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Quick Reference Guide

Customer Nominated Contact

Request to add an existing Customer Member to a Room

1 Navigate to the My eRooms page and select the appropriate Room (A) from the list of
available Rooms.
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4 My Services » My eRooms logout @

My eRooms

remave member from org.

~cfb search the site @ my member info & organize

w\ shooards Q available Rooms
Active eRooms

A } Business Contact Unit: Castleroy plc
All My eRooms
active  eRoom description community
= Business Contact Unit: Castleray ple Business Contact Unit
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2 Select the add member button (B).
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J Business Contact Unit: Castleroy plc

3 add member  remowe member from room - change roles

an eRoom created on 20 mar 07

~db search (@ events @ members

ol & a e add member button
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Announcements add a comment
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3 Enter the new member's email address (C).

4 Select Add (D).

Note

If you are adding more than one member, you must select the Add button after entering

each Email Address.
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Done
Castleroy plc

Add Customer Member To Room - Enter Email Address

Please enter the email addresses for the member(s) you would like to add to this Shared Warkspace Raom. They will bs assoctated with your arzanisation when added to
the roam.

G[mai[ﬂ.ddrg;;: karen ellioti@castleroyplc.co  Add @
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G Email address field
@ Add button

5 The screen then displays a list of Members Not Found (E) and a list of Members Found (F).

5a Members not found

Make sure you have entered the correct Email Address and amend as necessary. Go to 5b.

5b Members Found

Check the checkbox(es) alongside the relevant member(s) to be added (G) and select add

member(s) (H).
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Done
Castleroy plc

Add Customer Member To Room - Enter Email Address

Please enter the email addresses for the memberis) you would ke to add to this Shared Workspace Room, They will be associated with your organisation when added to
the room,

Email Address: Add

The following email addresses were not found, If you wish to add these member(s] to the Shared Workspace System pleass select the check box ta the lsft of their name
and then click the ‘add new invitse(s) buttan to continue.

add new invitee(s)

Members Not Found

[ email address

[~ neil crosby@castleryple.com

[~ wilma.h.french@castleroyplc. com

Below is a list of memberls) that were found and you can select memberis) by checking the box ta the left of their name, to either add them to the Sharsd Workspace
Room geges-issue known facts by clicking the respective buttons,

add member(s)  re-issue known facts

Members Found

G Members Not Found
G Members Found

@ checkbox(es)

0 add member(s) button

name
Steven Tyler
Marjorie Wikson

Omar Farager

o} o o} o

Karen Elliot

email address

steven. m.tyler@castleroyple. com
marjorie.wilsan@eastleroyple.com
omar.farager@castlerayplo. com

karen.eliot@castleroyple.com

status

Mot in 5W Room
Mot in SW Room
Mot in 5W Room
Mot in SW Room
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6 Select an appropriate role from the role drop down menu (I).

7  Select Next (]).
IMPORTANT

4 You must take care to select the correct role and ensure that you only select a role that
contains your Organisation's name.
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Hext Previous Cancel

Castleroy ple
Add Customer Member To Room - Select Role

Plasse salact 3 rols for the membsrls) yau want to sdd to the Shared Workspace Room,
o role drop down menu
name email rale o
Stewen Tuler steven.m.tyler@castleroyplc.com (Selectarale) - o NCXt button
Marjorie Wikon marjorie, wison@castleroyple,. com (Selectarale)
Omar Farager amar.farager@eastleroyple.com -
Karen Elfot karen. elliotcastlerovple com
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8 The Request Sent screen confirms your action.

9 To complete the action select OK (K).

Note
ﬁ The request is submitted to the Room's BAOs for approval.
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Request Sent!

c OK button

Your request has been sent to the BAO for approval,
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