STEPS TO CREATE AN EMAIL ACCOUNT ON YOUR IPAD

STEP ONE: CLICK ON SETTINGS:
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STEP 2: CLICK ON MAIL
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STEP 3: CLICK ON ADD ACCOUNT
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STEP 4: CLICK ON OTHER
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STEP 5: CLICK ON ADD MAIL ACCOUNT
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STEP 6: FILLOUT THE NEW ACCOUNT INFORMATION. THEN CLICK NEXT.

Cancel

Name First And Last Name

Email yourname@digitalacaforms.com <=

P; ord

Description Digital ACA Consent Forms

Put the email address provided to you by Lincoln Street Media
where the red arrow is. Then enter the password provided to
you by Lincoln Street Media.




STEP 7: CONTINUE FILLING OUT THE NEW ACCOUNT INFORMATION AS
SHOWN. YOU MUST FILL IN ALL THE BLANKS AS SHOWN. YOU MUST
PUT INFORMATION EVEN THOUGH IT SAYS OPTIONAL. IF YOU DON'T
PUT IN THE INFORMATION, IT WON’T WORK. THEN CLICK NEXT.
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Name First And Last Name
Email yourname@digitalacaforms.com e ———— Ffitér the email address provided to you by

Lincoln Street Media where the red arrow is.

Description Digital ACA Consent Forms

NCOMING MAIL SERVER

Host Name - mail digitalacaforms.com w79 5 1101 change the host name.

User Name  yourname@digitalacaforms.com Enter the email address provided to you by
Y 9 . <: Lincoln Street Media where it says User Name.
Enter the password provided to

*************
Password you by Lincoln Street Media

OUTGOING MAIL SERVER
Host Name mail.digitalacaforms.com -<::I Do not change the host name.

Enter the email address provided to you by
Lincoln Street Media where it says User Name.

User Name yourname@digitalacaforms.com e ——

Enter the password provided to

Password koo ok sk ok ok
you by Lincoln Street Media

AFTER CLICKING NEXT IN STEP 7, YOUR NEW EMAIL ACCOUNT WILL BE
CREATED AND YOU WILL NOW BE ABLE TO USE IT. HERE YOU WILL
RECEIVE ALL THE CONSENT AND REVIEW FORMS SUBMITTED BY YOUR

CLIENTS.



LOOK FOR YOUR EMAIL ACCOUNT ON YOUR SCREEN WHERE YOU HAVE
THE EMAIL ENVELOPE ICON. THIS IS WHERE YOU WILL GET YOUR
CONSENT AND REVIEW FORMS ONCE THE CLIENT HAS SUBMITTED

THEM.
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ONCE YOU CLICK ON THE ENVELOPE ICON AND OPEN YOUR EMAIL, IT
SHOULD LOOK LIKE THIS:
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Howdy! Some plugins have automatically view and use the confidential information provided by you in writing, electronically, or by
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® WordPress 4:47PM
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WordPress Yesterday * Providing ongoing account maintenance and enrollment assistance, as necessary,
[My Digital ACA Forms] New User Registra... « Responding to inquiries from the Marketplace regarding your Marketplace
New user registration on your site My Digital application.
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TO SAVE THE CONSENT FORM, CLICK ON THE ARROW IN THE LOWER
RIGHT OF THE SCREEN. LOOK FOR PRINT, THEN YOU CAN PRINT TO PDF
OR SAVE TO PDF. SAVE THE FORM IN A FILE THAT YOU HAVE CREATED
FOR THE CLIENT.



