BULK USER CREATION
AND LICENSE ASSIGNMENT
LICENSE MANAGEMENT

Bulk user creation and license assignment is now available on Eikon

Administration Services

Features

« Bulk user creation:

This functionality enables upload of up to 1,000 users via

CSV file at one time.
« Bulk license assignment:

Bulk assignment is only available for base licenses.

Getting started

Log in to Eikon Administration Services.

. EIKON ADMINISTRATION SERVICES

ACCOUNTS LICENSE MANAGEMENT

Please search for a specific user by inputting search keywords in the search box above.

Navigate to License Management.

. EIKON ADMINISTRATION SERVICES

ACCOUNTS LICENSE MANAGEMENT

Subscription Licenses

SUBSCRIPTIONS SUBSCRIPTION LICENSES

ELEKTRON FEEDS

ELEKTRON FEEDS

Please click on change button to select an account number.

Prices and Renewal Terms

Select the location account.

CHANGE VIEW SCOPE

Your scope is All which is too broad. Please input your interested location account.

Location account

Navigate to Users and select the option Upload CSV File from
create user drop-down.

Country: United States v Label: All

Base Add-on | Create User =

Individual User
Upload CSV File
EIKON - CORE

Choose the account and select the CJR.

Select Yes if you want to bulk assign the license and select
No if you want to create the bulk users without licenses.

Choose the relevant options on Welcome email and Notification
emails.

Note: Notification email recipient will receive information on the
progress of the request.

Account”: A-00995805
Location:
Contributor research entitlement*: No Compliance Job Role Required
Do you want to assign licenses?:

Welcome email language™: English

~ WELCOME EMAIL

Would you like fo send a welcome email to each user?” @

~ NOTIFICATION EMAIL
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If you choose to assign the bulk license, you will get the list of
available base licenses for the respective account (screenshot
below).

Note: The number of users on CSV file should not exceed the
available licenses.

~ License List

lable.

licenses with no end date first. 2) Assig ith longest end date.

Download the sample CSV file at the top-right corner of the bulk
creation homepage.

Users > Bulk Create Users

v BULK USER CREATION AND LICENSE ASSIGNMENT

Please be aware that prior to uploading the CSV file with user names and email addresses, the belo
ensure formatting is correct) can be downloaded here: o

Fill in the user first name, last name, company email ID and label.

Label is the reference linked to each user. This will help license
managers or Admin to know why and when these users are
created. They can filter using label (user section) if they want to
assign licenses as per label.

A B C D
1 FIRSTNAME LASTNAME COMPANY_EMAIL LABEL
2 |FirstName01 LastNameO1l FO1.L01@testuser.com bulk01
3 |FirstName02 LastName02 F02.L02@testuser.com bulk01

A IE:.--J-M-.....-J'\"J I acdAlama anND TR I A MAdactiimrmae mmma oo dlAA
Click on Upload File.

~ NOTIFICATION EMAIL

Notification email recipient(s) To:*

TEST1@thomsonreuters.com X

File is uploaded, user details are populated and validation
message is shown.

‘sample-bulk-create-users (1).csv

re that there ih the information for one or more of the users in the uploaded file. The users with error messages will therefore not be created.

Last Name Company Email Label Validation

LastName101 01 o .
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If there is a duplicate entry found, the validation message will be
shown.

e is an issue with the information for one or more of the users in the uploaded file. The users with eror messages will therefore not be created.

Last Name Company Email Label Validation

me0t FO1.L01@¢testuser.cor bulko1

bulko1

Note: You need not upload the file again. Click on Create.

bulk021

Cancel Create

2

The notification message is shown when the upload is completed.

BULK USER CREATION AND LICENSE ASSIGNMENT

Your request has been received.

You will receive a notification email once the transaction is complete.
You can also check the progress of your request in the audit trail screen.

You can also check the status of user creation in the audit trail.

Search for transactions Q

Name Transaction ID Status Action

FirstNaime101 LastNam... BLK-US1-1355547 Create User

Completed
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The notification email will also contain license creation status and
license assignment status file.
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our bullk user creation request nas been completid. PIEasE See more detall bekw
COMPANY DETALS
Locatiom Account ACCOUNT FOR GENESES SMOKETEST - SMOKEACC-LET (RETRACT) (SMOKEACC-LE1)

Address: 123 Coconut Strest, Bangiok, Thailand
Subscritser Number (CSLN). XX00000

UPLOMD DETAILS

Uplandad by: Miszbenj=van pokasanmsang

Company Email: biw ov maill

Upload Dabe: 2085-04-0% 00:48, 05

CBY Fila Mama: GensrateBulkU serCreation-pass? sy

SUMMARY
™ S Y T
User Creation F 0 Fl
License Assignment 2 0 i

Refinitiv is one of the world’s largest providers of financial markets data and infrastructure, serving over 40,000 institutions in approximately 190 countries. It provides
leading data and insights, trading platforms, and open data and technology platforms that connect a thriving global financial markets community — driving performance
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Visit refinitiv.com REFINITIV®
¥ arefinitiv T3] Refinitiv DATA IS JUST
N\

THE BEGINNING®

RE1168962_Bulk_User/4-20


https://www.refinitiv.com
https://twitter.com/Refinitiv
https://www.linkedin.com/company/refinitiv/

