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Basic Operations of a Guide
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Step: 01

Hover over a guide and click the

I:l four dots
@
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Step: 02

If a guide has an icon showing the initials, it means the guide is
locked by the creator who worked on it

e If a guide has an icon showing the

initials, it means the guide is locked by
the creator who worked on it

Filters

Aishwarya
Aish+Pear@Edcast.Com

Only Aishwarya can edit this Guide

Add role & Edit

[7 Export

[ Export 1o GSY

Click the four dots and select
"Unlock" option

@
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Step: 03

Now the guide is unlocked and can be used by others to edit

Now the guide is unlocked and
can be used by others to edit

@

Are you sure to unlock this guide?
By doing so, all Creators will be able to
edit the guide and add steps to

E=l

Click "OK"

@
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Step: 04

To publish a guide, click the four dots and select "Publish" option

To publish a guide, click the four
% dots and select "Publish" option
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Step: 05

Publishing a guide makes it available for the player users and its
media files start processing

Publishing a guide makes it available
for the player users and its media
files start processing

@

Guide published successfully, media file(s)
will be available shortly

B

Click "OK"

@
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Step: 06

Similarly, you can unpublish it if

1 Export to CSV
|:| you want to edit the guide
Embed URL @
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Step: 07

To delete the guide, you need to unpublish it first

To delete the guide, you need to
. unpublish it first

~ 9
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Step: 08

Do you really want to delete this guide?

: ke

Provide confirmation by clicking
"oK"

@
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Step: 09

To make more copies of a guide,
click the four dots and then
"Copy" option
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Step: 10

Now click the plus icon as if you
want to add a new guide and
select the "Paste" option

@

M| Tutorial Guide

my@uide

Page 11



Step: 11

To move a guide, hover over it and notice a drag icon.
You have to drag the guide using that and drop it where you want

To move a guide, hover over it
and notice a drag icon.

You have to drag the guide
using that and drop it where you
= want

Drop this Guide here

[]
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Step: 12

Current Page

If you want to check the

configuration done for a guide
when it is published, you have
to click the four dots and select
the "View" option

@
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Step: 13

Edit Guide Add role

Guide Name *

Guide Description

Upload Thumbnail Image (recommended size 40X40 px)

s

Advanced Settings

Create Rules -

Click "Cancel" to go back

@

Q
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Step: 14

To view the activities related to a guide, click the four dots and
select "History" option

To view the activities related to a
guide, click the four dots and
select "History" option

s Q
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Step: 15

Here you can see the details

Here you can see the details

@

Field Original Value New Value Changed By Time

Publish Status Disabled Enabled Aishwarya Karanjkar 13/May/2020 5:38 AM
Publish Status Enabled Disabled Aishwarya Karanjkar 13/May/2020 5:35 AM
Publish Status Disabled Enabled Aishwarya Karanjkar 13/May/2020 5:34 AM
Guide Lock Enabled Disabled Aishwarya Karanjkar 13/May/2020 5:34 AM

Guide Lock Enabled Disabled Aishwarya Karanjkar 4/Mayi2020 12:37 AM

India

Advertising Business  About How Search works
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Step: 16

To download the media files of a
guide, go to the published guide

¢ Introduction to Salesforce &, and click this icon

¢

GuideMe ShowMe DoitForMe TestMe TeachMe

my @uide

terly Performance

45,01 s /

5."Tasks"

To assign a task or create a task please click here

my@uicee

rmance

my@uide

by edcast

Page 17



Step: 17

Introduction to Salesforce

Select the type of file you want
to download from here

@
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terly Performance

6."Tasks"

To assign a task o
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Thank You!
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