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Overview

Infusion IT team is updating your RDP file and password. This guide will walk you
through each step. This guide walks you through 7 steps. Take your time with each
one.

If you get stuck at any point, contact support and we will help you over the phone.

Step-by-Step Instructions

1 — Open the email from IT Support

You will receive an email from Jamie.hitchens@infusion.nz with a link inside it.
Link will look something like this https://share.lpassword.com/....
Click on that link to open it in your web browser (e.g. Chrome, Edge, or Firefox).

=\ 5 Important: This link will expire after a limited time. Try to use it on the same day you receive it.

2 — Confirm who you are

After clicking the link, a webpage will open and look like this:

© 1Password

Someone shared an item
with you.

To view it, you'll need to verify your email address.

Enter your email address

name:

Here is what to do:
*Type in your email address and press Enter.
*Check your email, a short code (6 numbers) will arrive within a minute.

*Type that code into the webpage and press Enter.

If the code doesn’t arrive within a minute, check your Junk or Spam folder
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3 — Download your connection file and copy your new password

Once you’ve entered the code, a page will load showing your RDP details:

0 1Password You need to do two things on this page:
Someone shared an it
wﬂ,ww_an = Download the RDP file
¢ Click the Download link — this saves the
You can view this fem until 13 file to your computer (usually in your

Downloads folder).

Copy your new password

¢ Your new password will be shown on the
same page.

¢ Click the copy button next to the
password (it looks like two overlapping
squares).

e The password is now copied — you'll
paste it in Step 7.

4 — If your browser warns you about the file — click Keep

Your browser may show a warning like this when the file downloads:

This is normal — it is safe to continue. Downloads

e ook for a button that says Keep or Keep
anyway.

¢ Click it to allow the file to download. Keep  Delete

l.rdp could harm your device. Do you ...

See more

@ This file comes from our IT team and is safe. The warning is just your browser being cautious.
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5 — Remove your old saved password

Check the connection file

e Go to your Downloads folder and find the
file you just downloaded will be named
your hosting code e.g (ZXZX010, ZXZXO11)

e Right-click on the file, then click Edit.

If it looks like the screenshot on the right —
check that the Allow me to save credentials
box is ticked (it should have a blue checkmark
like in the right image)
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% Remote Desktop Connection — *

| Remote Desktop
»¢ Connection

General Display Local Resources Experience  Advanced

Log-on settings
]k. Ertterthe name of the remaote computer

Lorpuite: hosted infusion nz:6484

Usemame: Infurgion n

You will be asked for credertialz when you connect.

B Allow me to save credentials

Connection settings

Save the curment connection settings to an ROP file or open a
l saved cannection.

Save Save As... Open_..

- =

&5 Remote Desktop Connection - % Part A — If instead it says “Saved
credentials will be used” — you need to
") Connection delete the old password:

Remote Desktop

General Digplay  Local Resources  Ewperience  Advanced

Log-on eettings
& Ertier the name of the remote computer.

used to conmect to this computer.
- these credertials,

Mways ask for credentials

Connaction ssttings

Save the cument conneclion s=ttings to an ADP file or open a
* saved connection.

Save Save As Open...

Click the delete link shown in the
window to remove the old password.
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Part B — Check the Gateway settings
There is a second place where your old password may be saved. You need to
check here too.

& 2=mote Deskiop Connectian 5 R Gateyey Server Settings X
| Remote Desktop | Remote Desktop
) Connection o / =4 Connection
¢ In the Edit window, click Geroral Ditpy | Lol Framroen | Evporencs, Advarend P
Serser ainenticabio Fulsavaticaly ol AD Gole way Sonad saliagi
the Advanced tab at the &g; Em"’f':“F“de"%"m’w_"‘_ﬂ’_n m:‘;:""" Les theas [0 Gonswimy earver satinge
S P - won

to p ::\u'.;\cnlbmnw:l s desemined by your sy e naTe bz sy hostsd Infusionsofisens oo e

« Click the Settings... S — e s
T Ehpaacs: L) Gy cosonne Tor il ki
button under “Connect Dordhae a0 B titewny s
Cornect from anpeh e
from anywhere“. 5 L'n'\li:_mwﬁ'mlnc of I Aevobe Desdop Lagon esti
o Gobeway when lan ng remalely, ~ T
. . W aemane Infusion LA R T
e A new window will open s oy S ol o b e s s A G s
T san ook or dedoiz feae credenta
like this: s auterdaston
i?i Lkat s wesh arzernant da e m i tha ranes e
= Hide Oiliors Connack Hep

o |f it shows “Saved credentials will be used”, click the delete link in that window.
e Click OK to close the Gateway window, then back to the General tab and check
that the Allow me to save credentials box is ticked, then Save.

& If you skip Part B, your connection may fail even after changing the password in Part A.

6 — Choose your connection settings

Double-click the RDP file to open it. A window will appear asking about your
connection preferences:

% Remote Desitop Connecion sccurty warning x Tick the boxes next to the options you
@) Verify the publisher of this remote ; normally use. Make sure to also tick
Remember my choices at the bottom so
you won’t need to do this again next
time.

This remate connection could harm the local or remote computer and may be used to steal passwords or
files. Make sure that you trust the publisher before you connect., [.2arn more.

% Publisher: ibs-rd y.hosted.infusionsoftware. co.nz
Type: Remote Desktop Connection
Remote computer: hosted.infusion.nz
Gateway server: ibs-rd hasted.infi o.nz

If you use an Eftpos device, make sure
Ports is ticked.

Allow the remote computer to access the folowing resources on my computer: Please

(] webAuthn (Windows Hello or security ke ?E|egt ports
: or Eftpos .
Si:and/ devices Then click Connect.

B printers

Changes to £ apply only to this connection launch.
18 Remember my choices for remote connections from this publisher

Connect Cancel
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7 — Sign in with your new password

A sign-in screen will appear like this:

credentials Here’s what to do:

5 will be uzed to conmect to the following

« co.nz (RD Gateway e Your username should already be filled
in. If not, type it in.

e Click into the Password box.

e Press Ctrl + V on your keyboard to paste

ool the password you copied in Step 3.
Co000000000 % e Tick the box that says Remember me.

Infusion e Click OK.

Remember me

You should now be connected!

Need help?

If anything on your screen looks different from the images in
the guide, give us a call, we’ll walk you through it.

* New Zealand: 03 977 3645
» Australia: 1800 260 686
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