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Step: 01

Visit admin.guideme.io and enter your credentials

Please note that only a Super Admin can add an organization
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Step: 02

Select the checkbox
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Step: 03

Click "Login with MyGuide"
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Step: 04

Click on "Organizations"
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Step: 05

Click on "Add Organization"
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Step: 06

Enter the organization's name
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Step: 07

Enter description
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Step: 08

Click on "Create"
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Step: 09

Organization has been created. 
A confirmation email will be received by the CSM
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Step: 10

Click your recently created organization
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Step: 11

Click "Edit"
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Step: 12

Enter the details accordingly and save

Page 13



Thank You!
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