
Setting up Your
Shared Services Agent

Meet Tom - he completed the ‘Create My Shared Services Agent’ in 10 
minutes, and his branded Shared Services Agent was live within the hour… 



Setting up your 
branded Shared 
Services Agent 

could not be easier

1. Click ‘Create 
My Free Shared 

Services ’ link on 
website

2. Submit email 
details, get access 
code and see form

3. Complete form 
and submit

4. Receive 
successful 

submission email 
confirmation

5. Go-Live 
Receive your link 
and workspace 

access No new tool
to learn
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Tom clicks the 
‘Create My Free 
Shared Services 
Agent ’ link on the 
website. Up pops 
the authentication 
link. Tom follows 
the instructions, 
receives a unique 
access code by 
email and submits
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Up pops the ‘Create My Free Shared Services Agent ’ form
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Tom 
completes 
section 1 
of the form
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Tom completes section 2
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Tom completes sections 3 and 4 and submits
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Tom receives 
an email 
confirming 
successful 
submission
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Within an hour Tom receives the details that takes the Shared Services Agent live
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It is that simple …

and everyone is 
happy!
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