
4 Tips to Get Started

Copy & Paste the email and 
temporary password into the login 
page.

On the next page you will create your 
password and accept the terms and 
conditions.
Select “Submit” and you will be 
logged into the Vault for the first time! 

Activating your account in 3 steps

Step 2 Step 3 

Located on the left-hand side, this is how you will 
move between the different areas of the Vault.
Discover more here.

Search for document using our Optical Character 
Recognition Search. 

Easily view opened documents.

View notifications.

Access your Account Settings & log out

Upload Documents, create folders and contacts.

Step 1
You will receive an activation email 
from noreply@futurevault.com. If you 
don’t see it in your inbox, please 
check your spam or junk folder.
Click on the link from the email and 
you will be redirected to the login 
page.

Welcome to your Vault

Main Menu Top Ribbon
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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-


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

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

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.

View & upload documents

Upload button Drag and Drop Inbound Email

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.

View Document

Upload Documents
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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


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.

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 
with quick videos.  A link to our Help Center and a way to get 
more help or provide feedback.

How-to articles and 
Training videos

Webinars - Live &
On Demand

Downloads 
mobiles app

Security & Resources
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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



