Utap Admin Portal — User Manual

Accessing the Admin Portal

1. Open your browser and navigate to the admin login page
https://utap.world/admin/ - Direct Admin Login Page.

https://utap.co/ - Website to Admin Dashboard
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2. Log in using your registered email address and password
ytap
Admin Account Login

Password

Log In

OR

Create Account Forgot password ?

Dashboard Overview

3. Once logged in, you'’ll be directed to the Admin Dashboard
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Profiles Manager Active Profiles v
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https://utap.world/admin/
https://utap.co/

Header Navigation

utap @

Profiles Manager Active Praflies

4. Top-Right Corner: Company Logo
Click on the Company Logo in the header to access additional settings and company

information
Aspen Melon
Email: demo@utap.co
Seein No.5 |« Code: Access123
SeeinNo.6 [ Edit Company Info

ZOHO CEM Integration

Seein No.7 [°

Leads Report

Seein No.8 [¢

Change Password

h & & & i

See in No.9 -
Logout: Click Logout
Logout > | to securely exit the
—_—— admin session.
Card Activation

5. Access Code for New Card Activation to incorporate in Admin Dashboard (Profile
Manager)
a. Sample New Card Activation

Create an account to activate your card.

Create a Password

Activate Card

By signing up. you agree to our Terms and Privacy Policy

Lanquage | Access Code? |



Enter Your Organization Code

b. Continue to Activate your Card by filling up the required filled

6. Edit Company Profile: Change or update contact information, social media links, and

utap

company logo.

Edit Company Profile
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7. ZOHO CRM Integration - Integration option for syncing profile or company data with
ZOHO CRM. Ensure your ZOHO account credentials and permissions are correctly



configured for seamless access. — Function for this is for easy access if you need to open
Zoho CRM Website.

8. Leads Report

- Exporting of the leads can be selected particular captured by who or all

9. Change password or Reset Password

Change Your Password

Create New Password

Repeat New Password

Reset Password

Key Features and Functions

10. Active Profiles
a. Names of each person active members
b. Taps — Monitoring how many taps has been made for each Cards.
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C.

HOME

Profiles Manager

Aspen Melon
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d. Open browser to navigate log in personal account:

e. Log in using your registered email address and password

Lock Edits :

i. On - It cannot be edited by the owner of the card
ii. Off — It can be edited by the owner of the card

utap

Taps Lock Edits.
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https://www.utap.world/utap/login.php
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Login to your account.

OR

Forgot Password ?
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Profile Sample:

i. On- Not Editable Profile

Mark Fawaz
Crazy Monkey, uTap
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VoidBoard

h +1091234556

E mark@utap.co

@ utap.co

ii. Off- Editable Profile

Mark Fawaz
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Mark Fawaz

Bio Information
Contact Information
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11. Edit — Admin Edit/Update Profile

Mark Fawaz

Bio Information
Contact Information
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12. View Profile
a. Sample View Profile

Mark Fawaz 0o

Crazy Monkey, uTap F'l
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b. To get back in Profile Press Back Arrow

[ = utapworid/utap/business-profilephp.

Mark Fawaz
Crazy Mankey, uTap
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13. Delete
a. Delete Button: Permanently delete a user profile.
A Note: Deleted profiles cannot be reactivated. To restore, request a new
activation link from your admin support and re-enter the user's details
i. On how to activate link — you will be needing an NFC Tool — Different
Manual.

b. To request a New Link Email to your admin support.

Active Profiles v
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Delete

Delete




14. Number of Rows: shows the total number of active profiles upto 500 entries

Active Profiles b
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Delete

Delete
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15. Inactive Profile — Not Working (treat as Extra Features to be updated on the software. (not

totally required)

16. New Profile - (treat as Extra Features to be updated on the software. (not totally required)



