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The Home Page - what you see when you login
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€@ Menu bar. —

9 Quick menu.

@ User profile.

@ Dashboard view.
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Admin Menu

You will see six functions under the Admin menu.—

RTE Television eCommissioning

Manage Company Profile. =

Manage Company Users. : _ Manage Company Profile
Manage Company Information & Documentation

Replace Account Administrator.

Contact Info:
All Draft Submissions (Read Only).*

Primary Contact
Jane Dempsey

All Active Submissions.*

Job Title
Producer

All Archive Submissions.*

Company Name
e JD Pics

*Submissions received from 30 January 2023.
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Manage Company Information & Documentation

Contact Info:

Manage Company Profile

Here, you can update your key contact details and provide
us with the most up-to-date information about your
company i.e. address / phone number etc.

01 5555855

pic
e Dempsey 08’
. n Byrr: P. occt)
Smith (Py )
Remember to click Save Changes. e et
Address Details:
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Company Profile:
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Manage Company Users - creating a user account

Select the B3Z1=8 button on the Manage Company Users form. Proceed to enter new user details.
L~ Press |=FZUEIS to create the user account.
RTE Television eCommispioning n

Add New User b 4

) All Active Submissions: 0 L <24hrs to Deadline: 0 0 All Commissioned: 0
: Deadline Expired: 0

RTE requires the use of Multi actor Authentication.
@ Google Authenticator generates ?2-Step Verification codes on your phone.

0 My Active Submissions 0 My Drafts with Deadline < 1 week 0 My Commissioned 2-Step Verificati i w ity for your user

- Full Name | Harold Lanigan
IStom

Company Users
Job Title | producer
F R T T T ——

Help & Info

Email | haroldlanigan@gmail.com

No records to vie
! Phone | 01 9999999

Mobile [ 087 9999999 \ l

The user will receive an email granting access
to RTE’s eCommissioning system. They will then
need to set their password and install the

Google Authenticator App.
v1.0 4
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I\/Ianage Company Users - edit a user account In the Edit User Account form you can:

© Reset the user password.

® Lock a user account.

© Deactivate a user account (will disable user account).
RTE relevision eCommissioning O Assign the user activity to another
company user e.g. user is on sick leave.

Select the user account and press .

L <24hrs to Deadline: 0
Deadine Expired: 0

| e—— Press to apply settings.
\

Edit User Account

istor
Full Name | Harold Lanigan

— Job Title | producer

Email haroldlanigan@gmail.c&

Phone | 01 9999999

Mobile | g7 9999999

Reset Password [ o
Lock User () 9

Deactivate User (] e

Assign Activity [ & vl o

page R o t

hewser Pedtuser [ W Qrnd
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Replacing your Company Administrator

After you have added other users to your account, you can nominate
any one of them to replace you as the Account Administrator. Tick the Confirm this user as Administrator

box and press the button.
Click on the user you wish to nominate and \ P m
press the ' asonadmin  button.

Assion Admin to this user:

his action will take immediate effect. An emiil notification will be sent to the
administrator informing them of the charige.

Full Name Harold Lanigan

> Job Title Producer
Email haroldlanigan@gmail.chm
Confirm this user
as Administrator
The user will receive an email confirming
the change.
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All Draft Submissions (Read Only)

RTE Television eCommissioning

As the administrator for your company you have
visibility of ALL draft submissions in your
company. You can view all your company users

[ ) All Active Submissions: | s 24hrs to Deadline: 0 0 All Commissioned: 0

Deadline Expired: 0

0 My Active Submissions 0 My Drafts with Deadline < 1 week 0 My Commissioned

d ra ft su b m iSS i ons i n R EA D O N LY m Od e All Draft Submiissions (Read Only) History Help & Info

haroldlanigan@gmail.com  21-11-2023 00:00  13-01-2023 Arts & Culture Cultural November-December Festive Markets
Select the option All Draft Submissions (Read >

Only) from the Admin menu. To read a draft,

select

B ¥ W QFind [BNewDraft page [ of 1 View 1 - 10f 1
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All Active Submissions

RTE Television eCommissioning

As the administrator for your company you have

.. . . . . . v All Active Submissions: 1 L s 2;:;;:;:::&1::2 g o All Commissioned: 0
visibility of ALL active submissions in your 5 5 ‘ 5
— J My Active Submissions My Drafts with Deadline s 1 week My Commissioned
company.
All Active Submissions History Help & Info

. - - - Owner Reference Created Programme Genre Ea_
S e I e Ct t h eo pt on AI I ACt ive S u b missions fro m haroldlanigan@gmail.com 10000362 13-01-2023 Arts Christmas Arts Showcase The meaning of Christmas
the Admin menu. il

You can see the status of proposals submitted to —
RTE for each of your company users.

IMPORTANT NOTE - YOU CANNOT AMEND
YOUR PROPOSAL AFTER IT IS SENT TO RTE.
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All Archived Submissions

As the administrator for your company you have RIX TelisineCommissoing

visibility of ALL archived submissions in your
company for submissions received from 30t B Hidnstresos? el I
january 2023. 0 ot e e | Ty ——

Select the option All Archived Submissions from .
the Admin menu. : ——

10000362 haroianigan@qmal.com 3108 s (histmas Ars Showezse The mezning of Chistmas Q el
S }

You can see the status of proposals submitted to
RTE for each of your company users.

IMPORTANT NOTE - YOU CANNOT AMEND
YOUR PROPOSAL AFTER IT IS SENT TO RTE.
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