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Getting Started with Email Login Setup

TaxCalc’s Email Login Setup allows you to use a unique email address to login and access
TaxCalc, making your login credentials more secure.

Starting from the Summer 2025 release, we'll begin a gradual rollout of these changes. Over
time, users will be invited to use Email Login Setup. We'll provide more information as we go, and
you can always check the Email Login Setup - Collateral Knowledge Base for the latest
updates on the rollout plan.

Until then, please continue logging in as usual.

This guide will show you how to:

® | ogin to TaxCalc with your unique email address as an Admin user.
¢ |nvite other users to complete the Email Login Setup.

e | ogin to TaxCalc for the first time with your new credentials.
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https://kb.taxcalc.com/index.php?View=404

Logging into TaxCale

As a TaxCalc customer if you have been invited to use Email Login Setup, when you first login to
TaxCalc a dialog is displayed asking you to enter your Username or Email.

£ TaxCalc X
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Please enter your username or email and password then press login below:

Username or Email: |

Password:
["] Remember my details Forgot your password?
Connected to Database hub on TCOVF-Template Wrong Database?

El -

1. Enter your Email address (this is the account which you use to login to the TaxCalc website).

2. Then enter your Password and click Login to start the Email Login Setup process.
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Pizpse enter your uszrname or email and password then press logn below:

1'\\

{

Username or Email: aoe@taxcak.com

Fassward: sennennnrnns

] Remember my details Eorgot your password?

Connemed oo Dacsbase hub on YMWIN-FRO DIM-0001 Yrong Database?

e ]
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3. The Email Login Setup dialog is displayed. Click Continue to start setting up your
user account.

Emimal Login Seéy X
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Email Login Setup

Lets get your user account updated!

TaxCalc are making some changes to the way you log in, makng usemames unique and your dierts
detfails safer,

S=leching 'Cortinue’ wil eutomatically start the process and users wil not be able o access TexCalc
unti the process is complete, this won't taks long!

The email address you have entered to login will be used to sync to a user account.

4. Either search for your username or select Create new user if you are not yet setup as a
user in TaxCalc.

5. Once complete, click Confirm.

£ Emeil Login Setup *

Email Login Setup

Wiz have found the =mai address below, this wil be synced to your user accounk
zoetacale.com

Saarch far your usemame below or select 'Create new wser'if you da nat have & TawZak ugemare,

_'--.-| b or creabs nEn user 'DL
e Eyl'tﬂﬂ'l

Create new user Iz login, ard the username wil ro lbnger be inuse,
= sers
WA admin (Hub Administrator - Hub Admin) oo Lean Sebip gude.
T Teddy (Teddy Jackson - Administrator)

BA Bailey (Bailey Addison - Manager)

6. Now you're all set up, click Confirm and Log in.

Please note: You will not need to complete the above steps again; simply log in with your email
address and password going forward.
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£ Email Login Setup ><

You're All Set!

Congratulations, you have completed the email login set up!

From naw on you wil use pour smal: zoeftaxcalc.com end its assodeted password to log in io TanCsl.

[ts now tme to invite your colleagues, please see our Getling Started with Email Logn Setup guide for mare nfonmabon.,

You are automatically taken to Admin Centre > Users. The Email Login Setup dialog is
displayed which informs you of the number of users that need to be updated to Email Login.
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7. Click Close, you can choose to update the user immediately, or at a later stage.
From the Users screen you can also see whether each user is logging in with a username or an
email address and whether they have been invited to set up their Email Login.

To ensure all users are logging into TaxCalc with unique credentials you will need to enter their
email address to send them invitations so that they can set up their additional details.
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Admin Centre > Users

Within Admin Centre > Users, only Admin users will be able to see whether each user is
logging in with a username or an email address and whether they have been invited to set up
their Email Login.

The Username or Email column shows whether the user is logging in with a username or an
email address. For security purposes, all users should login with a unique email address.

The Status column shows whether a user has been sent an invite to setup their email login, if
they have already been set up, or if the request is pending.

Status:

e Active — an existing TaxCalc user has already been set up to use Email Login

e Active - Invite to be sent- an existing TaxCalc user is active and available to be
sent an email to setup their Email Login

* Active - (Invite Pending) Resend | Cancel — an existing TaxCalc user’s activation
email is pending, select to resend or cancel invitation

e Active — (Invite Cancelled) Resend — an existing TaxCalc user’s invite to setup
their Email Login has been cancelled, select to resend invitation

¢ Invite Expired Resend — a new TaxCalc user’s activation email has expired,
select to resend invitation

¢ Suspended - the TaxCalc user has been suspended, therefore no email login
setup is required. The user must be restored to add an email.
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http://Invite to be sent
http://Resend | Cancel
http://Resend
http://Resend

Notifications

As an Admin user, TaxCalc Notifications allows you to see how many users still need to be setup
for Email Login. For users that have the permissions, you can select Show Details which tells
you how many users need to be updated. Click the option View Users which will take you to
Admin Centre > Users which provides you with a filtered view of the users that need to

be updated.

NOTIFICATIONS
@ A Suppaort
Edit orofile
lob recurrence updates

Le BL Wour us counts updated:

o Fave 3 users thad reed o be updated 4o Bmsd Logm, why notd

Plesce sae our Gt Sterted ity Bl Loecin Setiin guide for rore imform ton.

Request Records Automation

3 what's new In TaxCak

'!- TaxCaic fips and micks
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Setting up Email Login for a User

1. Toinvite a user to use the emall login, click Invite to be sent:
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2. This will then display the Email Login Setup dialog.
£ Email Login Setup B

Email Login Setup

‘fou've chasen to s=tup Email Login for marces.
Flezce anter the uger's emal addrase below,

Wihen you click S=nd invitation’, theyl rec=ive an emai with 2 link ko sckivete their sceount. From there, they
2 get up their [ogin and oreate 3 pagewond. Fezee note that the ink wil expire after 7 daye.

o

3. Enter the user’s unique email address that they will use when logging into TaxCalc and
select Send invitation.

If the email address is already in use the following warning is displayed:

& Email Login Setup -

Email Login Setup

You've chasen io ==t up Emal Login for marces.
Please enter the user's emal addrass below.

I:nt.|uk.'r| Btaxcak .com

A his cmal address @ already registered for @ TaxCalo account, Only uninue, unregstered emal adorezses

wehen vou cidk "send invitation’, they1 recsive an emai with a link to activate their account, From there, they
can set up ther legin and create 3 password. Mease note that the ink wil expire after 7 days.

Once the email invitation has been sent, the user status is changed to Active (invite Pending)

Resend | Cancel.

The invited user will receive an email asking them to activate their account.
The activation link within the invitation will be valid for 7 days, after which the link will expire.

A new activation link can be sent at any time, whereby the previous link will be automatically
cancelled/expired.
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Invite to be sent:
http://Resend | Cancel

Resending an Email Login Setup Invitation

1. If you need to resend the Email Login Setup invitation, from Admin Centre > Users
click Resend.

2. Enter the users unigue email address.

Please note: You can use a different email address to the original email address if required.
However, only one email address per user can be used per account.

£ Resend invite to user =

Resend invite to user

Riesend the Emall Login Setup mvitstion,

Dince the imvitation has been acoepted by the wsar then this emall will be required o legin to Taxtalo
Yo can also amend the emal prior to sendng the imike.

testaptount@iect. com
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http://Resend

Account Activation as an Invited User

All'invited users will receive an emalil asking them to activate their account.

1. Click on the link within the email to open the TaxCalc website.

~ Activateyouraccount

1. Your TaxCalc activation code

ouir TawC abs InmvEation oce

Z. Your activation details

Tride

S A NE v

First mame Last narme

Email address

Perrsreord Corfirm pesmweord

2. Enter the TaxCalc Invitation Code, which will be in the invitation email, and the
activation details.

3. Once this information is complete the account will be activated.

4. Then when the user next logs in to TaxCalc they will be asked to login using their emall
and password.

Please note: For information on resetting a user’s password, please see
KB3423 - Resetting your Password for Email Login Setup Users.
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https://kb.taxcalc.com/index.php?View=entry&EntryID=3423

Inviting New TaxCale Users

Users with administrative permissions to create and manage other users can select New User
to send an invitation for setting up email login credentials.

1. Within Admin Centre click New User from the left-hand menu to display the Invite

User dialog:
£ lnvit= Users H
Invite User
You've chosen to creats 8 new user, o do this please erter their Emal and s=l=ct the Lser Role.
tEBECCDUNt S tES T.CDm Administrator L)
Ad Tata
‘When you dick Send invitafion’, they 1l neceive an emeil _]mmnr:s ' e, they
can g&t up their login and reate 8 password. PR2Se Nl Manager
Fartner
Sacretary
Senior

2. Enter the users Email that they will use to login to TaxCalc and select their User Role
from the dropdown list.

The invited user will receive an email asking them to activate their account. Please refer to the
above section Account Activation as an Invited User.
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