Console User Guide

1. Set Your Password

e Once you receive the email, click on the Set Password button.
e You will be redirected to the password setup page.
o Enter your password and click Submit.

= Mi Gmail Q Search mail 3= @activer (D 3 4
ﬁm / Compose < O] o E’. ® C/+ 3] [ H 10f30
Mail
O & Inbox 24 Set Up Your OneTap Remote Console Admin Password
v¢ Starred
cnat ® Snoozed Hello Admin,
@] B> Sent Your OneTap Remote Console admin account has been successfully created. To
Meet D Drafts complete the setup and secure your account, please create your password using the
v More

link below.

Labels +
Set Password

& This link is valid for 30 minutes.
If the link expires, you will need to request a new one.

al Reply PN ad Forward )L [ sharein chat )

Password requirements:

e Minimum 8 characters

e At least one uppercase letter
e At least one lowercase letter
e At least one number

o At least one special character
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2. Login

o After successfully setting the password, you will be redirected to the Login page.
o Enter your credentials to sign in.
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3. Home Page

e After signing in, you will land on the Home Page of the console.
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4. Sync Tab

« Navigate to the Sync tab.

e Click on the Select Rooms button.

o A popup will appear where you can select the rooms whose calendars should be
synced and displayed.

o Events for the selected rooms will be shown in this section.
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5. Room Tab

e The rooms selected in the Sync tab will be displayed here.
o Toassign a device to a room, click the Map Device button.
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6. Map a Device
e From the Select a Device dropdown, choose the required device.
e Click the Map Device button.
e Once mapped:
o The device will be updated with the room name.
o Event syncing to the device will start automatically.
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7. Unmap a Device

e You can unmap a device from a room at any time.

e Once unmapped:
o The device status will change to Unassigned.
o Event syncing to the device will stop.
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8. Add a Device

o Click on Add Device to register a new device.
o Enter the device Serial Number.
e Provide the device’s unique 4-digit ID and submit.
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