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1 Account Details

1.1 Updating Account Details

e Click on the User Account found on the top right-hand side and click on Profile

e Click Edit
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e Update Details and Click Save
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Please note that from the Account Details, you can update Affiliate Name/Company Affiliate
First Name, Affiliate Surname, Address, City, Post Code, Country, State, Main Email (only if other
email address have been added), Telephone Code, Telephone and Skype.

1.2 Updating Payment Details

e Click on the User Account found on the top right-hand side and click on Profile
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Edit Liser Account

e Select the Payment Information Tab and click Edit
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e Update payment details and click Save

Please note that from the Payment Details section, you can update Payee Name, Company
Registration Number and Payment Method.
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2 Email Address

2.1 How to update User Account Email Address

e Click on the User Account found on the top right-hand side
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e Click on Edit User Account

o Update Email Address and click Save
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Please note that from the User section, you can update your name, surname, email address,
phone number and language.

2.2 How to add New Email Address

e Click Settings and then click on the arrow drop-down within the Email Section
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e Click Add New E-mail
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e Insert new email address and select the email categories for the email address being
added
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e Click Save
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e Email added successfully
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2.3 How to update Account Email Address

e Click on the User Account found on the top right-hand side and click on Profile

e Click Edit
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e Select the email address and click Save
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3 User Account

3.1 Updating User Account details

e Click on the User Account found on the top right-hand side
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e Click on Edit User Account

e Update details
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Please note that from the User section, you can update your name, surname, email address,
phone number and language.
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3.2 Adding New User Account

e Click on the User Account and click Users

e Click on Add User Account
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®  User Account
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Type Usemame User Status. Language Email Address

Showing 1 to 1 of 1 entries

e Insert Username, email address, password, title, name, surname, language, user type,
dial code and telephone. Then click on Create
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Create User Account
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e User Created successfully
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3.3 User Account Types

e Main User: Access to all sections

e Media Only: Access only to Media Section
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