
Quick Guide to navigate in the platform
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Customizing your account

To access your account, mouse-over the icon next to your name, in the right top 
corner, and then click on My Account

• You can maintain your 
personal and company data

• Review the terms conditions
• Change language
• View the recent portal 

E-mails
• View our standard 

documents 
• Check your individual portal 

forum
• Maintain your own calendar



Customizing your account

Change all necessary data in tabs “Contact information”
and „Personal settings“, define your start page (see below)
• Please keep it updated, at least once a year for the Company 

data in „Detailed Information“

Click on “Save” to save the changes

Important: Please make sure that your time zone 
is correctly set up, as it impacts the deadlines in 
the projects, events etc. you are invited to. Define your “Start page”! 

Please make sure to select the 
marked “Numeric format”!
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Customizing your account

Adjust your portal cockpit: “Manage cards” to decide what 
you want to see on first hand !

Create your favorite 
“Start page”
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Customizing your account

Click on the questions mark “Support” for more information



How to navigate 

Starting point of the portal is always the 
“3 stripes icon” on the left hand corner below!

Here you see then your 
available portal content.
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How to navigate 
Starting point of the portal is always the “3 stripes-icon” on the left hand corner below
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Starting point of the portal is always the 
“3 stripes icon” on the left hand corner below!

Bookmark here with a click to 
get a shortcut at the bottom line.



E-Mail: Support.Synertrade@Lenze.com

mailto:Support.Synertrade@Lenze.com
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