crmpowenr”

SOFTWARE SOLUTIONS

Release Management
User Guide

Last Review Date: 05/11/2012

GOLD CERTIFIED
Partner




1 Introduction

The EmpowerTax Release Management Software landing page is the page you will see
when you log in.

2 Client Administrator

A Client Administrator has the responsibility of maintaining non-administrator users.
You should have the following icons and hyperlink within the main menu

User Setup
Quarterly Release
Help

Logout

Change Password

You are logged in as. admin@empowersoftware.com ( Demo Client ) p-
Last successful login: 05/08/2012 08:46:22 AM *

W EmpowerTax™ Release Management - Main Menu [ EEEEEEEE

Q User Setup
¥

[Logout]

'g Quarterly Release
i L

[Change Password]
Release Management Software

@smpower-

3 Client Non-Administrator

You should have the following icons and hyperlink within the main menu:
Quarterly Release

Help

Logout

Change Password

You are logged in as: sysadmin@mycompany.com ( Demo Client) D A
Last successful login: 05/08/2012 12:49:13 PM *

'9 Quarterly Release

[Logout]

[Change Password]

Release Management Software

@cmpower-
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4 User Setup

1. Click on the Q User Setup icon or hyperlink to set up your non-admin users in

your organization.

Note: Client Administrators can add up to 5 client logins for their organization.

2. Enter the user’s email address, first name, last name and the same default
password. The user can change their password once they have been set up in the

system.

3. Passwords Rules

1 uppercase and 1 lowercase
1 special character
1 numeric digit

Passwords must be a minimum of 8 characters

You are logged in as: admin@empowersoftware.com ( Demo Client )
Last successful login: 05/08/2012 10:51:30 AM

Client Name: Demo Client

! Login First Name Last Name
| sysadmin@mycompany.com Bill Gates

{ nonadmin@mycompany com Steve Jobs

‘[ Update ]

Password
aessesseS

....O...O'I

==

[Logout] [Home]

Delete Active
)

)

4. Check mark the Active box.

5. Once you have completed adding your users, click the Update button.
6. The system will generate a Success message.

Success

o Client Non-Administrators successfully updated

/N
7. Click the ™ Home icon or hyperlink to return to the main menu.
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5 Quarterly Releases

1. Click on the '
are available in the system.

L d

“* Quarterly Release icon or hyperlink to view quarterly releases that

Release Email

121

You are logged in as. @emp
Last successful login: 05/11/2012 10:05:32 AM

[ Back to Main Menu |

@.com { Demo Client )

=

[Logout] [Home]

Install Key Supplemental Key Calendar Release Notes Install

[_Emaﬂ me the keys | WP12345678 TX999-99909-99999-99999 2012 Calendar Release Information 12.1.pdl  EmpowerTax_12.1.iso

EmpowerTax_12.1.zip

Release Management Software

@e&mpower-
2. Click on the .iso or the .zip file hyperlink to download the update.
3. Click Save.
Do you want to open or save this file?
Name: EmpowerTax_12.1.is0
Type: DiscImage File
From: rix-dev-appOLl.fis.local
[ open |[ save | [ cancel |
[¥] Ahways ask before opening this type of file
e I While files from the Intemet can be useful, some files can polentially
e ham your computer. If you do not trust the source, do not open or
" save this file. What's the rsk?
6 Install and Supplemental Keys
Your Supplemental and Install keys are displayed on the page.
You are logged in as dmin@emp ¥ ( Demo Client ) /
La:t sf.lrcessrul :ogin 05/11/2012 10:05:32 AM it . N ’ Al\
[Logout] [Home]
Release Email Install Key  Supplemental Key Calendar Release Notes Install
121 im WP12345678 TX999-99999-99999-99999 2012 Calencar Release Information 12.1.pdf EmpowerTax_12.1.iso
L EmpowerTax_12.1.zip
[ Back to Main Menu |
Rel Manag t Software
@sripower-

To return to the main page, click the Back to Main Menu button.

EmpowerTax

Page 4 of 6 Release Management User Guide




If you would like have the keys emailed to you, click the Email me the keys button and
you will receive an email similar to below.

Below are the supplemental and installation keys for the EmpowerTax 12.1 Release.

Installation Key: WP12345678
Supplemeantal Key: TX999-99999-99999-99999

If you have any guestions or require assistance, please contact our client support team at 1-800-239-8835 or send an email to fls.support@empowersoftware.com.

7 Calendar
Click on the Calendar link to download the calendar file(s).

You are logged in as dmin@emp .com ( Demo Client )
Last successiul login:. 05/11/2012 10:05:32 AM

TR
[Logout] [Home]

Release Email Install Key Supplemental Key Calendar Release Notes Install

121 " Email me the keys | WP12345678 TX999-99999-09999-99999 2012 Calendar Release Information 12.1.pdf  EmpowerTax_12.1.iso
- . EmpowerTax_12.1.zip

L Back to N-|ain Ménu
Release Management Software

@smpower-

Note: Wage Attachments only Clients will not have a calendar available.

8 Release Notes

To view the Release Notes that pertain to each quarterly release, click the Release
Information.pdf link to open the document.

You are logged in as. dmin@emp .com ( Demo Client | - A
Last successiul login: 05/11/2012 10:05:32 AM * @

Quarterly Release

[Logout] [Home]

Release Email Install Key Supplemental Key Calendar Release Notes Install

121 | Email me the keys | WP12345678 TX999-99999-00099-09999 2012 Calendar Release Information 12.1.paf  EmpcwerTax_12.1.iso
EmpcwerTax_12.1 zip

| Back lo.M.anﬁ .Menu

Bal "m' e e

@empower-

To return to the main page, click the Back to Main Menu button.
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9 Help

)
Click on the = Help icon or hyperlink. This will take you the Release Management
User Guide.pdf. (This is this same user guide only in pdf format).

Click on your browser’s Back button to return to the main page.

You are logged in as. sysadmin@mycompany.com ( Demo Client) ™ _¢’
Last successful login: 05/08/2012 12:49:13 PM ;

"'- Quarterly Release

[Logout]

(@) Help

[Change Password]

Release Management Software

@ empower-

10 Logout

Click on the H*Logout icon or hyperlink to log out of the system.
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