Ace

SCALING @ BUSINESS ® NETWORK

Acel0x for Schools & Colleges — Admin Guide

Student and staff ID cards, consent-first student profiles and year-end clean-up

For principals, admissions teams and placement cells. Staff and students get an AcelOx profile
and an NFC card that can also work with your attendance system. Students under 18 are protected
by default: their profiles stay private and unpublished until a parent’s consent is recorded. Colleges
use Batches instead of classes (Section 6).

Screenshots come from demo organisations (Acme Technologies, Greenwood Public School and DevConf
India 2026); your screens show your own name, people and data.

1.

Your first day, in order

Accept the invitation and set branding: logo, school name, website and colour, locked.

. Create classes (and a Staff group).
. Add staff with Create their account. Add students from your class list CSV with minor

= yes and the roll number in member_id.

. Record each parent’s consent. A student’s profile goes live only after that.

. Order cards (tick Dual-frequency if your attendance readers use 125kHz cards), then

export chip IDs for your attendance vendor.

© How students under 18 are protected

Profile visible only to signed-in members of the school; anyone else is asked to sign in or
sees nothing.

No phone number, email, Save Contact or contact form; hidden from search engines; never
in the public team directory. Their profile images are never stored by shared caches.

Unpublished until a parent’s or guardian’s verifiable consent is recorded (India’s DPDP
Rules 2025 require it for anyone under 18). Withdrawing consent unpublishes the profile
again.

No Al seat and no exhibitor lead capture.
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1 Getting started

© Accept the invitation

The AcelOx team creates your organisation and sends the owner an invitation email (valid for 14
days). Open it and click Accept invitation. Signed out, the page asks you to sign in or create
an account with the invited email address; the sign-in and sign-up pages show Joining <organi-
sation> and that address, and sign-up fills it in. Signed in with that address, click Accept and
join. A forwarded invitation cannot be used by anyone else.

If you already have an AcelOx account with that address, you become the owner straight away
and see Organisation admin in your sidebar.

Invitaton
Join Acme Technologies on Ace10x

Join Acme Technologies on Ace10x

Signed out: create an account or sign in. Signed in with the invited address: accept.
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© Branding and locked fields

Settings — Branding: upload your logo (PNG or JPG, under 5 MB) and set the name, website,
address, accent colour and theme. Tick Lock for members on anything every profile must show
the same way. Saving applies the values to every member at once. Locked fields are read-only in
members’ profile editors (“Set by ...”); unlocked values only fill in fields a member left empty.

@ Branding

These values go on every member's profile. Locked fields can't be changed by members; unlocked ones only fill in empty fields.

Logo

Choose file | No file chosen

Shown on member profiles. PNG or JPG, under 5 MB.

Company [ institution name Website

Acme Technologies https://facme.example.com
@ Lock for members @ Lock for members
Address Accent colour

Sector 62, Noida, Uttar Pradesh -

@ Lock for members

) & Lock for members
Theme

Members choose v

[ & Lock for members

B Save and apply to all members

Settings — Branding.

© Privacy and who can see profiles

Choose the default visibility for new members’ profiles: everyone, only people with the link or card
(hidden from search engines), or only signed-in members of the organisation. You can also publish
a team directory at /team/<your-name>; it lists public profiles only and never anyone under 18.

© Privacy and joining

Default profile visibility for new members

Everyone (search engines may list it) v
Members under 18 are always limited to signed-in members, with contact details hidden

(] Public team directory at /teamfacme-technologies
Lists only members whose profiles are public; never members under 18

(] Anyone who signs in with a verified email at one of your verified domains joins automatically
Only while you have free seats

B Save

Email domains

+ Add domain
Settings — Privacy and joining.
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Schools start with profiles visible to signed-in school members only; you can change that for staff.

©®© The dashboard

The overview shows seats in use, card taps, profile views and leads, your cards, and a Next steps
checklist that reminds you how many students are still waiting for parental consent.

Greenwood Public School - Organisation admin

School - Education

Greenwood Public School

@ Dashboard

[ OVEVEAVEN 32 Members & Classes H Cards

2 Prospects

& Billing D Activity

)X NE

. Last 30 days
Links

Members 262 Al seats
Cards o I o
Leads 0 Al generations
Analytics
Share B Cards
{WOOD PUB

3 3

My organisation Total In use

et = e

Organisation admin

D Recent activity

Subscription

B Order NEC Card Diya Nair - member joined - diya@greenwood.local

Aarav Singh - member joined - aarav@greenwood.local

Organisation admin — Overview for a school.

2 Staff and students

© Classes first

Q Leads

I~ Analytics ¥ Campaigns

Card taps

0

0 profile views

Ready to assigr

05 Nov, 11:08 UTC

05 Nov, 11:08 UTC

B Order NFC Card

B Consents = Settings

Last 30 days v

b Leads (=]

0 contacts saved

7= Next steps

© Set your branding
©@ Add your people
© Order cards

B~ 1 student waiting for parental consent

B Contract
Plan Education
Seats 200

Classes group your people for filtering, analytics, card orders and bulk actions. Add, rename (names
must be unique) or delete them here; a CSV upload also creates any class named in its group column.
Fach class has Switch off cards and Offboard for when a whole class leaves.
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© Add one person
On Members — Add people choose:

e Invite by email: they get an invitation, sign up or sign in with that address and accept. Best
when people already use AcelOx.

e Create their account: the account, profile and membership are created now and the profile is
live straight away (so their card works on day one). They get an email to set their password.

Set job title, member ID (roll or staff number), class, role (member or admin) and Al seat. If the
email already belongs to an AcelOx user, they are always invited, never taken over.

&+ Add people P, Add many from a CSV

7 of 25 seats and 3 of 5 Al seats used (pending invitations included). —_—
| Choose file | No file chosen

@ Invite by email (they accept and sign up) O Create their account (their card works at once)
@® Create accounts

Email

(O Send invitations only

L Upload

First name Last name

Columns: email (required), fir me, last_name,
Job title Member ID (employee or roll number) A1

& Download the template
Department Role

None ¥ Member ™

[] Give an Al seat

< Add person

Members — Add people, and Add many from a CSV.

© Add many from a CSV

Download the template, fill one row per person and upload. Columns: email (required), first_name,
last_name, job_title, phone, group, role (admin or member), ai_seat (yes/no), minor (yes/no),
member_id. Up to 2,000 people per file. Each row is handled on its own: rows that cannot be added
are listed by line number and the rest are added. Files with more than 100 people are added in the
background; the result appears under Activity within a minute or two.
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© Manage members

The list shows each person’s role, class, member ID, Al seat and card count, with badges such as
Not activated and Unpublished. Change a role from the drop-down, edit class and ID and click Save,
switch Al seats on or off. Pending invitations are listed below with Send again (the old link stops
working) and Cancel. Pending invitations hold a seat until they are accepted, cancelled or expire.

202 Members (5) All departments v  Filter
Person Role Department and ID Al seat Cards
Sneha Pillai Member ~ None v ®© Off 0 Remove

sneha@acme.local

Not activated View profile

Save
Arjun Mehta Member v Sales v © off D Remove
arjun@acme.local
View profile EMP-1101
Save
Neha Kapoor . 1
neha@acme.local o 5 Marketing i = sl
View profile EMP-1077
Save
Rahul Verma Member v Sales g © On 1 Remove
rahul@acme.local
View profile EMP-1042
Save
Priya Sharma Owner sales - © On 1

owner@acme.local

View profile

Save

Members list.
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©®© When someone leaves

Click Remove. What happens:

e The person keeps their Acel0x account and profile.

e You keep the cards: they are unlinked and go back to your pool, ready to reassign without
reprinting.

You keep every lead captured while they were a member.

Your branding (name, website, address) is removed from their profile and their Al seat is freed.

Only owners can remove or change other owners, and every organisation keeps at least one owner.

ArliuniMehta Member v Sales - © off o Remove
arjun®@acme.local
View profile EMP-1101

Arjun Mehta keeps their own profile.
Save Their cards come back to your pool

and the leads stay with Acme
Technologies.

Remove from Acme Technologies

Removing a member.
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© Students under 18

Tick Under 18 when adding a student (or minor = yes in the CSV). On Members, students carry
Under 18 and No consent or Consent recorded badges.

232 Members (4) Name, email or member 1D Allclasses v Filter
Person Role Class and ID Al seat Cards
Diya Nair Membar v 1
© off Remove
diya@greenwood.local Class 10 A v
Under 18  Noconsent  Unpublished View profile R-1002
Under 18
Save
Aarav Singh 1
Member v ®© Off Remove
aarav@greenwood.local Class 10 A e
Under 18  Consent recorded View profile R-1001
Under 18
Save
Sanjay Gupta Member v Staff 5 ® Off 1 Remove
teacher@greenwood.local
View profile T-07
[J Under 18
Save
Meera ver Owner v Staff v @ Off o

principal@greenwood.local

View profile

[ Under18

Save

School members: staff and students.
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3 Parental consent

Consents lists every member under 18. For each one, record the parent’s or guardian’s name and
contact, relationship, how the school verified it (signed form with ID, DigiLocker, email from the
registered address, in person), the date and optionally a photo or scan of the signed form. The
scan is stored privately, outside the public website, and only your admins can open it; every view is
logged under Activity. Tick the confirmation and click Record consent.

Greenwood Public School - Organisation admin B Order NFC Card

School - Education

Dashboard Greenwood Public School

@ Overview 42 Members £ Classes B Cards Q Leads lez Analytics  Campaigns = Settings
Prospects
@ Biling "D Activity

Profile 4l Under India's DPDP Rules 2025, a parent or guardian must give verifiable consent before a student under 18's data is processed. Until consent is
recorded, the student's profile stays unpublished and their card shows nothing. Profiles of students under 18 are only ever visible to signed-in members of

Links Greenwood Public School, without phone, email or a contact form.

Cards

¥ Members under 18 (2)
Leads

Aarav Singh aarav@greenwood.local - Class 10 A Consent recorded

Analytics

Kavita Singh (Mother, kavita.singh@example.com) - Signed paper form with ID checked - 05 Nov 2026 Withdraw

Share

Diya Nair diya@greenwood.local - Class 10 A Waiting for consent
o ¥ Record consent

My organisation Parent or guardian name Their phone or email

Directory
Relationship How it was verified
Organisation admin
Mother b Signed paper form with ID checked v
Date given Photo or scan of the form (kept private)
Subscription dd/mmlyyyy B Choose file | No file chosen

Order NFC Card Notes

[ I confirm the school verified this person is the student's parent or legal guardian and that they gave consent

+ Record consent

Consents: one student recorded, one waiting, with the form open.
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© What a student’s profile looks like

To a signed-in teacher:

name, class, school and website

only. The student’s own editor explains who can see the
profile and that it goes live after consent.

X NE

Dashboard

Prospects

Profile

Links

Cards

Leads

Analytics

Share

UBLIC
My organisation

Directory

Subscription

Order NFC Card

Help & support

10x Netcard - Profile

B3 10x Netcard

Your professional profile — shared by NFC card, QR code or link.

YOUR PUBLIC LINK
http://127.0.0.1:5003/n/aarav-singh

lamAcelOx.
10x Networker! -

mm @ comet. (@) Gom

Aarav Singh
Student, Class 10 A
Greenwood Public School

@ greenwood.example.edu

¢ Share 8% QR Code

A student’s profile, seen by a teacher.

B Order NFC Card

© Your profile is only visible to signed-in members of Greenwood Public School, and your phone, email and contact form are hidden.

A Basics

Profile link

/n/  aarav-singh

Lowercase letters, numbers and hyphens. This is what people s

Display name Job title
Aarav Singh

Headline

Company Location

Greenwood Public School
@ Set by Greenwood Public School

At

er they tap your card

Student, Class 10 A

The student’s own profile editor.
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4 Cards and your attendance system

© Order cards

Cards — Order cards: everyone who has no card yet, or everyone in a class; the design; dual-
frequency if needed; delivery address and notes. The AcelOx team confirms the price and delivery
date, prints each card with the person’s details and links it to their profile before it ships, so nobody
has to activate anything.

& Order cards B Card requests

Who for 1 card - Ace10x Black Card (Details)

Requested
05 Nov 2026

@ Every member who doesn't have a card yet

O Everyone in a department:  Choose -

Design

) Dual-frequency card
Adds a 125 kHz chip for existing
attendance or door readers.

Black (signature) v

Delivery address

Sector 62, Noida, Uttar Pradesh 201309

Notes

Each card is printed with the member's name and title from their profile and
already linked to it. We confirm price and delivery date before printing

<4 Send request

Order cards, and the status of each request.
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© The card fleet

Every card you own, with its holder, status, taps and chip IDs. Type a member’s email (the box
suggests names), then Assign or Reassign sends the card to that person’s profile instantly, without
rewriting the chip. More has Unassign, Switch off, Report lost and Reactivate. A switched-
off or lost card shows a “no longer active” page when tapped. Export chip IDs downloads name,
email, member ID, class, card token, NFC UID and 125kHz chip ID as a CSV.

BB Card fleet (5) Any status v Filter . Export chip IDs
Card Holder Status Taps Actions
XW988QRDCN Unassigned Provisioned 0 Assign —
X9MQT8Y4VQ Unassigned Provisioned 0 Assign 5 MbHE
XJ62AF32XM Neha Kapoor Active 11 Resssian wiMore
NFC 04A1B2C3D4E502 neha@acme.local ¢
C20PDAN79Q Rahul Verma Active 7 Reassign o
NFC 04A1B2C3D4ES01 rahul@acme.local
THZ14FMGKN Priya Sharma Active 3 ReaaEiEh s Mete
NFC 04A1B2C3D4ES00 owner@acme.local 9
Card fleet.
XW988QRDCN Unassigned Provisioned 0 Assign W More
XIMQTSY4VQ Unassigned Provisioned 0 : Switehoff
Assign
Report lost
XJ62AF32XM Neha Kapoor Active 1 Reassian N Tare
NFC 04A1B2C3D4E502 neha@acme.local N
C20PDIN79Q Rahul Verma Active 7 3
Reassign -+ More

KEQ NAABRININAERNT

More actions on a card.

AcelOx e Schools & colleges guide e acelOx.com e Page 13


https://ace10x.com

© Dual-frequency cards

Dual-frequency cards carry a second 125kHz chip for your existing attendance, library or door
readers. The AcelOx team records each card’s 125kHz chip ID at production, so the card fleet
shows both chip IDs and Export chip IDs gives your attendance vendor the student name, roll
number, class and chip ID. AcelOx does not run attendance, library or canteen systems; the card
simply works with the one you already have.

BB Card fleet (3)

Card

AJTMZXZ16R
NFC 04A1B2C3D4EB02 - 125 kHz 0012346672

D410W1ZPIN
NFC 04A1B2C3D4E5S01 - 125 kHz 0012345671

BWHTBVKGOP
NFC 04A1B2C3D4ES00 - 125 kHz 0012345670

Any status v Filter . Export chip IDs

Holder Status Taps Actions
Qlya Nair Active 1 Reassign OGS
diya@greenwood.local
Aarav Singh Acti 7 ’

d ik Reassign =+ More
aarav@greenwoaod.local
Sanjay Gupta Active 3 Reassign e iGta

teacher@greenwood.local

Card fleet with NFC and 125 kHz chip IDs.

5 End of the school year

On Classes: Switch off cards for a whole class, or Offboard it (type the class name to confirm).
Offboarding removes everyone in the class. Tick erase to anonymise students’ profiles and deactivate
their accounts: erasing is only possible for members under 18, and you type the student’s email to

confirm it for one student.
+ Add aclass

Name

+ Add

Use groups for or batch
e u off a whole
offboard it in one step.

£ Classes

Class 10 A

Q Switch off cards

Staff

® Switch off cards

Rename 2 members

u

B offboard

Removes every member of this group (owners and
you are skipped). Cards return to your pool; leads stay
with Greenwood Public School.

[ Also erase their profile data and deactivate their
accounts

Offboard Class 10 A

Rename 2 members

Bl Offboard W

Year-end actions for a class.
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6 Colleges

Everything above applies, with Batches instead of classes. College students are adults: leave Under
18 unticked, so their profiles follow your normal privacy setting and no consent is needed. Give
AT seats to final-year batches so students build their LinkedIn presence with the AcelOx extension
before placements, and write an AI brand voice under Settings that fits your institution.

# Al brand voice

Guidelines added to every comment, reply and repost thought written by members with an Al seat. For example: tone, words to
avoid, how to mention Acme Technologies, required disclosures.

Warm, practical and specific. Never promise delivery dates. Mention Acme only when relevant.

Al seats: 5 - repost thoughts per member per month: 5. The extension never posts by itself: members review every comment before posting.

B Save

Settings — AI brand voice.
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7 Leads, analytics and billing

Admissions enquiries sent through a staff member’s profile land in your lead inbox.

© Leads

Every lead from a member’s profile contact form lands in your lead inbox as well as the member’s
own. Filter by source, status, class or text, set a status (every change is recorded under Activity)
and export a CSV. Leads stay with you when a member leaves.

Acme Technologies = Organisation admin B Order NFC Card

Company - Team Identity + Al

OVERVIEW

@ Dashboard H
Acme Technologies
@ Overview 42 Members £ Departments H Cards I Analytics ¢ Campaigns 3= Settings @ Billing
Prospects
D Activity
)X NETCARD
il & Leads (2) All sources v Any status v All departments v Filter . Export CSV
Links
Anita Desai - Client Co New v
Cards anita@buyer.example

Met at the expo, would like a demo.

Leads Profile form - Priya Sharma - Sales - 05 Nov 2026 11:08

Analytics .

Vikram Rao - Client Co New v
vikram@client example

Share

Met at the expo, would like a demo.

Profile form - Rahul Verma - Sales - 05 Nov 2026 11:08

My organisation

Directory

Organisation admin

=  Subscription

B Order NFC Card

Leads.

© Send leads to your CRM

Settings — Send leads to your CRM: enter an HTTPS webhook address (Zapier, Make, n8n,
HubSpot or Zoho workflows). Each new lead is sent as JSON with an X-Ace10x-Signature header
(HMAC-SHA256 of timestamp.body with the signing secret shown). Failed deliveries are retried and
can be re-sent; Send a test event works up to 5 times an hour. Internal and private network
addresses are refused.

¥ Send leads to your CRM (webhook)

Every new lead is sent as JSON to this HTTPS address. Works with Zapier, Make, n8n and HubSpot or Zoho workflows.

B Save

Webhook settings.
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© Analytics

Taps, profile views, contacts saved, leads and Al generations for 7, 30, 90 or 365 days, engagement
by class and a per-person leaderboard. Export as CSV.

Acme Technologies ~ Organisation admin B Order NFC Card

Company - Team Identity + Al

Acme Technologies

DVERVIEV

@ Dashboard

@ overview 2 Members & Departments B Cards @ Leads [UEQENEININ ! Campaigns 3= Settings @ Billing

2 Prospects

‘D Activity
. = Last30 days v  Alldepartments v  Show B. Export CSV
as Profile
@  Links
Card taps b Profile views (o] Contacts saved [ Leads Q Al generations VA
B Cards
0 0 o] 2 0
& Leads
¥ Analytics
@ Leaderboard
Share
# Member Taps Views Saved Leads Al Campaigns
TECHNOLOGIES .
1 Priya Sharma - Sales 0 0 0 1 0 0
B My organisation
2 Rahul Verma - Sales 0 0 0 1 0 0
4 Director
Iecioty, 3 Neha Kapoor - Marketing 0 0 0 0 0 V]
20 Organisation admin 4 Arjun Mehta - Sales 0 0 0 0 0 0
- 5 Sneha Pillai 0 0 0 0 0 0
= Subscription
B Order NFC Card
Analytics.
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© Billing and activity

Billing shows your plan, seats, renewal date and issued invoices (view or print). Fill in your legal
name, GSTIN and billing address under Settings — Billing details. Activity records who did
what and when (UTC): invitations, role changes, card actions, exports and lead status changes.

ar (] at = 7 Renews L]

Team Identity + Al 7125 3/5 010ct 2027

B Invoices

Billing. Activity log.
Company - Team Identity + Al
Acme Technologies
Last 30 days Last30 days v
Members 202 Al seats 7
© Onaph 7128 e | 38
n a pnone Seats used, including 0 Al generations

pending invitations

Every admin page works on a phone: the tabs swipe side-

ways, tables become stacked cards and forms fill the width. il N Bl -
0 2
0 profile views 0 contacts saved
B8 Cards
5 3 2
Total In use Ready to assign

= Manage cards

Overview on a phone.
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8 What staff and students see

© Activate an account the organisation created

The email says Your AcelOz account is ready. Click Set my password, choose a password (8+
characters with upper and lower case and a number) and you are signed in to your profile.

Acme Technologies

Set up your Ace10x account

Acme Technologies created a profile for
sneha@acme.local. Choose a password to sign in.

First name Last name

Sneha Pillai

Password
Confirm password

At least 8 characters with upper and lower case letters and a
number

Activate account

Activation page.

© Joining by email domain

If your organisation verified its email domain and allows it, signing in with an address on that
domain adds you automatically while seats are free. A message on sign-in tells you that you joined
and that your profile now shows the organisation’s branding.
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© My organisation

Shows your role, clags and Al seat, open campaigns, your organisation cards and links to your profile
and the directory. You can leave the organisation here (owners and students cannot leave on their
own).

Acme Technologies - My organisation B Order NFC Card

My organisation

© Dashbosrd Acme Technologies

Member - Sales - ¥ Al seat

DVERVIEV

Prospects fc .
ampaigns B8 My organisation cards

C20PDIN79Q Active - 7 taps
Our Series A announcement
Profile Share what this means for your customers, in your own words.
Links M Open the post | engaged with it i )
2, Edit my profile
Carde On Links mment in your words, following Acme Technologies's brand 2 Acme Technologies directory

voic
B Leave organisation
Leads

Analytics

Share

AE TECH!

My organisation

Directory

Subscription

Order NFC Card

Help & support

My organisation.

AcelOx e Schools & colleges guide e acelOx.com e Page 20


https://ace10x.com

© Your profile and the directory

Edit your profile as usual; fields your organisation locked are read-only (“Set by ...”). Directory
lists colleagues with published profiles, searchable by name, title and class.

& Basics

Profile link

/n/  rahul-verma

Lowercase letters, numbers and hyphens. This is what people see after they tap your card.

Display name Job title

Rahul Verma Account Executive
Headline
Company Location

Acme Technologies

@ Set by Acme Technalogies

About

Profile editor with the company name locked.

lamAcel0x.

\ 10x Networker!
— @ @ ot | @) cow

Rahul Verma

Account Executive
Acme Technologies

& rahul@acme.local {4 +9198100 00002

& acme.example.com

© What people see when they tap your card

Adds Rahul to your phone, Outlook, Apple or Google
Contacts

Your profile with the organisation’s logo and name, Save
Contact, Share, QR code and the contact form. Leads go to
you and to your organisation.

«¢ Share 8% QR Code

4 Exchange contact
Leave your details and Rahul Verma will get back to

A member’s public profile.
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9 Reference

Who can do what

Action

Owner Admin Member AcelOx team

Make or remove owners

Invite, create, remove people; roles; Classes
AT seats, brand voice

Branding, privacy, domains, webhook
Card fleet, order cards, export chip IDs
Leads inbox, analytics, campaigns

Billing details, view invoices, activity log
Own profile, cards, campaigns, directory
Seats, plan, prices, dates; suspend; invoices

v

CLLKKKKK
LKk

Rules that apply automatically

e Seats: members plus pending invitations count against seats. An invitation that expires (14
days) or is cancelled frees its seat. AcelOx cannot lower your seats below what is in use.

e One organisation per person. Accepting requires signing in with the invited email address.

o Al seats work while the organisation is active and before its end date. A personal paid plan

takes priority.

¢ Suspended organisations are view-only for their admins; members’ own profiles keep working.

e Leavers keep their profile; you keep cards and leads; your branding is removed.

¢ Email domains: only one organisation can verify a domain. Gmail, Outlook and other public

providers can never be claimed.

e People who are not in an organisation see no change at all.

Common questions

The invitation link says it expired. Ask an admin to click Send again; the old link stops work-

ing.

Someone already has an AcelOx account. Invite them; they accept with that account and

keep their profile.

A card was lost. Cards — More — Report lost, then assign a spare or order one.

We need more seats. Contact Acel(Ox; seats change on the contract and the next invoice.

Questions? acelOx.com/contact

e 91 85100 65479

AcelOx e Schools & colleges guide e acelOx.com e Page 22


https://ace10x.com/contact?topic=organisations
https://ace10x.com

	Getting started
	Staff and students
	Parental consent
	Cards and your attendance system
	End of the school year
	Colleges
	Leads, analytics and billing
	What staff and students see
	Reference

