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Introduction

Celink will be using a new workflow tool for all incoming Client Requests. This tool will allow Clients to submit requests
through a simple form, see updates along the way, and allow for communication directly at the request level.

As a note- Chrome Web Browser works best with this application.

Note- Please advise your IT Department that emails will come from support@celink.zendesk.com so that any Privacy
Triggers can be updated to allow the emails.

How to create an account

This section will outline the steps taken to create a new user account. You must have an account set up to be able to
submit tickets to Celink.

1. Loginto https://celink.zendesk.com/hc/en-us

2. GotoSignin

3. Select New to Celink? Sign up
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Sign in to Celink {

Email
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Password

Forgot my password

= New to Celink? Sign up =

Have you emailed us? Get a password

If you've communicated with our support staff through email previously,
you're already registered. You probably don't have a password yet, though.

4. Fill out Your full name and Your email boxes

Sign up to Celink

Please fill out this form, and we'll send you 2
welcome email so you can verify your email address
and sign in.

Your full name *

Your email *

Cancel
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5. Sign-up complete message should appear

Sign-up complete

Thank you for signing up, CC.
A welcome email will be sent to

I o't containing 2

verification link that enables you to sign in.

If you don't receive an email from us within a
couple of minutes, please check your junk/spam
folder.

Close

6. Go to email account and select hyperlink to continue setting up account

Welcome to Celink

Celink <support@celink.zendesk.com>

o

Welcome to Celink. Please click the link below to create a password and sign-in.

https://celink.zendesk.com/verification/email/VbDtQEbbMEPy7cniUcEDFP7a%awYaiu2

7. Set up Your name and Your password. Please keep your information private as you will need to use this to sign
in to make and track requests. Passwords do have the below requirements:

e Must be different than the previous 5 passwords

e Must be at least 6 characters

e Must include a number, and a character that is not a letter or a number
e Must include letters in mixed case and numbers

e Expires after 90 days

e 10 attempts allowed before lockout

e Must be different from email address
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Choose your secret password

You'll use this password to sign in to Celink.
Your name

Carla Link

Your password

How to sign into your account

This section will outline the steps taken to sign into your account. You must be signed into your account to submit and
track requests.

1. Loginto https://celink.zendesk.com/hc/en-us
2. Select Signin




