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Logging in for the First Time 
 

STEP ONE:  
Locate the email & your temporary password 
 
When you check your email, you should see a message from “No Reply” titled Your 
Client Portal Account Information. 

 
 
In this email, you’ll find a temporary password as well as a button titled “Sign in to 
your account”. When you’re ready, press this button. 
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STEP TWO:  
Sign in with your temporary password, then create a new 
password. 
 
Once you press the button in the email, you’ll be redirected to our portal login page. 
Log in using your email and the temporary password sent to you (you can 
copy/paste this). 

 
 
Next, you’ll be prompted to enter your name, your old password (the temporary 
password sent in the email), and a new password. You’ll use your email and new 
password to sign into your portal in the future.  
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STEP THREE:  
Log into the portal with your new password. 
 
Once you’ve completed the form from the previous step, you’ll receive a message 
telling your that your password has successfully been updated, along with a button 
that takes you back to the login page. 
 
Follow that button and log in once again with your email, this time with the new 
password you just created. 
 

 
 
Congratulations! You’ve just logged into your Secure Client Portal for the first time! 
 
 


