Connecting people and documents

eXpresso’

Quick Guide: Managing Your Account

Welcome to eXpresso! This Quick Guide will teach you how to manage your eXpresso account. It covers subscribing to eXpresso,

upgrading your subscription, managing users, changing your credit card information, password or email address, and changing your

renewal preferences.

Subscribing to eXpresso

Everyone who registers for eXpresso is given a 14 day free trial of all of eXpresso’s features. After the free trial expires, users can

continue to log into eXpresso and will have View Only access to files. In order to upload more files or edit files owned by you or

others, you will need to subscribe to eXpresso.

To begin, click the Buy Now link on the dashboard, or
the Buy Now graphic.

Select the plan that’s right for you.

E Enter your Promotion Code if applicable.
Click Update Price to reflect the promotional price.

Click Buy Now.

n Enter your credit card information.
Enter the billing address associated with the credit

card.

ﬂ Click Yes to accept eXpresso’s Terms of Service and
click Continue.

ﬂ Verify that the subscription information is correct and
click Make Payment to complete the transaction.
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Start Your eXpresso Pro Subscription
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Please Confirm Your Payment Details
Please review your brpion detads and chok Make Payment to submit payment.

Canfirm Details
Plan Selecton: Individual Subscriber
Plan Amount: $79.00 per year
Credt Card: 3000(-X000C-X000C-X00C-1111 J

eXpresso Subscription Information:
By contnung, you agree 1o pay recurmng charges acconding to the term of your selection, ether monthly or annual,

Totak $79.00
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Upgrading Your eXpresso Subscription

If you would like to add more users to your eXpresso subscription, you can upgrade at any time.

Individual Plan Summary

Account Created:
Jul 13, 2009
Plan:
My Files Individual Subscriber (Annual
83l Choose Account Details from the left hand navigation bar. £ Compare Example plan)
() Demo Spreadsheets
") Favorite Spreadsheets
) Pro
) Sample Spreadsheets Upgrade to a Multi-User Account
Select your plan from the options in the drop down box and =) Shared Files
. ) eXpresso Spreadsheets Plans Users Monthly Annual
click Upgrade Now. >
Free Templates SPack | 5 |$75.00 [$3%0.00

10 Pack | 10 [$140.00| §750.00
 Recyde Bin 15Pack | 15 [$195.00($1080.00
OFie History Reports 25Pack | 25 [$300.00($1750.00

© Cell Tracking Reports 50Pack | 50 [$550.00/$3500.00

-~
& Access Controls

My Account Select Plan
5Pack -

" | Account Details

Upgrade Now

| Payment History

H Review the payment details and click Make Payment to com-

plete the transaction.

Please Confirm Your Payment Details
Please review your subscription details and dick Make Payment to submit payment.

Confirm Details

Flan Selection: 5 Pack 5Pack

Flan Amount: %$390.00 per year

Amount Due: $311.00 (prorated f‘n—slr\rment)
Credit Card: XK 20000-3000K- 1111

By continuing, you agree to pay requrring charges according to the term of your selection, either monthly or annual,

Totak £311.00 This credit card transaction

| Make Payment | | @ Cancel
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Manage Users

If you purchase a multi user subscription, you can add or remove users at anytime.

Add Users

Choose Manage Users under My Account.

Select the person you would like to add from your list of
eXpresso contacts and click Add. Or;

Elf the person you would like to add is not on your contact

list, choose Other Users from the drop down box.

Type the email address of the person you would like to
add. To add more than one person, separate the email

addresses with commas.

Ll Click Add.
[l Once you have added all of the users you would like,

click Save.
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Remove Users

Choose Manage Users under My Account.

Select the person you would like to remove and click Re-
move next to their name.

E Once you have removed all of the users you would like,
click Save.
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Update Your Credit Card Information

If your credit card reaches its expiration date, or you would like us to bill another card for your subscription renewal, you can up-

date your credit card information.

Choose Payment History under My Account,

Click Update Card.

H Enter the new credit card number and/or expiration date.

Click Save.
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Exxpiration Date: Tip/Postal Code:
01 - Marwary ~ EEN ~ [s5203 ]
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Change Your Password

Choose Account Details under My Account.

Enter your old password.

E Enter your new password twice.
Click Save Changes.
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eXpresso Account Details Fields marked with an asterisk * are required.

General Account Information
Account Type: eXpresso Pro - 5 Pack
Frst Name: [ Amber : ] -
Last Hame: | Newman | *

]

Emal Address: amb [ Changs Emed Address |
Oid Password: | ]0 Eorgot Pagsaged |

Login Information

New Password: ] =

e I
Password: |

email: support@expressocorp.com
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Change Your Email Address

eXpresso uses your email address as your user name. You can change your email address at anytime. This will change the address

to which eXpresso alerts and notifications are sent and will also change your username. In order to change your email address, you

will also need to change or reenter your password.

Choose Account Details under My Account.

Click Change Email Address.

H Enter your new email address.
Enter your current password.

Enter a new password, or reenter your old password two

times.

n Click Save Changes.
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eXpresso Account Details Felds marked with an asterisk * are required.

General Account Information

Login Information J
Emad Address [ Change Emad Address ]9
OdPasswords | * [ForootPasswond]
il
Confirm [ | .
Password: |

[Save Changes |

eXpresso Account Details Fiekds marked with an asterisk * ar

General Account Information
Account Type: eXpresso Pro - 5 Pack

S —
Last Name: | Newman -

Login Information

Emai Address: | amber. P

Odeassword:[ansess  |((Eoranteacsnerd]

New Password: | sessss

conem s L5

Password:

of Cancel

Eroee] O

Cancel Automatic Renewal

Your eXpresso subscription will automatically each month if you have a monthly subscription or each year with an annual subscrip-

tion. If you do not want to renew your subscription for the next cycle, you can cancel your renewal.

Choose Payment History under My Account.

Click Cancel My Subscription.

E Yes to confirm.
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Are you sure you want to Cancel your subscription?
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