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My Account – Admin Access 
Access to the CS Web App is controlled via an authenticated username and password 
associated to an existing organisation’s account. User details are recorded in a Contacts table 
accessible to an organisation’s designated Main Contact &/or Administrator.   

Administrator Account… 

• Maintains up to date Contacts details. 
• Enables web content (Palettes) to be locked so that (ordinary) users cannot edit or delete 

these, which is particularly useful for safeguarding Master Palettes or Project specific 
Palettes. Non Administrators (ordinary users) are still able to copy a locked Palette that they 
can then modify as required. 

• View Licences allocated to specific machines in organisation. 
• View and modify Profile details for all users. 

After accessing the Customer Login using an authenticated username and password, select Admin 
Access from My Account… 

 

Enter Admin Password when prompted or simply pick OK if no Admin Password has been set. 
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Profile, Contacts and Licences options are available to Administrators from My Account… 

 

Profile 
Profile details are displayed… 

 

Pick Edit Profile from the Select Action menu…  

 

The Edit Profile dialog is displayed with options to edit as required. 
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Editable options include default views for Palette, List and Selector. Select from the pop-down 
menus and edit as required. 

The Administrator Password can be changed by typing in the associated edit box. 

Users are able to switch between different view options during a session but a new session will 
always start with the default settings selected under Edit Profile. 

Users running the Palette Builder are able to temporarily hide the Library Selector (positioned at the 
top of the screen) to provide more space to view/edit palette details. Administrators are able to 
select whether the Object Selector is shown or not by default. 

Users are able to switch dynamically between metric and imperial displays of the Library Selector 
and Palettes. Administrators are able to select whether to use Imperial Units by Default by selecting 
the associated toggle. 

Contacts 
Administrators are able to view and edit Contact details for users within the organisation.  
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When users are attempting to access CS Web App for the first time, an Administrator will 
receive a request for authentication via email before the new user is added to the 
organisation’s contacts. If an Email address matches one that already exists under the 
Organisation’s Contacts, registration of the user is automatic, so there is clear advantage in 
Administrators maintaining an up to date record of contacts.   

Pick Contacts to display the list of contacts in the organisation… 

 

 

Pick Edit to display associated Contact information… 

 

Edit details and pick OK to commit changes. 

Pick Remove for any Contacts that are no longer working for the organisation. 
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Licences 
 

Select Licences to display the current licence activation details, divided into Product Purchases and 
Product Licences… 

 

The Licences view shows the total number of licences and products available and the current 
allocation of active licences (Licence Date, Product, Version, Computer Name). 

 

 

Protect Palettes 
 

Protect Selected Palettes as required from the Palette Builder using options available from the Select 
Action pull-down menu… 

 



CSD Administrator Access 
 

   

   CSD Administrator Access.docx 2022-05-16  

Empowering Landscape     

CloudScapes Design Ltd.  6th Floor, City Gate East, Toll House Hill, Nottingham NG1 5FS  UK  
t: +44(0) 845 838 6320  e info@csdhub.com  w: csdhub.com  Company Reg. No. 03200015  VAT No.  670 4010 74 

 


	My Account – Admin Access
	Profile
	Contacts
	Licences
	Protect Palettes

