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1. User Guide Symbols

The symbols used in this guide and their meaning/purpose.

Information

Mouse click required

Keyboard entry required

Warning

P
&
A

—— Area of interest




2. Introduction

This guide is designed to help you navigate around and to make some allowable changes to your
Contact Management portal account.

Each section sets out:

[l Relevant Menu

[l Relevant Sub Menu/s

[1 How to navigate / use the functions within each.
Assumption:

You are logged into your account and at the ‘Services Page’

3. User Roles/Responsibilities

Shows you the menu / sub menu options available to you that will be covered within this guide.

= My Account
= Account Profile — View / edit existing portal account information

= Change Password - Change your existing password

= Information

= User Guide - A link that takes you to this document

= Help
= User Guide - A link that takes you to this document

= FAQ - The answers to frequently asked questions



4. Account
Profile



Account Profile

Will illustrate how you can view or make changes to your account profile details

= My Account — Account Profile

1. Click ‘Access Control’

File Edit View Favorites Tools Help

EsQ

x()serve Welcom e WZ002 LOG OUT
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2. The following screen will appear. Click ‘My Account’

= Web Admin Home - Windows Internet Explorer.

© Ele Edt Wew Favorites Tools Help

~l
Close Window
Access Control
Welcome USER GUIDE
” ‘Welcome to the Xoserve Access Control Administration
» Information
+ Help Quick statws _____________________________________]
Account Profile
=TE PESSWoTy
© Copyright Xoserve Limited 2011 - All Rights Reserved
|
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~
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Account Profile

= My Account — Account Profile

3. The following options will appear underneath. Click ‘Account Profile’ or bypass this method by
clicking the relevant sub menu directly

[B[EE

Close Window

xoserve

Access Control

Welcome USER GUIDE

* My Account

Welcome to the Xoserve Access Control Administration
. Account
« Change

Password

/ v Information RawEmEETr
» Help [Account Profile

© Copyright Xoserve Limited 2011 - All Rights Reserved
|
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4. Using either method detailed in 2, the following screen will appear. Here, you can view your
account profile details. If you wish to change your account profile click ‘Modify’

7= View Profile - Windows Internet Explorer

© Eile Edt Vew Favorites JToolks Help
-
Close Window
‘Welcome USER GUIDE
* Account
PBrofile If you wish to modify your Account Profile(inciuding Telephone number and Location), click modify link. below
+ Change
Password First Name USER Email UserGuide@UserGuide.You.Me
» Information
Middle Name XOSERVE Created On 24 July 2012
» Help
Last Name GUIDE Organisation XO(XoserveOrg)
-
© Copyright Xoserve Limited 2011 - All Rights Reserved
|
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Account Profile

= My Account — Account Profile

5. The following screen will appear. Make the necessary change/s and click ‘Save’. Or, to abort the
changes you've made click ‘Cancel’. In this example ‘Amend Profile!” has been added to ‘Location’

7= Modify Profile - Windows Internet Explorer.

Eile  Edit Wiew Faworites Tools  Help

~l

Close Window

xooserve

Welcome USER GUIDE

» My Account
. (Modify Acecount Profile
» Information

» Help The details below can be uploaded and recorded to the security profile

\ * Mandatory Field
irst Mame = [USER
Middle Name XOSERVE
Last Name = [GUIDE
—

// Save cancel

@ Copyright Xoserve Limited 2011 - All Rights Reserved
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A - ‘First Name’ and ‘Last Name’ fields are mandatory and MUST NOT be left blank.
o - If you wish to change your email address, you must contact your LSO/System Administrator.

- Your User ID cannot be changed.

- Last Name (Mandatory) - length of between 1 and 25 characters.

- First Name (Mandatory) - length of between 1 and 80 characters.

- Middle Name (Optional) - length of between 1 and 25 characters where provided.
- Location (Optional) - length of between 1 and 80 characters where provided.

- Telephone (Optional) - length of between 1 and 80 characters where provided.



Account Profile

= My Account — Account Profile

6. The following screen will appear, with a unique request number. In this example, 181. Click the
hyperlink to view the status of your request.

7> Modify Profile Saved - Windows Internet Explorer

© Ble  Edt  Wew Favortes Took  Help

Close Window

xoserve

Welcome USER GUIDE

» My Account

[Modify Account Request - Subhmirtad

» Information
» Help You have saved the requ 181

© Copyright Xoserve Limited 2011 - All Rights Reserved
i |
Xoserve Limited Registered office 1-3 Strand, London WG2N 5EH. Registered in England and Wales. Company No. 50408377, VAT Registered NO. 851 0025 4!
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5. Change
Password



Change Password

= My Account — Change Password

1. Click ‘Access Control’

File Edit View Favorites Tools Help

F2Q

xoserve P —

N

<

Contact Management Access Control
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2. The following screen will appear. Click ‘My Account’

7> Web Admin Home - Windows Internet Explorer

Ble Edi  Yiew Favortes Tools  Help
Al
Close Window

xoserve

Access Control

Welcome USER GUIDE

67 Welcome to the Xoserve Access Control Administration

» Information

» Help T

My Account
Account Profile
Change Password

® Copyright Xoserve Limited 2011 - All Rights Reserved

trand, London WC2N 5EH. Registered in England and Wales. Company No. 50408377 VAT Re: red NO. 851 0025 43 ~|
|

Xoserve Limited.Registered office
= m
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Change Password

= My Account — Change Password

3. The following options appear underneath. Click 'Change Password’

indows Internet Explorer

fle Edt iew Favorites Tools Help

Al

Close Window

xoserve

Access Control

Welcome USER GUIDE

© Ly Rezzm Welcome to the Xoserve Access Control Administration
* Account
Profile lQuick staws |
+ Change
Password
[my Accoune |

it
» Tnformation e

» Help

Account Profile
Chanae Password

<l
JavascriptitrackClickedLink{ My Account”, "Change Password"); submitform('changePassword,do, "Display™)

. Local intranet Sa v ®125% v

4. Enter your ‘Old Password’ (current), ‘New Password” and ‘Confirm Password’ into their respective
fields, then click ‘Save’ or ‘Cancel to abort the change. See next page for policy details.

£~ Change Password - Windows Internel Explorer

File  Edt  Yiew Favorites  Jook  Help

Close Window

xoserve

Access Control

Welcome USER GUIDE

b Ly Change Password

e Account

Profile To change your password, enter your current password, your new password and then re-enter your new passwaord for confirmation
® Change * Mandatory
ry Field
Password
» Information Old Password

I

New Password

= |liew Passward Poicy |
E——— |

Ganfirm Password

© Copynght Xoserve Limited 2011 Rights Reserved

| L

Xoserve Limited Registered office Strand, London WC2N S5EH. Registered in England and Wales. Company No. 50408377 VAT Registered NO. 851 0025 43
|
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Change Password

= My Account — Change Password

A - All 3 fields must be filled in otherwise the appropriate error message will appear to the user.

o Password Policy

Password Policy Description
A valid password must meet all of the following conditions:

A Password MUST :

- Be at least & characters long

- Contain a combination of letters and numbers

- Contain at least 1 uppercase letter (A-2)

- Contain at least 1 number (0-97

- Contain at least 1 special character (no spaces allowed)

Eqg: Decemberl=

A Password MUST NOT :

- Be one of the 12 previously used.

Expiration :

- Password change reminder will be sent 1 day prior to expiration.
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6. Information



Information

= Information — User Guide

1. Click ‘Access Control’

File Edit View Favorites Tools Help

=}

xoserve - roons

e a

Contact Management Access Control

I Rights Resenved

and, London WC2N SEH . Registered in England and Wales. Com pany N o. 5046877, VAT Registration No.851 6025

2. The following screen will appear. Click ‘Information’

fows Internet Explorer

Ble Edk  Wiew Fawerites Toals  Help
il

Close Window

xoserve

Access Control

Welcome USER GUIDE

EAMyiGecount 1e to the Xoserve Access Control Administration

| » information
» Help

Account Profile
Change Password

® Copyright Xoserve Limited 2011 - All Rights Reserved
i L
Xoserve Limited.Registered office 1-3 Strand, London WC2N S5EH. Registered in England and Wales. Company No. 50408377. VAT Registered NO. 851 0025 43
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Information

= Information — User Guide

3. The following option appears underneath. Click ‘User Guide’

Favorites  Tooks  Help

Al

Close Window
Welcome USER GUIDE
* My Account Welcome to the Xoserve Access Control Administration
| SerGuie | I
» Help
Account Profile
c
=
=] I | =
| SJ Lacal intranet v | Hizsw -

4. The User Guide will now be launched

Elle  Edt  Miew Favorites Tools  Help
Back |
Guide for Users
INDEX
1) Benefits
2) How To Use
Benefits
It allows you to manage your own profile and your supervisor can provide you the services through this
How To Use
e Account Profile allows you to see yau own account infarmation
Step: Go to My Account-=Account Profile
« Wodify button allows you to modify your own few fislds
Step: Go 1o My Account-=Account Profile-=Modify
« Change Password Allows you to change your Xoserve Portal account password
Step: Go to My Account-=Change Password
« Help allows you to see this guide.
Step: Go to Infarmation->User Guide for User
« Information allows you to know more about Xoserve and Access Control
Step: Go to Help-=User Guide
L]
Done wJ Local intranet i v s <
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Hel

= Help — FAQs (Frequently Asked Questions)

1. Click ‘Access Control’

File Edit View Favorites Tools Help

=}

xoserve - roons

e a

Contact Management Access Control

I Rights Resenved

and, London WC2N SEH . Registered in England and Wales. Com pany N o. 5046877, VAT Registration No.851 6025

2. The following screen will appear. Click ‘Help’

7~ Wab Admin Home dows Internet Explorar

©oBle Edt Wiew Favorites  Tools  Help

|

Close Window

xoserve

Access Control

‘Welcome USER GUIDE

» My Account

Welcome to the Xoserve A Control A inistration

» Information

R —

My Account
Account Profile
Change Password

© Copyright Xoserve Limited 2011 - Al Ri | |

London WC2N 5EH. Re: b 5 5 <
m | =

%J Local intranst 4R v WaiEsn v
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el

= Help — FAQs (Frequently Asked Questions)

3. The following option will appear underneath. Click ‘FAQ’

Elo  Edt  view Tools  Help
Al
Close Window
Welcome USER GUIDE
+ My Account Welcome to the Xoserve A Control A ation
» Information
M N
| —
Account Profile
Change Password
ghts Reserved A
nited. Registered office 1-3 Strand, London WC2N 5EH. Registered in England and Wales. Company No. 50408377 VAT Registered NO. 851 0025 43 w|
< i |
http: /xpol0601 xoser ve corporg.net: 7877/ xhebApp fuserauide/FAQ.htm J Local intranet. G- Mazmm <

4. The following screen will appear detailing answers to the most commonly asked questions.

ws Internet Explorer
e~ (B hrriinoazize.217
Fie EdE  wiew Favortes ool Help
o odr Faverites fln @] QFcF ] QEV £ QDev £]QUAT &) Home [=) £ QBAM
|@raa [ #i - E) - [0 o - Page - Sofety > Took v d@v (L] %0
Access control C]

[[2]

XL TMAHGP Iy 2P| -9B B5 4605 NONE DIENEINEE

I AR UserOUIdelF A, him:fse

INDEX

Q1. How do I become an LSO?

Q2. I don‘t know who my LSO is; how do I find out who it is?

Q3. How is the register of LSO’ s maintained?

Q4. My email address is incorrect; how do I get this amended?

Q5. How do I apply to get accass to the Contact Management Servica?

Q6. How do I apply to activate the Data Enquiry service and/or the Access Controls service?
Q7. I would like some training to become an LSO; how do I arrange this

Q8. I have forgotten my password; where do I go for help?

Q9. Can I give access to a 3rd party operating on my behalf?

Q10. I thought I had access to the Contact Management service but T canOt access it no
Q11. 1 can’t reset my password; what am 1 doing wrong?

Q12. Some of my details on my User Prafile need to be updated; how do I change them?

Q1. How do I become an LSO7?

AT. You can find the enralment details on www.xoserve.com (need tospecify exactly where). Before completing the form you will need
to find some body in your organisation whom will sponsar you becoming an LSO. This person has to be either an existing LSO or a
senior person who is authorised to endorse your nomination

Q2.Idon‘t know who my LSO is; how do I find out who it is?
AZ_ There are potentially two ways. sither your organisation has published who the authorissd LSOs are or your manager may be able
to direct you. Alternatively, you can contact 0845 6000506 who can send you the list of registered LSOs for your organisation

Q3. How is the register of LSO’s maintained?
A3 The Xoserve Customer Lifecycle team maintain the register Updates are made as changes to the list are notified to us and we
will routinely do audits to ensure it is up to date. The updated lists are issued to the Xoserve Service Desk on a monthly basis

Q4. My email address is incorrect; how do I get this amended?
Ad. You must find an LSO to do this on your behalf

5. How do I apply to get access to the Contact Management Service?
A& In the first instance, we would refer you to your line supervisor who will make an application to an LSO through your established
access controls routines

Q6. How do I apply to activate the Data Enquiry service and/or the Access Controls service?
AG_In the first instance, we would refer you to your line supervisor who will make an application to an LSO through your established
access controls routines. The need to provide access to these areas will be based on your operational need

7. I would like some training to become an LS0O; how do I arrange this.

A7 You can find a Computer Based Training package on

Q8. I have forgotten my password; where do 1 qo for help?
A8_You will see a link on the Login page which you can ask us to change vour password._You will receive a confirmation email to the =

R Local ntranst Vo o] mizew -

19




8. Useful
Information



Useful Information

Password Policy

Are you experiencing a password structure problem? View the Password Policy here:-

Password Policy Description
A valid password must meet all of the following conditions:
A Password MUST :

- Be at least 8 characters long

- Contain 3 combination of letters and numbers

- Contain at least 1 uppercase letter (A-Z)

- Contain at least 1 number (0-9)

- Contain at least 1 special character (no spaces allowed)

Eg: Decemberl=
A Password MUST NOT :
- Be one of the 12 previously used.

- Password change reminder will be sent 1 day prior to expiration.
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