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What is the VIP Customer Admin Console?

The VIP Customer Admin Console (Admin Console) is the web based portal where Value Incentive Program
(VIP) customers will manage all Adobe products purchased through VIP. As the Customer Administrator, you
have the ability to add seats of products that your organization wishes to use. You can also assign those seats
to users, and unassign and reassign those seats to meet the changing needs of your organization. This guide
explains how to navigate the Admin Console with step-by-step instructions for each task.

Getting Started with VIP

1. Your reseller will send you an invitation to join VIP like this.

From Sent: Fii 2/22/2013 5:01 PM
To:

ce

Subject: Invtation to Join Adobe's Value Incentive Plan

"IN ; T i F 3

e

: x : = R AR S SRR SRR, SR BNCRS | ECR RS SRR RS+ AR R TE 3

Invitation to Join Adobe's Value Incentive Plan
Hi Ron Willis.

ABC Reseller has invited you fo join Adobe's Value Incentive Plan (VIP). VIP is a brand new program that enables you to license Creative Cloud for teams. Benefits of VIP include: lower up-front costs; immediate fulfillment
through a special Admin Console, as opposed to waiting days or weeks; license management and flexibility to easily assign and re-assign seats; automatic compliance, and more

Similar to Adobe's current licénsing programs, you will need to accept the VIP terms and conditions before placing your Creative Cloud for teams order. To do 5o, please follow these quick and easy steps

1. Click here to accept the Terms and Conditions, and join, VIP.
2. Log in using your Adobe ID, or create a new one if you do not have one

3. Invite members to your team by adding new seats, or have ABC Reseller add seats on your behalf.
If you need help or have any questions, please contact ABC Reseller

Thanks and enjoy.
The Adobe Team

Manage your Account  Customer Support  Terms of Use

2. Click where it says here to accept the invitation link, and login to the Admin Console with your Adobe
ID (your email address and a password).

You will have the opportunity to create an Adobe ID if you
NOTE don't have one already.

Accepting the Terms and Conditions

1. Upon logging in, you will see a page to accept the VIP program Terms and Conditions.

Version # 1.0 Page 3



Adobe Systems Incorporated VIP Admin Console User Guide

A

Adaobe

Accept the Terms & Conditions

Please ensure this

orrect information for your organization. if this information is incorrect,

contact your reseller.
Organization Address Reseller Information
U. 5. Department of Energy ABC Reseller

1000 Independence Ave, SW
‘Washington, District of Columbia 20585

/1 have read and agree to the Adobe Value Incentive Plans Terms & Conditions

Accept Terms & Conditions

2. Select the checkbox and click Accept Terms and Conditions.

3. You will see a Welcome page like this, which explains a little bit about VIP, and the Admin Console.

A

Adabe

You're now a part of Adobe's Value Incentive Plan
(VIP)

Some things you should know..

Admin Console

The Admin Conscle lets you add and manage your team's seats. You can assign and unassign seats to invited mambers,
check the status of each seat, and also add additional admins so they can do the same.

Immediate Access to Adobe's Products
As soon as a team member you add accepts their invite, they'll be able to access their product. Although they will have
instant access, you still need to work directly with your Reseller to pay for seats you add within 30 days.

Membership Term

Your VIP membership begins the day you accept vour membership, and we set an anniversary date one year and one
manth from when you accept so that all your subscriptions renew on the same date. Subscriptions are active from when
they're added, to the day before your anniversary date. To ensure uninterrupted service, place renewals before this date.

For more information about Adobe's Value Incentive Plan check out the VIP Pr

Admin Console

4. Click on Admin Console to proceed.
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Terms of Use

Adobe General Terms of Use .‘:
Last updated May 7, 2012 Replaces Apnl 30, 2010 version inits entirety.
1. Your Agreement With Adobe.

1.1 Choice of Law. If you are a resident of North America, your relationship is with Adobe Systems Incorporated,
a United States company, and you agree to be bound by the laws of California and the laws of the United
States. If you reside outside of North America, your relationship is with Adobe Systems Software Ireland
Limited, and you agree to be bound by the laws of Ireland.

1.2 This document sets forth your legal agree ment with Adobe Systems Incorporated or Adobe Systems Software Ireland
Limited and its agents and affiliates (collectvely, *Adobe?). Your use of any Adobe website or senice (collectively “Serice” or
“Senices’) that link to these terms is subject to these Temms of Use (the “General Terms™).

1.3 Some Senices may also be subject to additional or different terms (the “Additional Terms?). Without limitation, the
Addtional Temms forthe following Senices are hereby incorporated into the General Terms by reference:

5. Click Accept to agree to the Terms of Use.

What happens next?
e VIP Number is created
e Anniversary Date is established
e Customer is notified

e Reseller is notified

o Distributor is notified (If Reseller purchases directly from Adobe, they will receive two notifications)

$ Notification of acceptance

You will be notified via email of your VIP Number, Organization Name and Anniversary Date after accepting
the terms and conditions.
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Al

Adobe

Welcome to the Adobe® Value Incentive Plan

Hi Juanita Lopez,

Thank you for joining the Adobe Value Incentive Plan (VIP).
Here are a few important details about your membership:
VIP number: 0A336C2F007CBC53C608

Organization name: ACME Corporation

Anniversary date: 2014-01-03 UTC

VIP benefits include:

+ Instant access to the latest Adobe applications & product upgrades for your team

= The ability to quickly and easily manage your account
Get started by logging into the Admin Console and be sure to reference your VIP number for any additional Creative Cloud purchases.
For additional help or questions, please refer to the VIP Program Guide or contact Jane Doe.

Thanks and enjoy,
The Adobe Team

Logging in

Customer Admins will log into the Admin Console to manage their VIP Account. If you are the person who
enrolled in VIP, or if you received an invitation to join VIP as a Customer Admin, then you are an administrator
and will use the Admin Console.

Users who are assigned a seat of a product to use (such as Creative Cloud for teams), will not use the Admin
Console, but rather are invited via email to go directly to the product page to download and install software.
This is a separate process.

1. To manage your VIP account and seats, go to the Admin Console: https://adminconsole.adobe.com/

2. Login with your Adobe ID and password.

3. You are now logged in as a Customer Administrator.

If this is your first time going to the Admin Console, follow the directions above for

IMPORTANT Getting Started with VIP.

Adding Additional Administrators

If you would like to have other people at your organization have the ability to add seats, and assign and
reassign those seats, you can add them as an additional administrator within the Admin Console.

1. Click Edit next to Plan Administrators at the top or your Admin Console screen.
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Plan Administrators Juznita

Edit
Team Name ACWE Corporation Edit A=

VIP Number 0A336C2F007CBCS3CE0

@

Reseller ABC Reseller

2. Enter the name and email address of the desired person.
3. Click Done.

Plan Administrators

Primary Admin
Juanita Lopez (laurelh+custl@adobetest com)

Additional Admins

New Admin

Jorge

+ Add New

o

What happens next?

The person you added as an additional Administrator will receive an email inviting them to become an
Administrator.

@) Adobe’ Creative Cloud”

Join your team on Adobe® Creative Cloud™

Juanita Lopez has invited you to join the ACME Corporation team on Adobe Creative Cloud.

If you need to create an Adobe ID, simply follow the link below.

Accept invitation

With your Creative Cloud membership, you are now ready to explore, create, share and deliver your work

+ Download and install any of the Creative Suite applications

« Access a host of additional tools and services

« Collaborate with colleagues, both inside and outside of your organization

+ Use cloud-based storage and device syncing capabilities to access and share your work wherever you are

« Easily publish a website using the Adobe Business Catalyst hosting service, or deliver stunning digital publications to iPad, without having to write code, with Adobe Digital Publishing Suite, Single Edition.

+ Get access to software upgrades and updates as soon as they are available at no additional cost
If you need help or have any questions, see the Creative Cloud for teams FAQ or contact Customer Support

Thanks and enjoy
The Adobe Creative Cloud Team

New administrators must use the link within the email to access the Admin Console for

VOV NI the first time.
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Adding Seats

If you want to add seats of a product for your team, follow this process:

1. From the Admin Console, click on the plus sign by Add a Seat.

etest. com)

New Tutorial Videos

VIP Number

Reseller ABC

Manage your team

ven't purchased any seats from your reseller yet. To add seats for your team, click "Add a S

eat” below, and your reseller will be notified that you would like to
add seats for your team. Apps & Services
Your anniversary date is 1/3/2014 Terms & Conditions
(] o 0 o]

+‘l|nvile Multiple ’W lE‘ @ =) m-n

n o In wi [ill Bd

@ e {l §

Websites

_|_ Add a Seat

Seats are subject to the Terms & Conditions of this contract

‘ou have only purchased 11 seats.

To add additional team rgembe eseller must purchase 1 more.

Request Seats

2. Then click Request Seats.

Authorizing your Reseller

After adding seats, the next step is to Authorize your Reseller, which is the customer giving permission to their
Reseller to place an order on their behalf for the number of seats the customer specified.
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Authorize additional seat

By clicking "Authorize’, you are expressing your intent to place an

easily match this request to your purchase order,

All seats are subject to the Terms & Conditions of this contract.

Enter your PO number (optional)

22345

Need help? Go to Customer Support.

Cancel Authorize

U

1. Enter your PO number if you have one.

2. Click Authorize.
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Assigning Seats

Once your customer has seats in their account, the next step is to assign the seats to specific users.
1. Enter the email address of the user in the box titled Enter User Email.

2. Select Invite User.

Sending Invites to users

3. Then, the customer admin enters the user’'s name, and a personal message if desired, and Sends the
Invite.
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Send Invite to laurelh+userS@adobetest.com

Add User's Name (optional)

Jenny Jones

Add a personal message (optional)

Hi Jenny,
Here is your new Creative Cloud of teams license! Be sure to use this same

email address when you sign in. You'll soon be able to install and use any
Creative Suite product you want. Have fun!

| »

T

The user will receive an email inviting them to join the Creative Cloud, and be directed to login to the Creative
Cloud to download their product.

Unassigning or Revoking Seats

To unassign a seat from a user, revoking the user's access to the product:

1. From the Admin Console, select the X next to the seat you want to unassign.

laurelh+user2@adobetest.com Acceptance Pending

Revoke invitation?

Would you like to revoke the pending invitation? Empty seats are
still charged at the same rate, but can be re-assigned at any time.

laurelh+useri@adobetest com

2. Select Revoke from the dialog box. The seat will now be unassigned.

Reassighing Seats

Once a seat has been revoked, you can easily reassign it by simply entering an email address of a new user
into the dialog box, and clicking Invite User. This is the same process as Assigning Seats.

: Fernand o_Tcrres@AC.'-.r’uE.ccm| %
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Downloading products

Each time you invite a user by assigning a seat, that user will receive an email inviting them to use the product

that was purchased. The user must click on Accept Invitation from within the email to access and download
the product.

from Adobe Cresave Coud snoreply @adobe.com>
Ta: lourehh s 2Backsbeteat com
St

Sent Pl 2322003 441 Pl
Jnin yoiar 1eam on Adobe Creatve Cloisd

Join your team on Adobe® Creative Cloud ™

Lopez has invled you

in the ACME Corporation 12am on Adobe Creative Cloud
It you need 1o create an Adobe 10, samply follaw the link belaw

Accept invitation

WNith your Creative Clogd membership, you ane now ready 10 explore, treate, shane and deliver yous work

= Oownioad and

il any of 1he Creative Suite apphcations
= Access ahost of addiional Lools and services.

s Collabos

¢ YOUr work wherever you ae
obe Business Calatysl hosling service, of del
Gel actess to saftware upgrades and updabes as soon as they are available al no acdic

digilal pubBications to #ad, withoul having to write code, with Adobe Digltal Publishing Suile, Snghe Edition

11 you need help of have any guestions, see the Creative Cloud for teams FAQ of conlac Customer Support
Thariks and enjoy,
The Adobe Crealive Cloud Team
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