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Creating Portal Account (New User)
Once our team has created you as a user in our client portal you will receive a
registration email. Follow the below steps for setting up your account.

Alert! For this to work you will need to ensure that the email address given to
create your account is not already registered as a Thomson Reuters account.

1 Check the email that the portal was created under for a registration email. The
email will come from Thomson Reuters.

2 Click "Register".
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3 You will be redirected to the Thomson Reuters website to 'Create an account'.
Most of the information will be prefilled for you.

4 Create a password for your portal account. You will need to enter this twice to
confirm the password.
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5 Choose your preferred language and agree to the terms of use. Click "Continue".

6 You will be prompted to verify your email address by entering the code that was
sent to the email associated with your account.
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7 The email to retrieve the code will look like this.
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8 Enter the 5 -digit code received via email and click "Create your account"

9 You will be redirected to the login box. You will need to enter your email address
(if not already prefilled) and the password you created in step 4 and Click "Sign in".
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10 You will be redirected to set up a multifactor authentication method (MFA).
Choose which method you prefer.

Tip! We suggest you use "phone" as your MFA method- this will send a code to
your phone (via text or call- whichever you prefer) each time you log in to your
account.

Alert! For the purpose of this demonstration, we have selected "phone" as the
MFA method.
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11 You will need to enter your preferred phone number and method of receiving the
code. Click "Continue".
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12 Enter the six-digit code that you received via text or call and Click "Continue".

13 You will need to indicate that you have safety record the recovery code and Click
"Continue".
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Tip! You can generate a new recovery code through your MFA settings once
logged into your portal account.

Alert! This code is used as a recovery code if you do not have access to the MFA
method that you set up. Keep this code somewhere that is accessible.

14 You now have access to your client portal.
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15 You will receive an email from Thomson Reuters stating that your account has been
successfully created- no further action is required.

Tip! View the "Navigating your Client Portal" instructions to learn how to use your
portal.


