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Signing into the Client Portal 

 

1.) Request an Account 

If you need an account, please email ClientServices@nealrgross.com. 

2.) Receiving Your Login Credentials 

You will receive your username and temporary password from our Client Services 

Team. 

3.) First-Time Login 

• Visit the portal login page here. 

• Enter your username and temporary password. 

• Upon logging in for the first time, you will be prompted to create a new 

password of your choice. 

• You will also be prompted to turn on or off some notifications to your 

preference. 
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Scheduling a Job 

Click the blue "Schedule an Assignment" button to schedule a job. 

 

 
Important: If you have any notices or files available, please upload them in the 

designated field when submitting the request. You will be able to update 

these files later if needed. 

 

Available Services 

• AI Summary: We specialize in deposition page-line and narrative summaries, 

with other offerings seen on our website. 

• Conference Room: Specify Washington, D.C. or out-of-town in the notes. 

• Court Reporting: Order a court reporter for a verbatim transcript. 

• Interpretation: Various languages available. 

• Meeting Summary/Minutes: Provides a technical executive summary of 

proceedings. 

• Provided Audio Transcription: Submit recordings for verbatim transcription. 

• Realtime: Receive a live transcript feed. 

• Rough Draft: Request a same-day or next-day transcript draft. 

• Translation: Any language translation services. 

• Video Conference Concierge: Managed video conferencing services. 

• Videography: Professional recording services. 



   

 

   
 

Selecting the appropriate services ensures we can assign the correct resources and 

meet your needs efficiently from the start. 

  



   

 

   
 

Viewing and Uploading Files to a Scheduled Job 

There are two options for locating a job 

1.) Search by Assignment Number 

• Select the arrow in the upper right-hand corner to enter the assignment 

number in the portal’s search engine. 

 

Option 2: Use the Calendar View 

• On the left-hand side, use the calendar to navigate to the assignment based on 

the scheduled date. 

• Click on the assignment you wish to update. 

Once you have selected the scheduled job you wish to upload jobs to: 

1. Open the assignment details and scroll to the "Files/Notices" section. 

2. Click the "Add" button. 

3. Upload your desired file(s) from your device. 

4. Click "Next." 

5. Enter a brief description for each uploaded file (e.g., "Notice of Deposition"). 

6. Click "Next" again. 

7. Select the proceeding the file applies to. 

8. Complete the process. 

Viewing & Downloading Files 



   

 

   
 

• In the "Files/Notices" section, you can view or download any files associated 

with a specific assignment. 

• To download, check the box next to the file(s) and click "Download Selected." 

• Additionally, under "Activity," the non-indented "Files/Notices" section shows 

all uploaded files across jobs. 

 
Need Help Uploading? Email files to schedule@nealrgross.com, and our 

Scheduling team will upload them for you. 

 

Deleting Files? If you need to remove a file after it has been uploaded, contact our 

Scheduling team at the same email. 
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Managing Assignments from the Dashboard 

Assignments to Confirm 

• The "Assignments to Confirm" box displays assignments requiring 

confirmation. 

• Click to navigate to "Activity > Assignments," filtered to show jobs that need 

action. 

• Use the "Action" dropdown to Confirm, Cancel, or Reschedule. 

Assignments Recently Updated 

• The "Assignments Recently Updated" box highlights assignments where Neal 

R. Gross & Co. has performed updates. 

Navigating Assignments via Activity Drop-Down 

Use "Activity > Assignments" for filtering options: 

• Web Request - New: Submitted job requests pending acceptance. 

• Web Request - Rescheduled: Reschedule requests pending acceptance. 

• Web Request - Canceled: Cancelation requests pending acceptance. 

• Web Request - Change Requested: Requests to change assignment details. 

• New Assignments: Scheduled for the future. 

• Needing Confirmation: Jobs within the next three days that require 

confirmation. 

• Recently Updated: Assignments with recent changes. 

• Assignment In Progress: Ongoing jobs. 

• Complete: Jobs with delivered transcripts that have been invoiced and paid. 

• Confirmed: Assignments confirmed but not yet in progress. 

• Invoiced: Jobs with invoices ready for payment. 

• Paid: Jobs already paid in full. 

• Production in Progress: Jobs completed and undergoing final preparation. 

• Reporter Assigned: Future jobs with assigned reporters. 

• Scheduled: All upcoming jobs. 

• Sent to Client: Jobs where the transcript has been sent. 

• Transcription in Progress: Jobs currently being transcribed. 

• Canceled Assignments: All canceled jobs. 

These tools provide full visibility and control over your assignments, allowing you to 

stay organized and up to date. 



   

 

   
 

Viewing and Paying Invoices 

There are two options for accessing invoices 

Option 1: Dashboard View (Quickest Option) 

• Locate the "Current Balance" section on the Dashboard. 

• Click the box to view all outstanding invoices. 

 

Option 2: Activity Drop-Down 

• Click "Activity" > "Orders" to see a list of jobs and corresponding invoices. 

 

Reviewing & Paying Invoices 

1. Select invoices by checking the box next to each invoice you wish to pay. 

2. Click "Pay Selected" to proceed with payment. 

Filtering Options 

• Status Filters: Filter orders based on their current status (e.g., "Invoiced," 

"Paid"). 

• Date Filters: Filter invoices by criteria such as "Ordered On," "Invoice Date," or 

"Paid Date." 

Viewing Payment History 

• Within "Activity > Payment History," view a record of all payments made. 

• Filter payments by date range. 

 



   

 

   
 

Directory Overview 

 

Cases 

• View all cases booked with Neal R. Gross & Co. 

My Client 

• Displays your organization's details. 

• Contact clientservices@nealrgross.com for updates. 

• Lists your organization's Client Case Numbers. 

Contacts 

• Shows users within your organization with ServiceLink portal accounts. 
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Tools Overview 

 

Shared Files 

• Access shared files under the left-hand panel option "Tools." 

• This may include reference materials, transcripts, and exhibits. 

• Download files anytime for easy reference. 
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