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Log into your account

If you receive this document, you are registered as a Cus-

tomer/Reseller with Cl HUB.

As a Customer, you order and manage your subscriptions.
The portal can be accessed through the Cl HUB Salesclub

or the following domain: my.ci-hub.com

Your CI HUB ID is the email address and password you typically

use to log in to the Cl HUB Connector.

After logging in, you will see the following menu items and

an overview of your active subscriptions:

* My Customers fge) 859883 8e) A4

* My Subscriptions
* Buy
Billing & Payment

How to get support

To access the support link, click on the account icon in the
upper-right corner and choose “Support”.

— 8
| |
| m
Switch Account

Support

Admin Users

Logout

My Subscriptions Buy Billing & Payment -

My Subscriptions

Q

Adobe Creative Cloud

Term Start
29/11/2024

Custom Invoice Text
29.11.2024
Change

Adobe Creative Cloud

Term start

29/11/2024

Custom Invoice Text
Test Denzler
Change

Microsoft 365

Term Start
29/11/2024

Custom Invoice Text
L

TermEnd

28/11/2025

Activated Licenses

0/2

TermEnd

28/11/2025

Activated Licenses

0/3

TermEnd

28/11/2025

On this page you will find all your existing subscriptions. Click on the gear icon in the upper right corner of each card to manage
existing license pool users and terms.

Renewal Term
Annual, renews
automatically

Renewal Term
Annual, renews
automatically

Renewal Term
Annual, renews
automatically

Need Help?

B
Price (/ month)
€38.00

@
Price (/ month)
€57.00

B

Price {/ month)
€19.00



http://my.ci-hub.com

Welcome to CI HUB. The CI HUB Connector connects all your
production tools to your asset management services. The
Cl HUB Connector enables you to connect to the following
applications:

Adobe Creative Cloud, Microsoft 365, Google Workspace,
Sketch, Figma, WordPress, SharePoint.

How to start

To start you will first need to create your CI HUB ID. To do so,
g0 to ci-hub.com and click the red button “Start a free Trial”
and fill the form @. After filling the form you will receive a
confirmation E-Mail. Please confirm your E-Mail. Now your
CI HUB ID is active and you can go to my.ci-hub.com and use
it to login.

For resellers

Contact our sales team at sales@ci-hub.com to initiate and
finalize a contract. Once all required documents are sub-
mitted, our commercial team will set up your reseller account.
Afterward, you need to create a Cl HUB ID and log in at

my.ci-hub.com.

Purchase a subscriptic

After logging in you see your subscription overview. As a
new customer, you may not have any subscriptions yet. To
change this, click “Buy” in the menu.

(

Create your CIHUB ID

Selocta product

gal My Subscriptions Buy Billing & Payment ~

My Subscriptions

existing license pool users and terms.

Q

No subscriptions

Need Help?

On this page you will find all your existing subscriptions. Click on the gear icon in the upper right corner of each card to manage

~
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You will be redirected to the overview page, where you can
select the required connectors. Click on “Continue” after
selecting the application for which you want to license the

Cl HUB Connector:

( N
(o] (o) o
Adobe Creative Cloud Adobe Express Microsoft 365
All Updates + 12 Month Support All Updates + 12 Month Support All Updates + 12 Month Support
From From From
€19.00 €7.99 €9.50
/ month, billed annually J/ month, billed annually / month, billed annually
+ InDesign + All Updates v PowerPoint
+ Photoshop ~ 12 Month Support v Word
v lllustrator v Excel
~ Premiere Pro v Outlook
' After Effects + All Updates
v InCopy + 12 Month Support
+ All Updates
~ 12 Month Support
Selected [ Select | Selected
& J

You will be directed to the next option, “Cart” @). On this
page, you can see what you ordered and choose how many

licenses you want @.

( N
S'! My Subscriptions Buy Billing & Payment v
v L]
Product Cart
Selection

Microsoft 365 €19.00

All Updates + 12 Month Support Monthly Lu

Term Start Term End Custom Invoice Text License

29/11/2024 28/11/2025 e —_— - 5 + e

Change Change

Adobe Creative Cloud €57.00 @

All Updates + 12 Month Support Monthly

Term Start TermEnd Custom Invoice Text License

29/11/2024 28/11/2025 Fast Benzler . 3 5§

Change Change
k Copyright © 2024 CI HUB GmbH. All rights reserved. Imprint Privacy Policy Terms and Conditions J

e e o)
! ! 8 ot
If you're already a customer, you'll go straight to the confir- T
mation page. Accept the terms and conditions and proceed =
with the completion of the order.
alloc: 1 e e i e
C )




Manage your License

You find all your subscriptions in the My Subscriptions
menu. If you already have several subscriptions, you can
use the search function to find the product you are looking
for @). The gear icon gives you access to a wide range of
options @.

My subscriptions

On this page you wil find al

Adobe Creative Cloud

nnnnnnnnnnnnnnnnnn

..................................
20.11.2024 02
Change

. )

You can manage your licenses and invite users.

Add/invite a user

If you have purchased a subscription, you can add licenses
to your users. To accomplish this, click on the settings icon
(gear wheel) and select, for example, “Manage Adobe Cre-
ative Cloud Licenses 9

You will now be redirected to the user’s overview. In our
example, you can add a user by clicking the ‘Add’ button.
The user interface allows you to add a single user € or a
group of users @ via a CSV file.

Add asingle user

To create a single user, simply enter their email into the input
field. The dialog has now changed, and you can see below
the input field that indicates which user will be created.
Please confirm this with the red ‘Confirm’ button. Once you
have done that, your user will appear in your overview.

Add multiple user

If you are looking to create not only one user, but a whole
set, you can do this via a CSV. The easiest way to accomplish
this is to download the sample file from the Reseller Portal,
fill it out, and upload it back to the portal. Important: You
can only add as many users to the pool as you have purchased
licenses for. If you try to add more users, you will receive an
error and no users will be imported.

9

Manage Microsoft 365 Licenses
Change quantity
Renew now

Cancel subscription

~

~

Add User
Add a single user or multiple users via csv. file upload. Download sample file
here. Please make sure to enter a valid e-mail address as the user-name. File
type: .csv

Single

Multiple

Q christian@denzler.media x

User

christian@denzler.media will be created

User Details
FirstName LastName

Denzler

O

Christian

Ve
Add User
Add a single user or multiple users via file upload. Download sample file here.

Single  Multiple

Click or drag file to upload
Max allowed file size is 2 MB.

~




An email will be sent to the invited user with links to the
registration, installation, user manual, and tutorial videos
€©. An email will also be sent to the user if you remove their
license @. The CI HUB ID can be used to log into the Cl HUB
Connector or the License Portal.

Using this option, you can renew your current subscription
at any time. The new end date will be displayed in the over-
view after it is extended for 12 months. You will receive an
invoice within 14 days of the start of the renewal.

Change quantity

You also have the option to add additional licenses without
extending the license runtime. To accomplish this, select
the ‘Change quantity’ option from the settings €.

Cancel subscription

You also have the option of cancelling your subscription at
any time. To do this, use the ‘Cancel subscription’ option @).
Your subscription will continue until the contract ends.

S

] @

Manage Microsoft 365 Licenses

Change quantity 9

Renew now

Manage Microsoft 365 Licenses
Change quantity
Renew now

Cancel subscription Cancel subscription o
_ J N J

You have been invited to use the Cl HUB Connector

2 InfoClH.. <info@ci-hub.co.
b

An: Ich

Dear Christian,

Congratulations!

Your company has invited you to use the CI HUB Connector with
Microsoft 365. To start using the C| HUB Connector, activate your
license by clicking here:

Activate your license

If the button doesn't work please use this URL

Stay updated with the latest news
& insights with our

monthly newsletter!

VAT ID No. DE 322227931

Managing DI
Ar

CI HUB GmbH, Benkerstr 4, Pot

4 ANTWORTEN @ ALLENANTWORTEN = WEITERLEITEN

CI HUB License Invitation for Adobe Creative Cloud Connector




Buy additional subse

Now that you know how to get started with the CI HUB
Connector, you may want to subscribe to other products.
This is also very easy to do via my.ci-hub.com.

Buy a subscription

To purchase a subscription, click on Buy in the menu
and select your desired subscriptions: We have chosen
Adobe, Office 365 and WordPress as examples @). To con-
tinue, please click the red button at the bottom right of the
screen. If, by mistake, you have selected too many or the
incorrect application, you can deselect it again by clicking
on the red button. After that, the button will return to black.
Now you will be redirected to your order Card @. Here, you
will find an overview of your products, and you will be able
to set the number of licenses. The duration and annual cost
of your subscription are also displayed. To continue, click
on ‘continue’ to be redirected to the confirmation page €.
Billing information is displayed during the final checkout
step. However, the payment method step is skipped if it's
not your first purchase, as your credit card information is
securely saved in our system.

When you have confirmed your order, you will find your
subscriptions under My Subscriptions.

The licenses will be immediately activated.

@)

(T

8/



https://my.ci-hub.com

4 - )
FOR RESELLER ONLY g )

Create a customer - =

After logging in navigate to the My Customers menu : 1)
item to take care of your customers. If you are a new L )
reseller, you may not have a lot of customers in the
list. The situation may be different if you are a long-
term reseller. You will find a large list in this case @. T (2]
If that is the case, the easiest way to find a specific customer
is to use the built-in search function @.

To create a new customer, click the red ‘Create’ button to
the right of the search field. In the following screen, you
can enter the details of your new customer and create it by
clicking the ‘Create’ button below ).

Last Name

vvvvvvv

zzzzzz

If you have already created a new customer, you can register (3}
him for the first subscription. = )

Order a new subscrip

To create a new subscription for a customer, please go to
the New Order menu and click ‘Start’ @) on the Cl HUB
Connector. This will take you to the order screen @. Select
the desired products here and then click the “Continue”
button.

4 N

DenzlerMedia Subscriptions  New Order  Customer Information

Now you will be redirected —

to your order Card @. Here, - _—

you will find an overview of /
your application subscrip- T T
tions, and you will be able to (4] Onder U i

set the number of licenses.
As a reseller, you have the option to define the start and |~ -
end date of the license yourself. It is useful, for example, e
if you have fixed subscription periods and need to add a L Lz
product during the current term. If that is the case, please = e
click the red “Change” link by the respective date to adjust
it to your subscription cycle. The price is calculated daily. .
Of course you can renew your current subscriptions at any i || s | | e
time if you wish. The new end date will be displayed in the e
overview after it is extended for 12 months. You will receive
an invoice within 14 days of the start of the renewal.

The duration and annual cost of your subscription are also
displayed. To continue, please click on ‘Continue’ @. (5 )

Name




Please indicate who in your company is responsible for
this product pool. This person becomes the License Admin
and will then be responsible for managing the licenses and
users of this product pool. This only applies to resellers, not
Customers. To proceed to the Confirmation page, please
click the ‘continue’ button. On the Confirm page, you will
find an overview of all subscriptions you purchased. Please
review them and then confirm your order @.

Congratulations! You have just ordered your first subscrip-
tion as a Reseller @. An email confirmation will be sent to
you.

(" ‘ )

Done! Thank you for being a Cl HUB partner!
Yeehal!

Thanks a lot! You can see this customer's subscriptions under Subscriptions in the navigation.

Customer Information

You can maintain and update your customer data under the
menu item “Customer Information”. Click on “Edit” to adjust
all customer details and add a License Admin, for instance.
Important: You can add new License Admins under User.

(Cl I

Please maintain your customer's data here and keep the data up to date. The company main contact s very important to
maintain the license pool and receive update information. Add additional License Manager users under the "Users” tab on this

Main Contact License Admin

Sib
demoaccount 198.com demoaccount98
silvio hecklau+demoaccount98maincontact@keylight.com

- J

License Managers

Use this section to manage your customer’s access to
MyCIHUB and add license managers to their account. These
License managers will have limited access to the portal and

Change

...............

Change

MyGustomars by Subscrpons  Biig & Pymant «

Pl Security Subscriptions

First Name

Christian

E-Mail

Last Name x

Denzler

christian@denzler.media|

80

New License Manager Cancel




only be able to add and remove users from license pools.
They cannot purchase or make changes to existing license
pools.

€ o N
MyCustomers My subscriptions  Billing & Payment (Al Need Help?

- J

Switch Account

Admin Users

/A .

Support

Logout 0

AdminUsers

Use this form to add Admin Users to this account. Admin
users have full access to the license portal and be able to
purchase new license pools, make changes, add users to
existing license pools as well as access billing information
and download invoices.

(" I
cl . T (merns N
mef M ! o < Billing & Payment ~
Admin Users
Use this form to add Admin Users to this account. Admin users have full access to the license portal and be able to purchase new
license pools, make changes, add users to existing license pools as well as access billing information and download invoices. P ay m ent M etho d
g
Tme - % Billing Address
R Di Carlo d
atkensdemreseler20keyightcom Invoices
Andrew Aitk tk @keylight.com
Demo Reseller a.aitken+demoreseller@keylight.com Pay my |nVDICES
N ) - J

You will find the menu for the admin user under the drop-
down of your account icon at the top right @.

Payment

As a Customer, you can search for unpaid invoices, see if
your invoices have been paid, and choose and pay non-paid
invoices. Payments are processed through a secure Stripe
integration.

This guide will help you get the most out of our applica-
tion process. We hope that you will have a seamless and
efficient experience when paying your invoices using the
Payment Portal, just as you have with the CI HUB Connec-
tor Family.

FOR RESELLER ONLY

To get access as a reseller
to these functions you need
to be activated by Cl HUB.
This requires a Reseller
Contract and a full Commer-
cial setup.

Please contractusviasales@
Ci-hub.com to get answers
and the setup managed.



mailto:sales%40ci-hub.com?subject=
mailto:sales%40ci-hub.com?subject=

Backend overview

FOR RESELLER ONLY

The portal is straightforward and clearly structured. You | As a reseller, you not only
will find a search function at the top of the screen @), which | see your invoices, but also
you can use to search for invoices and product names etc. | those of your customers.
Enter the desired term and press return. You also have the | Accordingly, you also have
option to filter the invoices in accordance with the statuses | a search field that you can
“Not Paid”, “Paid”, and “All” @. This will provide you with a | use to search your customer
brief overview. Just above the invoice list, you can see ata | accounts:

glance how many invoices you have in the system in rela-

tion to your currently set filters and how many of them are
paid and not yet paid €. The list of invoices is organized
like this:
N
Cl HUB Payment Portal
HCUBI Check your pending and paid invoices. it

Total Invoices: 27| Paid: 23| Not Paid: 4

i Status Invoice Number & Invoice Date & DueDate &

Not paid 2024-000000397 MNovember 07, 2024 November 07, 2024
Not paid 2024-000000396 November 07, 2024 November 07, 2024
Not paid 2024-000000399 November 07, 2024 November 07, 2024

Not paid 2024-000000388 November 05, 2024 November 05, 2024

(7] 8] (9

0 of 4 row(s) selected.

@

o Export CSV

Product Name & Net Amount < Tax Amount & Gross Amount &

Wordpress 174.00 € 33.06 € 207.06 €
Figma 95.88 € 18.22 € 14.10 €

Sketch 95.88 € 18.22€ 1410 €

Figma 12199 € 2318 € 14517 € @ @

Rows perpage 10 Page 1of 1

® ©® @ ©®

@ CSV Export: You can export all your
invoices to a CSV-File.

© sSelect: Select the invoice you want to
process. You can also select several.

@ status: Check the status of an invoice
quickly.

@ Invoice Number: See your invoice
number easily.

© Invoice Date: See when the invoice was
issued.

© Due Date: See when the invoice must
be paid.

| Download

(@ Product Name: Here you can see
which product has been invoiced.

@ Net Amount: The net amount is the
price for our service, excluding taxes.

(@ Tax Amount: You will find here the tax
amount for the service.

(® Gross Amount: The final amount to
be remitted is comprised of the net
amount and tax amount.

@ More Options: With the three dots, you
can pay the invoice or download a PDF.



Paying invoices

The process of paying invoices is quite straightforward.
Click on the invoices you want to pay. A red bar will appear
with the total amount that needs to be paid.

Cl

HUB

Total Invoices: 27 | Paid: 23 | Not Paid: 4

Status Invoice Number ¢

Invoice Date ¢

CI HUB Payment Portal

Check your pending and paid invoices.

Due Date < Product Name ¢

Net Amount

Reseller 2 - Customer 1

Paid

Tax Amount <

1 of 4 row(s) selected.

2024-000000397

2024-000000396

2024-000000399

2024-000000388

November 07, 2024

November 07, 2024

November 07, 2024

Novembe

r 05, 2024

November 07, 2024

November 07, 2024

November 07, 2024

November 05, 2024

Wordpress 174.00 € 33.06 €
Figma 95.88 € 18.22 €
Sketch 95.88 € 18.22 €
Figma 12199 € 2318 €

Rows perpage 10

207.06 €

Selected 1 Invoice(s)

inclusive of all taxes

To commence the payment procedure, kindly click on the
“Pay Now” button. You will be subsequently directed to a
secure input screen. Please select your preferred payment
service provider or payment by credit card here. Finish the
process by clicking the Pay-Button. You can also download
the invoice as a PDF for your records.

© CIHUB GmbH

\_

G Pay

Payment method

0 = cad

4242 4242 4242 4242

0z/25

@ IDEAL

B sororT

123

-~ Bancontact

e my information for 1-click

2

4

Thank You for Your Payment!

Your transaction was successful. We appreciate your support!

« 2024-000000425 (Adobe Creative Cloud - 271.32 €)

Go Back to Dashboard

The invoice can now be located under the category of paid

invoices.

207.06 €

114.10 €

1410 €

14517 €

Page 10of 1 <«

" Paid ‘ 2024-000000236

August 30, 2024

August 30, 2024

Adobe Creative
Cloud

Payment Portal 3192.00€ 606.48€

Customer 3

All

@ Exportcsv

Gross Amount

3798.48€ j
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Office Potsdam

CI Benkertstrasse 4

HUB 14467 Potsdam
Germany info@ci-hub.com
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