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1.0 Logging into the OrgAdmin Portal

To gain access to the portal, you must be a License Manager and have an account with
administration rights to the portal. Go to https://id.humanware.com/orgadmin and input your
credentials on the Sign in page (Figure 1). Once logged in, a dashboard will be shown with all license
management information available: User groups, Users, Invitations, and Licenses (Figure 2).

Sign in

[kEmaiI (user name) J

!'Valid email address is required
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2.0 Creating User Groups

At least one User group is required in order to invite users. One User group is generated by default
when your account is activated. You can change the nhame of the default group to something that
makes sense within your organization by clicking on its name, then clicking the Edit button, and
then overtyping the existing name. You can also add a Type (e.g., students, teachers,
administrators, etc.) and a Description (e.g., This group is for all LV students.) See Figure 3.

User Groups must have a license Entitlement assigned to them. In this case, it is Prodigi Software.

You can create additional groups by clicking Create on the Manage User Groups page.

EDIT USER GROQUP DETAILS

rame
Group for Org eceS5T4cc-5ed3-4590-bf46-44b35b422ace

Type

Description

Entitlements
B ENTITLEMENT s

B Ent-Prodigi Software-Demo

Selected: 1

Figure: 3

3.0 Inviting Users

There are several ways to invite a User to create an account and obtain their license. The easiest
method is to select Invitations from the menu on the left of the screen (Figure 4).

Orgadmin ProductMana... = @~
A Dashboard
MANAGE INVITATIONS
8 User groups
2
& Ysers Create search  p 3 B
& Invitations
_ STATE a RECIPIENT EMAIL » RECIPIENT NAME » USERGROUPS a ﬁu
Sl Licenses N = N -
Accepted eric.beauchamp@humanware.com Eric Beauchamp Employees of ProductManagement
m hwprodigiconnect@gmail.com eric [Employees of ProductManagement
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Accepted robert morselli@humanware.com Robert Morselli Employees of ProductManagement
Accepted roger.steinberg@humanware.com Roger Steinberg Employees of ProductManagement

Figure: 4
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Then click on the Create button. A popup window will show the following information (Figure 5):

e Recipient name field

e Recipient emailfield

e USER GROUP check box

e Assign Admin access check box
e (Custom Message field

INVITE USERS 3]
Recipients (1) Import CSV
eric (hwprodigiconnect@gmail.com) P ]

Recipient name Recipient email +

Invite user to selected user group(s)
8@ USERGROUP

8@ Employees of ProductManagement

Selected: 1

Assign Admin access

Message
Eric Beauchamp has invited you to create an account with

ProductManagement.

Figure: 5

Invitations can be sent one by one by entering the recipient's name and email address, selecting the
user group to which they will be added, and then selecting if they have administrator rights by
checking the corresponding box. Once all the information is entered and verified, the Invite button

can be clicked at the bottom right corner of the popup.
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Alternatively, a CSV file can be imported to invite multiple users simultaneously. The file must
contain two columns without any headers. The first column will contain the user's name (first and
last), and the second column will contain the user's email address (Figure 6). Save the CSV as
"Comma delimited." To import the file, click the Import CSV button near the upper right corner of
the popup window. Another popup window will appear to navigate and select the file.

ﬂ AutoSave (. Off) '9 v = Sample CSV User Import.csv

File Home Insert Draw  Page Layout Formulas Data  Review

& Cut | Aptos Narrow vl”‘l‘l v.| AN == |;|
pastEE@CDpy' B I U ~ v O A = = =
¥ &'yFormatPainter - - = - 0
Clipboard ] Font ]
111 v i fx
A B C D E
1 |Emily Johnson emily.johnson@example.com
2 |Michael Brown michael.brown@example.com
3 |Sarah Davis sarah.davis@example.com
4 |David Wilson  david.wilson@example.com

Figure 6

4.0 Assigning Licenses to Users

When a user accepts their invitation and creates an account, the license manager can reserve a
license for the new user. This is done by clicking the Licenses option on the left side of the screen
and then clicking the three dots in the last column of the new screen. (Figure 7).

Orgadmin ProductMana,.. ~ @~

:D“’S”b“’d MANAGE LICENSES

search Yo [ © &

STATE NAME ENTITLEMENT TYPE RESERVED SEATS: TOTAL SEATS: CONSUMED SEATS: AVAILABLE -]

- Prodigi_Software * ProductManagemen... seat 4 10 4 6

License details
Usage

Download license

Figure 7
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A smaller popup window will appear. Choose Usage from the available options, and a new window
will open (Figure 8).

PRODIGI_SOFTWARE = USAGE )
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USER RESERVED BLOCKED IN USE
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eric B <hwprodigiconnect@gmail.com= - [ Reserve ] [ Block ] x
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HWID:
- Block Ol T e i)

From: 6/11/24, 8:15:30
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Until: 7/11/24, 8:15:30
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Robert Morselli <robert.morselli@humanware.com= - - :::"’;‘mwslum__‘
2

rom: 6/6/24,4-09-35
P
Until: 7/8/24, 40935
P

Maryse Legault <maryse.legault@humanware.com=

F

rom: B:48:40
P
Until: 7/8/24, 4840
P

oo Lo

Figure 8

In the RESERVED column, click the Reserve button for each user you want to assign a license. The
button color will change to green for each. When finished, click apply.

5.0 Revoking Licenses

To revoke a user’s license and keep the user in the system, follow these steps (Figure 9):

In section 3.0 go to License, click on the three dots and then Usage.

In the popup click on the green Release button of the user that needs to be revoked.
Again, in the popup click on the Block button of the user that needs to be revoked.
Click on apply.

Click confirm on the next popup.

Al o

PRODIGI_SOFTWARE * USAGE <

B Available seats remaining: 7
USER RESERVED BLOCKED IN USE

Eric Beauchamp <eric.beauchamp@humanware.com= m Block X

Roger Steinberg <roger.steinberg@humanware.com= - Block X

Robert Morselli <robert.morselli@humanware.com=> [inactive Reserve ® Release X

Maryse Legault =maryse.legault@humanware.com= - Block X

Cancel

Figure 9
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If a user or users are not found in any tables shown, click the Refresh button found at the top right
of each window or popup, and the information will update. (Figure 10).

|
L=

Figure 10
Alternatively, a user can be removed from an organization, follow the following steps:

1. Select Users on the left of the portal window.
2. Inthe table, click the three dots at the end of the user's row to be removed.
3. Click on Remove from organization in the popup (Figure 11).

re.com e

re.ce Profile details
Groups

re.cc
Licenses
Download License

Assign Admin access

Remove from organization

Figure 11
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