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Step: 01

Log into the admin portal using your admin credentials and select
the captcha

my@yide

edcost

—o0
o
e

Admin Portal Login " S . ﬁ

Email ID

aish+pear@edcast.com

Password l l 7 ':, ‘:'
Log into the admin portal usinéP :
\ |

your admin credentials and
select the captcha ’
LRC I 3 e

Remember Forgot Password? e

\/ I'm not a robot

¢
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Step: 02

my'wde = B Pear 4, Download Alshwarya

edcast

. Dashboard

@ ORGANIZATIONS APPLICATIONS @ USERS

S - > 3

Click the "Users" tab

@

# Domains

ght 0 - MyGuide by EdCas! Need any help, please il us at support@edcast com
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Step: 03

my@u'de = Bl Pear o, Download Alshwarya v

edeast

Avtar First Name Last Name Emalil ID Status Guide Role organi; Click on "Import User" i

Users Alshwarya Karanjkar aish+pear@edcast.com Active Administrator v Unas!

Segments

Domains

AP| Connector

Themes

Activity

User Pro

upport@edcast com
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Step: 04

myQUIde = B Pear &, Download Aishwarya v
e edcast
E Dashboard
L ] port U
W2 APIs & Services
i Applications Upload CSV File for Impor = +
Click the "Download Sample
i e | CSV" button
Manage Roles v
Users
Segnm
H Domains
API Connector t
- Send Bulk Email:
Activity
i Yes (») No
User Provisioning
y b { A 1a supporti@edcast com
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Step: 05

S &, Download v Alshwarya v

=
<
3 _!,
Q
[0}
I

& Import User

Upload CSV File for Import Users

% Manage Roles Downk ¢

Bg Users

Send Bulk Email:
Yes (=) No
Upload
The csv file will get downloadeﬁ" e ; ’ o
Need any h pliea 1l Suppori@eadcast co
to your system g -
B85 sample_1611300076.csv A e Show all n
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Step: 06

When you add segments for your MyGuide account, they are
visible in the csv file you download

s }

Insert  Pagelayout Formulas Data Review View Help  Q  Tell me what you want to do £, Share

‘-‘ X, Cut Z AutoSum - ;‘"f }
£l Copy

Paste . ol So A o o8 8 | Bl Meroe & Contar » | B » , +o w Conditional Formatas Good A X Insert Del Sort & Find &
¥ Format Painter L A Lot b & . ting = Table i . v . Clear Filter - Select =

Calibri -1 -|A A = - 42 Wrap Text General - i' #  Normal Bad €

- [¥] Fin =

cliphoard

@ POSSIBLE DATALOSS  Some features might be lost if you save this workbook i

Number Styles ce Editing

A B C D G H [} ) K L ™M N [o] P Q R s T

FIRST NAME LAST NAME  EMAIL ID ORGANIZATION ROLE | COUNTRY JOB ROLE

When you add segments for your
7 MyGuide account, they are visible in
8 the csv file you download

13 e

sample_ 1611301054 ¥ 4 v
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Step: 07

Make sure the entries you fill for the segments in this csv should
match the values you have added inside the admin portal

+

Make sure the entries you fill for the
segments in this csv should match the
values you have added inside the admin
portal

@

A B G D E F
FIRST NAME LAST NAME EMAIL ID ORGANIZATION ROLE COUNTRY JOB ROLE
lastname ~ username (Role 1 Australia developer

my@uide

by edcast

Page 08



Step: 08

my@uide — B Pear 4, Downioad v Alshwarya v

» edcast

E) Dashboard

% APls & Services

Applications Upload CSV File for Import Users

Manage Roles oad & pl

Users

&

) Domains After saving your csv file, you
need to upload it to the admin

o portal.
API Connector Q Click on "Browse" and select

your file

@

Send Bulk Email:
Yes (») No

User Provisioning

Activity

suppori@edcast
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Step: 09

myguide

wiedcast

I Pear &, Download v Aishwarya v

. » Import User

Upload CSV File for Import Users

Jownload Sample CSV
Manage Roles ‘ L2 ats b ‘

If you want to notify your users‘{-’
that they have been added to sample_1611301054.csv
MyGuide and their user IDs,

Rl soloct the radio button for - Yes. | st |

Domains This feature will send emails to
the users.

@

Send Bulk Email:
Yes () No

Otherwise, select "No" and clitfk
on "Upload” button

@

Import User File History | Retresh

Copyright € 2020 - MyGuide by se mail us al support@edcast.com
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Step: 10

In a short while, the users will get added. You can check the user
import history for the progress.

my@uide

wedenst

1l

B Pear 4, Download v Aishwarya v

E Dashboard

sample_1611301054.csv

=2 APIs & Services

122 Applications

In a short while, the users will &

%» Manage Roles get added. You can check the
Send Bulk Email: user import history for the
Users Yos (*) No progress.

@

L Segments Upload
@ Domains

ez} AP| Connector

Import User File History I Refresh

(P Themes
= Status Progress Creation Date
¥ Aclivity
. u Done 100% Fri, Jan 22, 2021
Qs  User Provisioning

Done 100% Fii, Jan 22, 2021

sl leed any helf mail us al support@edcast com
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Step: 11

]

I Pear &, Download v Alshwarya v

e

. Users

el O\ .‘. m

Gaea & First Name Last Name Email ID Status Guide Role Organization Role User Action

Go to users tab to see the
details of users added

Username Lastname username@email.com Activ Player v Role 1 v L |

- Alishwarya Karanjkar aish+pear@edcast.com Administrator v Unassigned v U & 4

opynght MyGuide by Ed( N any help, pl ail us at support@edcast com
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Thank you
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