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Training Library - How to manage user data
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(1) To manage your own user data click = on My Account and info.
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(2) Click My password to adapt your password.
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Navigation P

& supplierportal
£ Administration
5 My account and info
] My password
My user data
Company data - Marketplace
- Al accounts T manage
User data
Department responsibility
Contact Person
Requests

Received orders

Invoices

Deutsch  English  Slovenskj B30 Home Logout
Change password

A save ) Reset

Change password

) We have a new set of password rules in place:

32 Not one of the last 3 passwords
$2 Minimum of 8 characters

2 Minimum of 1 special character (not A-Z or a-z or 0-9 )
32 mi m of 1 number

$2 Minimum of 1 lower case letter and 1 upper case letter

Old password’

New password

New password (re-enter)

f Mot Secun

Lost password?

(3) Change your password here and save the changes.
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A save () Reset

Change password

& supplierportal

Administration

My account and info
My password

-tfp My user data

) We have a new set of password rules in place:

32 Not one of the last 3 passwords

imum of 8 characters

imum of 1 special character (not A-Z or a-z or 0-9 )
imum of 1 number

imurm of 1 lower case letter and 1 upper case letter

User data

Department responsibility
Contact Person
Requests
Received orders

Invoices

e

Lost pas:

(4) Click My user data to change them.
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£ My aceount and info
H My password

My user data
Company data - Marketplace
All accounts I manage

User data

Department responsibility
Contact Person

Requests

Datei  Bearbeiten Ansicht Favoriten Extras 7
Deutsch  English  Slovensky  #R37 Home  Logout
Navigation 7 User data

€ Back [ save

User data

First name* \ |

Last name* ‘ |

Gender* male () female

]

Country- Area-Code Number

Title

Telephone \ I[ Il

Mobile phene ‘ H ||

rax ol I

(5) Make all desired changes and save them.
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[=I-- [ Administration

- My account and info
My password

My user data

Contact Person

Requests

(6) To manage other users' data or to add new users click All accounts
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€3 Back [ save

User data

First name™ ‘ |

Last name™

Gender®

Title

Telephone ‘ H ||

Mobile phone \ Il |

Fax o I

I manage.
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@ Back [ save

User data

&5 supplierportal
First name™ ‘ |
& [ Administration

£ [5 My aceount and info Last name* \ |

My password

Gender* ® male O female
My user data

- Company data - Marketplace e

£ G All accounts I manage Country- Area-Code Mumber
! Telephone ] I
: Depagiment responsibility

Mobile phone ‘ H ||

Contact Persq

& [ Requests Fax \ I I

(7) Click User data to add users.
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() ADD user

'ﬁ Supplierportal Name Loginname
[=I-- [ Administration

=8 My account and info Doe, Jane Jane-Doe Jane.doe@test.com
H My password
My user data
Company data - Marketplace
B All accounts T manage

H Department responsibility
Contact Person

[ Requests

(8) Click & ADD user.
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€9 Back [ ADD

& supplierportal
B[ Administration
= [ My account and info
() My password
[ My user data
7 Company data - Marketplace
- All accounts T manage
-..[[m User data
... Department responsibility
-l Contact Person
[ Requests
-[im Received orders

[ Invoices

-7 Advice notes
<[ Tickets

.| Forecast

2}
+]
+]
[ Delivery call off
)
)
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ADD User

Login name*

Password™

First name™®
Last name*
Gender*

Title

Telephane
Mobile phone
Fax

E-mail*
Birthday (Long
format)

Main language

Decimal separator
Decimal places
Force relogin every
Short Date Format
Long Date Format
Short Time Format
Long Time Format

Time Zone

® O female
Country- Area-Code MNumber

English v

O .[poT] @ , [COMMA]

2 hours Vv

i

DD-MM-

<

DD-MM-YYYY
HH:MM
HH:MM

II

| Afghanistan / Kabul

Permissions

Motification

Department

®

O Notify user by e-mail for successfully reg
password}

[ administration
O Engineering

[J Human resources
O

[[] Logistics
[ P

(9) Insert the respective user data. Obligatory fields are marked by an asterix (*).
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User data

2 Back [ save

.

MNavigation 7

'ﬁ Supplierportal
=}~ ) Administration
B My account and info
My password
My user data
Company data - Marketplace
= All accounts I manage
User data
Department responsibility
Contact Person

[ Requests

[ Received orders

= Invoices

= Delivery call off

el Advice notes

- [ Tickets
Forecast

‘You are editing Jon Doe (Jon_Doe)

First name*
Last name™
Gender®

Title

Telephone
Mobile phone
Fax

E-mail*

Birthday (Long format)

Main language

le O female

Country- Area-Code Number

jon.doe@test.com ‘

)

I

English

I Decimal separator

O .[poT] @ , [COMMA] I

Decmal places
Force relogin every
Shert Date Format
Long Date Format
Short Time Format
Long Time Format

Time Zone

Permissions

Department

Administration
Engineering
Human resources
I

Logistics
Management
Marketing

Production

nooorROoOOon

Purchasing

(10) Choose the decimal separator which should be displayed for the new user.
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€3 Back [d save

& supplierportal
B[ Administration
= [ My account and info
() My password
[ My user data
7 Company data - Marketplace
- All accounts T manage
-l User data
-1 Department responsibility
-[1) Contact Person
[ Requests
(i Received orders

- Invoices

Advice notes

2}
+]
+]
[ Delivery call off
)
)

--E-E-E-E-E

<[ Tickets

.| Forecast

You are editing Jon Doe (Jon_Doe)

First name® ‘Jon |
Last name® ‘DOE |
Gender* ® male O female

Country- Area-Code Mumber

jon.doe@test.com |

Telephone

Mobile phone

Fax

E-mail*

Birthday {Leng format)

Main language English v

Decimal separator , [COMMA]
Decimal places

Force relogin every

Short Date Format W

Long Date Format v

Long Time Format

Time Zone

Permissions

Department

O Engineering
[J Human resources
O
Logistics
[] Management
[] Marketing
[] Production
1 Purchasing

(11) Select the according permissions.
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= [ My account and info
() My password
[ My user data
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- All accounts T manage
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-l Contact Person
[ Requests
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.| Forecast
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ADD User

Login name*

Password™

First name™®
Last name*
Gender*

Title

Telephane
Mobile phone
Fax

E-mail*

Birthday (Long
format)

Main language

Decimal separator
Decimal places
Force relogin every
Short Date Format
Long Date Format
Short Time Format
Long Time Format

Time Zone

Permissions

Motification

Department

® male (O female

L

Country- Area-Code MNumber

English v

O .[poT] @ , [COMMA]

2 hours Vv

i

DD-MM-

<

DD-MM-YYYY
HH:MM

II

HH:MM

| Afghanistan / Kabul

[ user
[] admin

Notify user by e-mail for successfully reg
ord)

[ Ammmistration
O Engineering

[[J Human resources
O

[[] Logistics
[ P

(12) Select the Notification box.
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€3 Back [d save
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B[ Administration
= [ My account and info
() My password
[ My user data
7 Company data - Marketplace
- All accounts T manage
-l User data
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-[1) Contact Person
[ Requests
(i Received orders

[ Invoices

Advice notes

2}
+]
+]
[ Delivery call off
)
)

--E-E-E-E-E

<[ Tickets

.| Forecast

You are editing Jon Doe (Jon_Doe)

First name®
Last name™
Gender*

Title

Telephone
Mobile phone
Fax

E-mail*

Birthday {Leng format)

Main language

Decimal separator
Decimal places
Force relogin every
Short Date Format
Long Date Format
Short Time Format
Long Time Format

Time Zone

Permissions

Department

[30n |

[Doe |

® male () female

L]

Country- Area-Code Mumber

jon.doe@test.com |

English v

, [COMMA]

‘ Afghanistan / Kabul

User

[ admin

[ administration
O Engineering

[J Human resources

[] Production
[1 Purch asing

(13) Select the according department.
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= [ My account and info
() My password
[ My user data
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. Department responsibility
-l Contact Person
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ADD User

Login name*

Password™

First name™®
Last name*
Gender*

Title

Telephane
Mobile phone
Fax

E-mail*

Birthday (Long
format)

Main language

Decimal separator
Decimal places
Force relogin every
Short Date Format
Long Date Format
Short Time Format
Long Time Format

Time Zone

Permissions

Motification

Department

® male (O female

L

Country- Area-Code MNumber

English v

O .[poT] @ , [COMMA]

2 hours Vv

i

DD-MM-

<

DD-MM-YYYY
HH:MM

II

HH:MM

| Afghanistan / Kabul

O Notify user by e-mail for successfully reg
password}

[ administration
O Engineering

[J Human resources
O

[[] Logistics
[ P

(14) Click I to add the user.

Created by WINKLER JULIA
Miba AG
3/4/2019

page 10 of 13



Training Library - How to manage user data

Innovation in Motion

B https://mibademo. pooldtool.com/portal/miba/?portal_lang=eng

O~ @ C | @3 mibademo.pooldtocl.com

Datei Bearbeiten Ansicht Faveriten Extras 7
Deutsch  English  Slovenskj &30 Home Logout
Navigation 7 user data

& e[ Eor]

& supplierportal
B[ Administration
= [ My account and info
) My password
| My user data
; Company data - Marketplace
- All accounts T manage
User data
Department responsibility
Contact Person

[~ Requests
.- Received orders
- Invoices
[ Delivery call off
[ Advice notes
[ Tickets

) Forecast

You are editing Jon Doe (Jon_Doe)

First name®
Last name™
Gender*

Title

Telephone
Mobile phone
Fax

E-mail*

Birthday {Leng format)

Main language

Decimal separator
Decimal places
Force relogin every
Short Date Format
Long Date Format
Short Time Format
Long Time Format

Time Zone

Permissions

Department

[30n

[Doe

® male () female

L]

Country- Area-Code Mumber

jon.doe@test.com

English v

, [COMMA]

‘ Afghanistan / Kabul

User

[ admin

[ administration
O Engineering
[J Human resources
O

Logistics

[] Management
[] Marketing

[] Production
1 Purchasing

(15) Click Save.
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Values successfully changed!

@ ADD user
5 Supplierportal
pplierp:
& [ Administration
M t and infi
B [0 My account and info Name
My password
My user data
Doe, ]
- Company data - Marketplace £
Doe, Jon

=} [ All accounts I manage
| [ User data

Department responsibility

Requests

(16) Click Contact Person to assign tasks.

Loginname

Jane-Doe

Jon_Doe

jane.doe@test.com
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Logout
Contact people
[ Save (@ New user [ Assign current user (&) Reload

Name Loginname Email
Do, Jon Jan_Doe jon.doe@test.com

Doe, Jane portal 2210244

Mrkvigka, Jozko jozko.mrkvicka jozko.mrkvicka@test.com

Muster, Max Max_Muster max.muster@mail.com

si, Li li.si li.si@test.com

Role

Responsibilities
Certificate management

Order
Invoice Selfbilling

Jon Doe

Contracts

Delivery call off
Invoice

Order confirmation
Quality decument
M

RFQ

VML

Jane Doe

Kanban

ratings

(17) Click i to change or assign responsibilities.
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13 Entries

e ES https://www.pooldtool.com/portal/miba/ O~ @d| s pooldtool.com

Datei Bearbeiten Ansicht Favoriten Extras 7

Deutsch  English  Slovensky  =RIT Home Logout
o

Navigation ; Contact people

[ save (& New user [¥ Assign current user @ Reload

=1 Supplierportal Name

: Ad istrati

B ministration Doe, Jon Jon_Doe
My account and info

Company data - Marketplace

- All accounts I manage

User data Muster, Max Max_Muster
...... Contact Person Si, Li li.si
...... Company profile

Requests

Invoices

I DO e B

H
.. Received orders
H
a}

Delivery call off
...... Advice notes
[ [ Tickets

...... Action list

Assignments (RFQ)
aSave OCIDse @Reload
Responsibilities

Person

®

Role
Certificate management
Order

(18) Select the new responsible.

Doe, Jane portal.2210244

Mrkvigka, JoZko jozko.mrkvicka

Loginname
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=5 Supplierportal
B Administration

My account and info

Company data - Marketplace

All accounts I manage
e User data

...... Contact Person

...... Company profile

Requests

Received orders

3
3
... [ Invoices
3

e [ [ [

Delivery call off
...... Advice notes

M Tickets

...... Action list

(19) Click 4 save.

Home  Logout

Navigation r

Contact people

A save (& Mew user [# Assign current user @ Reload

Name
Doe, Jon
Doe, Jane
Mrkvitka, Jozko
Muster, Max

Si, L

Assignments (RFQ)
Save @ Close @Relnad

Re sibilities

Person

[Doe, Jon [N

Role
Certificate management
Order

Innovation in Motion @

Should you have any additional questions that are not answered in this tutorial please watch the further

tutorials or contact the Pool4Tool Support

¢ [dsupport@jaggaer.com

e Europe: +43 1 80 410 50

e USA: +1248 2440851210

e China: +65 856 280 60 (Singapore)

Loginname
Jon_Doe
portal 2210244
jozko.mrkvicka
Max_Muster

li.si
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