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Access to the admin console is available via the Business services area on your overview page or
by choosing it from the drop-down menu located under your avatar.
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The Role of the Admin



The Role of the Administrator

As the administrator for your company in mySchneider, you are responsible for managing your company’s online profile and your employees' access to
important features. There are 2 types of administrators:

< mySchneider Admin - Rule: There can be up to 2 user administrators for only 1account, administrator cannot manage multiple accounts.

[

Role: =k
* Invite a Colleague to register to mySchneider under your same Company Profile |
« Approve, deny and revoke access to you Company’s profile in mySchneider platform (includes Traini g " : ewards)

* Maintain your company’s business information up-to-date and manage its public profile under Pt_" ‘ ] tab

4

q
% Orders Admin - Rule: Up to 2 order administrators can support multiple accounts but must a d account.

Role:
« Approve or deny employees’ access to Order Services (Price & Availability, Ot
s il

* Assign access roles for Orders Services (Viewer, Editor, Admin o

« Revoke access to Order Services

< Rewards Redeemer — Rule: Only 1rewa

Role:

- Approve or deny empl / hneider
e aEIectric"



mySchneider Admin



The relevant filters for mySchneider admins are highlighted in blue

Registration Status Filter
Filters users’ registration status to
mySchneider platform

Select All
Click here to select all users and update all

statuses

User Administration

Users panding

& requesls

Email

Role

Filters assigned roles

For mySchneider admin only: filters
for other mySchneider admins

Invite Colleague
Allows mySchneider admin to invite
users to their home account

Invite Coll -

Gompany Name

Registration D.

Registration Status
View a user’s registration status to
mySchneider platform

Download All Users Report
Report in excel format that allows
you to download and view all the

Service Requests users’ status

User Name / Email
Search user by name or email
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*  Click Invite colleagues to invite them to your company’s account in mySchneider.
* Enter their email address
* Click Send and that’s it. When they register, they will be automatically approved

Attention. This does not grant the user Order Services, the user must still request it and the Order admin must approve the access

User Administration

All Users Users pending service requests

Service Requ

Registered from Registered to ¢ User email

Download Report

Company Name Registration Date Registration Status Service Requests

Rt der



Grants mySchneider access to Company profile including Training, Programs and Opportunities

To approve or deny users to
mySchneider platform, filter
Registration Status to ‘Pending
Approval’

User Administration

Registration Status

’ Pending Approval

Registered from Registered to Company Name

D Approved

Select one or
more users to
approve

r Name | Email

Company Name Registration D.

Pending Approval

Registration Status

Invite Colleague

Service Name

oad All Users Report

Click Update All

Statuses or
Approve ai click on Pending
el Approval

dropdown and
select Approve
or Deny user
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To revoke access, search for the user’'s name and under Registration Status, select ‘Denied’

Company Name ke Registration D... & Registration Status o Service Requests

May

OR Click Revoke User Access

User Administration
B i TEST CAMBU -

Gompany Name

Click on the
user to be

removed s [ pensiog sopevai )|
from c RS Raguastos osto
mySchneider

Account 1D / Name

Pending Approvel

Confirm selection and

the user will be removed Schneider

from your company 9 Electric




An account can now have multiple mySchneider admins, however these can only be
assigned to one account

User Administration

Go to Role
and select
Click on the Admin
user to be
assigned as
company TEST CAMBU
admin

eeeeee

Pending

Schneider
a Electric



To review all users and their statuses in an excel file, click ‘Download All Users

Report’

User Administration

Users pending service requests

Registration Status Service Request Status

Account ID { Name Company Name

Account 1D/ Name

Service Name

Invite Colleague

Rt der



Orders Administr-"



Each account can have two order admins, and order admins may be assigned to several accounts. Additionally, an order admin also
serves as a mySchneider admin for one of the accounts they oversee.

Service Request Status Role
User pending service request tab Filters users' status to any service Filters assigned roles
requests.

Access all users with pending

requests to mySchneider services For mySchneider admin only: filters

For mySchneider admins: rewards, for other mySchneider admins

if applicable
For Order admins: filters for Order

For Order admins: Order access and mySchneider admins, Editor
and Viewer roles

User Administration

Users pending service reque:

Service Name
Filter Services available for your
Business Type

Service Request Status

AccountID / Name Registered to Account | Company Nama
This information is intended solely for s D/ Name s m
Order administrators to see which Order
Accounts users are associated with.

Company Name Registration D ¢ Registration Status ¢ Service Requests

Service Requests
iy 12, 2026 @ Review Service Pending Requests
for a particular user

Select All
Click here to select all users and update all
statuses

Company Name Registration Status
This filter identifies the company name associated with a user's The registration status can be viewed for all users who have requested
registration. It is useful for organizations that operate multiple Order access to the accounts you oversee as an order admin. However, Schneider
companies under different names but are overseen by a single changing the registration status will only be available for those users who a e tric

Order administrator. are under the Company Profile you manage as a mySchneider admin.



User Administration

All Users

Registration Status

Registered fr

Order admins will have access to additional sections in the Admin

console.

* Users pending service requests
» Service Request Column

Click on any to view any pending order requests from users.

Company Name

Registration Date

Registration Status

Invite Colleague

Service Requests

If you are an orders admin for a
user but not the mySchneider
admin, the registration status will
appear grey and you won't be
able to take any action. Only the
mySchneider admin for that user
has the authority to manage their
status.
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User Administration

Click on the
user's name
to go to the
User’s detail

page

Choose one of the
predefined roles: Admin
(accessible only if the user
eScmate Adrin shares the same Company

Profile as the Order admin),
Editor, or Viewer.

Account ID / Name

Account Requested Date  Aee> Request Status O r

o7zt

Customize the Access
rights to Order Services
under the dropdown

O My Contracts

o
a]
O eareh
u]
o
a]

My Returns

0000000000V -
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User Administration

Click on the
Users
Pending
Services
Request tab

Apply one of the
filters when
necessary to
narrow down your
results.

Select one or
more users to
approve

User Administration

All Users u

Service Account information
01 + test_user_camuat_us_01@yopmail.com (1)
1000006

« testcam-us-ox45@yopmail.com (2)

3= test user16_us_wd_wd2@yopmail.com (1)

Invite Colleague

ad Pending Appr

Requested Date Request Status

- ATLANTA

- LOUISVILLE

- ATLANTA

Update All Statuses ~ [I8

- ATLANTA

Update All Statuses of the
selected users to a specific
predefined role: Editor or
Viewer

Or

Update All Statuses for
one user or update the
status of each specific
account

Rt der



User Administration [ cotos= )

Click on the
user's name
to go to the
User’s detail
page

If you are the order AND mySchneider
admin for the user, you will be able to
revoke access to the entire platform
by clicking on Revoke User Access

mySehneider Admin
Yes

Pending Ap ) Denied (0)

Access

O Account Requested Date  pette

If you are only the Order admin,
you can Deny access to Orders
and contact the mySchneider
admin to remove user from
mySchneider platform

BEcIder



Limit 2 order admins per
account.

An order admin is permitted to assign another order admin only if the user is part of the same Company

Profile. If not, please contact the CCC through chat or email at partnercommercial@se.com.

AM1 18I
User Administration G 6 US1SI3

Click on the
user’'s name
to go to the
User’s detail
page

Select the account under
the Pending Approval or
Approved section. Select
Admin under the
dropdown.

Rt der
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Rewards Admin

A mySchneider Admin is authorizeql:.'
agreed to the Rewards Terms & C



Users who qualify for reward access can view the email addresses of their

mySchneider admin(s) and Rewards Redeemer admin.

A CAM USOME
Electric

MyBusiness Products Software »  Services »  Solutions » Homeowner “~  Support Company (
CAM USOM8

OEM (Original Equipment

# Trainings < Programs < Installed Base ¢ Opportunities :* Rewards CAM test

.
Overview [ Services

Services

All eligible users will see Requested Services Rewards Request
the Rewards tab under
Requested Services

©

Rewards Access Granted

\ able
7 Programs

From the profile icon
dropdown, click Services

Under Contact Admin, you
can find the mySchneider
admins responsible for
approving/denying access

And the Reward Redeemer Admin
which can:

¢ Approve/deny users reward
access

* View all reward points
contributions in real-time

Rt der



As a mySchneider Admin, you will be able to approve or deny users to Rewards

once you have agreed to the Rewards T&Cs

Bulk Reward access is
manageable by selecting
“Rewards” in the service name
dropdown

To approve/deny all users
pending reward access, click
the Select All checkbox

Under pending service request tab

Service

istration

User Name / Email

Iser Name / Email

Account information

usa_om1_01_05142026@yopmail.com (1)

26+ usa_si2_02_05142026@yopmail.com (1)

Reguested Date

Invite Colleague

Update All Statuses

Approve all as Viewer
Approve all as Editor

Updat: s

Pending Approval

Update All Statuses [l

Pending Approval

Under Update All Statuses,
select:

* Approve all as Viewer

Note: This will grant all users
reward access to see the
company total reward points.
These users will be required to
sign the Rewards T&C when
they access the Rewards
business service.

* Denyall
Note: This will reject all users

reward access to your
company.

Rt der



As a mySchneider Admin, you can assign another admin to manage Rewards

Overview | Admin Console | User Administration # All Users

After selecting “Rewards” in Roles permissions
Yser Administration the service name dropdown U
S menu, click the user you wish e somn o h nucompan 20 sy chmes o compny e o e

to assign as a
Rewards/mySchneider Admin

Editor and Vi

y depending on the can see the detailed list

Orders

Permission Redeemer

# User Administration ! All Usdls / Users details

usaom8 om803

On the Users details page select
“Admin” from the Roles dropdown c Ghange user role
menu to change the users role to a “
mySchneider Admin [esnann
Note: When the new Admin logins
they will be requested to sign the
Rewards T&C.

Schneider



To assign a new Rewards Redeemer you must be a mySchneider Admin first

Roles permissions

User Administration

Registration D.

On the Users details page select
“Approve as Redeemer” from the
Request Status dropdown menu to
change the users role to a Rewards
Redeemer

Note: The existing and new
Redeemer will get an email
confirmation of the updated roles

After selecting “Rewards” in
the service name dropdown
menu, click any user that has
already been approved under
“Registration Status”

Request Status

Schneider



NEW - Services Sect

Please share this guide with others ir
how to request access to services



Requesting and viewing status of your service access
To go to the Homepage

To go to the new Services section
Select Services

£ TESTUser10 USSISIZ A

,r"., Weicome

TESTUser10 USSISI2
Industrial System Integrator
512 Test compan Support

Logouwt

OR Select Need Access for any service where you require

aCCesS

Business Services

Al | Features  Product Tools

Requested Services

7 Add details to request
= Orders

Returns Management
Effi i

Communities

2

Document download
center

Schneider



Under Orders, select:

0 SE US for US Orders Access  If you need access to additional accounts / branches, select Yes
0 SE CA for Canada Order Access + Select all the accounts you need access to orders
. APC for Secure Power » Click Submit

Enter your Account ID and click Search

Add details to request 5
Orders

s
pics for you

Services

Orders Request Requested Services Orders Request

Add detads 0 roquost
Orders

Which account would you tike 55 as Home account?”

1000005620 - ALAMEDA ELECTRICAL DISTRIBUTORS INC -
PETALUMA

Topics for you veed access 1o other branches or accounts?

Which additional branches/accounts would you like to access?

16 selected ;

e
Trainings

Do you need access to Financial & Credit services for applicable accounts?

Oves OMo

* Your Order access has been requested, and
your Order Admin(s) will approve your
access

Rt der



Additional details can be found in the foII i



How to request access to APC — Secure Power (if applicable)

Click Avatar (name in top right corner) and From the Services page, under Orders, select
select Request access to APC orders Request access to APC orders
£, Test1 USWD

Services

A
A1 Welcome
) Welcome

e jcos Order Mamogement
Test1 USWD2
Distributer-El

[ | Home a
100000:

Logout

Add Secure Power account ID and click Submit Your Secure Power Order admin will approve your request

Request for more order sites

Account access request has b
nt?

u for your requ

n placed successfully.

nfol
r Electric to your Company, If you are
mpany administrator
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For mySchneider admin st
partnerportalsupportnam@se

Need Support?

For Orders admin support chat via
mySchneider or contact '
partner.commercial@se.com

=
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