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1. INTRODUCTION CLIENT PORTAL USER GUIDE

1. Introduction

The Client Portal allows nominated authorised staff (Administrators) to manage the allocation of licences to Users
for their company or organisation.

In addition, it allows client access to a record of payments and provides a history of staff usage of the Create
software product.

‘rﬁ Create Client Portal

Documentation

Consistent Content + Branding
Login
Login to access the portal.
Email: ‘James.Sm\th@abccorporatlon.d
Password: ‘..III.CCC.. |
Log In
Lost Password?
-
Presentation ) N Registered in Englﬁnt?l numbe_r 5334920 at Priory House, 45-51 High Etre_et. Reigate, Sumrey, RH2 SAE ) ) )
" SO| UUOnS ‘Copyright ® 2011 - 2015 Presentation Solutions Limited. All ights reserved. All other trademarks and registered trademarks are properties of their respective owners.
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2. Process

Set-up Procedure

Presentation Solutions Support set up a client company account in the Client Portal. In the first instance this will
include setting-up the billing groups, invoice addresses and an administrator.

Presentation Solutions will liaise with you, our client company, to agree the nominated Administrator/s and once
this account is set-up the Administrator may take over the management of the Client Portal. Administrators are
the only ones authorised to control licence and brand allocation and therefore control client expenditure, on

behalf of their organisation.

Presentation Solutions can in the first instance load the Client Portal with the details of each person who will have
Create installed (Users). This task can also be performed by the Administrator and users can be inputted
individually and for multiple users there is a Bulk Import function built into the Portal.
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2. PROCESS CLIENT PORTAL USER GUIDE

Licence and Registration Process Chart
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Definitions and Process

Data Collected The records that we keep are of enabled, active or deactivated users. At any time you
can view a record of anyone who could use the Create software (enabled), who is
using the Create software (active) or has stopped using Create (deactivated).

Create connects directly to a WCF (Windows Communication Foundation) web
service to validate licences. It transmits the following data collected by Create, in
XML form, for initial licence registration:

e Email address, first name, last name (entered by user)

e Domain name, user name, machine name, OS version, regional settings (provided
by Windows)

e Create and Office version numbers

e Create product and customer codes (from Create’s customisation files)

Then monthly for further licence validation and billing reports:

¢ Domain name, user name, machine name, OS version, regional settings
e Create and Office version numbers
e Create product and customer codes

Administrator Portal administrators are assigned by each company as people who have the authority
to:

e view, assign and edit user licences

e assign or revoke brand permissions

e generate user reports

e view and edit client and user billing information
e generate billing reports

Note: Billing is attached to the brand when a user registers. Where more than one
brand is used, two licenses will be applied and therefore two monthly subscription
charges.

Enabled Gives users the right to use Create software. Enabled Users are not active until they
register. You would change an active user status to enabled where you wish to
temporarily suspend the use of Create, e.g. during maternity or parental leave, or a
sabbatical.

Register A dialog box will appear in PPT, Word or Excel when a user, who has Create installed,
begins to use it. Users enter their name and email address, which must correspond
with this data on the Portal. The registration checks and validates the license on first
use and thereafter every 30 days.
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™



Active

Licensed

Unlicensed

Deactivated

Billing Period

All Users

User

Brands

Users who have activated the software licence by using it and registering their details
against a brand. Billing on the registered brand commences.

Users with permission to use the selected brand. Billing on this brand starts at this
point.

Users without permission to use the selected brand. Billing on this brand stops at this
point.

Users whose right to use Create software has been stopped. Administrators would
only apply this status to a user if they do not want the user to use the software
because they have:

e changed roles and no longer require the use of Create
o left the company

If you deactivate a user this will automatically unlicense them for any brand/s for
which they have been licensed.

It is possible to make a deactivated user active again so use this function if you think
that this person may want to use Create again in another role or if they return to this
role e.g. maternity leave or a sabbatical.

Any licence activated or deactivated will be invoiced for a whole calendar month, at
the point of registration; or unlicensed to the nearest month end. Deactivating a user
also removes all brand permissions.

View that shows Enabled Users (anyone who could use the software), Active Users
(anyone who is using the software), Deactivated Users (anyone who no longer has
the right use the software) and Trial Users (users who have the software licence for
trial purposes only).

An employee who is given permission to access and use Create software.

You may have more than one corporate or brand identity ("brand”) set up in Create.
This might be for different business units whose identity/look and feel is completely
different, or when you are rebranding and want to transition from one brand identity
to the other (e.g. Current brand, Old brand).

A user must register for each brand.

J Presentation’
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An administrator can give users the right to access a brand/s, but they are not active
until they register each brand.

Billing Group Each brand is assigned to an invoice billing group. Where a client wishes to have
invoices allocated to more than one contact/department/group within the company,
this can be handled by setting up multiple billing groups.

Reports Reports containing information about users, usage of the software and billing may
be generated directly from the Client Portal. Reports can be downloaded as CSV or
Excel files and saved.

Last Validated Every 30 days Create software needs to check an active user’s licence via the internet.
Access to the internet is required, however the user does not need to do anything as
Create will perform this task silently. If our web service cannot be reached, Create will
continue to work for another 7 days.

If our web service still cannot be reached, Create will continue to work for another 17
days, however users will see a warning informing them that they must connect to the
internet soon to validate their licence. This message will show once a day.

If after the 24 day grace period, the web service still cannot be reached, the user will
be unable to use Create until they have successfully validated their licence. The
Create tab is still shown but functions do not work.

Once internet access is re-instated Create will validate the registration for another 30
days.

Billing Period 1 calendar month. Regardless of whether a user registers on the first or the last day
of the month, the minimum billing period for that user will be one month.

Brand Permissions In the User Account details form for each user, you can give permission to allow
users to access a brand. There are only two options — Licensed or Unlicensed.

Licence Type There is only one kind of Licence Type available for clients — this is “Manual”.

Manual Manual licensing requires a personalised licence record to be set up on the licensing
database in advance of each user registering Create. The purpose of manual
licensing is to stop unauthorised users being able to register Create.

10 \f Presentation
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3. Licensing Methodology

Manual Licensing

Manual Licensing allows clients to control the allocation of licences to staff (users) within their company.

Names of users may be input into the Client Portal once entered this will prompt an activation procedure to allow
that person to load the software and commence usage.

This manual licensing method also means that the company or nominated Administrator can also deactivate a
user within the Client Portal and so commence a procedure to stop a user having access to the software and more
importantly stop the billing associated with this licence.

Licence Records

Records are kept of all client activity to verify actions to start and stop licences and thus to verify invoicing.

In addition, should a client instruct a member of staff in Presentation Solutions to undertake an action on their
behalf, an automatic record will be generated which records this.

Any actions in the Portal undertaken by an Administrator within a client company or Presentation Solutions on
the client’s behalf, will be recorded.

Registration

Create registration and subscription requires internet access at initial registration and then every 30 days to verify
the user is still using the licence. If our website cannot be reached within the 30 day period, Create will continue
to work for another 7 days after which the user will be shown a warning, informing them that they must connect
to the internet soon to validate their licence. For 17 days, if the user does not connect to the internet, they will be
shown a daily warning.

At the end of this 24 day grace period, they will be unable to use Create until they have successfully validated
their licence. The Create tab is still shown but functions do not work.

Once internet access is re-instated Create will validate the registration for another 30 days.

1 [ Presentation’
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

4. Managing Users

The Client Portal allows the Administrator to set up single or multiple users and edit user settings.

Setting up a Single User

1. On the Home page, in the Active User Management section, select the Set Up a New User button.

ACTIVE USER MANAGEMENT - where you may change future usage a
Search for a user: | | = I Set Up a Mew User I Bulk Impart New Users

The Create New User page will appear.
2. Inthe User information table complete the user’s details and define their billing group.

3. In the Brand permissions table on the same window, assign their brand access. Click Save to save your
changes.

CREATE NEW USER C
T T

User Information Cancel Changes
First name: *

[ Domain & User Name

This dsts is collected on is and is not editsble.
Surname: * |

[ |
Email: =

Cost cantre code:
[PsL1 |

User status:

[Enabled v
Biling group:
[Presentation Solutions

}
Brand permissions 3 t
End date (leave blank if not required)

Note: user Icences are chargad for any calendar
months during which the licence ks active

[ sorders 1
L L 1
[ Presentstion Sciutions Limited 1
O s bemo 1
O PS Dema 2 1
O Ps intemal 1
O esLuk ]
O psLus 1
[ Test Create Build 01 1

Go to the batiom of the Home psge for IT process ance licence is ensbled

Note: The majority of clients will only have one or two brands in the Brands Permissions window.

| 12 ‘\4 Presentation
t Solutions



4. MANAGING USERS

Bulk Importing Multiple Users

There are two ways to bulk import multiple users in the Client Portal — you can either paste a list into the text box
field or upload a CSV file. You can import up to 500 users each time, and each user will be added to the specified
billing group, therefore you can only import one billing group at a time during Bulk Import.

Setting up Multiple Users — as Text

1.

2.
3.

4.

5.

ACTIVE USER MANAGEMENT - where you may change future usage

Search for a user. ‘

| Go Set Up a New User Bulk Import New Users

The Import page will appear.

IMPORT FILE FORMAT

If you are importing using the text box, the fields
should be separated by a comma without spaces,
in the order: Firstname, Sumame, Emailaddress,
&3 shown below

Example Records:
Andy,Doe_ Andy@example.com
Barbara,Doe Barbara@example.com

If you are importing from a CSV file, it must be in
CSV format (neot in the Excel format xisx) and the
records should be set out in the first three
columng with no header row, in the order shown
below:

FILE FORMAT

Field Maximum Length
First name 50
Sumame 50
Email 100

“ou can download our example file from this link:
ExampleBulkimport.csv

Select the Billing Group for this batch of users.

Select the Brand Permissions for this batch of users.

IMPORT USERS

CLIENT PORTAL USER GUIDE

On the Home page, in the Active User Management section, select the Bulk Import New Users button.

You can import new users by either pasting the list into the text box below, uploading a CSV file, or by emailing your list of users to support@presentationsclutions.eu.

You can import up to 500 users each time, and each user will be added to the specified billing group. If you are using the text box below, each field should be
separated by a comma. If you are importing from a CSV file, the three fiekds represent the first three columns of data in the file, with no headings.

Upload CSV File:
Browse._

Billing Group:
Presentstion Solutions v 2

Brand Permission:

Oiro

O Borders
[ Presentation Solutions Limited

[JPs Demo

[Ps Demo 2

PS5 Internal

OpsLus

OpsLuk

[ Test Create Build 01

should be no spaces.

Andy,Doe Andy@example.com

Barbara,Doe, Barbara@example com

Click Import to import the users’ details.

Enter the single or multiple users. Each field should be separated by a comma, as shown below and there

\F Presentation
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1. MANAGING USERS CLIENT PORTAL USER GUIDE

Setting up Multiple Users — from a CSV File

Using this method you can import up to 500 users each time. When bulk importing via CSV, please note that you
can only select one Billing Group per upload, therefore your user list must be split into separate CSV worksheets
and uploaded separately, selecting the relevant billing group. If you are importing from a CSV file, it must be in
CSV format (not in the Excel format .xlsx) and the records should be set out in the first three columns with no

header row, in the order shown below:

C6 - f |
A B | C D E
1 Andy Doe Andy@example.com
2 Barbara Doe barbara.doel@example.com
3 James Bloggs JBloggsl@emailexample2.com

4

If your data isn't in the right format for bulk uploading, click the link below to open a sample excel worksheet
which you can use to enter the information of your users in the correct fields for uploading.

www.presentationsolutions.co.uk/downloads/client_portal/examplebulkimport.csv

To import multiple users from a CSV file:

1. On the Home page, in the Active User Management section, select the Bulk Import New Users button.

ACTIVE USER MANAGEMENT - where you may change future usage

Search for a user: ‘ | Go Set Up a New User Bulk Import New Users

The Import page will appear.

| W ‘\4' Presentation
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

2. Select the Billing Group for this batch of users.
3. Select the Brand Permissions for this batch of users.

4. In the Upload CSV File field, click the Browse button.

IMPORT FILE FORMAT O IMPORT USERS 1

Ifyou are importing using the text box, the fields *You can import new users by either pasting the list into the text box below, uploading & CSV file, or by emailing your list of users to support@presentationsalutions.eu.
should be sepsrsted by a comms without spacas, in

Y = *You can import up to 500 users each time. and each user will be added to the specified billing group. If you are using the text box below. each field should be separated by &
hown below comma. If you are importing from & CSV file, the three fields represent the first three columns of data in the file, with no headings.

Example Records:
Andy, Do Andy@example com

Barbars.Doe.Barbars@example.com

I you sre importing from & CSV file, it must be in
€SV formst {not in the Excel formst xisx) and the

records should be set out in the first three columns

with no header row. in the order shown below:

FILE FORMAT Upload CSV File:

Field Maximum Length | Browse.__
FEGIE @ Silling Group:
Surname 5o Presentation Solufions v 2
Email 100

Brand Permission:
You can download our example file from this link:

ExampleBulkimport.csv Oieo

Csarders
[OPresentation Solutions Limited 3
Ops peme

Ops Demo 2

OPs Intemal
OpsLus
OpsLuk

O vest Create Build 01

E =

5. Navigate to the file location for this batch of users and select Open.

& Choose File to Upload =]
@uvl J + Client Portal Names [ 4| [ Search Client Partal Names 0]
Organize Mew folder =~ Al @

7 Favorites o MNeme
| Data £ E] sampleBulkimport.csv

B Desktop
"] Recent Places

. Presentation Solutions

| Document Themes

| My Doc-Te-Help Projects
| PSL Config Tool Error Log
%% Drophbox

P Desktop

= lihraries ad < L E

File name: ExampleBulkimport.csv +  |AllFiles ) -

6. Your cursor will return to the Portal. At the bottom of the window, click Import.

7. When successful, you will see the message “you successfully added multiple new users using the bulk import
tool”.

You successfully added multiple new users using the bulk import tool.

Keep working with the portal

Bulk Import More Users View/Edit All Users Return to Dashboard

| 15 r Presentation
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

Please note when Bulk Importing:
If your list contains multiple billing groups, you must separate the information. You can only import one billing group batch at a time.
The brand to be assigned to users will be displayed when you upload the CSV file.

If you are having trouble with either of these methods, please contact support@presentationsolutions.co.uk.

Viewing Current Users

You can either search for a specific user or view a list of all current Create users in your organisation. This list can
then be filtered according to the licence status of the user.

Searching for an Existing User

1. Onthe Home page, in the Active User Management section, type in the last name of the user in the Search
for a user field and click Go.

ACTIVE USER MANAGEMENT - where you may change future usage 0

I Search for a user: | || Go Set Up a New User Bulk Import New Users

All users of the same name as the one you typed will appear in a new window.

Viewing all Users

1. On the Home page, in the Active User Management section, select the All Users button.

ACTIVE USER MANAGEMENT - where you may change future usage

Seachforsuser [ | Go  SetUpaMewUser  BulkimportNewUsers

Select All | Unselect Al Home
Email First Name Last Name User Name Domsin Biling Group Date Registered

=] kelly@fryway.co.uk Kelly Constantinou Mary C PCi2380 Presentstion Salutions 18/0212015 10:28

O emilymethven@linecne.nat Emily Methven michelle law LURCHER1 Presentstion Salutions 120032013 15:47

O  jim@stawbenyfields.conz dim Rowe Jim JimPC Presentstion Salutions 27/03/2012 20:28

O  jim@strewbenyhields.conz Jim Rows User User-PC Presantstion Salutions 15/03/2012 20:53

O dan@presentation.eu Dan Marks. Daniel Marks DanielMarks-PC Presentation Salulions 17I01/2012 17:22

Edit Selected Users  Deactivate Users Email Users  Email This View To Support

2. OR select Users from the page names at the top.

=

ACTIVE USER MANAGEMENT - where you may change future usage ]

Search for a user: | | Go Set Up a New User Bulk Import New Users

| 16 r Presentation
t Solutions


mailto:support@presentationsolutions.co.uk

MANAGING USERS CLIENT PORTAL USER GUIDE

DEFINITIONS O

. . S\ Enabled Users with Brand ows 5 Users
Enabled Users. pardthy Br.'and. Enabled Users without Brand
Shows users with permission to use the Select Al Unselect All Active Users
software but who have not yet registered Deactivated Users
but have been assigned a brand. Email First Last Name Tnal Users Brands
Enabled Users without Brand: Name
Shows users with permission to use the O amanda@strawberryfields conz Amanda  Colmer L4 Jim Jim-PC  Presentation Solutions: Biling 4
software but who have not yet registered Group B
cijtesnlassiynediabeand: [ alex@presentationsolutions.eu  alex constantinou ¢ Presentation Solutions: Biling 36
Active Users: Group A
Shows users who have the software O andy@example.com Andy Doe L d Presentation Solutions: Biling 1
licence by registening and using it. Group A
Deactivated Users: [0 barbara doe1 @example.com Barbara  Doe L4 Presentation Solutions: Biling 3
Shows users whose access has been Group B
e a.nd foibavencleuzent O jim@strawberryfields co.nz Jim Rowe L4 User User- Presentation Solutions: Biling 4
software licence. PC Group A
Trial Users:
Shows users who have the software Creaie NewUser|( Export  Manage Users

licence for trial purposes only

All Users:
Removes all filters and shows all of the
above.

USER SUMMARY O

SUMMARY

Active Users 2
Enabled Users 5
All Users 7
No of Brands 9

3. The View/Edit Users page will appear. Select the Show dropdown arrow to choose the status of users that
you wish to view. This will filter the list of users depending on your selection:

Enabled Users with Brand — shows users with permission to use the software but who have not yet
registered but have been assigned a brand

Enabled Users without Brand — shows users with permission to use the software but who have not yet
registered or been assigned a brand

Active Users — shows users who have the software licence by registering and using it
Deactivated Users — shows users whose access has been revoked and who have no current software licence
Trial Users - shows users who have the software licence for trial purposes only

All Users — removes all filters and shows all of the above.

Note: The list of users can be sorted in alphabetical order by clicking on the column headings, for example to sort users by First Name, click
on the First Name column heading.

Email First Name Last Name Enabled

elijah@presentationsolutions.eu Elijan Benjamin L4
nicholas@presentationsolutions ey Nicholas  Henry v
carson@presentationsolutions.eu Carson Hudson v

"4

sebastian@presentationsolutions.eu  Sebastian  Hunter

| 7 ‘\4' Presentation
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

Editing One User

1. On the Home page, in the Active User Management section, select the All Users button.

ACTIVE USER MANAGEMENT - where you may change future usage

Seachforsuser [ | Go  SetUpaMewUser  BulkimportNewUsers

Select All | Unselect Al Home
Email First Name Last Name User Name Domsin Biling Group Date Registered

=] kelly@fryway.co.uk Kelly Constantinou Mary C PCi2380 Presentstion Salutions 18/0212015 10:28

O emilymethven@linecne.nat Emily Methven michelle law LURCHER1 Presentstion Solutions 120032013 15:47

O  jim@stawbenyfields.conz dim Rowe Jim JimPC Presentstion Salutions 27/03/2012 20:28

O  jim@strewbenyhields.conz Jim Rows User User-PC Presentstion Salutions 15/03/2012 20:53

O dan@presentation.eu Dan Marks. Daniel Marks DanielMarks-PC Presentation Salulions 17I01/2012 17:22

Edit Selected Users  Deactivate Users Email Users  Email This View To Support

2.  OR select Users from the page names at the top.

ACTIVE USER MANAGEMENT - where you may change future usage O

Search for a user: | | Go Set Up a New User Bulk Import New Users

3. To edit one user click on the email of the person you wish to edit in the list, their record details will be
displayed.

Email First Name Last Name Enabled User Name Domi
O eljah@presentationsolutions.eu Elijan Benjamin v
[ nicholas@presentationsolutions.eu  Nicholas Henry L4

18 Presentation
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

EDIT SAM BROWN

Desactivate User EI Fancel Changes

User Information Domain & User Name

First name: * This data is collected on regi ion and is not editable.
‘Sam | |

Surname: *

[Brown |

Email: *
sbrown@emailexample2.com |

Cost centre code:

[PsL1 |
User status:
‘ Deactivated
Billing group:
‘Presentatmn Solutions: Billing Group A

Brand permissions

End date (leave blank if not reguired)
Mote: user licsnces are charged for any calendsr
months during which the licence is active

[ sorders ]
O o 1
[ presentstion Sclutions Limited ]
O ps Demo l:l
0 psDemo2 ]
O S intemal 1
O psLuk 1
O psLus ]
[ Test Greate Build 01 ]

4. Make the changes you wish and click Save.

Editing Multiple Users

You can edit a number of user records at once. You can modify their account status or billing group and brand
permissions or deactivate multiple users.

1. On the Home page, in the Active User Management section, select the All Users button.

ACTIVE USER MANAGEMENT - where you may change fufure usage

Seachforsuser | | Go  SetUpaMewUser  BulkimportNew Users

Select Al Unselect Al Rows
Email First Name Last Name User Name Domsin Billing Group Date Registerad

O  kely@iyweycouk Kelly Canstantineu Mery C PC12360 Fresentstion Solufions 18/02/2015 10:28

[m] emilymethven@lineone net Emily Meathven michelle law LURCHER1 Presentstion Solutions 12/03/2013 15:47

O  jim@strewsermyfelds canz Jim Rowe Jim Jim PC Fresentstion Solufions 2732012 20:28

[m] jim@strawbemyfields co nz Jim Rowe Usar User-PC Presentstion Solutions 16/03/2012 20:53

0  can@eresentstion.=u Dan Marks Daniel Marks DanisiMarks-PC Presentstion Solufions 17012012 17:22

it Selected Users | Deactivate Users Emeil Users | | Email This View To Support

2. OR select Users from the page names at the top.

ACTIVE USER MANAGEMENT - where you may change future usage H|

Search for a user: | | Go Set Up a New User Bulk Import New Users
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4. MANAGING USERS

CLIENT PORTAL USER GUIDE

3. To edit multiple users, check the users you wish to edit all at once in the list.

4. Then click the Manage Users button at the bottom of the window.

DEFINITIONS

Active:

Users who have activated the software licence by
using it.

Enabled:

Users with permissicn enabled to use the
software.

Deactivated:

Users whose access has been revoked and who
have no software licence

USER SUMMARY

SUMMARY

Active Users o
Enabled Users 4
All Users 15
Mo of Brands 1

SEARCH FILTER

S BY

ol E
A
[=
w
m
A
A
I [

SHOW ALL USERS
BILLING GROUPS & BRANDS

ABC Corporation Inc 0

VIEW / EDIT USERS

Show [Enabled Users without Brand V| Rows[30 V] 11 users

Select All Unselect All
Email First Name Last Name Enabled User Name Domain Billing Group Brands
eljah@presentationsolutions.eu Elijah Benjamin L ABC Corporation Inc 0
sebastian@presentationsolutions.eu Sebastian Hunter L4 ABC Corporation Inc o
miles@presentationsolutions.eu Miles Isaiah L ABC Corporation Inc 0
john@presentationsolutions.eu John Sebastian v ABC Corporation Inc o
X alex@presentationsolutions.eu Alex Thomas L ABC Corporstion Inc 0
I\n:Ulr@preserlau:)rscluti:)rs.el, Lincoin Tristan v ABC Corporation Inc o
‘adam@presentationsolutions.eu Adam Tyler L4 ABC Corporstion Inc 0
] luke@presentationsolutions.eu Luke William v ABC Corporation Inc o
(] charlie@presentationsolutions.eu Charlie Wyatt L 4 ABC Corporstion Inc 1]
] nolan@presentationsolutions su MNolan Kavier v ABC Corporation Inc o
O issish@presentstionsolutions.eu Isaiah Zachary L4 ABC Corporation Inc 1]

EEE oot I Mznage Users | I

5. The Manage Users page will appear. Make the changes you wish and click Save.

MANAGE USERS

Any changas you make here will spply to sll of the users
listed below. Check the box st the top of esch section to
edit s details.

Mote that changing the users' biling group will resit in
the crestion of new user records snd the old user records
being deactivated. If you wish to fransfer s user, slong
with their licence history. fo & new biling group go to the
User Account page instesd.

SELECTED USERS

Email

jayden@presentstionsolutions.eu
connor@presentstionsolufions.eu
coopen@presentstionsolufions.eu
chese@presentstionsolutions.eu
muhsmmad@presantationsolutions.eu

camden@presantationsolutions. eu

ACTIONS

[ Modify Account Status

Account Status:

[Ensbled

[ Medify Biling Group

Billing Group:
[2aBC Corparation Inc
O Modify Brand Permissions.
End date (leave blank if not required)
Note: Uger Bences are changd for any calendar
manthe during which the licence Is 3csve
0 ssccom —— 1 O
Disable Users  Reset Domain Details Cancel

6. You will see the message "You successfully edited user details”.

You successfully edited user details.

Keep working with the portal:

SetUp a New User  View/Edit All Users Home

| 20
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4. MANAGING USERS

Deactivating Multiple Users

1. On the Home page, in the Active User Management section, select the All Users button.

CLIENT PORTAL USER GUIDE

ACTIVE USER MANAGEMENT - where you may change future usage

Seachforsuser [ | Go  SetUpaMewUser  BulkimportNewUsers
Select All | Unselect All
Email First Name Last Name User Name Domsin Biling Group Dsta Registered

O  kely@iyway.couk Kelfy Constantinou Mary C PC12280 Presentstion Soluians 18/02:2015 10:28
O  emiymetmen@ineonenat Emily Methven michalle lw LURCHERT Presentston Solutons 12032013 16:47
O  jim@strawberryfekds.conz Jim Rowe Jim JimPC Presentstion Soluions 27I03/2012 20:28
O  jm@strawoerryreids.conz Jim Rows Usar User-PC Presentstion Solutons 18032012 20:63
0  dan@presenistion.eu Dan Marks Daniel Marks DanielMarksPC Presentstion Solutians 17012012 17:22

Edit Selected Users

Desctivate Users

2. OR select Users from the page names at the top.

ACTIVE USER MANAGEMENT - where you may change future usage

i
e

Search for a user. |

| Go SetUpaNe

3. To edit multiple users, check the users you wish to edit in the list.

4.

DEFINITIONS

Active:

Users who have activated the software licence by
using it.

Enabled:

Users with permissicn enabled to use the
software.

Deactivated:

Users whose access has been revoked and who
have no software licence

USER SUMMARY

SUMMARY

Active Users o
Enabled Users 4
All Users 15
Mo of Brands 1

SEARCH FILTER
| |

TER USERS BY

SHOW ALL USERS
BILLING GROUPS & BRANDS

ABC Corporation Inc 1]

| 21

VIEW / EDIT USERS

w User

Bulk Import New Users

Then click the Manage Users button at the bottom of the window.

Email Users  Email This View To Support

Show [Enabled Users without Brand V| Rows[30

~] 11 Users

Select All Unselect All
Email First Name Last Name Enabled User Name Domain Billing Group Brands
elijahi@presentationsolutions.eu Elijah Benjamin L4 ABC Corporation Inc o
sebastian@presentationsolutions.eu Sebastian Hunter L4 ABC Corporstion Inc 1]
miles@presentationzolutions.eu Miles Isaiah L 4 ABC Corporstion Inc 1]
john@presentationsolutions.eu John Sebastian v ABC Corporation Inc 1]
alex@presentationsolutions.eu Alex Thomas L ABC Corporation Inc 0
Im:ﬂlr@pressrtamrsclutiors eu Lincoln Tristan v ABC Corporation Inc o
‘adam@presentstionsolutions eu Adam Tyler L4 ABC Corporation Inc o
O luke@presentationsoluticns.eu Luke William L4 ABC Corporstion Inc 1]
(] charlie@presentationsolutions.eu Charlie Wyatt L 4 ABC Corporstion Inc 1]
O nolan@presentationsolutions.eu Nolan Kavier v ABC Corporation Inc 1]
O isgish@presentationsolutions.eu Isaiah Zachary L ABC Corporstion Inc (1]

- - I Manage Users | I

Presentation
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

MANAGE USERS O ACTIONS ]

Any changes you make here will apply to
all of the users listed below. Check the
box at the top of each section to edit its

[ Modify Account Status

Account Status:
Cetailsr [Enabled
Note that changing the users' billing group
will result in the creation of new user
records and the old user records being [ Modify Billing Group
deactivated. If you wish to transfer a user,
along with their licence history, to a new Billing Group:
billing group go to the User Account page [ABC Corporation Inc
instead.

[ Modify Brand Permissions
SELECTED USERS O

End date (leave blank if not required)

Email Note: user licences are charged for any calendsr
elijah@presentationsclutions.eu SRS e
sebastian@presentationsolutions. eu [ ABC Comp [ ] O Trial

john@presentationsolutions.eu

e e e A ' Deactivate Users | Reset Domain Details T

5. The Manage Users page will appear. Select Deactivate Users. The following dialog will appear:

Message from webpage @

— . .
@eN Are you sure you want to deactivate these users and cancel all active
VY licences?

| ok || cancel |

6. Click OK, and when successful, the following message will appear and the licences will be cancelled.

You successfully removed the selected users and cancelled their licences for Create™.

Keep working with the portal:

Remove Another User View/Edit All Users Return to Dashboard

Exporting a List of Users

You can export a list of users, based on the various filters, to an Excel file:

1. Select Users from the page names at the top.

=

ACTIVE USER MANAGEMENT - where you may change future usage 1

Search for a user: | | Go Set Up a New User Bulk Import New Users
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

2. Select the filter you wish to apply from the Show dropdown.

Enabled Users with Brand

Enabled Users without Brand
Select All Unselect All Active Users

Deactivated Users

Trial Users

Email First Name Last Name Enabl 4201 Users

[ nicholas@presentationsolutions.cu Nicholas Henry L B3 Users tion Inc 1
O carsoni@presentafionsolutions.eu Carson Hudson L4 pay=lm L.Elﬁl;lion Inc 1
O jasoni@presentationsolutions_eu Jason lan L ABC Corporation Inc 1
O landen@presentationsolutions.eu Landon Izaac L4 ABC Corporation Inc 1

Create New User l Export I Manage Users

3. Select Export.

4. The Portal will offer you the ability to open the CSV Microsoft Excel file or you can select to Save the file. At
this point you may wish to change the file type from a CSV to an XLS.

Message in Internet Explorer

Do you want to open or save Users_201506101005.csv from client.presentationsolutions.eu? Open Save | T Cancel x

Dialog in Firefox

AT Users_2l]150605143_ =5

You have chosen to open:

EL] Users_201506051432.csv
which is: Microsoft Excel Comma Separated Values File (2.1 KB)

from: https://client.presentationsolutions.eu

What should Firefox do with this file?

) Openwith | Microsoft Excel (default)

@ : Save File

7] Do this autormatically for files like this from now on.

Assigning Brand Access to a User’s Profile

Your company may have more than one brand set up in Create. This might be for different business units, or
when you are rebranding and want to transition from one brand identity to the other (e.g. Current brand, Old
brand).

Each time a user registers a brand it represents a single licence in Create, which the user can access on multiple
PCs.

When you deactivate a user it stops all licences associated with that user.
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4. MANAGING USERS CLIENT PORTAL USER GUIDE

To assign brand access:

1. Click the user's email address in the user list on the Home page and in the Edit window that appears, check
the brands that should be made available to the user and Save your changes.

EDIT SAM BROWN |
Desetivate User Cancel Changes

User Information Domain & User Name

First name: * This data is on ion and is not editable.
|Sam | |

Sumame: *

[Brown ]

Email: *
|sbrawn@ema|laxamplaz com |

Cost centre code:

[PsL1 |

User status:

|Daactwated

Billing group:

|Presentahon Solutions: Billing Group A

T
Brand permissions

End dste (leave blank if not regquired)
Mote: user licences are charged for any calendsr
months during which the licance is sctive

Ml Borders L

IPD L 1

[ Presentation Solutions Limited I:'

O Ps pemo ]

O Pspemo2 L

O Ps Intemal L 1

0 estuk L 1

O PsLus ]

[ Test Crese Build 01 ]

See Adding Users to a Billing Group for more information.
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5. Billing Information

What is a Create Licence, and how does the Billing
Work?

A Create licence is an annual subscription which includes both the licence to use the software, and technical
support. Only users which you have pre-authorised through set up in the portal can access the software, giving
you complete control over your usage.

The number of active Create users is automatically recorded throughout each month.

If you Deactivate a user during any month they will still appear on the billing report for that month, however, they
will not appear on the billing report for the following month unless the Administrator makes them an Active User
again. Records of all users are still retained on the database for current invoicing and reconciliation of past
invoices.

When an invoice is generated for a new billing period the billing system will take the number of active users on
the last day of the previous billing period and use this figure to calculate the number of users and therefore the
invoice amount for the new billing period.

When are Licences Activated?

A user doesn't activate their licence until they start using with Create for the first time.

When they first use the software, they will be presented with a dialog to register their details. Once entered, the
server will check the Client Portal to see if they have a valid licence set and if they do, allow them to register and
begin using Create.

From that point on, the licence is Active and will count towards your organisation’s usage.

Setting up a New User

The diagram below summarises the process for setting up a new user:

User starts to use Create Licence is active
Administrator for first time, and is until the user is
sets up new user Create is installed prompted to register to disabled in the
in the portal on user's PC activate his/her licence portal by an
administrator
1
1
1 <4 5
1
Licence is inactive — does Licence is activated

not count towards
organisation total

You can set up users anytime in advance, but you will only pay for their usage once they actually start to use the
software.
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5. BILLING INFORMATION CLIENT PORTAL USER GUIDE

Full details of your licensing terms are included in your organisation’s Services Agreement with Presentation
Solutions.

Viewing and Downloading Billing Reports

You can see a list of Active Users each month by client under the Billing summary, by clicking the View link under
each month.

ABC CORPORATION INC ACTIVE USER REPORT: JUNE 2015

Generate Billing Report Export Current View Generate Detailed Export

A A S 0 N D J F M A M J
Billing Report | - View |
Active Users (ABC Bank) 216 210 221 224 197 199 204 209 21 192 198 191

Edit Billing Information

This summary report below shows one billing group, with multiple brands, with Active Users being the net Total
for all brands/active users.

BILLING - all records for information purposes only and canmot be edited |

SELECT DATES - invoicing is for active users only

Start dste (YYYY-MM)  End dste (YYrY-MM)
Last 12 Months | Previous 12 Months |2c|14_c|7 | |2|:|15_|]5 | Apply Dates

PRESENTATION SOLUTIONS (PSL1) ACTIVE USER REPORT: JUNE 2015

Generate Biling Report . Expont Current View  Generate Detailed Export

J A s 1o N D J F M A M J
PS Demo 1 1 1 1 1 1 1 1 1 1 1 1
Eiling Repart
PS Internal o 1] a ] 1] 0 1] 1 1 1 o o
Eilling Report
PSL UK 2 2 2 z 2 2 2 2 2 2 2 2

L)
[X]

ing Repart
Active Users 2 Zz 2 Zz Zz 2 3 3 3 2 I

Edit Billing Information
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5. BILLING INFORMATION CLIENT PORTAL USER GUIDE

If you have multiple billing groups, they will each appear as a separate line in the billing report, together with
the individual brands, should you have more than one.

ALL BILLING GROUPS - BY BRAND O

Export Current View Generate Detailed Export

J A 5 o] N (8] d] F M A M J
PS Demo 1 1 1 1 1 1 1 1 1 1 1 1
PS Internal 0 0 0 0 0 0 0 1 1 1 0 0
PSL UK 2 2 2 2 2 2 2 2 2 2 2 2
Active Users 2 2 2 2 2 2 2 3 £} 3 2 2

ALL BILLING GROUPS - BY BILLING GROUP O

Export Current View  Generate Detailed Export

J A S (0] N D J F M A M J
Presentation Solutions: Billing Group A 1 1 1 1 1 1 1 2 2 1 1
PS Internal 0 0 0 0 o 0 0 1 1 1 0 0
PSL UK 1 1 1 1 1 1 1 1 1 1 1 1
Presentation Solutions: Billing Group B 1 1 1 1 1 1 1 1 1 1 1 1
PS Demo 1 1 1 1 1 1 1 1 1 1 1 1
PSL UK 1 1 1 1 1 1 1 1 1 1 1 1

If you have multiple billing groups, there will be a filter for each billing group. If you click on the number of users
in any given group, you will see the report of Active Users for that period.

PRESENTATION SOLUTIONS: BILLING GROUP A (PSL1) ACTIVE USER REPORT: JUNE 2015

Generate Billing Report Export Current View  Generate Detailed Export

J A & [0] N D J F M A M J
PS Internal 0 0 1] 0 0 0 0 1 1 1 1] 1]
Billing Report
PSL UK 1 1 1 1 1 1 1 1 1 1 1 1
Billing Report
Active Users 1 1 1 1 1 1 1 2 2 2 1 1

Edit Billing Information

PRESENTATION SOLUTIONS: BILLING GROUP B (PSL2) ACTIVE USER REPORT: JUNE 2015 O

Generate Billing Report Export Current View Generate Detailed Export

J A = 0 N D J F M A M J
PS Demo 1 1 1 1 1 1 1 1 1 1 1 1
Billing Report
PSL UK 1 1 1 1 1 1 1 1 1 1 1 1
Billing Report
Active Users 1 1 1 1 1 1 1 1 1 1 1 1

Edit Billing Information

If you have only one billing group and one brand, then you will not see the option for billing groups or brands.
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5. BILLING INFORMATION CLIENT PORTAL USER GUIDE

Adding a Billing Group

At present, only Presentation Solutions can set up new billing groups. If you wish to set up a new billing group
please email us with the details for the new group. Administrators can change a billing group, however, please
note that when updating a billing group, this will only affect records going forward. You cannot retrospectively
amend the billing group.

Editing a Billing Group
Administrators may make changes to the address to which invoices should be sent.

1. Click the Billing navigation button, or on the Home page, navigate down the page to the Billing Report
section.

2. Click on the Edit Billing Information button and update the fields in the window that appears.

PRESENTATION SOLUTIONS: BILLING GROUP A (PSL1) ACTIVE USER REPORT: JUNE 2015

Generate Billing Report Export Current View  Generate Detailed Export

PS Internal 1] 0 0 0 0 0 1] 1 1 1 0 0
Billing Repart
PSL UK 1 1 1 1 1 1 1 1 1 1 1 1
Billing Report
Active Users 1 1 1 1 1 1 1 2 P 2 1 1

Edit Billing Information
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3. Once you have amended the billing group information, click the Update button to save the changes.

Billing Group Details

Billing group name
|Presentation Solutions: Billing Group B |

Client cost centre code
[PsL2 |

¥ Enabled

[J Default billing group

Invoice address

Contact name
|Ke|ly Maddren |

Contact email
[kelly@presentationsolutions.eu |

Contact telephone

Select existing address
[select address

Address ling 1
[charter House |

Address ling 2
|9 Castlefisld Road |

Address lins 3

Town
|Reigate |

State

Postcode/Zip code
[RH2 DSA |

Country
|United Kingdom

b

Adding Users to a Billing Group

You may have a single billing group for your entire company, or you may wish to categorise users into different
groups such as by location (e.g. London, New York, Chicago) or by department (e.g. Investment Banking, Capital
Markets, Strategy Consulting).

Adding a Single User to a Billing Group

1. Select the Users navigation button.

m

-]
1]
X

ACTIVE USER MANAGEMENT - where you may change future usage

Search for a user: ‘ ‘ Go Set Up a New User Bulk Import New Users

2. OR-On the Home page, in Active User Management, select the All Users button.
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3. Inthe list click on the email of the user you wish to edit.

Email First Mame Last Name Enabled
elijah@presentationsolutions.eu Elijah Benjamin L4
Vnicholas@presenlationsolulions.eu Nicholas Henry 4
-carson@presental\onsolut\ons eu Carson Hudson L
-sebastlan@presentat\onsolut\ons.eu Sebastian  Hunter v

4. In the Billing Group field, click on the dropdown to select the Billing Group.

EDIT ALEX THOMAS

Descivate User T

User Information Domain & User Name
First name: * This data is collected on registration and is not editable.
|Alex | ‘ ‘
Sumame: * Notes
Email: *

[Thomas |

alexi@presentationsolutions_eu |

Cost centre code:

User Type
User stafus:
|Enabled ‘Standard user
Billing group: MNote: select PS user if the user will never be billed for a licence. The user type cannot be changed once
[#BC Corporation Inc the user is created.
5. Click the Save button on the top right.
You will see this message when the update is successful.
You successfully edited user details.
Keep working with the portal:
SetUp a NewUser  View/Edit All Users Home
See Adding a Billing Group for more information
Adding Multiple Users to a Billing Group
Select the Users navigation button; OR
ACTIVE USER MANAGEMENT - where you may change future usage O
Search for a user: ‘ ‘ Go Set Up a New User Bulk Import New Users

2. On the Home page, in Active User Management, select the All Users button.
3. Inthe list check the users you wish to edit simultaneously.

4.  Then click the Manage Users button at the bottom of the window.
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DEFINITIONS | VIEW / EDIT USERS O
Active: Show |Enabled Users without Brand Vl Rulws|3D v‘ 11 Users
Users who have activated the software licence by
using it. Select Al Unselect Al
Enabled:
Users with permission enabled to use the Emiail First Name Last Name Enabled User Name Domain  Billing Group Brands
software. elijahi@presentationsolutions.eu Elijah Benjamin L4 ABC Corporation Inc (1]
Deactivated:
activate sebastian@presentationsolutions.eu Sebastian Hunter v ABC Corporation Inc o
Users whose access has been revoked and who
TEEITET I T miles@presentationsolutions.eu Miles. Isaiah L4 ABC Corporation Inc o
john@presentationsolutions.eu John Sebastian v ABC Corporstion Inc 1]
USER SUMMARY O alex@presentationsolutions.su Alex Thomas L 4 ABC Corporaticn Inc 0
SUMMARY lincoin@presentationsolutions.eu Lincoin Tristan L d ABC Corporation Inc 1]
Active Users 0 adam@presentationsolutions.eu Adam Tyler L ABC Corporation Inc 0
Enabled Users 4 [0 uke@presentationsolufions eu Luke William L ABC Corporation Inc 0
All Uzers 15 O charlie@presentationsolutions eu Charlie Wyatt L4 ABC Corporation Inc 1]
Mo of Brands 1 O nelan@presentationsolutions eu Molan Kavier v ABC Corporstion Inc 1]
(] issish@presentationsolutions.eu Isaiah Zathary L 4 ABC Corporstion Inc 1]

SEARCH FILTER O Create New User |  Export I Mansge Users I

| |

FILTER USERS BY

SHOW ALL USERS
BILLING GROUPS & BRANDS

ABC Corporation Inc 0

5.  The View/Edit Users page will appear. In the Actions Window, check the box Modify Billing Group. In the
Billing Group field, click on the dropdown to select the Billing Group.

MANAGE USERS ACTIONS O

Any changes you make here will apply to
all of the users listed below. Check the
box at the top of each section to edit its Account Status

details [Enabled

] modify Account Status

Note that changing the users' billing
group will result in the creation of new

user records and the old user records | M Modify Billing Group
being deactivated. If you wish to transfer

a user, along with their licence history, to Billing Group:

a new biling group go to the User Presentation Solutions: Billing Group A

Test

Account page instead. Presentation Solutions: Billing Group B

up until today's date because the user has moved

SELECTED USERS (O] Select this option to edit all the user’s existing records to be included in the selected billing group from the start

—_a

See Managing Users for more information.

Managing Domains

Domain information is collected automatically upon registration, per machine, per user and when we started
working with your organisation, we established how your organisation wished to control the domains of users.

1. Allowed domains where your organisation chose to restrict usage of Create on approved PCs within the
company domain; and

2. Allowed domains not enabled, where data is collected automatically.

Regardless of which method, all users will display the domain for the PC or laptop when they first register. Where
there is no information, this means that the user has not yet used or registered their version of Create.
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DEFINITIONS O VIEW / EDIT USERS =]
Enabled Users with Brand: Show [All Users ~| Rows[30 v| 13 Users
Shows users with permission to use the software

but who have not yet registersd but have been Select Al Unselect Al

assigned a brand. . - - -

Enabled Users without Brand: Email First Mame Last Name Ensbled User Name Domain illing Group Brands
Shows users with permission to use the software O mary@presentationsolufions. eu  Mary Collum L Mary C PC12368 Presentation Solutions: Billing Group & 0

buDl Wh: have not yet registered or been assigned O amanda@strawberryfields.conz  Amanda Colmer v Jim Jim-PC Presentation Sclutions: Billing Group B 4

& brand. 3 i
Active Users: [ slex@presentationsolutions.eu alex constantinou b4 Presentation Sclutions: Billing Group A 36
Shows users who have the software licence by O andy@sxample.com Andy Dog 4 Presentation Solutions: Biling Group & 1
registering and using it. - o o ] . =
Deactivated Users: O barbara doe1@example.com Barbara Doe | Z!lesentat\on Selutions: Billing Group B 3
Shows users whose sccess has been revoked O jim@strawberryfields.co.nz Jim Rowe v User User-PC Presentation Selutions: Billing Group A 4
and who have no cument software licence. O mary@example.com Mary White: L4 Presentation Sclutions: Billing Group A 0
Trial Users: h ] 5 -
Shows users who have the software licence for O jbloggs1@emailexample2.com James Bloggs X ?esentat\on Solutions: Billing Group A 0
trigl purposes only. O sbrown@emailexampls2.com Sam Brown ® Presentation Scolutions: Billing Group A 0
All Users: O andyd@eigroup.co.uk Andy Dalton X Presentation Solutions: Billing Group & 0
Removes all filters and shows all of the above. ) 5 T ) (] 3 .~

O dan@presentation eu Dan Marks = Daniel Marks] DanielMarks-PC  Presentation Solutions: Billing Group & 0
USER SUMMARY =] O emilymethven@lineons_net Emily Methven X michelle law | LURCHER1 Prezentation Solutions: Billing Group A 0
O a mitri@tryway co.uk Dimnitri Smith = Presentation Sclutions: Billing Group A 0

SUMMARY

A - ot | | umaga sas

Enabled Users 5

All Users 7

Mo of Brands 9

Allowable domains enabled
1. Users can only register from the domains set up on the list.

2. One user can register from multiple machines which are on different domains in the list. For example, if
domains are regional in ABC Corporation, a global organisation and a user moves from ASIAPAC to
AMERICAS they will be able to register in both domains and move between them freely as long as they are
both on the list.

3. If anew domain is required, this has to be added to the list before the user can register. For example, where
consultancy firms who might log on to their laptops locally (i.e. the domain name is the same as the machine
name), every new laptop must be entered into the portal before the consultant can register. To do this,
please contact support@presentationsolutions.co.uk and we will add the new domain for you.

Allowable domains not enabled
1. User can register from any domain on first registration.

2. Once registered, any subsequent registrations must be on the same domain as the first registration. In
the example of ABC Corporation, if user moves from ASIAPAC to AMERICAS they would not be able to
register in AMERICAS without their licence being reset. Only Presentation Solutions can reset their licence
and should they return to ASIAPAC, their licence would need to be reset again. Please send an email to
support@presentationsolutions.co.uk and we will reset their domain.

Adding a New Allowed Domain Name

If your organisation opted to restrict domains which will prevent people using Create on PCs that are outside of
Company's approved domains, but a user has changed domains and needs this adding, please contact
support@presentationsolutions.co.uk and we will do it for you.

Viewing a Domain and User Name

If your organisation has not opted for this functionality, the information is collected automatically on registration
and this field will be marked as uneditable/read only. If the user requires a change of Domain name (e.g. where
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a Laptop has a unique domain name and the user has changed laptops), this can be reset by us. To do this, please
contact support@presentationsolutions.co.uk and we will do it for you.

EDIT NICHOLAS HENRY

Deactivate User

User Information

First name: *

Domain & User Name

Cancel Changes

This data is collected on registration and is not editable

|N|-: holas

Sumame: *

Motes:

|Henry

Email: *

|n icholas@presentationsolutions.eu

Cost centre code:

User stafus

User Type

|Enablac

|St5nd5 rd user

Billing group:

[4BC corporation Inc

Report Definitions

Depending on the report, a number of columns will populate with some of the following fields.

Column Description

Reg. ID
Name
First name
Last name
User Email

Domain/User Name

Machine Name

Brand

Status

Billing Group
Cost Centre

Current Brand Licence Enabled

Brand Enabled By

Brand Registered

Date Brand Licence Registered
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The unique customer ID

Mote: select PS user if the user will never be billed for a licence. The user type cannot be changed once

the user is crested

The combination of the user’s first and last name currently stored against this user record

The combination of the user’s first and last name currently stored against this user record

The combination of the user’s first and last name currently stored against this user record

The user email address currently stored against this user record

The domain and user name captured when the Create application last registers or

validates the brand licence

The machine name captured when the Create application last registers or validates the

brand licence

The brand assigned to the user or empty if no brand has been assigned

The brand assigned to the user is either Active (in use), Enabled (Gives users the right to
use Create software) or Deactivated (Users whose right to use Create software has been

stopped)

The billing group to which the user is currently

An associated client code can be added and linked to a billing group.

A date value indicating when the current or last brand licence was assigned to a user (not

necessarily registered).

On manual licencing, where the licence is enabled via the Client Portal, this will record the
username of the user who enabled the brand licence. On auto licencing this will be left
empty as the brand licence is enabled via the product.

A date value indicating when the Create application very first registered or validated a

brand licence for this brand and user

A date value indicating when the Create application first registered or validated the

current or last brand licence

-
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Column Description

Version First Registered A value indicating the captured Create version number when the Create application first
registered or validated a brand licence for this brand and user

Current Version A value indicating the captured Create version number when the Create application last
registered or validated the current or last brand licence

Last Version Validated A version number indicating the version of Create that was validated.

Brand Licence Cancelled Count of total brand licences that have been cancelled (past, present or future). This will
not show a cancellation date if the user still has an active brand licence.

Current Brand Licence Cancelled By Where the licence is deactivated via the Client Portal, this will record the username of the
user who deactivated the brand licence.

Billable Whether the licence enabled or active is chargeable or non-chargeable, this field states
Yes. Note — you may see some of PSL staff entered here but these licences are set to No

Licence Last Validated A date value indicating when the Create application last validated the current or last

brand licence
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6. PORTAL ADMINISTRATORS CLIENT PORTAL USER GUIDE

0. Portal Administrators

Portal administrators can assign, view and edit user licences and billing details, and can generate reports. You can
add and remove administrators using the Administrators link at the top of every page. All billing administrators
can assign licences for any billing group or brand.

Setting up the First Portal Administrator

The first portal administrator has to be set-up by a member of Presentation Solutions Support team.

Managing Portal Administrators

Adding a Portal Administrator
To add a portal administrator:

1. Click the Administrators link at the top of the page.

ACTIVE USER MANAGEMENT - where you may change future usage

Searchforsuser | |  Go | SetUpaNewUser  BulkimportMew Lsers

The Manage Portal Administrators page will open.

PORTAL ADMINISTRATORS O MANAGE PORTAL ADMINISTRATORS O
Portal Administrators are able to view and edit Show [Enabled Users +|Rows [10 ~]
licences and billing details and can generate
reports. Email FirstName LastMName Billing Group Enabled
ports.
Kelly ABCCorp@presentationselutions.eu Kelly Maddren L4
michelle smith@abccorp.com Michelle Smith 4

Creste New Administrator || Sxport

2. Click the Create New Administrator button.

The Add Administrator page will open

PORTAL ADMINISTRATOR DETAILS ADD ADMINISTRATOR
Portal Administrators are sbie to view snd edit lisznces
and billing detsils and can generate reports. Bancel Changes

Administrator Information

Emil: *
[michetle. com

First Name: *
[Wichaiie ]

Last Name: *
[Smitn |

Account Status:

[Enabled Iv]

Passwords are case sensifive and must have at lesst one letter and one numeric digit and be between 3 to 30 characters in kength. with no spaces.

1. Enter the email, name, billing group responsibility (where applicable) and a password.
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2. Click Save to add the administrator.

Editing a Portal Administrator
To edit an existing portal administrator:

1. Click the Administrators link at the top of the page.

ACTIVE USER MANAGEMENT - where you may change future usage

Searchforsuser| | Go | SetUpaMewUser  BulkimportNewUsers

2. The Manage Portal Administrators page will open. Click on the administrator you wish to edit.

PORTAL ADMINISTRATORS O MANAGE PORTAL ADMINISTRATORS O]
Portal Administrators are able to view and edit Show \ Enabled Users V\ Rows \ 10 v‘
licences and billing details and can generate reports.
Email FirstName LastName Billing Group Enabled
Michelle.PSL@presentationselutions.eu Michelle Blackie 4
Michelle1.psl@presentationsolutions eu Michelle Blackie 4
michelle@presentationselution.eu Michelle Blackie i
dimitri_customer@presentationsolutions.eu Dimitri Constantinou L4
Timothy PSL@presentationsolutions eu Timothy Hamer L4
kelly@presentationsolutions eu Kelly Maddren v
emily@presentationsolutions.eu Emily Methven L4

Create New Adminisirator  Export

3. In the details field that appears, amend the information you wish.

PORTAL ADMINISTRATOR DETAILS ] EDIT MICHELLE PSL@PRESENTATIONSOLUTIONS EU

Portal Administrators are able to view and edit

licences and billing details and can generate reports. Deactivate Administrator  Audit Report ance! Changes

Administrator Information

Email: *
‘M\c helle. PSL@presentationsolutions.eu

First Name: *
\M\\:hslle |

Last Name: *
[Smith |

Account Status:

[Enabled

Billing Group:

[(an)

Password: =

Re-type Password:
\ |

Passwords are case sensitive and must have at least one letter and one numeric digit and be between 8 to 30 characters in length, with no spaces.

(If you leave the password fields blank when editing a user the password will not be updated.)

4. Click Save to update the selected administrator or Cancel if you wish to exit without saving the changes.
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/. Licence Error Messages and Meanings

Failed Registrations

When a user attempts to register or validate and receives an error message, this will be stored against their profile

and a report populated on the client portal Home page in the Recent Failed Registrations section.

RECENT FAILED REGISTRATIONS - where users have attempted to register but failed 1

Wiew All Activity

User Brand

Rows[5_v]

Comment Date

Domain not in allowed list. User: Michelle; PC: PC11668\PC11668; 31/03/2014 13:18
Name: Michelle Blackie; Email:

michelle@presentationsolutions.eu; Version: Create 5.4.0.3 Office

2007; IP: 151227 .174.234

User registered in different domain. User: Michelle; PC: 31/03/2014 13:04
PS\PC11668; Name: Michelle Blackie; Email:

michelle@presentationsolutions.eu; Version: Create 5.4.0.3 Office

2010; IP: 151227 .174.234

1. Click the View All Activity button to see a consolidated report of any licence-related problems people have
had and also any changes to billing groups or status.

PRESENTATION SOLUTIONS LIMITED ACTIVITY

~Previous | 1/2[3|4]5] Next— Rows
Audit Date Event Type Name Brand Comment
08/06/2015 14:32:24 Administrator deactivated Kelly Maddren
08/06/2015 13:40:04 User deactivated Sam Brown Michelle Blackie
08/06/2015 13:40:04 User deactivated James Bloggs Michelle Blackie
08/06/2015 13:40:03 Licence cancelled James Bloggs Presentation Solutions Limited Michelle Blackie
08/06/2015 13:12:29 User created Mary White Michelle Blackie
08/06/2015 13:12:28 User created Sam Brown Michelle Blackie
08/06/2015 12:38:40 Billing group changed Kelly Maddren
08/06/2015 12:31:46 Billing group changed Amanda Colmer Kelly Maddren
08/06/2015 12:30:25 Licence created Barbara Doe PSL UK
08/06/2015 12:30:25 Licence created Barbara Doe Borders

2. Click Export to export this as a report.

3. Orclick on an individual’'s name, to see their details, their licence history and the audit history.
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CLIENT PORTAL USER GUIDE

T
3
w

EDIT MARY WHITE

Dzactivate User

User Information

First name: *

Gancel Changes

Domain & User Name

This dats is collected on registration and is not aeditable.

[Mary

Sumame: *

[white

Email: *

[mery@example.com

Cost centre code:

[FaLi

User status:
[Ensbled [+]
Billing group:
|Presentstion Salutions: Billing Group A [+]
USER LIGENCE HISTORY
Erand First Registered Original Version Last Validated Latest Machine Lstest Version Type Deactivated
PS Internsl Unknown Unknown Standard
PS Demo 2 Unknown Unknown Standard
PS Demo 1770172014 82231 140772014 JIMPC Creste 8.4.0.32 Office 2010 Standard
PSL UK 270372012 2108 010172014 JIM-FC 23432 Standard

AUDIT HISTORY

Rows
Brand Action Comment Date
Billing group changed Kelly Maddren 03/03/2015 1231
PS Demo Validation succeeded Version: Create 2.4.0.22 Office 2010; IP: 121.08.152.162 14/07/2014 10:40
PS Demo Validation succeeded Version: Create 8.4.0.27 Office 2010; IP- 203.118.137.55 271082014 02:128
PS Demo Walidation succeeded Version: 8 3.3 31; IP: 121.98.166 24 20/04/2014 O7-55
PS Demo Validation succeeded Version: 8.2.2.21; IP: 121.80.161.221 1022014 0=:10

Resolving Licence Error Messages

Below is a list of the specific error messages that can be given, an explanation and instructions for portal
administrators on how to resolve these.

Error Message

Domain not in allowed list

User registered in different domain
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Instructions

Client is set up with a list of allowable domains. The user is registering from a
domain which is not on the list.

Seek authorisation from client that user can register from this domain and email
this instruction to support@presentationsolutions.co.uk, who will add the new

domain to allowable domains list.

Client does not use an allowable domains list. The licence using this email address
has been previously registered on a different domain.

Investigate with client why the user’s domain might have changed.

If there is a legitimate IT change either to the domain for all users on the
individual’s pc that is going to be permanent you may need to reset the user’s
licence.

This will occur more frequently with a client where the users log in locally to laptop
and therefore the domain matches the machine name. In this case, if the user
changes machine the domain name will change. Email an instruction to
support@presentationsolutions.co.uk, who will reset the users’” domain.
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LICENCE ERROR MESSAGES AND MEANINGS CLIENT PORTAL USER GUIDE

Error Message Instructions

Not licensed for this brand Client has more than one brand. User has a licence but not for the brand which
they are trying to register. Likely scenarios:

1. User has accidentally switched brand. Advise user to switch back to brand for
which they have a licence. They will then be able to continue working without
needing to reregister.

2. New user who doesn’t know how to select the brand which they wish to
register. Send user instructions on how to register correct brand.

3. User wants to use a different brand but has not got a licence. Authorise
additional brand licence.

4. User has been set up for the wrong brand, e.g. they want Brand B and their
brand licence is for Brand A and does not include Brand B. Authorise, if
required.

User disabled User had a licence but it has been deactivated. Reactivate user and ask them to
register again.

Licence cancelled User has a user licence record but the brand licence has been cancelled. User will
appear in list of “Enabled Users — Without Brands” rather than default user list
view which is “Enabled Users — With Brands”.

Seek authorisation from administrator who deactivated to reactivate. It is likely in
this case that the licence has been set up with an end date for an intern and the
user has continued working for the company longer than the expected end date.

Email address not authorised There is not a licence set up for this client which uses this email address. Likely
scenarios:

1. User has made a mistake typing in their email address. Check server for
successful registration as user may have immediately corrected their mistake.
If not, email user to ask them to try again with correct email address.

2. User does not have a licence for Create®. Seek authorisation following the
procedure in the client information workbook.

3. An existing user has changed their name and hence their email address, e.g.
married.

Invalid user name A user with this login name does not exist for client. Likely scenario:

1. The user has not registered before and has not entered an authorised email
address into the registration dialog.

2. Check whether the user has entered the same registration information as
stored the database (may be as simple as a typing error).
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Error Message Instructions

Email address assigned to another user Licence using this email address has already been registered by a user logged in
with a different login name. Likely scenarios:

1. User’s login name has changed for some reason. They may be logging on to a
different machine. Need to ascertain why the change and if it is permanent,
update their records.

2. Another user is attempting to register Create® using a colleague’s email
address. Set the user up with their own Create user profile. Note: Sometimes it
may be IT who are logged in with the wrong profile to attempt to register
Create® for a new user, but they should be using the actual profile to register
on a user’s behalf.

3. An existing user has changed their name and hence their login name, e.g.
married. Update their details.
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8. Installing and Troubleshooting Create

How do | get Create on a user’s PC?

How you install Create depends on your company’s IT policies.

Your nominated IT contacts for Create are listed on the portal Home page, under the Contacts section at the
bottom of the page. They will be able to advise you how to install Create, which might be through a download
link or using an internal deployment method (“packaged installation”).

You can update these details by clicking on the names of each IT contact.

My PC has been rebuilt and Create is no longer
installed

Install Create (or ask your IT consult to enable this for you) and select any item in the Create ribbon to prompt
the registration box to appear. Register as normal. As a licenced user you can have multiple versions of Create
installed on any company computer within your organisations domain.

One of my users is getting an error message when
trying to use Create

When a user attempts to register or validate and receives an error message, this will be stored against their profile
and a report populated in the Recent Failed Registrations section on the Home Page in the Client Portal. For a full
list of the errors, their definitions and how a Portal Administrator can resolve these, see the Section Licence Error
Messages and their Meanings.

Download link

At the bottom of the Home page is a link to download the latest version of Create for your organisation. This will
always be the latest version, even we you have recently updated your build.

If your organisation manages the installation locally (packaged), then this will be indicated here, together with
contact details.

There is also a link to download the latest installation manual for your Create version.
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SOFTWARE INSTALLATION N

Create® Installation directly from Presentation Solution's web server

This link can be used to install Create® for a new user. This link is fixed and will always download the latest version of Create® For
ABC Corporation Inc that is available at the time it is clicked. For more information download the installation guide. Section 3,

Installing Create®, covers installation from the Presentation Solutions web server.

I Download Create® I

Presentation Solutions Support

Our Support team are available throughout the year and can be contacted as follows:

Via Email

We recommend the first point of contact should be via email to our Support Helpdesk.

support@presentationsolutions.co.uk

Or telephone our UK or US office on the numbers below. In both offices, phones are answered 24x7, however
support queries will be responded to during Office business hours.

UK Office US Office

Tel +44 845 543 8228 Tel +1 312 283 8505
Chapter House, Willis Tower,

33 London Road, 84th floor,

Reigate, 233 South Wacker Drive,
Surrey, RH2 9HZ Chicago IL 60606
United Kingdom United States
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