
Section 1
Getting Started

Login Page
My Profile

Security Questions
Change Password
My Details

My Default Settings
Forgot Password?
Session Timed Out



Enter your Login ID and Password.

Click Sign In.



The first time you login, go to My Profile to 
set up your security questionsLogin takes you to your 

Favorites.



Set up a security question.  

Click Save



To change your password, enter 
your old and new password using 
the guidelines provided

Click Save



My Details tab displays information 
about your account.

You can upload a picture 
of yourself!  

Click Save to upload. 



Open My Settings page to update 
your Default Settings.



Save your changes.  
Favorites Page Defaults:

Locking /Unlocking Objects and Favorites are configurable 
options. You can select the following options:
• When locking a file, it will automatically link to the Favorites 

root folder.
• When unlocking a file, it will automatically de-link it from the 

folders in Favorites. Also, by selecting this function, 
associated file will be synced off.

Set your Default Settings here

Default Time Zone will be 
disabled. Application will show 
default system time for the user.

Workflow Defaults:

By selecting this option, when 
adding (+) step to a workflow, will 
automatically create a new row in 
the workflow grid.  

Sync Defaults:

Select this option to be able to 
open a file directly from the Tina 
Drive on downloading. By default, 
this box is unchecked.

Search Defaults:

Search will show results from 
inactive categories.  



If you forget your password, click 
here.  You’ll be sent an email link to 
verify your security questions and 
change your password

Note:  Your System Administrator 
can also reset your password



If  your session has expired, the Session 
Timed Out window will display.

Enter your password and click 
Continue.

You will be right back where you were 
and unsaved changes will be there.


