G2G Cloud Solutions

Business User Administration Guide

Original Date & Author: July 10, 2019 (AT)

Last Revision Date & Author: May 22, 2024 (LR)
Application: myG2G

Required Software: Web Browser

Contents
G2G Cloud Solutions — User Administration GUIde..............coooiiiiiiiiii 1
(0701 01 =Y o1 (SRR 1
U0 To 1= 1
I TSP 1
R (=T oL Y] (=] o SRR 2
SUPPOIT RESOUICES ...ttt e e e e s s s e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeaeaeaeaaaaaaaaaaaaaaaaaaaees 16
Purpose

This document explains how business user admins may update, add and copy users; as well as how to edit
an user’s available products.

Tips

You must have security rights to maintain user accounts.
An email address is required for all users.
e Main functions of the user administration role:
o Search for users (All, Active, In-active)
Edit products on an individual user
Create a new user
Copy existing user to new user
Copy existing user security and products to another existing user
Activate or In-Activate users
e Edit User Product function keys:
o << Moves highlighted products out of the Selected Products
o >> Moves highlighted products from Available Products to Selected Products
o All << Moves ALL products from the Selected Products to Available Products
o All >> Moves all products from Available Products to Selected Products
e System notification messages will briefly appear in the upper right-hand corner of the page.
e Application may behave differently based on browser (i.e., Chrome, Internet Explorer, Firefox)

O O O O O
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Step-by-Step

From a web browser enter the following URL: https://my.g2gcloud.com/G2G

The following page
should be displayed.

Enter username and
password.

Click on the eye icon
to view your
password and
confirm that you
have entered it
correctly.

Then, click “Sign In”

Welcome to

G2G Cloud Solutions

The One-Stop Website for Managing Your
G2G Cloud Solutions Account.

rileyl

€=

Testing123

Eorgot Password?

Welcome to

G2G Cloud Solutions

The One-Stop Website for Managing Your

G2G Cloud Solutions Account.

rileyl

Forsot Password?
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https://my.g2gcloud.com/G2G

G2G Cloud Solutions

5. The G2G Cloud
Solutions page
should be displayed.

G2G Cloud Solutions

nt Services

L, Profile
% Contact/Help o m
= S
= Loso
2R My Products My Usage Report My Business
Usage

200 ©

Business User Contact/Help
Administration

6. Business User _ =
Administration can i = 2 C“LO L,JD
be accessed by A
clicking on either '

homepage
navigation button, or
by selecting from the
side bar menu.

G2G Cloud Solutions

7. Note: Homepage o erais
menu tiles will be N
visible dependent on i O
assigned user roles. 9 ContactHelp m
I__‘ O
" e My Products My Usage Report My Business
Usage
= [ @
=y
Business User Contact/Help
Administration

Business User Administration Guide Page 3 of 16



G2G Cloud Solutions

6. The Business User
Administration page
will be displayed.

2. myG2G

[ My Products
Q
Eo My

My Busin

e Business User
Administration

> Logout

2 clouo

ation enables agencies to manage/edit their employees user profile, assign or change products per user, deactivate users, and £reate New users

functionality.
f you should run into any issues or need help, please contact the Service Center at 248-858-8812 or servicecenter@oakgov.com
Q Search
Actve
Al i
First Name Last Name

Usemame Ernail

| BeDF H 1 CoV (Excal) | 3 Excel {HTMLS) H B ‘

25w recards perpage

First Product Business
accions 41 Username Email Nama Last Name Active Roles Agencies Groupings Products
No data available in table
Shewing 0 to 0 of 0 records
7. To search for all NP
. User Administration
users, Click Search.
Q, search
Active
I Al vI
irst Name Last Name
Username Emai
=5 pr——
25 s records per page | [FEPDF || 7 €SV [Exced) || 7] Excel {HTMLS) || & Print | Filter...
First Product Business
Actions 1 Uszermams Email Mame Lazt Mame Active Roles Agencies Groupings Products

Showing 0 to 0 of 0 records

No data available in table
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8. All users active and
in-active in your
agency will be
displayed.

User Administration

Q, search
Active
Al w
Firszt Name Last Name
Username Emai

25 s records per page | [AFDF || A €5V (Excel) || # Excel (HTMLS) || S Print | il
First Product Business
Actions 1 Uszermams Email Mame Lazt Mame Active Roles Agencies Groupings Products
] JEALLEN jallen@seavertitle.com Jessica Allen N Buzinesz ROPZ -
E‘f ! Regular Search
User Transaction,
RDP3 -
Document
View
q DEARRIS dbarriz@seavertitle.com Dave Barris Y Business Residential
Elf Regular Property
User Profile,
Current Tax
Profile,
Delinquent
Tax
Statements
E‘f JBEARD skinney@seavertitie.com Jaimie Beard N Eusir:ess gur[Tnc Tax
Lsir JelinqlJer(
Tax
Statements
q NEISKE nbiske@seavertitie.com Mangy Bizke Y Business Delinguent
E‘f “ Regular Tau ?
User Statements,
RDP3I -
Document
9. To _dISpIay only User Administration
active users, Select
Yes from the Active Q, Search
dropdown. ]
b All v
10. Click Search | i
Firszt Name Last Name
\E_& S |
Note: To view all in- il
active users select No
from the Active T
dropdown. w
11. To search for a user Sy ——
using any desired
credentials. Q search
12. Click Search A -
First Name Last Name I caylar I
Username Email
& Create New
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13. User(s) matching
your search criteria
will be displayed in
the results grid.

User Administration

Q search

Active
Al v
First Name Last Name
taylor
Usarname Email
P
25 records per page | BFDF || A5V (Excel) || 7 Excel {HTMLS) H & Print ‘ Fi
First La=t Praduct Busziness
sctions 4 Username Emiail Mame Mame Active Roles Agencies Groupings Broducts
Df TAYLOR]I rileyi@oakgov.com il Taylor N Business ROP2 - Search
5 Regular User Transaction.
RDP3 - Dacurnent
View
Ef TOOLMAN rileyl@cakgov.com TIM TAYLOR ¥ Business Admin Residential
User. myG2G Property Profile,
@ Jump Survay Oakland
Product,

14. To edit user At | Last Product Business
infO ation or petions b Username Email Name Mame Active Roles Agencies Groupings Broducts
prOdUCtS CIle the TAYLORJI rileyl@oakgav.com  Jill Taylor N Business RDPZ - Search

’ Regular User Transaction, RDP3

Edit icon.

- Document View

15. Edit User Info page
will be displayed.

Note: If user information
is updated, the Save
button must be clicked.

User Administration

& Back to User Administration

Q_ User Info

Username

Address Li

city

Roles

TAYLOR
e 42657 Waadward
Bloomfield Hills
48304
Agencies

s Business Regular User

Business Products

Index Usage Type
1 Transaction
2 Transzacticn
B) save & Cancel  Reset User Password

Business Account

Last Name

Emai

P

Product Description

Current Tax Profile

hone

Delinguent Tax Statements

SEAVER TITLE COMPANY

Taylor

caktest@yahoo.com

Ml

Product Groupings

Renewal

Maone

MNone

4 Send New User Email

5250

$1.50

Product Names

Price  Active

Active

Active
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16. To edit a user’s
Business Products,
scroll down to the
Business Products
box and click on the
Edit button.

Q User Info

Active

First Name

Usarname

TAYLOR)

Address Line 1

Business Account

Last Name

42651 Woodward

SEAVER TITLE COMPANY

Taylor

ocaktest@yahoo.com

City State
Bloomfield Hills I
Zip Phane
48304 555-228-1111
Roles Agencies Product Groupings Product Names
« Business Regular User
Business Products
Index Uzage Type Product Description Renewal Price  Active
1 Transaction Current Tax Profile MNone $250 | Active
2 Tranzaction Delinguent Tax Statements None 3130 Active
17. The Edit Business £ x

Product pop-up
window will appear.

Available Business
Products

<

Selected Business
Products

a(T) are charged per Transaction.
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18. Select the product(s)
to be
added/removed and
then click the arrow.
Once the product is
moved to the
desired side, click
Update.

Edit Business Products

Available Business
Products

Edit Business Products

Available Business
Products

as a monzhly

Allw

Subscription and products with

I Delinquent Tax Szatements (T)

o A

Selected Business
Products

Current Tax Profile (T

a (T} are charged per Transaction.

Selected Business
Products

Current Tax Profile (T)

ed as @ monthly Subscription and products with a (T) are charged per Transaction.

% Cancel

19. A success message
will briefly appear on
the screen.

4 Back to User Administration

\/ User’s Business Products have been

successfully updated
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20. To create a new User Administration
user, from the
Business User Q. search
Admin page, click
“Create New”. Fete 4 v
First Name Last Name
Usermame Ernail

o

0w recoems perpagsSeacch:

First Last Product Business

Actions Uzzrmams Ema [ame Hame Artive Rolzsz Agencies Groupings Products

Mo data available in table

Showing 0 to 0 of 0 entries

21. The Create New
User pop-up window
will appear, enter :
the new user

Creote New User

hi= will allow you to create a Mew User

Credentials . Customer  SEAVER TITLE COMPANY Active
Note: New user will First Mame JOHN herilierme BINFGRD
default to Active
e BINFORD) o DAKTESTEYAHOO.COM

Usernamea avallab'e

Adidress: Line R Address Line 2
FIMAINST
ity . State 2
DETROIT M
Zip Prione
48435 So5-EEE-1111
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22. A success message
will briefly appear on
the screen.

\/ User has been successfully created

User Administration
23. The new User Info
Wi” nOW ShOW on + Back to User Administration

screen.
Q User Info

24. Now the Business : S _
Products may be e SEANER TITLE COMPANY
added to the new S S

. JOHM BINFORD
user profile. To do :
so, click the Edit , -
BINFORD] CAKTESTE@YAHOO.COM
button.

123 MAIN ST

DETROMT a4
Zip Phane
42435 S55-238-1111
Roles Agencies Product Groupings Product Nemes

Business Products %

Mo Business products awailable for this user/customer

25 TO Create a new User Administration
user search who has Q) Search
the same security
roles as an active
user, copy to the
new user.

26. Enter the desired

parameters, click [ & et |
“Search” 25w recorss per paze ‘ €SV (Excal) H 3 Excel (HTMLS) H 2 prin |

Active
Al v

sername Emai

First Last
27. The user should PR IR - e e 1 e 1 o o
appear In the report Z TOOLMAN rileyl@oakgov.com TIM TAYLOR ¥ Business Admin User, Residential Property

. MyG2G Jump Profile, Survey Oskland
grid. Procus Commarci
and Industris| Property

Profile, RDPS -
Document Type Report,
RDP3 - Document View.
RDP2 - Search
Transaction, Map Atlas
Viewer, Current Tax
Profile, Delinquent Tax
Ststements, Mortgaze
Applicstion
Acceleration Program

l? TAYLORJI oakrest@yahoo.com Jin Taylor v Business Regular Delinquent Tax
User Statements, RDPZ -
Document View, RDP2 -
Search Transaction,
Curren: Tax Brofile
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28. Click the Copy Icon
next to the user to

copy.

First Last

Actions Username

Ej I% TAYLOR)

Email Name Mame Acsive

oaktest@yahao.com Jin Taylor 7

Rales

Business Regular User

Agencies

Product Groupings Business Products
Delinguent Tax
Statements, RDP3 -
Document View RDP2 -
Search Transaction
Current Tax Profile

29. A pop-up window
will appear asking,
“Which type of copy
would you like to
perform”, click “Copy

to New”.

Which type of copy would you like to perform?

Copy to a New User

Creates a new user that mirrers an existing user

D) Copy to Naw

Copy to an Existing User

Copies an exizting user's Roles/Agencies/Product Grouping
settings from one

Thiz will overwrite the the exizting users zetings

) Copy to Existing

to another.

& Cancel

30. The Copy to New
User window will

appear.

31. Enter New User

Info.

32. Verify Username is

available.

33. Create a temporary
password for the

new user.

Click the “Send New
User Email”
checkbox.

Click Create

34.

35.

Note: The user roles
and products that will be
copied to the new user
will be listed as the
Existing User Info

User Administration - Copy to New User

This allows you to create a new user modeled after an existing user.

f you should run into any issues or need help, please contact the Service Center at 248-855-8812 or serv

- Back to User Administration

Q Existing User Info
Username : TAYLOR]I
First Mame : Jill

Last Mame : Taylor

Roles: Products :

= Business Regular User

Q) search

New User Info

Username

BORLANDA
Username available o

ALBERT
BORLAND

OAKTEST@YAHOO.COM

Password .
WelcomeZmyG2G

Send New User Email

Ox=

Agencies :

Email : oaktest@yahoo.com
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36. A success message
will briefly appear.

2 n‘CI_(:)LJ N mmmﬂuemmmmy”.

User Administration

User Administration enables agencies to manage/edit their employees user profile, assign or change products per user, deactivate
users, and create new users through a copy functionality.

you should run into any issues or need help, please contact the Service Center at 248-858-8812 or servicecenteri@oakgov.com.

< Back to User
Administration

37. The new user will
receive email with
usemame and
temporary
password.

® G2G Cloud Solutions = Wed, May 22 at 10:28 AM ¥
From: donotreply@g2gcloud.com
To: caktest@yahoo.com

myG2G Account Administration
G2G Cloud Solutions

Hello ALBERT BORLAND,

Anew G2G Cloud Sclutions account has been created for you. You can access
this account at https://gamy.g2gcloud.com. Your temporary username and
password is below. You will be prompted to change your password when you
first login.

Username: BORLANDA
Password: Welcome2myG2G

If you should have any issues with your account, please contact the Service
Center at servicecenter@oakgov.com or 248-858-8812.

Regards,
G2G Cloud Solutions

38. Copy existing user
to another existing
user search for the
source user.

39. Once the desired
user is found, click
the copy icon.

User Administration

Q) search

Actve
Al A

First Name Lezt Name
Borland

© X

First

Product Business
Actions 1 Username Emnail Name LastName Active Roles Agencies Groupings Products
E‘/ BORLANDS OQAKTEST@YAHOO.COM ALBERT  BORLAND Y Business Delinquen:
Regular Tax
User Statemznis,
RDPZ -

Document
View, RDP2 -
Search
Transaction,
Current Tax
Profile
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40. A pop-up window
will appear asking,
“Which type of copy
would you like to
perform”, click “Copy
to Existing”.

zetings from one us

D) Copy to Existing
5

Which type of copy would you like to perform? X
Copy to a New User Copy to an Existing User
Creates a new user that mirrors an existing user Copies an existing user's Roles/Agencies/Product Grouping

to anather.

D Copy to New Thiz will cverwrite the the existing users settings

© Cancel

41. The Existing User
Info will be
displayed.

42. Select the dropdown
or start typing the
users last name and
select the user to
copy to.

Note: The settings
displayed in the Existing
User Info will overlay
any settings the selected
user may have.

User Administration - Copy to Existing User

This option copies an existing user's Roles, Agencies, Product Grouping settings from one user to anather. This will

If you should run into any issues or need help, please contact the Service Center at 248-858-8812 or servicecenter@

4 Back to User Administration
Q Existing User Info
Username : BORLANDA

First Name : A

ERT Last Name : BORLAND | Email : QAKTEST@YAHOO.COM

Roles: Products : Agencies:
- Business Regular User

Q. Choose User

Choose an existing user to copy settings to

Chaose a User

wirite the existing user’s settings.

O, aller]
Allen Stribling [FAIRWAY]

allen whice [AWHITE]

Allen Williams [AJWILL20]

Andrew Allen [UP]

43. Verify the user
selections and Click
Copy

User Administration - Copy to Existing User

This option copies an existing user's Roles, Agencies, Product Grouping settings from one user to another. This will overwrite the existing user's settings.

fyou should run into any issues or need help, please contact the Service Center at 248-858-8812 or servicecenter@oakgov.com.

“ Back to User Administration
Q) Existing User Info

Username ;: BORLANDA
First Name : ALEERT Last Name : EORLAND Email : CAKTESTEYAHCO.COM

Roles : Products : Agencies :
= Business Regular User

Q. Choose User

Choose an existing user to copy settings to
Chaoose a User
Alysza Allen [AALLEM]
Selected User Info
Username : AALLEM
First Name : &lyssa Last Name : Allen Email : slyssazanelle@gmail.com

Roles : Products : Agencies :
= Schedule Payment Uszer

B Cc&

Business User Administration Guide
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44. Success message
should appear.

User Administration

2 n‘CI_C)'L; +" User settings were successfully copied

User Administration enables agencies to manage/edit their employees user profile, assign or change products per user,

deactivate users, and create new users through a copy functionality.

f you should run into any issues or need help, please contact the Service Center at 248-858-8812 or

servicecenter@oa| KEOWV.COM.

45. To In-activate a user
account, search for
the user, then click
“Search”

46. Once the user is
found, click the edit
icon.

User Administration
Q search

Active
Al

First Name
i

Username

o Q Search

25+ records per page

actions 11 Username Email

TAYLOR)

ozktest@yahas.com

v

Last Name

saylar
Ermail
&# Create New
BPDF ‘ €TV (Exca) || 7 Excel (HTMLS) H & i | Fiter

First Last Product Business
Name Name Azive Roles Agencies Groupings Producrs
Jilt Taylar Y Susiness Delinquent Tax

Regular Usar Statements, RDP2
- Document View,
RDP2 - Search
Transaction.
Current Tax
Prafile

47. Un-check the Active
User Indicator

User Administration

< Back to User Administration

), User Info

Firsz Name
Jin

TAYLOR)I
Adiress Line 1

42651 Woodward

Bloomfield Hills

Business Account SEAVER TITLE COMPANY

Last Name

Taylor
Emai

oaltest@yahon.com
Address Line 2
State

Wi
Phone

5358221111
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48. Active Indicator
should appear
empty/unchecked.

49. Click Save

Note: To Re-Activate a
user repeat steps 47-52
but apply the active
indicator checkmark.

User Administration

4 Back to User Administration

Q User Info

First Name
Jin
amame
TAYLOR)!
Ad s Lin: e
42651 Woodwa
Ciny
Bloomfield Hills
- 42304
Role:
« Business Regular Use
Business Products
ndesx Ussgze Type
1 Transaction
Transaction

| & Cance

© Reset User Password

d

Agencies

Product Description
Current Tax Profile

Delinguent Tax Statements

Taylor

oakiest@yahoo.com

555-388-111

Product Groupings

Renawsl

None

None

& Send New User Email

SEAVER TITLE COMPANY

Product Names

Business User Administration Guide
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Support Resources

Questions should be directed to the Oakland County IT Service Center servicecenter@oakgov.com or
248-858-8812. When requesting assistance on this topic, place an incident with the service center (Incident
Area — “Application.G2G Cloud Solutions.Payment Support”). Please provide as much detail as possible to
help assist us in researching the issue prior to contacting you.
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