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EASI | ADMIN 

Admin page allows you 
to Create/ 
Delete/Manage items
and people within your 
Institute. 

If you are a Lead Admin 
and wish to access your 
Admin rights / privileges, 

1. Click on the 
Profile 
dropdown 
menu 

2. Click on 
Admin
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ADMIN HOME PAGE

The Admin Home Page 
presents five different 
functionalities.  

1. Admin 
2. People 
3. Reports 
4. Marketplace 
5. Settings 
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ADMIN | INFORMATIONS 

The first default tab is 
Admin. 

It  presents the basic 
Admin Information. 
Here you can find the, 

1. Institute 
Information 

2. Information 
about the 
Lead Admin 

3. Information 
of the 
Product 
Licence

4. This is a scrollable 
webpage. For the other 
Admin functions, 
Please see the following 
pages in this document.
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ADMIN | NEW PROFILE 

To create a New Profile, 

1. Click on New Profile
2. Type the Role Name 
3. Select a specific licence

for this role 
4. Click on Save



© 2020  EON Reality. All rights reserved.   7

CREATOR AVR – USER GUIDE

ADMIN | ROLES AND PRIVILAGES

1. @shiva: What is the 
exclamation icon for? 

2. Is it only for Privileges? 
As roles are already 
created? 

3. Sud we mention what 
happens when no role 
is created – first use 
scenario. 

4. Is lead admin and 
student default for all 
institutes? 
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ADMIN | ADD / DELETE / EDIT LEVELS

For deleting an existing level,

1. Click on the BIN icon 
2. Select the level where you want to transfer 

the courses/users 
3. Click on Delete

For editing an existing level,

1. Click on the PEN icon 
2. Rename the level
3. Click on Save

For adding a new level, 

1. Click on Add Level 
2. Enter a new level 
3. Click on Save
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PEOPLE

In People tab you can, 

Create a New Group 

See people of a 
particular Group/Level 

Add Users 

Export all to CSV

Search

See details of all the 
people who are part of 
this particular 
institution
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PEOPLE | EXISTING GROUPS / LEVELS 

You can select An Existing Group to,

1. See the members of that group 
2. Delete that group 
3. Rename that group 

You can select Existing Multiple Groups to,

1. See the members of the selected groups 
2. Delete the selected groups 

You can select an Existing Level to, see the members of 
that level 

You can always add Single/Multiple new users to these 
levels and groups. 



© 2020  EON Reality. All rights reserved.   11

CREATOR AVR – USER GUIDE

PEOPLE | CREATE A NEW GROUP

To create a New Group, 

1. Click on the New Group 
2. Enter the group name
3. Click on Save
4. The new Group Name appears in the list
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PEOPLE| ADD USERS 

1. You can add Single or Multiple Users to
2. An Existing Group or a New Group
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To add a Single Users, 

1. Click on Single User – a popup window opens
2. Enter the email ID of the user
3. Select Level
4. Select Role

5. Select Group
6. Select Licence
7. Save
8. User Name appears in the 

Group

To add a Single Users, 

1. Click on Single User – a popup window opens
2. Enter the email ID of the user
3. Select Level
4. Select Role

CREATOR AVR – USER GUIDE

PEOPLE | ADD USERS | SINGLE USER
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PEOPLE | ADD USERS | SINGLE USER 

Once you have added a Single Users, can do the following functionalities.
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PEOPLE | ADD USERS | MULTIPLE USER | DOWNLOAD FILE TEMPLATE

To add Multiple Users, first, DOWNLOAD the template

1. Click on Download File Template 
2. A popup window opens that allows you to download the template in two formats : 

a) CSV
b) EXCEL

3. Fill in the necessary details in the template & save in your PC

a b
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PEOPLE | ADD USERS | MULTIPLE USER | UPLOAD FILE

To UPLOAD the saved file, 
1. Drag and Drop the file to this place 
2. Or Browse and Upload
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REPORTS 

As an ADMIN, you can fetch two types of reports

1. Audit Reports 
2. Usage Reports 

Both the reports can be fetched on TWO parameters: Date Range and Month. 
Details are given in the following pages.  
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REPORTS | AUDIT REPORTS | DATE RANGE 

To fetch the Audit Reports – Date Range 

1. Select a Start Date and End Date 
2. Select Event Types
3. Select Events
4. Search - Results appear on the right
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REPORTS | AUDIT REPORTS | MONTH

To fetch the Audit Reports – Month 

1. Select a Month 
2. Select Year
3. Select Event Types
4. Select Event 
5. Search - Results appear on the right
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REPORTS | USAGE REPORTS | DATE RANGE 

To fetch the 
Usage 
Reports –
Date Range 

1. Select a 
Start Date 
and End 
Date 

2. Search -
Results 
appear on 
the right
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REPORTS | USAGE REPORTS | MONTH 

To fetch the Usage Reports – Month

1. Select a Month
2. Select the Year 
3. Search - Results appear on the right
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MARKETPLACE

The Marketplace page allows 
you to allocate credits to your 
team members using which 
they can purchase 3D assets.

1. Based on your available 
account balance, 

2. Allocate credits to a 
particular user in the 
Marketplace 

3. Just add the email-ID of the 
desired user 

4. Validate details 
5. Allocate a certain credit 
6. Submit 
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SETTINGS 

The Settings page allows you to manage 
EON-XR platform configuration for your 
institution

Enable Lesson Grade 
Enable Exhibition Mode
Enable EON-XR View Assets 
Enable Parent Category View


