
Instructions 

connect – Log in and user administration (data protection) 
 
 

When you affiliated with our compensation office, you received a code for the set-up for a first log in 

/ user with administrator rights for connect. The installation of additional log ins and the 

authorisation assignment lies within the responsibility of the member. 

• An administrator has the right of substitution. With this right, any number of additional users 

can be installed and all the authorisations can be assigned. 

Different circumstances can lead to a situation where no log in is available or only inactive log ins e.g. 

from employees who left the company exist, and therefore no access to connect is possible. 

The following description is an instruction and support for different situations and constellations. 

 

Situation 1 
There is an administrator who resigns – they still work at the firm and can key in the successor. 
 
Attention: mobile phone number and contact with the new user necessary to create a two-step log 
in 
 

 

 
 
 
 

Key in successor 
 
The still active user can key 
in the successor. 
 

• connect 

• User administration 
(click on the 3 points 
on the top right) 

 

 

 
 

User administration 
 
Here you can edit or 
deactivate existing log ins 
(click on «Detail») and new 
log ins can be created (click 
on «Neu»). 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
The new user can be keyed 
in and the two-step log in 
created. 
 
please refer to instructions -
how to set up a multi-step 
log in OTP 
 

 

 

 
 

 
Departing employees with 
an active log in can 
deactivate it on their own on 
their last day at work. 
 
Go to user administration on 
your own profile on details 
and choose edit. Click on 
deactivate and save. 
 

Situation 2 
You don’t have an active log in anymore or the last log in belongs to an employee who already 
left. 
 
Contact the compensation office for the following possibilities: 
 

 

 

 
Order a new code from the 
compensation office so you 
can register again and create 
a log in. 
 
The code will be sent by 
mail. Notification of the code 
by e-mail or by phone is not 
possible for data protection 
reasons. 
 
connect@exfour.ch 
 

 
The compensation office will create log ins only in exceptional cases, and only on the basis of an 
official letter from an authorised signatory stating the desired authorisations. 
The compensation office will deactivate old / inactive log ins on demand, if no active administrator 
is registered anymore. 

mailto:connect@exfour.ch


Situation 3 
You would like to create a connect access for a fiduciary company or a deputy. 

 

 

a) 
An active administrator can 
create a log in for the 
fiduciary company (=> 
«Benutzerverwaltung & 
«NEU»). 
 

 

 

b) 
You don’t have an active log 
in (anymore): 
Order a new code from the 
compensation office and 
send it to the fiduciary firm. 
 
The code will be sent by 
mail. Notification of the code 
by e-mail or by phone is not 
possible for data protection 
reasons. 
 
The code will only be sent 
directly to the fiduciary firm 
on a written request by the 
member and on presenting a 
power of attorney. 
 
connect@exfour.ch 
 

Important: An access to connect for a fiduciary firm/a deputy allows the use of connect; for 
information over the phone or in writing a valid power of attorney must be provided. 
  

 
Other situation 
You have a technical problem when keying in users or creating a two-step login or you have 
questions concerning a core process (application, tasks or notifications). 
Contact us, we will be pleased to assist you also directly on the phone or by mail 
connect@exfour.ch. On our web site www.exfour.ch you can also tips and instructions. 
 

 

mailto:connect@exfour.ch
mailto:connect@exfour.ch
http://www.exfour.ch/

