4 Tips to Get Started

Activating your account in 3 steps

Finish Activating Your

| Login Vault
You're one step closer!
Now let's set up your '
new password. ’
Please wait while we redirect you to the last step. —— ®
If you are not automatically redirected, please
click here [ 1 agree to Terms of Services/Privacy Policy
Forgot your password?
Step 1 Step 2 Step 3
You will receive an activation email Copy & Paste the email and On the next page you will create your
from noreply@futurevault.com. If you temporary password into the login password and accept the terms and
don't see it in your inbox, please page. conditions.
check your spam or junk folder. Select “Submit” and you will be
Click on the link from the email and logged into the Vault for the first time!
you will be redirected to the login
page.
Welcome to your Vault
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Located on the left-hand side, this is how you will Q Search for document using our Optical Character
move between the different areas of the Vault. Recognition Search.

Discover more here. B Easily view opened documents.

£° View notifications.

w Access your Account Settings & log out

© Upload Documents, create folders and contacts.
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https://support.futurevault.com/support/solutions/articles/9000194109-how-to-activate-your-account-
https://support.futurevault.com/support/solutions/articles/9000194785-what-s-a-vault-
https://support.futurevault.com/support/solutions/articles/9000194121-what-is-the-general-layout-of-your-portal-
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To open a document, double click on the file. You will notice you receive a preview of the document and a panel on the
right-hand side. The panel on the right will allow you to perform actions to this specific document, such as add contact, share
document, view notifications and document’s History.

Upload Documents
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Upload button

Click the “+" button on the top right of
the screen, select “Upload
Documents,” and then follow the
steps.
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Drag and Drop

You can drag and drop documents
onto the folder area or inside a folder
to upload them.
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Inbound Email

Click on the Unfiled tab on your menu
to find the inbound email address to
get documents sent directly to your
vault. Share this email with your
Trusted Advisors and family.


https://support.futurevault.com/support/solutions/articles/9000192401-viewing-documents
https://support.futurevault.com/support/solutions/articles/9000153924-upload-button
https://support.futurevault.com/support/solutions/articles/9000153925-upload-into-a-subcategory
https://support.futurevault.com/support/solutions/articles/9000153927-finding-and-sharing-your-inbound-email

Security & Resources

Manage your security settings and notification preferences in your “Account Settings.” To find it click on your
name in the top right corner. Select the Preference tab to manage your email and in-app notifications. Go to
the Security tab to manage your password, Trusted Emails, and Two-Factor Authentication. We highly

recommend enabling the Two-Factor Authentication in your account. Learn how to do it here. Learn how to do
it here.

Profile Entities Preferences Security Prafile Entities Preferences Security
Preferences ;
Security
“four Package Seilings In FulureVaut ¥ i X
Primary Email Change Password Twa Factor Authentication
‘our package allows for: 7 Entities and a document storage g Recsive notification when documents are uploaded to All
limit of 40960 MB Documents
[
N g Feceive natfication when dosuments are uploaded to
Starage unfiled
BA2.46 MB of 40960 MB usage & Receive notification when documents are trashed
Email
I Enabile emall notificatices for Inbound Ems
Receive email when documents are upboaded to Al
Documents
Receive email when documents are uploaded o Unfiled
Update Preferences
Unitrusted Emails Trusted Emails 4 Security Questions 4
Do nat allaw emails into FutureVault from these emai Trusted email addresses are from peaple you recognize Click on the plus sign o add a security question

Inside your account, on the bottom right corner, you can find
quick links to see What's New in your portal, a tour to the vault

Help & Support

. . . . ¢ Tou
with quick videos. A link to our Help Center and a way to get -
. O FAQ
more help or provide feedback. R
? GetHelp
& Feedback
How-to articles and Webinars - Live & Downloads
Training videos On Demand mobiles app
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https://support.futurevault.com/support/home
https://support.futurevault.com/support/solutions/9000116772
https://support.futurevault.com/support/solutions/9000114061
https://support.futurevault.com/support/solutions/articles/9000055011-enable-the-two-factor-authentication-on-your-account
https://support.futurevault.com/support/solutions/articles/9000055011-enable-the-two-factor-authentication-on-your-account



