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How to: invite users to The MRCE

Handbook App for North Member Administrators

To invite users to The MRCE Handbook App, you will need to have a MyNorth account. Follow

the instructions in the

How to:

register  to MyNorth guide:

https://www.nepia.com/publications/how-to-reqgister-to-mynorth/

1. Once you have a registered MyNorth account and are on North's website
(www.nepia.com), navigate to the MyNorth area - there are multiple ways to access
the MyNorth area, however this example covers access via the top navigation.
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’ How can we help you? Q

Latest Topics

North and the Standard Club

Ukraine War

Sanctions

Navigating Decarbonisation

2. Hover over 'MyNorth’ in the main navigation and complete your account details
(email address and password) from the login field, then click 'login’.
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MyNorth GlobeView Vessel Search Correspondents

e Hours Emergencies
Latest About North Contact +441912325221 Q

NorthOnline
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] Access confidential risk and vessel data with

NorthOnline

Collect and reference articles, (e

news items and contacts in your O et

own personal space..

3. Once you are logged in to MyNorth, navigate to the ‘My Apps' link from the
dropdown menu bar, then click on the heading '‘My Apps’.

o W=
Nerth  mynorth

MyNorth ™

Vessel Search C¢

My Profile
Welcome to MyNorth, here you have My Resources
exclusive access to all our premium
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4. You will then be directed to the ‘Invite App Users' page: Invite App Users
(https://www.nepia.com/application/import). From this page, you can select which

Loss Prevention app you want to invite users to from the left-hand drop-down box.
Select 'The MRCE Handbook’ from the list.

Oficeours Emergencs
MyNorth ~ MyGlobeView  VesselSearch  Correspondents  Latest ~ AboutNorth ~ NorthStandard ~ Contact — +44 1912325221 Q

BACKTO DASHEOARD.

ough our

simple onboarding process. Simply chose the app yc ntaining
their email address, name and surname. ) king them
to sign up to MyNorth, with instructions on how to access an

o review your sent invitations, simply click the ‘review invitations box below, which highlights who you've sent
invites to and a status update on their registration process.

If you have any questions, please contact communications@nepia.com

o ensure the formatting of you
CSVfile

V import is correct and to avoid upload errors, please download the maste

Review our on-boarding process and how-to guides here

Choose app

— [(ove iece Handboor )

2
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5. Next, download the ‘Master CSV File’, by clicking on the line of text that reads 'Please
Download Your Master CSV'.

Office Hours Emergencies
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Néi th MyNorth MyGlobeView Vessel Search Correspondents Latest About North 44 191232 5221 Q

Hello Sarah Logout

Contact

onpoaraing process. SImply chose the app you'd like to Invite Users 10, and upload a SV Tile containing their emai
address, firstname and surname. Once complete, the recipients will receive an email asking them to sign up to
MyNorth, with instructions on how to access the app once an account has been created.

To review your invitations, simply click the ‘review invitations’ box below, which highlights who you've sent invites to
and a status update on their registration process.

If you have any questions, please contact communications@nepia.com

Choose app Invite users

Please select an application v ] [ Upload csv file. &

— PLEASE DOWNLOAD YOUR MASTER CSV &

REVIEW INVITATIONS INVITE

6. Open the Microsoft Excel file and insert users’ email address(es), first name(s) and
surname(s) into the relevant fields, then save this as a CSV file in an easy to access
location on your computer. You can insert 1-1,000 users in a single spreadsheet.
Please ensure that you add in each user on a new row. If you would like access to the
app, then please include your own details within the CSV file. Note, if you do not
format the document correctly, the CSV file will fail to import.

. . .. . MEMBER OF
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7. Return to the ‘Invite App Users' webpage and click on the ‘Upload csv file’ box. A
pop-up box will appear, select your saved CSV file from your computer, and press

1 1
open.
| . t 2 l I BACK TO DASHBOARD
[
4+ %> ThisPC » Downloads v o Search Downloads 85 to North's dedicated Loss Prevention Apps through our
| 5 invite users anc loac SV file
S —— =- o @ you'd like to invite users to, and upload a CSV file containing

te complete, the recipient(s) will receive an ernail asking them

2
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REVIEW INVITATIONS m

8. Next, insert your chosen CSV file, and then press the ‘invite’ button.
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Office Hours Emergencies
N%rth MyNorth  MyGlobeView  VesselSearch  Correspondents  Latest  AboutMNorth  NorthStandard  Contact  +44 1912325221 Q

Hello Sarzh Lagout

DACK TO DASHBOARD

Invite App Users

Welcome to North's App Hub. Invite your colleagues to North's dedicated Loss Prevention Apps through our

simple onboarding p Simply chose the app yo
their email address, first name and surname. Once ©
to sign up to MyNorth, with instructions on how to ac

dlike to invite users to, and upload a CSV file containing
nplete, the recipient(s) will receive an email asking them
the app once an account has been created.

[o review your sent invitations, simply click the ‘review invitations' box below, which highlights who you've sent
invites to and a status update on their registration process

If you have any questions, please contact communications@nepia.com

[o ensure the formatting of your CSVimportis correct and Lo avoid upload errors, please download the master
SV file
LoV e

Review our on-boarding process and how-lo guides here

PLEASE DOWNIOADYOURMAGTTRCSV &

Choose app Invite users
The MRCE Handhaok v ] [ user_import_example.csv .T.]
REVIEW INVITATIONS m —
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9. Once complete, the recipient(s) will receive an email asking them to sign up to
MyNorth, with instructions on how to access the app once an account has been
created. The sign-up link contained in the invitation email will expire within 5 days.
Please see Section 2 below for the onboarding process for crew.

You've been invited to create a MyNorth account, in order to access North's
The MRCE Handbook App.

This invite has been sent from Sarah Daubney from Morth on 2022-11-29 10:52:23

In order to access this app and all it's features, you first need to create a MyNorth account on North's
website. This process is quick and simple and should take no longer than 2 minutes.

Once registered, you will receive a second email confirming access and providing a link to log into your app.

Create your account

Note: Please register using an individual company email address if possible, this ensures your login will
remain unique to you. This is your unique login, please do not share this with anyone. The link will
expire in 5 days. If your link has expired, please contact Sarah Daubney to resend your invite.

Already registered for MyNorth?

If you already have a MyNorth account, you can access the app directly by clicking here, or copy and paste
the URL below into your web browser:
https://www.nepia.com/mrce-app

10. You will then be guided to a 'submission’ page. From here you can navigate back to
MyNorth, by clicking on the ‘back to dashboard’ button, or if you would like to take
further actions on the app, then click on the ‘proceed’ button, which appears next to
the line of text that reads 'Would you like to submit invitations to another app?".

Thank You - App Invites
Sent

Your invitations have nhow been sent

BACK TO DASHEOARD _

Your invitations have now been sent. The recipient(s) will shortly receive an email asking thern ta sign up to
MyMNarth, with instructions on how to access the app once an account has been created.

You can review all your invitations from the main app onboarding page by selecting 'review invitations' or
clicking here

You can send further invitations for colleagues to join this app, or another app, by visiting our app on-boarding
] J ]
page, or by clicking on the ‘proceed butten' below

IFyou have any questions, please contact communications@nepia.com

Would you like to submit invitations to another app? L

. . P . MEMBER OF
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11. To review your invitations, simply click the ‘review invitations’ box, which takes you
through to the ‘invitations sent’ page - this page highlights who you've sent invites
to and a status update on their registration process.

o =
= F——
N&rth  MyNorth  MyGlobeView  VesselSearch  Correspondents  Latest  AboutNorth  NorthStandard ~ Contact  +44 1912325221 Q

HalloSarah Logout

Invite App Users

Welcome to North's App Hub. Invite your colleagues to North's dedicated | oss Prevention Apps through our
simple onboarding process. Simply chose the app you'd like to invite users to, and upload a CSV file containing
their email address, first name and surname. Once complete, the recipient(s) will receive an email asking therm
to sign up to MyNorth, with instructions on how to access the app once an account has been created

BACKTO DASHEOARD

[ review your sent invitations, simply click the ‘review invitations’ box below, which highlights who you've sent
invite

to and a status update on their registration process

If you have any questions, please contact communications@nepia.com

nsure the formatting of your CSV import is correct and to avoid upload errors, please download the master
CsVfile

Review our on-boarding process and how-to guides here

VNIOADYOURMASIT RCSV ik

The MRCE Handbook v l

- e nararons [

The ‘invitations sent’ page loads with a list of users that have been uploaded via a successful
CVS import. The data that should be present for each record is ‘email, first name. last name,
status (e.g. in progress), app name and the date stamp of the list invite email.

12. To re-invite a user to an app, press the button by the ‘re-invite’ button on the right-
hand side of the relevant line within the table.

N&rtN  MyNorth  MyGlobeView  VesselSearch  Comrespondents  Latest  AboutNorth  NorthStandard  Contact  +44 1912325221 Q

Invitations sent

You have invited the following colleague(s) to create a MyNorth account to access an app. You can check the
progress of their registration below.

You can resend an invitation to anyone that has not signed up by clicking the ‘re-invite’ button from the table

below

Search a name, status or app Q

Katie Seott rogess Thavicerandbooc  omnasnsar [
e Mikalen  InProgress  The MRCE Handbook [ e |

Would you lke o subrit initatons to ancther p?

. . P . MEMBER OF
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10. From this page, you have the option to submit invitations to other apps. Click the
'‘oroceed’ button, located at the bottom right-hand side of the page, below the list of invited
users table. This navigates you back to the ‘invite app users’ page.

« =5
i Office Hours Emergencies
Nﬁrth MyNorth  MyGlobeView  VesselSearch  Correspondents  Latest  AboutNorth  NorthStandard  Contact  +44 191 232 5221 Q

fello Sarah Logout

Invitations sent

YYou have invited the following colleague(s) to create a MyNorth account to access an app. You can check the
progress of their registration below:

BACK TO DASHBOARD

You can resend an invitation to anyone that has not signed up by dlicking the ‘re-invite’ button from the table

below:

Search a name, status or app Q
Email address First Name Last Name Status ID or App Last email sent at
Latie scottEnepis. com Katie Seott InProgress  The MRCE Handbook 2022-11-15 11:53:17 m
sarah daubney@nepia.com Sarah Daubrey Registered  The MRCE Handbook 20221027 141452
jamie mikkelsen@nepia com Jamie Mikkelsen InProgress  The MRCE Handbook m
testmnepia.com Test Example InProgress  The MRCE Handbook 2022-11-0215:31:41 =23

Would you ke to submit initations o ancther ne? [

Further information

If you have any questions, please contact communications@nepia.com

. . .. . MEMBER OF
For more information, please visit www.nepia.com YW@ QO
Copyright © 2022 The North of England P&l Association Limited IG


mailto:communications@nepia.com

Global service
built around you

Section 2 - How to: access The MRCE Handbook App

for Crew Users

1. Your app administrator will issue an invite email to your
email address. The email will be titled 'MyNorth: Account
Invitation’. From here, click the ‘create your account’ button
to set up a MyNorth account. The sign-up link in the email
will expire within 5 days.

Note: users are required to create a MyNorth account
before you can proceed with downloading The MRCE
Handbook App to their portable device. Login to The MRCE
Handbook App utilises the users’ MyNorth account login
credentials.

2. Access our ‘How to register for a MyNorth

account’

Nerth

Hello User Example

You've been invited to ereate a MyMorth account, in order to access North's The
MRCE Handbook App.

This invite has been sent from Sarah Daubney from North on 20230112 10-16:16

In arder to acoess this app and all i's features, you first need 1o create a MyNorih account on NortH's,
website. This pracess ks quick and simple and should tke no longer than 2 minutes

Once registered, you will reveive a second email confirming sceess and providing a link ta log into
yaur app.

Greats yoLr sccount

Note: Please register using an individual company email address if possible, this ensures your login
will remain unigue to you. This is your unique login, please do not share this with anyone, The link
will expire in 5 days. I your link has expired, please contact Sarah Daubney 1o resend your invite

Already registered for MyNorth?

1 you alresdy have s MyNorth account, yau can access the spp directly by elicking here, ar ecpy and
paste the r web browser

https.ifwene.nepia.comimice-agp

You can then log Into the app using your MyNorth credentials

IF youire having trouble clicking the “Creste your account’ button, copy and peste the URL belor infor
your web browser:

DHo3LI i Iy

guide here:

https://www.nepia.com/publications/how-to-register-to-mynorth/

3. Once you have created a MyNorth account, you will receive
a confirmation email titled 'MyNorth: Account Activation’.
Within this email click the "access app’ button to download
the MRCE App to your mobile/tablet device.

Access the app:

Playstore: iOS (Apple): https://apps.apple.com/us/app/the-
mrce-handbook/id6444629641

Google Playstore: Android:
https://play.google.com/store/apps/details?id=com.mrce

Hello User Example

Thank you for creating a
MyNorth account. You're now
an active member, and can
access our The MRCE
Handbook App.

You were invited to this app by Sarah
Daubney from North on 2023-01-12
10:16:16. If you're unsure why you have

been sent this app, please contact
sarah.daubney@nepia.com.

Download the App

In order to access this app and all its
features, please visit our app page here
and download from your relevant app
store. Once you've downloaded the
app, you can then login using your
MyNorth credentials.

For more information, please visit www.nepia.com YW@ QO
Copyright © 2022 The North of England P&l Association Limited
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4. Ifyou already have a MyNorth account, you will receive an | weosompewea
email titled 'MyNorth: Application Invitation’. This €mail | vouhave been invited to our The MRCE Handbook app by
will provide a link to access The MRCE Handbook App. ::”"D“h":::y"":"":"""fi“:::m“f"ta
Please follow the process contained within Step 3 (above). | smsumaemmsm

Download the App

As a MyNorth user, you can access this app and all its features. Please login
below using your MyNorth credentials.

Access App

Once you've downloaded the app, you can login using your MyNorth creden-
tials. If you have fargotten your MyNorth password, you can reset it here.

If you're having trouble clicking the "Access App" button, copy and paste the
URL below into your web browser:
https:fwww.nepia.com/mrce-app

5. The MRCE Handbook App will load up onto the initial login screen. This will take you to
our MRCE app page which requires the user to download the app from their app store.
Login using your MyNorth credentials. The first time you use the MRCE App, you will be
prompted to read and agree to our App Terms & Conditions.

6. Furtherinstructions on how-to create a checklist and use The MRCE Handbook App can
be found on our dedicated webpage here http://www.nepia.com/mrce-app.

Further information

If you have any questions, please contact your app administrator, or contact us at
communications@nepia.com.

Created: 23 January 2023
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