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My name is Ming Zhen Ho, Senior Associate Product Manager at Equinix. In this video I will be
sharing with you how as a master admin you can create users. To begin, the master admin will go
to the 'Administration' tab and select 'User Management.' On the User Management page other
than viewing through the entire list of users in your organization you can also create a user.
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USER CREATION IN ECP

As a master admin, there are two ways that you can create a user. I will focus on the first way
which is to invite users. To invite a user, it's very simple you only will need the email address of the
user that you want to invite. So I’ll just enter a dummy address.
You can edit the subject, and if you would like to and then you can simply click ‘Invite.'

The user will receive an email stating that they have been invited to the customer portal and which
permissions their new account has been granted. And if they would like to, they can click activate account.
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The user needs to fill in all of the profile information. You have to fill in all the mandatory fields. And
the Service Desk Pin is a pin number that they enter. And this Service Desk Pin is something
that they use to verify their profile. Fill out all of the profile information and click on 'Submit.'

An email will be sent to your master admin notifying them that the new user has submitted their
registration and it requires approval. And you're given the instructions of how you can approve this
user.
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Now that I’m back in the master admins page, if I go to this bell Icon here, you see that the user
that I’ve registered just now is is listed at the bottom.

By clicking on this I’ll be redirected to approve this user. The user's status is pending approval and
now I can either view the user's profile, approve the registration, or reject the registration. If I were
to reject the registration, then the user would not be able to access ECP.
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After approving this registration, you would notice that there is this success message whereby it
says that the newly added users will be inactive until permissions are assigned to them. If a user is
inactive, the user will not be able to access ECP.

The master admin will have to assign at least one permission to the new user for the account to
become active. Let's do that now.
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Now you can see that this user now is ‘Active.’ And the user already has one single permission,
and they have portal access already. Now that this user is active, the master admin will be able to
manage the permissions, copy permissions, reset password, deactivate, or activate the user. This
is the first way a user can be created in portal by directly inviting the user, and having them
complete their own user profile.

The second way of adding a user utilizes the ‘Add User’ function.
In the first method--through invite--you would notice that you only input the user's email
address. However, the 'Add UUser' function requires key information on the user. You must make
sure that you have this information on hand. Things like the user's first name, last name, email,
company, and the country code, and workforce. These are mandatory fields that have to be filled
in before this can be successful.
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Do note that there is also some other features on this page that you can use you can create
multiple users at the same time by clicking this add more user you can fill up the fields if you have
the information and by submitting it you'll be creating more than one user at one time you can
also set a future deactivation date if this user is someone whom you do not want them to access
ECP for an extended period of time. You can also assist to set the language and time zone for the
user if you know and it is currently defaulted to the same as to the same as your own time zone.
Okay, and with this I’ll click ‘Submit.’

The same success message would be shown to you, notifying you that the newly added user
is actually inactive until the permissions have been assigned to them.
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Now that I’ve assigned the permission for this user you will notice that the user status is 'Active.'
Next, I have to initiate the create password process for this user in order for them to access ECP.
The password can only be done by the user themselves--so you have to initiate this create
password flow to the user. Clicking on the 'Submit' button will send the user an email with
instructions on how to set up their password.

There are two emails that customers will receive--the first email tells them the assigned
username and the temporary pin, the second email will give you the activation link for the
new account.
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The user can take the account name and temporary pin from the first email and use them to sign
in by clicking on the 'Activate Account' link in the second email. The user will then be prompted
to select their language and create a password.

If the user does not complete these, the user will not be able to access ECP. They will also need
to set the Service Desk Pin, which is used to confirm the identity with the Global Service Desk if
they raise a help ticket.
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Now you have the user has successfully created their password, and they will be able to log into
ECP immediately. So this is the flow for a Create User as well as an Invite User flow for the master
admin and IBX admin when creating a new user.

That concludes this demo. Thanks for watching.
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