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1. Introduction
Legal Portal is a secure web-based legal consultation system for ALS Limited (Thailand). It allows ALS Staff to submit legal questions and receive responses from Legal Consultants, with full tracking of communication, time spent, and document attachments.

URL: https://legal.myalsthai.com
Supported Browsers: Google Chrome, Microsoft Edge, Safari (latest versions)

	Tip: Bookmark the URL for quick access. The system works on both desktop and mobile devices.




2. Role Overview & Feature Matrix
The system has three user types:

1. ALS Staff — Submit legal questions, manage threads, close resolved threads
1. Legal Consultant — Review and respond to legal questions with time tracking
1. Admin (ALS Staff + Admin) — All Staff features plus user management

Feature Comparison

	Feature
	ALS Staff
	Consultant
	Admin

	Login / Logout
	✓
	✓
	✓

	View Threads
	✓
	✓
	✓

	Create New Thread
	✓
	-
	✓

	Reply to Thread
	✓
	✓
	✓

	Attach Files
	✓
	✓
	✓

	Close Thread
	✓
	-
	✓

	Time Tracking (minutes)
	-
	✓
	-

	Email Notifications
	✓
	✓
	✓

	Change Password
	✓
	✓
	✓

	Manage Users
	-
	-
	✓




3. Getting Started
3.1 Login
1. Open your browser and go to https://legal.myalsthai.com
1. Enter your Email address
1. Enter your Password
1. Click Sign In

	Tip: Your account is created by the Admin. If you don't have an account, contact the administrator.



3.2 Logout
1. Click the Logout icon (⇥) at the top-right corner of the screen
1. You will be redirected to the Login page



4. For ALS Staff
4.1 Create New Thread
Submit a new legal question to the Legal Consultant team:

1. Click New Thread from the sidebar menu or the button on the Threads page
1. Fill in the Title — a brief summary of your legal question
1. Fill in the Message — describe your question in detail
1. (Optional) Attach files by dragging & dropping or clicking the attachment area
1. In the Notify via Email section, select at least one Legal Consultant to notify (required)
1. Click Submit Question

	Important: You must select at least one Legal Consultant to notify. Your own email is automatically included and cannot be unchecked.



After submission, the thread will be assigned a reference number (e.g., LEG-2026-0001) and its status will be set to Submitted.

4.2 View & Search Threads
1. Click Threads in the sidebar to see all threads
1. Use the Search box to find threads by title or reference number
1. Use the Status filter dropdown to filter by Submitted, Replied, or Closed
1. Click on a reference number to open the thread detail

4.3 Reply to Thread
1. Open the thread you want to reply to
1. Scroll down to the Reply section
1. Type your message in the text area
1. (Optional) Attach files
1. Select email recipients (at least one Consultant required)
1. Click Send Reply

When ALS Staff replies, the thread status changes back to Submitted (follow-up).

4.4 Close Thread
When a legal question has been fully resolved:

1. Open the thread
1. Click the Close button at the top-right of the thread header
1. Confirm the closure in the popup dialog

	Warning: Closing a thread is permanent. The thread becomes read-only and no further replies can be sent.



The total time spent by consultants will be displayed in the thread summary.

4.5 Attach Files
You can attach files when creating a thread or replying:

1. Supported formats: PDF, DOC, DOCX, XLS, XLSX, PNG, JPG, TXT
1. Maximum file size: 10 MB per file
1. Drag & drop files or click the attachment area to browse
1. Attached files are sent as email attachments to notified recipients (up to 25 MB total)

	Tip: If attached files exceed 25 MB total, file names will be listed in the email but the actual files will need to be downloaded from the portal.



4.6 Email Notifications
Every time you create a thread or reply, an email notification is sent to the selected recipients:

1. Your own email is always included (cannot be unchecked)
1. You must select at least one Legal Consultant
1. The email includes the message content, thread reference, and any attached files
1. Recipients marked with (You) indicate your own account


5. For Legal Consultant
5.1 View Assigned Threads
1. Click Threads in the sidebar to see all threads
1. Threads with status Submitted are waiting for your response
1. Click on a thread to view its details and message history

5.2 Reply with Time Tracking
As a Legal Consultant, you must record time spent for each reply:

1. Open the thread you want to respond to
1. Type your reply in the text area
1. Enter the Time Spent (minutes) — this field is mandatory for consultants
1. (Optional) Attach files
1. Select email recipients (at least one ALS Staff required)
1. Click Send Reply

When a Consultant replies:
1. The thread status changes to Replied
1. If no consultant was previously assigned, you will be auto-assigned as the consultant for this thread
1. Your time is recorded and visible in the thread detail

	Tip: Enter actual minutes spent working on the response. This data is used for time tracking and reporting.



5.3 Attach Files
Same as ALS Staff — see Section 4.5 for details on supported file types and size limits.

5.4 Email Notifications
When replying, email notifications work the same as for ALS Staff:

1. Your own email is always included
1. You must select at least one ALS Staff to notify
1. Attachments are included in the email (up to 25 MB)


6. For Admin
The Admin role has all ALS Staff features plus access to the Manage Users page.

6.1 Manage Users
1. Click Manage Users in the sidebar (visible only to Admin)
1. You will see a list of all users in the system
1. Each user shows: Full Name, Email, Role, and Profile Status

6.2 Edit User Roles & Names
1. Click the Edit button next to the user you want to modify
1. You can change the user's Full Name
1. You can change the user's Role (ALS Staff or Legal Consultant)
1. Click Save to apply changes

	Note: Changing a user's role immediately affects their permissions. A user changed from Consultant to ALS Staff will lose time tracking features.




7. Change Password
All users can change their password at any time:

1. Click the Change Password icon (🔑) at the top-right corner of the screen
1. A popup dialog will appear
1. Enter your New Password (minimum 6 characters)
1. Enter Confirm Password (must match)
1. Click Change Password
1. You will see a success message. Your new password takes effect immediately.

	Tip: Choose a strong password with a mix of letters, numbers, and special characters.




8. Thread Status Reference
Threads follow this lifecycle:

Submitted  →  Replied  →  Closed

	Status
	Description
	Next Action

	Submitted
	ALS Staff created a new thread or followed up
	Waiting for Consultant reply

	Replied
	Legal Consultant has replied
	ALS Staff reviews and follows up or closes

	Closed
	Thread has been resolved and closed by ALS Staff
	No further action (read-only)



Note: When ALS Staff replies to a Replied thread, the status changes back to Submitted (follow-up cycle).


9. FAQ & Troubleshooting

Q: I forgot my password. How do I reset it?
Contact the Admin to reset your password, or use the Change Password feature if you are still logged in.

Q: I can't see the Manage Users menu.
Only the Admin account has access to Manage Users. If you need admin access, contact the system administrator.

Q: My file upload failed.
Make sure the file is under 10 MB and is one of the supported formats: PDF, DOC, DOCX, XLS, XLSX, PNG, JPG, TXT.

Q: I didn't receive an email notification.
Check your spam/junk folder. Email notifications are sent from noreply@myalsthai.com. Make sure this address is not blocked by your email provider.

Q: Can I reopen a closed thread?
No. Once a thread is closed, it becomes read-only. If you need to continue the discussion, create a new thread referencing the old reference number.

Q: Who can see my threads?
All authenticated users (both ALS Staff and Legal Consultants) can view all threads. The system is designed for transparency within the legal consultation team.
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