How to Create a New User in Orion Advisor Scribe~

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

2  Click "Manage Users"
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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"
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687 Nancy ... Defaul...

add filters
668 Dave ... Defaul... Nao filters exist for this view
691 Sharon... Defaul...

Show Active ~
694 Bob & ... Defaul...

Active £y
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Not Active )
652 Molly ...  Defaul... Both ®
857 Peter A... Defaul...
670 Bob W... Defaul...
785 Mike ... Defaul...
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913 Barbar... Defaul...
859 Brian ... Defaul...
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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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Home : Manage Users

User ID First Name Last Mame Email

allenbrisk Allen Brisk allenbrisk@comcast.net 768 Allen
baxnan MNancy Baxter nancy.baxter@imail.org 687 MNancy
Idactor David Actor Idactor227@yahoo.com 668 Dave
talesdu MNancy Alder talesdu@gmail.com bbd Kevin
shannondé23 James Andersen shannond623@gmail.com 667 Jim &
sharonabaxter Sharon Baxter nanook_is_alive@yahoo.com 691 Sharo
dob@xmission.com Debra Bushek dob@xmission.com 694 Bob &
mgerritsen@comcast.net Mary Gerritsen mgerritsen@comecast.net 6389 Ajay &
mollyhoo1 Molly Glaser mollyhoo11@gmail.com 682 Molly
peter.athas@yahco.com Peter Athas peter.athas@yahoo.com 857 Peter
bobwalden Robert Walden bobwalden@live.com 670 Bob V
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6  Click "Actions"
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1492 Dave..  Defaul.. v 2023-07-30 ;
m 2445 Roger ... Defaul... v 2023-07-29 ]
add filters
999 John &... Defaul... .f 2023-06-29 No filters exist for this view
1794  YuenL.. Defaul.. < 2023-07-13
916 David ...  Defaul... o 2023-08-02
Show Active ~
1 1276 Dave ... Defaul... v 4 2023-07-21
Active ®
1280 Randy .. Defaul. o 2023-07-23
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1623 Scott..  Defaul.. Y 2023-08-01
7  Click "New User"
e
) Contact Us w B4 Notifications = aﬁﬁ Kelsey Dent w
&
Actions
8
Entity I... Name Role 7
s & Export to Excel Standard View v | B~
1492 Dave ... Defaul... v 2023-(}?J| ¥ Activate User ‘ =
m 2445 Roger .. Defaul. .w 2023-07-29 !
add filters
999 John &... Defaul... v 2023-06-29 No filters exist for this view
1783 David ...  Defaul... v 2023-07-27 Columns
1794 Yuen L... Defaul... v 2023-07-13 Groupings
916 David ...  Defaul... " 2023-08-02
Show Active
1 1276 Dave ... Defaul... v 2023-07-21
Active @
1280 Randy ... Defaul... v 2023-07-23
Not Active oy
2349 Georg... Defaul... v 2023-08-01 Both O
1292 Larry ... Defaul... .y 2023-06-30
1623 Scott..  Defaul. v 2023-08-01
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8  Type Client's Name

9 Click on the household you want to create the user for

(& Add New

Client Q and 'ew-'gl

M 22158: Andrews, Jayden (BWEI)
M 33194: Andrews, Jonathon (BWEI)

#& 23152: Andrews, Shelly (BPY1) £l
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10 Create the user ID. This can be their email or whatever the client wants.

s

User Id NANDREWSS05@O0OUTLOOK.COM | *
First Name Jayden m
Last Name Andrews

Email JAYDENANDREWS505@0UTLOQI | *

11  Click "SAVE"

Active
Company

Job Title
Business Phone

Mobile Phone
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12  Click "OK" to "Show me the temp password"

& New User
Password Delivery Show me the temp passwaord V] Active
ompany
Cancel .
— lobTitle
0UTLOOI | * Business Phone
Mobile Phone

13  Copy the temp password and click "okay"

A\ Temporary Password

The temporary password is: thvD kbcRnO
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14  Open a NEW Orion tab

15  Enter the username for the client that you just created.

—

Login
Username

JAYDENANDREWSS505 =
Create Login
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16  Paste the temporary password in the password field.

i

& JAYDENANDREWSS505

Enter Your Password

Password

.............. B e

Forgot password?

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

own password.
() -AFI

< JAYDENANDREWSS505

Enter Your Password

Password
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