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1 Step 1 — Open your account hub

The account page is your hub for everything on the platform. At the top, quick links take you straight

into Desk for compliance inquiries and Drills for daily practice — and you can join the waiting list for

Bench, which is coming soon. Below them sit your details, your plan, and your records; we will walk

through each.
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2 Step 2 — Check your details, plan and billing

Account details hold your name, email, organisation and preferred language. Below them, Plans and

billing shows exactly what you are subscribed to — here, Drills and the Compliance Desk are both active

— and Manage billing is where you upgrade, renew, or arrange access for your whole organisation.
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3 Step 3 — Your Desk file: every inquiry on record

Your Desk file lists every conversation you have had with the Desk, dated and titled, with its citations —

organised, searchable, and retrievable when the auditor asks. Select any entry to reopen that

conversation, or open Desk for the full file.
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4 Step 4 — Your training record: results as your team lead sees them

Your training record is the account view of your Drills work: modules completed and in progress, with

scores, pass results and dates — the same record your team lead sees. The detail lives in Training: My

Results is your report card, and the Foundations Report analyses where you are strong and where to

focus. Your Bench record will join this page when Bench launches.
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5 Step 5 — Open your settings

At the bottom, Settings is where personal preferences live — the daily flashcard email and donor-layer

display. Select Open settings to manage them.

Your account: plans, records and settings, step by step 6



6 Step 6 — Adjust your profile

On your profile you can switch on daily flashcards by email — a question a day to keep the reflexes

sharp — and set your donor compliance coverage. Press Save and the changes take effect immediately;

your display language is changed from the picker in the navigation bar, wherever you are on the

platform.
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