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From the Admin menu select Configuration  Configure xchangedocs. 

 

In the Configure xchangedocs window, click on the add user icon. 

 

 

 

 

 

 
 
 

Begin typing the ACL user’s name - the ACL user’s profile will appear.  Click on the name 
to auto-populate the remaining fields. 

NOTE:  A user must first be created as an ACL user before completing their xchangedocs 
profile.  

 



 

 
 

Click the Submit button at the bottom of the window.  This will trigger an email to be sent 
to the user prompting them to complete the sign-up process. 

 

 

 

 

 

 

 

 

 

The user will now be listed in the xchangedocs user list. 

 

 

 

 

 

 

 

 

 

 
The new xchangedocs user will receive an email requiring them to sign up to xchangedocs. 

 

  



 
 

They will be prompted to ACTIVATE ACCOUNT to complete the sign-up process. 

 

 


