PartnerVault Partner Guide

Welcome to PartnerVault, Upic Solutions' secure document management portal. This guide walks you through
everything available to you as a Partner Admin.

What is PartnerVault?

PartnerVault is your dedicated, secure portal for managing the relationship between your organization and Upic
Solutions, all in one place. From accessing delivered documents to tracking support ticket trends, monitoring
software licenses, and reviewing your billable usage, PartnerVault puts the tools you need at your fingertips.
Everything is encrypted, access-controlled, and built to give you real-time visibility into the services Upic
manages on your behalf.

Think of PartnerVault as your command center. Instead of juggling emails, spreadsheets, and phone calls to stay
on top of your managed services, you get a clean, modern dashboard that keeps your team informed and in
control. Whether you're adding a colleague, reviewing quarterly support trends, or downloading the latest
deliverables, PartnerVault makes it fast, simple, and secure.

A note on Beta features: PartnerVault is actively evolving, and several features are currently in Beta. Beta
features are enabled on a per-partner basis by Upic Solutions, so not every Beta feature is available to
every partner. When enabled, Beta features appear in your navigation with a Beta badge. If you're
interested in a Beta feature that isn't currently enabled for your organization, contact your Relationship
Manager.
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Signhing In

PartnerVault uses passwordless email login, so there is no password to remember. Each time you sign in,
PartnerVault emails you a one-time 6-digit code.

Step 1: Open PartnerVault

Go to https:/Ipartnervault.upicsolutions.org and click Sign In.

PartnerVault

Your Partner Vault

A secure platform for managing documents, understanding support
trends, and staying connected with your dedicated team at Upic

Solutions.
o} &b i ~
Secure Documents Your Organization Support Digests Trend Reports
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PartnerVault home page with the Sign In button

Step 2: Enter your email address

Type the email address Upic Solutions has on file for you.


https://partnervault.upicsolutions.org/

PartnerVault
Secure Document Management
Sign In
Enter your email to receive a verification code
Email Address
c
Send Verification Code
o Success!

Admin? Sign in here

Sign-in page with an empty email field

Below the field, a quick security check runs automatically. Wait for the green Success! check mark, then click
Send Verification Code.
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PartnerVault

Secure Document Management
Sign In
Enter your email to receive a verification code

Email Address
craig@upicsolutions.org

Send Verification Code

o Success!

Admin? Sign in here

Email entered, security check passed, and Send Verification Code enabled

Step 3: Check your email for the code

The page changes to show Code sent to your address and a box for the code.



PartnerVault

Secure Document Management

Sign in

Enter your email to receive a verification code

Code sent to craig@upicsolutions.org

Verification Code

Enter 6-digit code
Verify Code
Use a different email

Admin? Sign in here

Verification code entry screen

Within a few seconds you'll get an email from noreply@partnervault.upicsolutions.org with the subject
Your PartnerVault Login Code. Your email program may label it as coming from outside your organization.
That's expected.

Your PartnerVault Login Code

¥y Summary by Copilot X
- -

N noreply@partnervault.upicsolutions.org o

To: @ Craig Irvin Wed 11/4/2026 3:26 AM

M This sender noreply@partnervault.upicsolutions.org is from outside your
organization.

Block sender

PartnerVault

Your Login Code

Use the following code to complete your sign-in:

VERIFICATION CODE

324319

4 Renhs 7 Farwarrd

The PartnerVault login code email

The code expires 5 minutes after it's sent and works only once. If it expires, click Use a different email,
enter your address again, and request a hew code.



Step 4: Enter the code

Type the 6-digit code into Verification Code and click Verify Code.

N

%

PartnerVault

Secure Document Management
Sign In
Enter your email to receive a verification code

Code sent to craig@upicsolutions.org

Verification Code
324319

Ve

y Code
Use a different email

Admin? Sign in here

Code entered on the sign-in page

You're taken straight to Documents. The menu on the left lists everything available to your organization, and
your email and role appear at the bottom.

Documents
‘*§ Documents .
PartnerVault 20 documents
Q Search documents. © Tags B Date range [ Alltypes

& My Organization

. .
Title Tl Type 11 Tags Date 1l Expires Size Tl

22 Pecple

- s WeeklyBackupRollup_2026-11-02.html HTML [ 2 days ago in 12 months 48 MB
All d T

© Mowed Tags 000010 Upic Data Center Monthly Results Snapshot 10-01-2026 ... POF it 2 days ago in12 months 422 K8

El :Zﬁ'f,:zers B 000010 Upic Solutions Monthly Results Snapshot 10-01-2026 - 1... t 2 days ago in12 months 443K
B Maraged Licenises @ BackupHealth_000010_2026-11-02.html HTML it 2 days ago In 12 months 423KB
() Ticket Summaries sen 000010_Upic_Solutions_Dev_0365_UserGroupMemberships.csv csv it 2 daysago in 12 months 385KB
. 000010_Upic_Solutions_Dev_0365_Users.csv csv it 2 days ago in 12 months 95 KB
o Provisioned & >
Users 000010 Upic Data Center Monthly Summary 10-2026.pdf [ For ] it 3 days ago In 12 months 1.4MB
[8] Billable Usage » 000010 Upic Solutiens Monthly Summary 10-2026.pdf It 3 days ago In 12 menths 1.4 MB
O AuditLog Scheduled Report - DNS Protection Summary MSP for Upic Solut... it 3 days ago in 12 months 477 KB
upicsolutions_security_checkup_report_2026-11-01T00:00:007.... [ For ] it 3days ago in 12 manths 434KB
000010_Upic_Soluticns_Inc_West_0365_ByLicense.csv csv it 8 days ago In 12 menths 102 K8
000010_Upic_Solutions_Inc_West_0365_UserGroupMembership... csv it 8 days ago in 12 months 398 KB
000010_Upic_Solutions_Inc_West_0365_Users.csv csv i 8daysago in 12 months. 95KB
WeeklyBackupRollup_2026-10-26.htm| HTML 3 9 days ago In 12 menths 4.9 M8
BackupHealth_000010_2026-10-26 html HTML r 9 days ago In 12 months 425k8
Scheduled Report - DNS Protection Summary MSP for Upic Solut... [[vor ] it 10 days ago in 12 months 478 KB
upicsolutions_security_checkup_report_2026-10-25T00:00:00Z.... m it 10 days ago in 12 months 388 KB
c WeeklyBackupRollup_2026-10-19 htm! HTML 3 16 days ago In 12 months 48MB

Documents page after signing in

Your session lasts 24 hours. When it expires, sign in again with a new code.




Troubleshooting

* No email after a minute? Check your junk or spam folder and any quarantine your IT team uses. Then
click Use a different email and confirm the address is spelled correctly.

o The Send Verification Code button stays greyed out? The security check hasn't finished. Wait for the
green check mark, or refresh the page.

« "Admin? Sign in here" is for Upic Solutions staff only. Partners always use the email code.



My Organization

My Organization shows your company's profile in PartnerVault, your Upic contact, and the services Upic
manages for you. The page is read-only. To change anything on it, contact your Relationship Manager.



PartnerVault

@D My Organization

@ Documents
2 People
© Allowed Tags

Known

Bt
Authorizers N

Tl Managed Licenses  8eta

[E) Ticket Summaries  Beta

o Provisoned
Users

[l Billable Usage >

O AuditLog

o craig@upicsolutions.org
partner admin

My Organization

My Organization

Upic Solutions — organization details and assigned contacts

Organization Information
Basic organization details

Company Name
Upic Solutions

Account Number
000010

Phone

+1(877) 459-5489

Email Domains
dtdgco  TLD not monitored
partnervault.upicsolutions.org  Expires Mar 10, 2027
uplcsolutions.onmicrosoft.com  Expires Feb 2, 2027

upicsolutions.org  Expires Mar 10, 2027

Created
Feb 7, 2026, 5:09 AM

Your Relationship Manager

Angie Gudino
& angie.gudino@upicsolutions.org

< (859) 426-6103
£ Book Meeting

Your Services seta
SHARED HOSTING

=) Andar (000002-DB1) Q @& ePledge
>_ Terminal Servers (Virtual Office Desktop) ©

APPLICATION SUPPORT

& Application Support @

ONLINE GIVING

£ Online Giving o

CRM LITE

2, CRMLite 0]

CRM LITE PLUS

S CRM Lite Plus 6}

ENHANCED SECURITY PACKAGE

©) Enhanced Security Package [0}
PROCESSING

s Processing o)
ACCOUNTING

(1D Accounting (6]
UPIC ESSENTIALS

&3 Upic Essentials Q@
COMMUNITY CONNECT

22, Community Connect (6]

DONATION TRACKER

& Donation Tracker 0]
HR SERVICES
2, HR Services 6}

CUSTOM SERVICES

3 Custom Services [0]

Short Name
Upic

Status

Address
7870 E. Kemper Road, Suite 470, Cincinnati, OH 45249

Last Updated
Nov 3, 2026,10:33 AM

(0] S¢ Shared MIP

My Organization page



Organization Information

« Company Name, Short Name, and Account Number

» Status: Active or Disabled

e Phone and Address

« Email Domains: the domains your users' email addresses must come from. Each domain shows its
registration expiry date (for example, Expires Mar 10, 2027). Upic monitors these dates and emails your
contacts before a domain expires. Domains Upic can't look up show TLD not monitored.

« Created and Last Updated dates

Your Relationship Manager

Your assigned Upic contact, with their email, phone number, and a Book Meeting link to their calendar.

Your Services (Beta)

The services Upic manages for your organization, grouped by category (for example, Shared Hosting, Online
Giving, Accounting). Click the @ icon on any service for a short description.



Documents

Documents is where you find the files Upic Solutions has delivered to your organization. It's the first page you
see after signing in.

Documents

? Documents

& Download
PartnerVault 20 documents

@ My Organization Q Search documents... © Tags B Daterange [{] Alltypes

Title 1. Type Tl Tags  Date 7l Expires Size T/

0y
= People
WeeklyBackupRollup_2026-11-02.html HTML it 2 days ago in 12 months. 48 MB
Allowed T
© Allowed Tags 000010 Upic Data Center Monthly Results Snapshot 10-01-2026 ... PDF it 2 days ago in 12 months 422KB
Known . .
-01- - PDF it in12 h
= Authorizers Beta 000010 Upic Solutions Monthly Results Snapshot 10-01-2026 - 1... 2 days ago n 12 months 443 KB
T Managed Licenses  peta BackupHealth_000010_2026-11-02.html HTML it 2 days ago in 12 months 423KB
. . 000010_Upic_Solutions_Dev_0365_UserGroupMemberships.csv csv it 2 days ago in 12 months 385 KB
[E Ticket Summaries  Beta
000010_Upic_Solutions_Dev_0365_Users.csv csv it 2 days ago in 12 months 95 KB
o, Provisioned =
™ Users 000010 Upic Data Center Monthly Summary 10-2026.pdf PDF it 3 days ago in 12 months. 1.4 MB
[8] Billable Usage > 000010 Upic Solutions Menthly Summary 10-2026.pdf it 3 days ago in 12 months 1.4 MB
O Audit Log Scheduled Report - DNS Protection Summary MSP for Upic Solut... it 3 days ago in 12 months. 477 KB
upicsolutions_security_checkup_report_2026-11-01T00:00:00Z.... PDF it 3 days ago in 12 months 434 KB
000010_Upic_Solutions_Inc_West_0365_ByLicense.csv csv it 8 days ago in 12 months 102 KB
000010_Upic_Solutions_Inc_West_0365_UserGroupMembership... csv it 8 days ago in 12 months 398 KB
000010_Upic_Solutions_Inc_West_0365_Users.csv csv it 8 days ago in 12 months 95 KB
WeeklyBackupRollup_2026-10-26.html HTML it 9 days ago in 12 months. 49 MB
BackupHealth_000010_2026-10-26.html HTML it 9 days ago in 12 months. 425 KB
craig@udpicsolutions.org Scheduled Report - DNS Protection Summary MSP for Upic Solut... PDF it 10 days ago in 12 menths 478 KB
FBI(HEI' admin
tnirenlitinne earirity rharkin ranart 202&-1N-25TAN-NN-ANT £ it 10 Azue ann in 12 manthe 200 KR

Documents list

The document list

Each row shows:

 Title: the file name

« Type: PDF, CSV, HTML, and so on

« Tags: the category the document belongs to

« Date: when it was delivered

o Expires: when PartnerVault will remove it, usually 12 months after delivery
» Size

Click Title, Type, Date, or Size to sort by that column.




Searching and filtering

Search documents: filter by file name, email subject, or reference number
« Tags: show only documents with the tags you choose

« Date range: show only documents delivered in a date range

All types: show only one file type

Downloading

* One document: open it (see below) and click Download.
« Several documents: tick the boxes beside them. The Download button at the top right shows how many
you've picked, for example Download (2). Click it to download them all.

Documents

@,‘\
% Documents

PartnerVault 20 documents

@ My Organization Q Search documents... © Tags B Daterange [{] Alltypes

Title 1. Type 1. Tags Date Tl Expires Size 11

& People WeeklyBackupRollup_2026-11-02.html HTML it 2 days ago in 12 months. 48 MB
© Allowed Tags 000010 Upic Data Center Monthly Results Snapshot 10-01-2026 ... PDF it 2 days ago in 12 months 422KB
=) :T:'::’['izem Beta 000010 Upic Solutions Monthly Results Snapshot 10-01-2026 - 1... PDF it 2 days ago in 12 months 443KB
T Managed Licenses  peta BackupHealth_000010_2026-11-02.html HTML it 2 days ago in 12 months 423KB
[E) Ticket Summaries  geta 000010_Upic_Solutions_Dev_0365_UserGroupMemberships.csv csv it 2 days ago in 12 months 385 KB
000010_Upic_Solutions_Dev_0365_Users.csv csv it 2 days ago in 12 months 95 KB
o, Provisioned =
™ Users @ 000010 Upic Data Center Monthly Summary 10-2026.pdf it 3 days ago in 12 months. 1.4 MB
[8] Billable Usage > @ 000010 Upic Solutions Monthly Summary 10-2026.pdf it 3 days ago in 12 months 1.4 MB
O Audit Log Scheduled Report - DNS Protection Summary MSP for Upic Solut... it 3 days ago in 12 months. 477 KB
upicsolutions_security_checkup_report_2026-11-01T00:00:00Z.... PDF it 3 days ago in 12 months 434 KB
000010_Upic_Solutions_Inc_West_0365_ByLicense.csv csv it 8 days ago in 12 months 102 KB
000010_Upic_Solutions_Inc_West_0365_UserGroupMembership... csv it 8 days ago in 12 months 398 KB
000010_Upic_Solutions_Inc_West_0365_Users.csv csv it 8 days ago in 12 months 95 KB
WeeklyBackupRollup_2026-10-26.html HTML it 9 days ago in 12 months. 49 MB
BackupHealth_000010_2026-10-26.html HTML it 9 days ago in 12 months. 425 KB
c ‘F’:ra[ili(r@:ﬂcrso'mions-"rg Scheduled Report - DNS Protection Summary MSP for Upic Solut... PDF it 10 days ago in 12 menths 478 KB
tinirenhitinne canrity chaskun ranart 2028-10-28TAAN-NN-NNT £ it 10 Azve smn in 12 manthe 208 KR

Two documents selected for download

Downloads use secure links that expire after a short time. If a download fails, click Download again.

Document details

Click a document's title to open its detail panel on the right. It shows:

« Details: type, size, upload date, expiry date, source (for example, Email), and the file hash. The file hash
is a fingerprint you can use to check that a file hasn't been altered.




» Tags
- Email Details: for documents that arrived by email, the original subject line and when it was received
» Download and Send Document buttons

X
000010 Upic Solutions Monthly
~ Summary 10-2026.pdf
PDF

Details

Type PDF
Size 1.4 MB
Uploaded 3 days ago
Expires Nov 1, 2027
Source & Email

File Hash 6115dbc36a300hcB2h0381ch3ed3afdos &
40fdaafeed55e21a437¢ch252a5ah9dd

© Tags

Email Details

[Huntress] Monthly Report for 000010 -
Upic Solutions

Received Nov 1, 2026, 415 AM

Subject

& Download

<7 Send Document

Document detail panel

Sending a document to a colleague

Click Send Document in the detail panel to email the document to people in your organization:

1. Tick each person who should receive it, or use Select All. Only people allowed to see the document's tags
appear in the list.

2. Optionally, add a Personal message.

3. Click Send to N recipients.



Send Document

Share 000010 Upic Solutions Monthly Summary 10-2026.pdf with
eligible recipients

Select All (1)

Craig Irvin (Partner) Admin
craig@upicsolutions.org

Personal message (optional)

Add a personal message (optional)...

"

Cancel </ Send to O recipients

Send Document dialog

Note: People only see documents whose tags have been assigned to them (see People). Partner Admins
see every document.



People

People lists everyone in your organization who can sign in to PartnerVault. Here you control which documents
each person can see and who gets the daily email.

People

"f
) t' ? ..  People
artnervay Manage people and assign document access tags

@@ My Organization Name Email Status  Role Tags Daily digest  Last Sign-in

B Documents Craig Irvin (Partner)  You craig@upicsolutions.org active O Admin Admins see all documents () 4 minutes ago

2’ People

I

© Allowed Tags

Known
=l Authorizers

2l Managed Licenses Beta
[E Ticket Summaries  Beta

o, Provisioned

" Users =) 2
[E] Billable Usage >
O AuditLog

craig@upicsolutions.org
|:anne| admin

People page



The people list

Column
Name
Email
Status
Role
Tags

Daily digest

Last Sign-
in

Roles

Role

Person

Partner Admin

What it shows

The person's name. You marks your own account.

The address they sign in with

Whether the account is active

Admin marks Partner Admins. Everyone else is a regular person.

The tags this person can see. Click to add or remove tags. Admins show Admins see all documents.

When on, this person gets one email a day listing new documents they can see. Turn it off to stop that
email.

When they last signed in. Use it to spot accounts nobody uses.

What they can do
See and download documents with their assigned tags

See every document, and manage the people in your organization

Adding a person

1. Click Add Person.

2. Enter their Name and Email. The email must use one of your organization's domains, which are listed in
the dialog.

3. Optionally, choose Initial Tags.

4. Click Add Person.



Add Person

Create a new person for this erganization. Email must be from:
dtdg.co, partnervault.upicsolutions.org,
upicsolutions.onmicrosoft.com, upicsolutions.org.

Name

Full name

Email

user@example.com

Must be from: dtdg.co, partnervault.upicsolutions.org,

upicsolutions.onmicrosoft.com, upicsolutions.org

Make this person a Partner Admin
Only global administrators can assign the Partner Admin role

Initial Tags (Optional)
Select tags...

‘Welcome email is sent when the first tag is assigned.

Cancel Add Person

Add Person dialog

The new person gets a welcome email when their first tag is assigned. If you add someone without tags, they
won't be notified until you give them one. They sign in the same way you do, with an email code.

Partner Admin role: Only Upic Solutions can make someone a Partner Admin. If you need another admin,
contact your Relationship Manager.

Changing tags or removing someone

» Change tags: click the person's Tags cell and add or remove tags. The change takes effect straight away.
« Remove someone: click the trash-can icon at the end of their row and confirm. You can't delete your own
account.



Allowed Tags

Allowed Tags lists the document categories (tags) used in PartnerVault, with a description of each. The list is
read-only because Upic Solutions manages the tags.

Allowed-tags

@ Allowed Tags

PartnerVault Tags available for document routing and access control

& Myo @© Tags marked as Immediate will send an email notification as soon as a document with that tag is uploaded, in addition to being included in the daily digest.
ly Organization

B Documents

Tag Name Description Immediate
2\ People billing Upic based billing - does not include invoices
> Allowed Tags contract Upic contracts
& Known & donerchoice Donor choice reporting or reports for partners to review

t:
Authorizers :

finance Finance team based documents
2l Managed Licenses Beta

invoice Upic invoices to our partners Enabled
[E) Ticket Summaries  Beta 3

it IT General documents
o, Provisioned . B . o . . I~
=g Users Beta > payout Payout reporting that is ready for review and approval. This is flagged for immediate send for notifications. Enabled

. processing Campaign files and payout materials

[8] Billable Usage >
O AuditLog

c craig@upicsolutions.org
|Iaﬂl1>§|' admin

Allowed Tags page
Tags control two things:

« Who can see a document. A person sees a document only if they have one of its tags.
« When people are notified. Tags marked Immediate send an email to everyone who can see the
document as soon as it arrives. All tags are also included in the daily digest.



Known Authorizers (Beta)

Known Authorizers lists the people at your organization who are recorded in Upic's CRM as authorized to
approve changes to your services.

Authorizers

= .
“ Known Authorizers &=
PartnerVault
@ These are the individuals currently recorded in our CRM as authorized contacts who are permitted to authorize changes to your organization. If you would like to
€ My Organization make changes, select the contacts below and click “Submit Changes" to create a support ticket.

B Documents

Name Type Email Phone Action
2. People
Craig Irvin Primary craig.irvin@upicsolutions.org (859) 993-8205
© Allowed Tags
New contact name Other email@example.com (555) 123-4567

Known
Bet
8 Authorizers

T2l Managed Licenses Beta Submit Changes

[E Ticket Summaries  Beta

o, Provisioned © Change History
2 Beta >
Users

Add John D Completed

[& Billable Usage > onn toe .
Apr14, 2026 Ticket #441345

Audit Lo

O 9 Add JR Howard
Mar 3, 2026 Ticket #436645
Remove Craig Irvin Submitted
Feb 12, 2026
Remove Craig Irvin, Add JR Howard Submitted
Feb 12, 2026
Update Craig Irvin Submitted
Feb 12, 2026
Remove Craig Irvin Submitted
Feb 12, 2026
Add Craig Irvin Submitted
Feb 12, 2026
Add Craig Irvin Submitted
Feb 12, 2026

c craig@upicsolutions.org
partner admin

Known Authorizers page

Requesting a change

1. Use the Action column to mark an existing contact for update or removal. To add someone, fill in the blank
row at the bottom of the table: name, type, email, and phone.
2. Click Submit Changes. PartnerVault opens a support ticket with Upic Solutions for you.

Change History

Change History lists every change request you've submitted, with its date, ticket number, and status: Submitted
or Completed.



Audit Log

Audit Log records activity in your organization's PartnerVault account: who viewed or downloaded documents,
changes to people, report views, and automated system events.

Audit
O \ | -
'-; Audit Log
PartnerVault View system activity and security events
@& My Organization Date Range Action Type Actor Email
B Select date range ¥ Allactions Search by email. Apply Filters
B Documents
2 People
Timestamp Actor Action Resource

© Allowed Tags

Known less than aminute ago i upicsolutions.org hosting storage snapshot.viewed  partners 6101636a-379f-48ab-9T2a-alefc...
& =0 Nov 4, 2026 3:32 AM

Authorizers

. less thf’ff mmute age craig@upicsolutions.org billable_user_snapshot.viewed partners 9fe3b8c9-b747-402e-ad9d-717...
T2l Managed Licenses  Beta Nov 4, 2026 3:32 AM
[E) Ticket Summaries  Beta :Jw‘juff"g?“ " craig@upicsolutions.org Llicense_snapshot.viewed partners d13a632b...
Nov 4, 2026 3:31 AM

Provisioned i
O4 Beta 1minute ago i i i license_snapshot.viewed pa rs d13a632b...
™ Users Now 4. 2098 231 A craig@upicsolutions.org icense_snay i ewe partners d13a632
[E] Billable Usage > 2 minutes ago craig@upicsolutions.org document . view documents 000010 Upic Solutions Monthly S...

Nov 4, 2026 3:29 AM

Audit Log page

Each entry shows the Timestamp, the Actor (the person who did it, or System for automated events), the
Action, and the Resource it affected. Click an entry to expand its details.

Filtering

- Date Range: limit the log to a period
» Action Type: one kind of event, such as document.download
e Actor Email: one person's activity

Choose your filters, then click Apply Filters. The log is read-only and can't be edited, so you can rely on it for
your own compliance and audit records.



Beta Features

Upic Solutions turns these features on for each organization separately. When a feature is on, it appears in your
left-hand menu with a Beta badge. If you'd like a feature your organization doesn't have yet, contact your
Relationship Manager.

Managed Licenses

Managed Licenses shows the software licenses Upic manages for you, such as Microsoft 365, and how many
of each are in use.

Partners > Upic Solutions > Licenses

""; Managed Licenses == B Snapshot: Oct 31, 2026

PartnerVault Software license utilization and assignments

D My Organization (@ The following licenses are considered accurate as of the selected snapshot date. Please use this information to review license usage and track down who is
using a license. If licenses were purchased without going through Upic Solutions, those licenses will not be shown here.
B Documents

2 People
Total Products Assigned [ Purchased Overall Utilization Renewing Soon
© Allowed Tags
B oo zers e a3 449 /459 98% 8
Within 40 days

() Ticket Summaries ot Search by product name... All Vendors All Statuses

o Ersc:rissioned = >

[#] Billable Usage > Licenses

O Audit Log Vendor 11 Product Name 1 Assigned [ Purchased 1Tl Renewal Tl Utilization Tl =
Pax8 Academy Academy Coaching Membership - 2026 171 - aEE——  100%
Pax8 Academy  Academy Coaching T1- 2026 11 - —————  100%
AWS Amazon Web Services 171 — aesssssssssssssmmm—  100%
Avanan Avanan Email & Cellaboration Security 171 — aesssssssssssssmmm—  100%
Microsoft Business Apps (free) 8/8 04/14/2027 ———  100%
Check Point Check Point Infinity 171 — sssssssssssssmmmm— 100%
Microsoft Dataverse File Capacity add-on 40740 01/13/2027 sssssssssssssmmmmms  100%
DNSFilter DNSFilter 171 — sssssssssssssmmmmms  100%
Microsoft Dynamics 365 Sales Enterprise Edition 171 11/26/2026 sssssssssssssmmmmms  100%
Microsoft Dynamics 365 Team Members 56 /56 05/18/2027 sssssssssssssmmmmms  100%
Microsoft Enterprise Mobility + Security E3 56 /10 11/25/20286 aEE——  100%
Exclaimer Exclaimer Email Signature Management - NFR 59/59 — es———  100%
Keeper Security Keeper Security 171 — es———  100%
Keepit Keepit 171 — es———  100%
Microsoft Micresoft 365 Apps for enterprise 1/3 04172027 — 33%

c craig@upicsolutions.org
partner admin

Managed Licenses page



Snapshot: the date the figures are from. Click it to look at an earlier snapshot.
Summary cards: Total Products, Assighed |/ Purchased seats, Overall Utilization, and Renewing

Soon (licenses that renew within 40 days)

Renewal dates coming up soon are highlighted.

Filters: search by product name, or filter by vendor or status

Licenses bought without going through Upic Solutions don't appear here. The page is read-only.

Ticket Summaries

License table: vendor, product, assigned vs. purchased seats, renewal date, and a utilization bar.

Ticket Summaries gives you Al-written summaries of your support tickets with Upic Solutions, plus weekly,
monthly, quarterly, and yearly trend reports.

D My Organization
B Documents
2 People
> Allowed Tags

Known

Be

® Authorizers "
{2l Managed Licenses Eeta
[E Ticket Summaries

Provisioned
S+ Be:
™ Users 2 >
[8] Billable Usage >
O AuditLog
c craig@upicsolutions.org

PartnerVault

partner admin

Partners » Upic Solutions > Tickets

Ticket Summaries

Beta

Al-powered ticket summaries and rollup reports

© Completed: 75 G Processing: 0

@ Pending: 0 © Failed: 0

(@ Weekly reports require a minimum of 3 tickets in the period to be generated.
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The counts at the top (Completed, Processing, Pending, Failed) show where report generation stands.




Tab What it shows

Tickets One summary per ticket, with ticket number, subject, service line, category, status, and date solved. Use the
search box to find a ticket.

Weekly Weekly reports (need at least 3 tickets in the week)
Monthly Monthly reports (at least 5 tickets)
Quarterly  Quarterly reports on Upic's fiscal quarters (at least 10 tickets)

Yearly Fiscal-year reports (at least 15 tickets)

Periods with too few tickets don't get a report.

Reading a report

Click a row to open the report. A report covers the main themes of the period, what Upic handled, notable
accomplishments, and outstanding items. Where it can, it compares the period with the one before. Click Partner
PDF to save or print a copy.

Weekly Report &, Partner PDF
Oct 26 - Nov 1, 2026

Partner Tickets
Upic Solutions (000010} 65

Summary

Weekly Rollup — 2026-10-26 — 2026-11-01— 59 tickets processed. Theme: activity was dominated by hosting/on-call
monitoring triage and routine backup reporting, with a smaller set of accounting and administrative items.

Week-over-week: this week's ticket volume (59) was lower than the prior period (94 tickets processed 2026-10-19 — 2026~
10-25).

What we handled

Hosting / on-call alerts: The team triaged and acknowledged multiple automated WAF/ALB/CPU/disk alerts and closed
them where no immediate remediation was required. Representative items include HTTP/ALB 5xx alerts (examples:
464420, 464465, 464535) and WAF blocked-request spikes (examples: 464487, 464493, 464505, 464508, 464531,
464642, 4646886). If you observed customer impact during any of these windows, reply on the specific ticket and we will
reopen to gather sampled WAF requests, ALB access lines, application logs and any mitigation details.

Backups and scheduled reporting: Daily SQL backup reports were generated and attached confirming successful runs
(examples: 464425, 464597, and daily runs noted in 464770 and 464936). These were informational and require no action
unless you need historic artifacts or see a failed plan.

Accounting and payroll: A payroll reminder/template was prepared and routed for finalization (ticket 464409); the
message pending the next-pay-date being populated before sending.

Disk/host follow-ups and platform admin: A low-disk alert for 000001-TS3 was acknowledged (ticket 464757) but lacks
documented cleanup/resize confirmation. Platform and admin work included a Data Loader EU permission update
(464733), Donation Tracker and reporting guidance documented (464836, 464669), and other CRM/admin items
recorded for partner self-service or follow up.

Notable accomplishments

» Continued consclidation of automated reports and on-call acknowledgements reduced duplicated work and kept
operational noise from expanding into larger incident scopes. Daily SQL backup summaries for 10/27-10/28 were posted
(examples: 464770, 464936). Vendor/security access and ThreatLocker/DAC items were handled and closed (examples:
464647, 464652).

Qutstanding items and expectations

« Payroll reminder (464409): the template is prepared but requires the next pay date to be filled in and the outbound
message sent: check 464409 for the send/confirmation.

Weekly report detail



Billable Usage

The Billable Usage menu has two monthly reports: Billable Users and Hosting Storage. Each lets you check
what Upic bills you for. Both are read-only.

Billable Users

Partners > Upic Selutions > Billable-users
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Billable Users page

« Snapshot: the month shown. Click it to pick an earlier month.

» View billed usage: switch to the figures from the snapshot your invoice was based on

« Accounts: Total Accounts, plus billable and non-billable users and resource accounts. Resource
accounts are shared mailboxes, rooms, and similar non-person accounts.

« Devices: Total Devices, devices with and without Upic's monitoring agent (RMM), and Additional
Billable Devices

» Users | Devices tabs: the full list behind the numbers. Search by name or email, and filter by billable,
enabled, or resource status.

« Export Users CSV: download the list for your own records

Hosting Storage



Partners > Upic Solutions > Hosting-storage
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Hosting Storage page

« Snapshot and View billed usage work the same way as on Billable Users.

« Summary cards: storage used by User Files, Company Files, and Databases, the Grand Total, and
your Billing Units. Billing units are one unit per 100 GiB of storage, rounded up, plus any extra hosted
items. The ® icon shows the breakdown.

« Tabs: line items for User Files, Company Files, Databases, and Other, with the size of each

o Export CSV: download the line items

Upic bills storage on your highest usage in the month, so a short-lived spike counts toward that month's units.



Getting Help

If you have questions or need assistance:

« Document access issues: contact your Relationship Manager.

« Adding or removing authorized contacts: use Known Authorizers.

« Sign-in or account problems: contact the Upic Answer Center at 877-459-5489 or
answercenter@upicsolutions.org.

« Feature requests or feedback: contact your Relationship Manager.

PartnerVault is operated by Upic Solutions. All data is encrypted at rest and in transit.
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