credit code you enter. If a customer is on credit hold for example 
enabling this option will prompt a message that you can set up (see below) if they try to order 
gas online. 
 

 
 
Gas Order by Past Due Balance: 
Enabling this option allows you to allow or redirect gas orders to Custom Gas Message in Part C 
(below), based on past due amounts and age of account. For example: if you want a message to 
show for a customer who is 30 days past due and owes a balance of $5.00 or more, you will 
choose 30 and enter in $5.00 
 

 
 
Custom Gas Message:  
Allows you to customize the message you want seen if the two options above are enabled. 



Accounts: 
This tab allows you to set the options on who can view accounts online: 
 

 
 
 
 
 
 
 
 
 
 
 



Credit Code Rejection:  
Allows you to set who can see there account online by enabling credit code. Instead, they will see 
a message that you setup. 
 

 
 
Type Code Rejections: 
Allows you to set who can see their account online by enabling type code based on the Type 1 
field on their Master Account. If it is set to (*) then the customer will see the message setup by 
you. 
 

 
 
Message issued to Customer due to codes above: 
Allows you to set a message that will be seen instead of their account based the criteria above. 
 

 
 
  



Payments: 
Allows you to setup a service fee to make a payment online or in the office. **Note** A 
secondary product code on the payment pcode must be setup in Suburban first. It will need to 
start with a “9” to work such as 9C. Please call Suburban if you have any questions setting this up. 
 

 
 
 



Email:  
This is your company’s email Server information. This is obtained from your email provider. 
This may be the same information that is used to send out emails through Suburban. 
 

 
  



MSG 1/MSG 2: This allows you to add messages to the top of any of the tabs: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 



Contact Page:  
Response Message that your customers receive after they have sent you a message. 
 

 



7. Go To Site Portal Button: Clicking on this button will take you to your company Web 
Portal Log In Page. 

 

 
 

8. Coy Link To Clipboard: Clicking on this tab copies the link to your web portal log in 
screen to your clipboard. 

 

 
 

***NOTE: You must click on the SAVE Button to save all the above 
information entered. *** 
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