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  1   LOGGING IN & DASHBOARD OVERVIEW
The My Evo Card admin portal is accessible from any modern browser. No software installation is required.

Logging In
1. Open your browser and navigate to app.myevocard.com.
1. Enter your registered email address and password, then click Sign In.
1. If this is your first time, use the temporary password sent to your email and reset it on first login.
1. Enable two-factor authentication from your Profile > Security settings (recommended for admins).

Dashboard Overview
Once logged in, you'll land on the main Dashboard. Key elements include:

	Element
	Description

	Employee List
	Central table of all team members — click any row to open their profile.

	Analytics Tiles
	Quick-glance metrics: total employees, active cards, leads this month, scans this week.

	Sidebar Navigation
	Links to Employees, Branding, NFC Cards, Leads, Settings, and your Account.

	Search Bar
	Filter the employee list by name, department, or email in real time.

	+ Add Employee
	Shortcut button to create a new employee profile manually.



💡  TIP   Bookmark app.myevocard.com in your browser for quick access. You can also add it to your phone's home screen by choosing 'Add to Home Screen' from your mobile browser menu.


  2   ADDING EMPLOYEES
Method A — Manual Profile Creation
Use this method to add one employee at a time with full control over each field.

1. From the Dashboard, click the + Add Employee button in the top-right corner.
1. Fill in the employee's First Name and Last Name.
1. Enter their Job Title and Department.
1. Add their work Email Address and Phone Number.
1. Create a unique Username (used in their public card URL, e.g. myevocard.com/u/jsmith).
1. Upload an Avatar photo — recommend a square image, minimum 400×400 px (JPG or PNG).
1. Click Save Profile. The employee will receive an invitation email to activate their account.

💡  TIP   Avatar photos render best when the subject is centered with minimal background clutter. A plain or blurred background works great on digital business cards.

Method B — Bulk CSV Import
Add multiple employees at once by uploading a CSV file. Ideal for onboarding entire teams.

1. Navigate to Employees in the sidebar, then click Import CSV.
1. Download the CSV Template provided on the import page.
1. Fill in the template columns: first_name, last_name, title, department, email, phone, username.
1. Save the file as a .csv (comma-separated) — do not use semicolons or tabs.
1. Drag and drop the file into the upload zone, or click Browse to select it.
1. Review the preview table to confirm data looks correct, then click Import.
1. Any rows with errors (e.g. duplicate username) will be flagged — fix and re-import those rows.

💡  TIP   Keep usernames lowercase and hyphen-separated (e.g. jane-doe). Avoid spaces or special characters. Usernames cannot be changed after the employee's first login without admin assistance.


  3   SETTING UP COMPANY BRANDING
Your logo and banner images appear on every employee's digital card, ensuring consistent brand representation across your entire team.

Uploading Your Logo
1. Go to Branding in the left sidebar.
1. Under the Logo section, click Upload Logo.
1. Select a PNG or SVG file. Recommended size: 400×120 px, transparent background.
1. The logo preview will update instantly. Click Save Branding to apply.

Uploading Banner Images
You can upload up to 3 banner images. These rotate or display as a gallery on the card's header.

1. Under the Banners section, click Add Banner.
1. Upload a JPG or PNG image. Recommended size: 1200×400 px (3:1 ratio).
1. Drag banners to reorder them — the first banner is the default displayed image.
1. To remove a banner, hover over the thumbnail and click the X icon.
1. Click Save Branding when finished.

💡  TIP   For banners, use high-resolution images (at least 72 dpi for screen). Avoid placing critical text near the edges as some devices may crop slightly.


  4   MANAGING ROLES
My Evo Card uses a three-tier role system. Assign roles based on each person's level of responsibility.

	Role
	Who It's For
	Key Permissions

	Owner
	Company account holder
	Full access: billing, all settings, can delete the account, assign any role.

	Admin
	IT managers, HR leads
	Add/remove employees, manage branding, view all leads, assign NFC cards, change member roles.

	Member
	Regular employees
	View and edit their own card only (within field permission limits set by admin).



Changing Someone's Role
1. Go to Employees and click on the employee's name to open their profile.
1. Scroll to the Account section and find the Role dropdown.
1. Select the new role from the dropdown: Owner, Admin, or Member.
1. Click Save Changes. The new permissions take effect immediately.

💡  TIP   Only one Owner account is allowed per organization. To transfer ownership, the current Owner must first promote another admin, then demote themselves. Contact support if you're locked out.


  5   FIELD PERMISSIONS
Field Permissions let you control exactly which profile fields each employee can edit on their own card. This prevents unauthorized changes to official information like job titles or company email addresses.

Configuring Field Permissions
1. Click Settings in the left sidebar.
1. Select the Field Permissions tab.
1. You'll see a list of all card fields with toggle switches next to each.
1. Toggle ON to allow employees to edit that field; toggle OFF to lock it.
1. Changes apply to all Members account-wide. Click Save Permissions when done.

	Field
	Recommended
	Notes

	Display Name
	Locked (OFF)
	Use official names only — prevents informal nicknames.

	Job Title
	Locked (OFF)
	HR or admin should control titles.

	Work Email
	Locked (OFF)
	Always lock — ties to login credential.

	Mobile Phone
	Editable (ON)
	Employees often update direct lines.

	Bio / About
	Editable (ON)
	Personal bios are great for personality.

	LinkedIn URL
	Editable (ON)
	Let employees link their own profiles.

	Profile Photo
	Editable (ON)
	Employees can upload their own headshot.

	Department
	Locked (OFF)
	Controlled by HR to match org chart.




  6   INVITING TEAM MEMBERS
Once employee profiles exist, you need to send invitations so team members can activate their accounts and log in.

Generating an Invite Link
1. Go to Settings > Invitations.
1. Under Generate Invite Link, choose the role this link will grant: Admin or Member.
1. Click Generate Link. A unique URL will appear — copy it.
1. Share the link via email, Slack, or any messaging platform.
1. The link expires after 7 days or 50 uses (whichever comes first). Generate a new one as needed.

Sending Individual Email Invitations
1. Navigate to Employees and click the checkbox next to one or more employees.
1. Click the Send Invite button that appears in the action bar.
1. Confirm the role assignment and click Send. Each employee receives a personalized activation email.
1. Resend an invite at any time by clicking the ... menu on an employee row > Resend Invite.

Bulk Invite by Email
1. Go to Settings > Invitations > Bulk Invite.
1. Enter email addresses in the text box, one per line (or paste a comma-separated list).
1. Select the role to assign all invitees.
1. Click Send Invitations. Each address receives a unique sign-up link.

💡  TIP   Invite links are role-specific — double-check the role before sharing. A link intended for regular members should not be shared publicly if it grants admin access.


  7   ASSIGNING NFC CARDS
Each physical My Evo Card NFC business card must be assigned to an employee profile before tapping it will display their information.

Assigning a Card
1. Click NFC Cards in the left sidebar. You'll see a list of all cards in your inventory.
1. Each card is identified by its UID (a unique hardware ID printed on the card's packaging).
1. Click the Assign To dropdown in the row of the card you want to assign.
1. Search for and select the employee's name from the dropdown.
1. Click Confirm Assignment. The card is now linked — tapping it will load that employee's live card.
1. The employee is notified by email that their NFC card is active.

Unassigning a Card
1. On the NFC Cards page, find the card you want to unassign.
1. Click the ... menu at the end of the row and select Unassign.
1. Confirm the action. The card is now unlinked and can be reassigned to a different employee.

💡  TIP   Write the card UID on the card packaging before distributing cards. This makes it easy to match physical cards to their entries in the portal if reassignment is needed later.


  8   VIEWING LEADS
Leads are contact submissions collected when someone taps an My Evo Card and fills in the card's contact-capture form. All leads are stored in the portal for review and export.

Accessing the Leads Page
1. Click Leads in the left sidebar.
1. The leads table shows all submissions sorted by date (newest first by default).
1. Click any row to expand the full lead detail.

	Data Field
	Description

	Name
	First and last name entered by the contact.

	Email
	Contact's email address.

	Phone
	Contact's phone number (if provided).

	Company
	Organization or company the contact entered.

	Message
	Free-text message or note the contact left.

	Opt-in
	Whether the contact opted into follow-up communications.

	Employee
	Which employee's card generated this lead.

	Date / Time
	Timestamp of the form submission.



Filtering & Exporting Leads
1. Use the Employee filter dropdown above the table to narrow leads to one person.
1. Use the Date Range picker to filter by a specific time period.
1. Click Export CSV to download the filtered results for CRM import or reporting.

💡  TIP   Export leads regularly and import them into your CRM (HubSpot, Salesforce, etc.) to keep your pipeline current. The CSV format includes all fields shown in the table above.



Need Help?  Contact EVO Support at myevocard@gmail.com or visit https://myevocard.com/contact
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