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How to Create a New User in Orion Advisor

1 Navigate to api.cloud.orionadvisor.com/orionconnectapp/#/or...

2 Click "Manage Users"

3 Check if there is an existing login/user for the client. We want to do this first to
avoid creating a duplicate user.
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4 Check for both inactive and active users. Under "Show Active" on the right toolbar,
select "Both"

5 Search by their last name and/or email. If user exists but is inactive, right click and
activate the user. Once you have confirmed a user does not already exist, continue
with the following steps.
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6 Click "Actions"

7 Click "New User"
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8 Type Client's Name

9 Click on the household you want to create the user for
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10 Create the user ID. This can be their email or whatever the client wants.

11 Click "SAVE"
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12 Click "OK" to "Show me the temp password"

13 Copy the temp password and click "okay"
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14 Open a NEW Orion tab

15 Enter the username for the client that you just created.
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16 Paste the temporary password in the password field.

17 Once you click "login" it will send the client a text code and request they set their
own password.


