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DEDICATED PHONE LINE

We provide a dedicated support phone line for New 
York Life Agents:  (801) 921-7368

Other support options include:

• Chat with our support team  
www.efilecabinet.com/chat

• Call our general support line  
801-374-5565

NOTE: WHEN TO GRANT ACCESS

Internal

To grant access to an internal (New York Life) auditor, 
follow the steps below. This process gives the auditor 
access to everything in the NYL Clients Drawer. Please 
also grant auditor access to the location(s) of any OBA 
files (outside of the New York Life cabinet). 

External

If you need to grant access to an external auditor (FINRA 
regulator, etc), don’t follow the steps below.  

Instead, contact NYL Compliance Vice President Scott 
Weinstein at 212-576-3831 or  
Scott_Weinstein@NewYorkLife.com for instruction.

Rubex Auditor Feature 
Instructions for Agents

Purpose
The Rubex Auditor feature grants access to New York Life Auditors so they can see documents they have 
requested to view. The feature allows the Auditor to perform audits on the system from a remote location. This 
document describes, for Agents, the process to grant access to New York Life Auditors.
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Instructions

A.  TO GRANT ACCESS TO A NEW YORK LIFE AUDITOR

1. Click on Admin under the menu bar to bring up the Administration menu.

2. Under Users and Groups click Guests.

3. Click Create Guest (in the top right corner) to begin the process.

a. Enter the Auditor/Guest’s Login (email address).

b. Enter Auditor’s Display Name.

4. Attaching Profile Information and Security Policy (optional settings)

a. Create your own profile of any additional data you’d like attached to the auditor guest user account 
(Full name, phone number, address, description, etc.). 

b. Add the profile information to the guest user account and fill out the information.

c. Create a security policy for the guest user account with your desired level of login security, includ-
ing password complexity, password change frequency, two-factor authentication, maximum 
session time, and other settings. 

5. When the account is set up with your desired settings, click Create.

6. The auditor will receive an email with instructions on how to login for the first time and create their 
password.

7. Rename your account to make it easy to find for Auditors.

a. In the admin section, click Settings.

b. At the top of this screen, find  Account Information Name.

c. Change this to your first and last name, or the name of your business.
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B.  TO SET WHICH DRAWERS THE AUDITOR WILL BE ABLE TO ACCESS

1. Click on the Drawer you want the Auditor to access  (left pane) [eg “Clients Drawer”]

2. Click Permissions (far right).

3. Click the plus symbol button to add Permissions.

4. On the Add Permissions screen:

a. Select the guest user profile to whom you’re 
granting access.

b. Check the box beside View permission.

By default permissions are granted to 
everything in the selected cabinet from step 
1 above. But you can alter the inheritance 
behavior to only grant access to specific 
items.

c. Click Save.

It may take a few minutes to apply permissions 
(depending on the size of your account). Once 
complete, you can tell your auditor they have 
access.

5. Repeat the above steps for any other drawers to be shared with an auditor.

6. Rename your account workspace to make it easy for the Auditor to find your account.

a. Right click on My Account in the left pane (next to the building icon).

b. Select Rename.

c. Type your first and last name or the name of your business here.

C.  SUSPENDING ACCESS

1. When your Auditor’s job is complete, you can revoke access at any time within the Guest User menu by 
either revoking all permissions from the user account, or by deleting the user account altogether by click-
ing the delete users button to the right of their name. 

2. Current user sessions within your account can also be viewed and suspended immediately. 
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