Online Function Guide

Adding a New Contact to your ELA
Profile

What’s in this Guide?

This guide provides Step-By-Step Instructions for an individual to add a new contact to its Enterprise License
Program on MyCitrix.

The steps below are for an individual who has an existing MyCitrix account. See the guide titled Creating a
MyCitrix Account for instructions on how to create your MyCitrix account. An authorized Citrix Partner can add a
new contact to your License Program Registration for you. For additional assistance with either establishing a
MyCitrix account or adding a new contact, please contact an authorized Citrix Partner. Locate a partner at
www.Citrix.com/Partners/Locator.

Why add a new Contact?

Adding a new contact to your License Program Registration is one of the easiest methods of extending your Citrix
discount and benefits across your organization while increasing the opportunities for other departments and
affiliates to increase your discount and benefits.

Available Licensing Program Guides

1- Creating a MyCitrix Account

2- Registering for the Enterprise License Program

3- Publishing your ELA Registration Information to a Citrix Partner

4- Adding an Affiliate to your Enterprise Licensing Program Registration
5- Registering as an Affiliate for the Enterprise License Program

6- Accessing Your Company’s ELA Profile

7- Adding a New Contact to your ELA Profile

8- Registering for the Easy License Program

9- Registering for the Education License Program

Available to Authorized Citrix Partners only

P1- Registering Your Customer for the Enterprise License Program
P2- Managing Your Customer’s Enterprise License Program Registration
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http://www.citrix.com/Partners/Locator

1. Log into MyCitrix by entering your Username and Password.
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NEW?

Get instant access
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Everything Citrix, just for you!
Forgot Your Pazsword
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e Welcome to My Citrix!

Log in for access to everything Citrix

The new Advisor Rewards & Lead Manager will be live on May 4 and replaces the current Lead Management Tool
(LMT). As part of the transition, LMT will be unavailable between Friday, May 1 at 3:00 PM (EDT) and Sunday, May 3 at
9:00 PM (EDT). We apologize for any inconvenience. Partners are encouraged to gettrained now in preparation of
the new tool. For more details, log in here with your existing credentials.

Log in for one-click access to all your tools and applications — register your products, manage your licenses, download
software, update your profile and more. My Citrix was designed to make your interactions with Citrix as fast and simple
as possible. Whether you're a Citrix customer, a partner, a member of the press or anyone else, My Citrix has a host of
benefits for you.
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2. To access the Update My Company Information tool:
a. Pointto Choose a Toolbox.
b. Then click Update My Company Information in the pop-up menu.
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3. Click Add Contact in the Current Tool drop-down menu.
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My Citrix Please select the Contact you want to update and click on Continue.
» Useful Links & Resources [¥] current Contact{s) [JFormer Contact(s)
Reference Desk Contact Name Phone Status Email Address
) Jane Doe 954-2673300 Current jane.doe@testcom.com
) Jim Smith 954-2673300 Current jsmith@testco.com
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4. To identify your new contact:
a. Add information in all required fields indicated by an asterisk (*).
b. Use the scroll bar to access all fields.

5. When all information has been entered, click Continue.
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6. Select a Username and Password for your new contact’'s MyCitrix account using the guidelines.
7. Enter the Username and Password you selected and click Submit. You must enter your Password twice,

in both the Password and Confirm Password fields.
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» Useful Links & Resources

Reference Desk
* Login ID: — i I

* Passward:
* Confirm Password:

v

New passwords must be (8) or more characters in length and meet at least two of the following criteria:

+ »rcontain at least one (1) digit
s b contain at least one (1) UPPERCASE letter
s rinclude at least one (1) of these symbols: 1 @ # $% "~ =2 + = -

Please enter your preferred login ID and password and click the submit button to complete your registration.
Your login ID must have at least 6 characters and at least one digit. Your password should be at least 8

characters long.

Submit Q
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8. When the screen displays a message circled below, you have finished adding a new contact.
9. You can perform another function by pointing to Choosing a Toolbox and then clicking the desired
function in the drop-down menu that appears.
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o Create Your Login/Password

My me W  *Required information is preceded by an asterisk.
» Useful Links & Resourges
Reference Desk

Contact with login has been added to your company. The new contact has been emailed with the login and
password selected.

9 * Login 1D: GeorgeBrown

* Passwaord:

* Confirm Passwaord:

New passwords must be (8) or more characters in length and meet at least two of the following criteria:

& » contain at least one (1) digit
+ »contain at least one (1) UPPERCASE letter
s binclude at least one (1) of these symbols: | @ # $% ™~ =2 + = -

Please enter your preferred login ID and password and click the submit button to complete your registration.
Yﬁur Iotgm IID must have at least 6 characters and at least one digit. Your password should be at least 8
characters long.

The contact just added will receive an email with its login and password information. See the guide titled
Accessing Your Company’s ELA Profile for Step-By-Step instructions on how to access your ELA Profile to
provide your new contact with information about your company’s benefits under your ELA..
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