CPAL External Secure Document Portal -
Access Instructions

The Document Portal is a central publicly available SharePoint site where CPAL staff will securely share
documents with CPAL clients (Advisers and their staff) and vice versa. The document portal is the preferred
method of secure sharing of documents.

There is a single folder for each Practice/Account within the SharePoint Document Portal. You will have
access to your practice folder. There are 2 ways to access the folder, depending on your email account:

. Microsoft associated account access
. Non Microsoft associated account access

How to Access With a Microsoft Associated Account

=

Chris Holland Admin Account
shared a folder with you

Hi Chris, l .

Here is the folder where you can upload documents to.

Thanks
Once the folder has been shared with you, you

will receive an email similar to this.

Example Client Folder Name

This link only works for the direct recipients of this message.
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2.

When you click ‘Open’ you will be presented
with a login screen.

&% Microsoft
chris.holland@outlook.com

Permissions requested by:

s CENtrepoint Alliance Limited
" pihglobal.onmicrosoft.com
By accepting, you allow this organization to:
\/ Receive your profile data
v Collect and log your activity

v Use your profile data and activity data

You should only accept if you trust Centrepoint Alliance Limited.
Read Centrepoint Alliance Limited's privacy statement. You can
update these permissions at
https://myaccount.microsoft.com/organizations.

Learn more

This resource is not shared by Microsoft.

B Microsoft

Sharing Link Validation

You've received a secure link to:

Example Client Folder Name

Sign in to Chris.Holland@outlock.com and
we'll give you access immediately.

Next

© 2017 Microsoft Privacy & Cookies

3.

If your email address is a Microsoft 365,
Microsoft Outlook, or another email address
that has a Microsoft account attached to it, you
will be prompted to allow Centrepoint Alliance
Limited to use their account to login to our
SharePoint site.
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4.

After clicking ‘Accept,’ you will be required to
set up Multi Factor Authentication.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

6 Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose “Next".

| want to use a different authenticator app

L want to set up a different method |

6.

Select ‘Phone’ from the dropdown list and then
select confirm.

CENTREPBINT
ALLIAMES

chris.holland@outlook.com

More information required
Your organization needs more information to keep
your account secure. Before making changes to your

security info you must complete multifactor
authentication.

Use a different account

Learn more

You have 14 days until this is required.

Ask later Next

If you're a guest (e.g. a financial adviser) and not a
Centrepoint employee, login with the email address
Centrepoint typically uses to communicate with you.

5.

After clicking ‘Next,” you will need to choose a
secondary authentication method that will be
required to login to Centrepoint’'s SharePoint.
For example, Setup SMS as a second
authentication method.

Choose a different method X

Which method would you like to use?

Phone W
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Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

You can prove who you are by answering a call on your phone or texting a code to your phone. H

What phone number weuld you like to use?

* | Australia (+61) v|| 0437729908
' g e Choose ‘Australia’ for the country, enter your
Call me . ‘ y
. mobile number, select ‘Text me a code’ and
essage and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy . ] ,
and cookies statement then click ‘Next.
| want to set up a different method

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

We just sent a 6 digit code to +61 0437229908, Enter the code below.
|8339oﬂ

Resend code

Enter the code from the SMS message e | T
and select “Next.”
Lwant to set up a different method

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

° SMS verified. Your phone was registered successfully.

Next You will get a notification that SMS
authentication was registered
successfully.
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Keep your account secure

1 0 Your organization requires you to set up the following methods of proving who you are.

Success!

Great job! You have successfully set up your security info. Choose “Done” to continue signing in.
Default sign-in method:

% Phone
+610437229908

Select ‘Done’ on the Success window.

- DocumentPortal

 Upioad v Share @ Copybnk (3 %mc b Downiosd @l Bporttobicel  Bf Automame [P itegrae v
Documents > Example Client Folder Name 1 1
B ]
You now have access to the shared
' folder.

This folder is empty
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How to Access With a Non-microsoft Associated Account

If you have an email address that is not a Microsoft 365, Microsoft Outlook or another email address that
has a Microsoft account attached to it, for example, Google Gmail, the process is slightly different as the
email address must be verified via One Time Code first.

2

Chris Holland Admin Account

shared a folder with you
l |

Here's the folder that Chris Holland Admin Account shared with you.

Example Client Folder Name You will receive an email stating that a folder
has been shared with you.

Thig link enly works for the direct recipients of this message

B® Microsoft

Sharing Link Validation

2 . You've received a secure link to:

Example Client Folder Name

Sign in to cpalexample@gmail.com and we'll

Once you select ‘Open’ you will see this Siie yiois acressin madictely.

screen.
Next

© 2017 Microsoft Privacy & Cookies
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CENTREPBINT

cpalexample@gmail.com 3 =

Sign in

:i";n“yf:?na code to cpalexample@gmail.com to As the email address is not linked to any

Microsoft services, the only way to complete
the verification of the address is via a code that

is sent to the email address.

Your Centrepoint Alliance Limited account verification code /nbex«

Centrepoint Alliance Limited (via Microsoft) o

Centrepoint Alliance Limited
u Account verification code

To access Centrepaint Alllance Limited's apps and resources. please use the code below for account verification. The code will only work for 30 minutes.

Account verification code:

89896246

The code will be sent to the email address. Wy it gt o,y o e i amk

4 Reply |( ~ Forward

CENTREPBINT

& cpalexample@gmail.com

Enter code 5 -

We just sent a code to cpalexample@gmail.com

89896246
Enter the code into the window.
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a5 Microsoft

chris.holland @outlook.com

Permissions requested by:

s CeNtrepoint Alliance Limited
[ | * pihglobal.onmicrosoft.com

By accepting, you allow this organization to:

s , . \/ Receive your profile data
Once you have selected ‘Sign In,” you will need

to set up the Multi Factor Authentication. You

will be prompted to allow Centrepoint Alliance v Use your profile data and activity data

Limited to use their account to login to our _ . . .
You should only accept if you trust Centrepoint Alliance Limited.

SharePoint site. Read Centrepoint Alliance Limited's privacy statement. You can
update these permissions at
https://myaccount.microsoft.com/organizations.

Learn more

v Collect and log your activity

This resource is not shared by Microsoft.

CENTREPINT
AbhIANGE

chris.holland @outlook.com

More information required

Your organization needs more information to keep
your account secure. Before making changes to your

security info you must complete multifactor 7
authentication.
[ |

Use a different account

Learn more After clicking ‘Accept’ you will be required to
set up Multi Factor Authentication.

You have 14 days until this is required.

Ask later Next

If you're a guest (e.g. a financial adviser) and not a
Centrepoint employee, login with the email address
Centrepoint typically uses to communicate with you.
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Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

. . [ |
Microsoft Authenticator

0 Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now After Cllcklng ‘Next,, you Wl” need to Choose a
After you install the Microsoft Authenticator app on your device, choose "Next". Secondary authent|cat|on method that W|” be
e e S e required to login to Centrepoint’s SharePoint.

[ Next | For example, set up SMS as a second
authentication method.

L want to set up a different method |

Choose a different method X

= Which method would you like to use?

‘ Phone ,‘

Select ‘Phone’ from the dropdown list and

select ‘Confirm.’

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone
You can prove who you are by answering a call on your phone or texting a code to your phone.

What phone number would you like to use?

. |Ausuaua(+5n v‘-lo«z??zqsoa
+ (@) Text me a code ‘ .}
b Choose ‘Australia’ for the country, enter your
Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy mObI|e number, SeleCt ‘TeXt me a COde’ and
and cookies statement ‘ ’
select ‘Next.
. Next
Lwant to setup 5 different method
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Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

11,

We just sent a 6 digit code to +61 0437229908. Enter the code below.
I 833909

Resend code

Enter the code from the SMS message
and select ‘Next.’

Keep your account secure
. Your organization requires you to set up the following methods of proving who you are.

Phone

You will get a notification that SMS Q) 55 verifed. Your phone was registered successfully.
authentication was registered
successfully.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are. 1 3

Success!

Great job! You have successfully set up your security info. Choose “Done” to continue signing in.
Default sign-in method:

— Select ‘Next,” then ‘Done’ on the Success

610437229908 window.

. DocumentPortal

T Upiosa v 1 Share @ Copylnk (S Sync | Downloss @l Bporttoteet  F Automme v [P integrwte v oo
Documents > Example Client Folder Name
. O Mame
You now have access to the shared
folder. '

This folder is empty
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