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1. About this Guide

1.1. Document History

Product Version Release Date Description
Forms 4.4 June 7™, 2019 First Release of the document
Forms 4.5 July 5™, 2019 Updated document
Forms 5.0 February 17", 2020 | Updated document

Note: The Product Version section reflects the BDB Platform release version.

1.2. Overview
This guide covers:

= General Workflow of Forms plugin.

= Description of credited Forms options.

=  From Settings and Properties.

= Description of Context Menu Operations for a Published Form.

1.3. Target Audience

This guide aims at all skill level business users, HR Executives, and peers who use some forms to deal
with their employees, customers, and staff members to collect various information or feedbacks for
gaining significant business insights.

2. Introduction

2.1. Introducing the Forms Plugin
BDB introduces the Forms plugin to make the Form creation process a breeze. Effortlessly create

customized and secured web forms for various objectives, publish them on the BDB Platform, share them
with your targeted audience, and collect responses to analyze the input within a few minutes. The Forms
plugin aims to help the end-users identify the key factors for their business development based on the real-

time inputs taken from their business stack holders.

2.2. Supported Web Browsers
The BDB Platform is a web browser-based application. The users can run the BDB Platform and its
various plugins on the below given versions of the browsers:

Mozilla Firefox/ Firefox ESR Latest Version

Microsoft Edge Latest Version

Apple Safari 10

Google Chrome Latest Version (recommended web browser)

Copyright © 2019 BDB www.bdb.ai 3|Page



3. Getting Started with the BDB Forms

This section explains how to access the BDB Platform and a variety of plugins that it offers:
i) Open BDB Enterprise Platform Link: https://app.bdb.ai

i) Enter your credentials.

iii)  Select an Auth type from the drop-down menu.

iv)  Click the ‘Sign In’ option.

&« I & app.bdb.ai/home -_s-;"-"l - a %« IO

atform @ BDB: Desision Flatt

B 08 Decision Flott.. [ S0B: Desision Flatt

Data Simulation

Decision Platform

admin@bdbizviz.com

.|.I._|_1.I (‘

Enterprise @

Capyright © 201520

BD8 (BizViz Technalogies Fvz Lid)

V) BDB Platform homepage opens.

Welcome to BDB Decision platform - o {
©
Dashboard Designer

Business Story Data Science Workbench

Design, save and publish a splendid
governed dashboards. Display relevant
and stunning
visual reports to attain your business

objectives.

KPis through compreh
BDB is a complete decision
platform for all your business
needs. Drive from data to dynamic
visuals and derive an actionable

insight into your business data.
Avail 360" view of your business by
assembling, processing, and
analyzing the acquired data. Access
incomparable analytics at any time
from anywhere on any device.

e
Data Center

Supports a wide range of Data sources
starting from the spreadsheets in your
system to a cloud-based datab.
Establish connections to these data
sources and build Data Sets or Data Stores
to enable rich business Intefligence and
rahiict analutics

Version: 5.0.0
Released on: Feb 13, 03:28

Note:

a. The above screen opens only for those newly created users who have not yet created any document

using the BDB Platform.

b. If the user has created some documents previously, then the Platform homepage opens displaying

the ‘My Documents’ page by default.

Copyright © 2019 BDB

Go beyond the classic B with our ground-
breaking self-service Bl tool. Gain pertinent
insights Into your business by creating
wide-ranging views on your own without
external IT help,

00
(o}

ETL

A self-driven Data Wrangling tool to extract
data from diverse sources, including the
merged data. Enforce data quality and
consistency standards to deliver the output

-ready format.

www.bdb.ai

Let the power of advanced statistical
and machine learning plan your
next business move. Access and apply
accurate and customizable Predictive
models to maximize future opportunities,

o
Data Preparation

Experience a secure yet self-driven mode
of data preparation. Streamline the entire
process of dealing with retrievable
business data empowering the business
users to decide with unprecedented agility.
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Click the ‘Apps’ = jcon.
All the available plugin applications get displayed.
Select the ‘Forms’ plugin.
Q

vi)
vii)

viii)

&

Home
-7‘- : e e
| Data Center ETL Data Prepa...
- » AT
& ' ‘ - o
7 &
Designer Story Data Scienc...
= = — )
=} ] y
¥,
L
Survey

L:
Data Pipeline Forms

ix)
B2g°

Forms

Search

The landing page of the Forms plugin opens

4. General Workflow for Forms
The user can follow the below given steps to create a new form.

4.1. Creating a Form
Navigate to the Form landing page.
Click the ‘Create Form’ icon.
www.bdb.ai

i)
i)

Copyright © 2019 BDB
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Qa # O @ 0
Search aQ \'i)

iii) The ‘Create Form’ window opens.

iv) Form Name: Provide a title for the Form.
v) Form Instruction: Insert a Form Instruction for all the users who access the Form.
vi)

Form Logo: Attach an image to be used as Form logo (The image file should be less than 50 KB).
vii) Click the ‘Save’ option.

Create Form X

Sample Form

’ Form Instruction I

Weouce O @ & B

B E @ QB
B I USx x|L |1 := |l 2=/ e ™M= Q
Styles ~ | Format ~ | Font ~ | Size - A- -

viii) A success message appears.

ix) The newly created form gets added to the Form Landing page.
Forms
Form is created successfully
- | romisceneasuesty
x)

The user gets redirected to the landing page of the newly created form to add a new page (by default).

Copyright © 2019 BDB www.bdb.ai 6|Page
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Page 1 + H ~

Note:
a. The user needs to click the newly created Form tile to open the Form landing page (it opens

by default for the first time after creation).

b. The inserted Form Instruction appears by default in a pop-up window while opening that
form in the preview mode (as shown in the below image). Click the ‘Go to form’ option to

access the form content and give a response.

< @SampleForm ODoo9w 0

Form Instruction

Please fill all the mandatory information in the form.

4.2. Listing aForm
The place where a newly created Form is listed is termed the ‘List Form’ page as it lists all the
created/saved/copied Forms by the user.

i)  Navigate to the Form Landing page.
ii) All the created form tiles get listed over here.

iii) The user can search for a specific form by using the Search Bar.

Forms Search

® Sample Form H ® Copy of Sample... %

4.2.1. Form Options
Each created Form gets credited with various options to edit, duplicate, preview, publish and delete it.
The Form Options context menu also displays Settings options for the created Forms.
i) Select a Form from the Form List page.
ii) Click the ‘Options’ E icon using the Form tile.
iii)  All the available options for a Form get listed in a context menu.

Copyright © 2019 BDB www.bdb.ai 7|Page
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Forms

® Copy of Sample... E

Edit

® Sample Form .

©

Delete
Duplicate
Preview

Publish

84 0 00O m N

Settings

iv)  The user can select a specific option from the context menu to open and apply it to the selected
Form.

4.2.1.1. Edit

The user can edit the Form information by using this option.
i) Click the ‘Edit’ option from the Options Context menu.

—=
o

® sample Form E

S/  Edit

@  Delete
I©)  Duplicate
®  Preview
& Fublish
¥ Settings

ii) The ‘Edit Form’ window appears.
a. Edit the following information for the selected Form.
i. Form name
ii. Form Instruction
iii. Form Logo
iv. Click the ‘Save’ option.

Copyright © 2019 BDB www.bdb.ai 8|Page



4.2.1.2.

Copyright © 2019 BDB

I Sample Form

Form Instruction

Bsouce |0 @ @R @ @ @« QE
B I UGS x x T, === ||zl = s|11 = MLm= Q
Styles ~ | Normal ~ | Font ~ | Size - A- A~

Please fill all the mandatory information in the form|

div p

Form Logo

iii) The selected Form gets edited a success message appears to assure the same.

Form is edited successfully

Delete
Follow the below given steps to delete a form from the Form List:

i) Select the ‘Delete’ option from the Options Context menu.

o

-
Sample Form | ¢

/  Edit

[ ] Delete
[C]  Duplicate
®  Preview
& Publish
¢t  Settings

ii) A pop-up window appears to assure the action of deletion.
iii) Click the ‘Yes’ option using the pop-up window.

www.bdb.ai
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Do you want to delete this form?

Yes

iv) The selected Form gets removed from the Form list, and the action gets communicated
through a message.

Form is deleted successfully

4.2.1.3. Duplicate

The user can create a duplicate form by using this option.

i) Select the ‘Duplicate’ option from the Options Context menu.

@ sample Form E

s Edit

i Delete
ICJ  Duplicate
®  Preview
& Publish
£ Setiings

ii)  The Duplicate Form window opens.

a. The Form name appears with the ‘Copy of’ prefix. (E.g., the form with name Sample
Form becomes Copy of Sample Form. The form name can be changed as per the user’s
choice.)
The user can edit the Form information.
The user can change the Form Logo.
d. Click the ‘Save’ option.

o T

Copyright © 2019 BDB www.bdb.ai 10| Page



Duplicate Form

| Copy of Sample Form |

Form Instruction

source ) @ @ @

B I UGS x, ¥ |T |}

=EE I e [~ £ M
« | Size 'A'ﬂ'

(1]
o]

Styles ~ | Format ~ | Font

Please fill all the mandatory information in the form.

Form Logo [ﬂj

Save Cancel

A success message appears to inform that the selected form has been copied successfully
The duplicated/copied form gets added to the Form list page.

i)

iv)

Forms

B.B. B.B. Form is copied successfully
® Cory Ofsamples.

Note: Preview, Publish, Form Settings Options are explained respectively under the 4.4, 4.5, and
4.7 sections of this document.

4.3. Form Page Component

This section aims at describing the various components provided on the page.

i)  Click on the Form tile to open the page component (Page 1 opens by default).
ii) Click the ‘Add New Page’ icon.

B2 a x Mo @
6

Sample Form 1 » +trage ) & 0 @
A New Page
N

Select your gender. Checkbox ~ Select your gen 174 _Select a :

] Male
] Female

+ Add option + Add other option with input

Copyright © 2019 BDB www.bdb.ai 11| Page



iii) The ‘Create Page’ dialog box opens.
iv) Click the ‘Save’ option.

Create Page X

Page Name *

Page 2| o

Save Cancel

v) A new page gets added to the form.

Sample Form 1 »

E5000N SEIECL ANISWET |YDE JISpIaY Marme EEEREENIE

Contact Number Number - Contact Numbe 177_Contac B :

Number Page saved successfully

Question Select Answer Type Display Name Field Identifier *

Email ID Textbox ¥  EmailID 178 Emaill B 3
exthox

.

vi) Click the ‘Add New Question’ icon.

Sample Form (4 page)

Page 1 @ : -~

B2R® Qam o0 0 @

Sample Form »

Question added successfully
Juest Dropdown ¥ Display Name 1564998962142 5

+ Add option

Save Questions

Copyright © 2019 BDB www.bdb.ai 12| Page
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viii) Provide the following information to develop a question:
a. Question: Insert the question text in the given field.
b. Select Answer Type: Select an answer type using the drop-down menu
i. The following Answer Types options are provided:
1. Radio Button
Checkbox
Dropdown
Multi-Select dropdown
Textbox
Number
Textarea
Date Picker
Time
. Email
. Password
. HTML Editor
. Attachment
14. Label
15. Group Question
c. Display Name: Displays the inserted question text.
d. Field Identifier: Data in Forms are stored in JSON format. The Field identifier is a key, and answers
are valued; it helps to extract the required data from the DB.
e. Option: Provide relevant option
ii) Use the ‘Add option’ button to add more options
iii) Use the ‘Add other option with input’ after adding more than 2 options.
Note: These options appear only for Radio Button, Checkbox, Drop-down, Multi-Select
Dropdown answer type.

f.  Click the ‘Question Save’ B icon to save the question information.

LNk wN

e N e
WN RO

g. Question Settings: Click the * iconto get the Question Settings.

Seiect your gender C-1eckt:o>< . A -Sél.ect VSL‘r gende 1 ;_Select;; a :
Male bLe
}.:erra_\e X
+ Add option + Add other option with input

+

h. The newly added question gets saved, and a success message appears confirming the action.

Copyright © 2019 BDB www.bdb.ai 13| Page



Sample Form »

Select your gender

bonolode~ select your gender 11_Selecty A :
Male

Female >

+ Add option + Add other option with input

4.3.1. Page Settings
The users can get the Page Settings icon from the header panel of the page. By clicking the ‘Page

Settings’ * icon, 3 settings options for a page get displayed:

e - O -

2 Rename

=nde 11_Selecty

g Duplicate

@ Delete

iv) Rename: Prompts a dialog box to rename the selected page.
1. Provide a new name for the page.
2. Click the ‘Save’ option.

Rename Page

Page Name *

Page 1|

Save Cancel

3. The selected page gets renamed.

V) Duplicate: Prompts to duplicate the selected page.

1. The page name displays with the ‘Copy of’ prefix (E.g., Page 1 gets reflected as Copy of Page 1.)
2. Click the ‘Save’ option.

Duplicate Page

Page Name *

Copy of Page 1| 7]

Save Cancel

Copyright © 2019 BDB www.bdb.ai 14| Page



vi)  Delete: Prompts to delete the selected page.
1. A new window opens, asking to confirm the action of deletion.
a. Click the ‘Yes’ option if you wish to delete the page.
b. Click the ‘No’ option if you wish not to delete the page.

Do you want to delete Page 1 Page?

Yes

2. Based on the selected option, the page remains or gets removed.

4.3.2. Question Settings
The users get the ‘Question Settings’ icon next to the Question Save icon for the selected
question. By clicking the Question Settings icon, 3 settings options for a question get displayed:

BEH

[§ Duplicate
B Delete

£ Properties

4.3.2.1. Duplicate a Question
The Duplicate settings option prompts to copy the selected question.

1. Click the ‘Duplicate’ option from the menu.
2. A success message appears to inform the user that the selected question is copied successfully.

Sample Form »

Female x

stiol ied sful
+ Add option * Add other option Wlth

Select your gender Checkbox - Select your gende 12_Sele a :
Male x
Female x

+ Add option + Add other option with input

+

Copyright © 2019 BDB www.bdb.ai 15| Page



3. The copied question gets added below the selected question as mentioned in the below image:

Sample Form »

Page 1 Save Questions [T : A

Selectyour gender Checkbox - Select your gender 11_5electy n:

Male x

Female x

+Add option + Add other option with input

Select your gender Checkbox - Select your gender 12_Sele B :

Male >

Female >

+ Add option + Add other option with input

4.3.2.2. Delete a Question
The ‘Delete’ option from the Question prompts to delete the selected question.
1. A new window opens, asking to confirm the action of deletion.
2. Click the ‘Yes’ option if you wish to delete the question.
3. Click the ‘No’ option if you wish not to delete the question.

Do you want to delete Question?

4. Based on the selected option, the question either remains or gets removed.

4.3.2.3. Question Properties
The Question Properties window displays properties associated with the selected question.
The three key tabs that appear on the Question Properties window are:

Placeholder
Choose your country| (7]
Required: O Yes QO No [~}
Disabled: O Yes QO No 2]
Qu n Tooltip 0
Message ()

India o
Save Cancel

Copyright © 2019 BDB www.bdb.ai 16| Page
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a. Properties

Vi.
vii.

Copyright © 2019 BDB

Placeholder: The set placeholder text appears when the answer field is kept empty as
displayed in the following image:

Mention your religion.

Placeholder text

Required: Enabling the required option, the question becomes mandatory to be
answered. The question gets a ‘* mark to indicate the same.

Mention your religion. *

Disabled: Selecting the ‘No’ option for this field allows the user to upload multiple files for
this. By selecting ‘Yes’ the question disabled for the user to give a response.
Question Tooltip: Add a tooltip to the right side of this field.

Mention your religion. *

*Required Question Tootip

Error Message: The label provided for this field appears as an error message.
Prefix Example: Special characters like S, @, & can be added as a prefix.
Postfix Example: Special characters like S, @, & can be added as a postfix.

@

Default Value

Save Cancel

® ®&© ®&© | ®

www.bdb.ai 17 | Page
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The preview page describes:

Contact Number *

$ @

Error Message

viii.  Default Value: The set value becomes the default value for this field, before user
interaction. Having a default value overrides the placeholder text.
ix.  Minimum Length: Set minimum length requirement for the field.
X.  Maximum Length: Set maximum length requirement for the field.

Email ID

abc@xyz.com

b. Condition

Select the type of conditions you want to add to the selected question.

i.  Navigate to the ‘Condition’ tab displaying on the Question Properties window.

ii. Choose a condition out to the below given choices:
1. None
2. Hide Questions
3. Disable Questions

iii.  Click the ‘Save’ option to save the selected condition.

Question Properties

India None )
Hide Questions
USA )
Disable Questions
UK Select condition type 'ﬂ
Australia Select condition type -0
|
Save Cancel

iv.  The selected condition gets applied to the question.

Copyright © 2019 BDB www.bdb.ai 18| Page
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Lookup
The Lookup tab allows the user to get a lookup option for the Answer types like Radio Button,
Checkbox, Dropdown, and Multi-select dropdown. The lookup option can be a saved response
to any of the Textbox type questions.
The following steps explain the process to get the Lookup option for a specific question:
i)  Navigate to the Question page selecting a form.
ii) Make sure you have at least two questions:
a. Question 1 with either of the choices given as answer type out of Radio Button/
Checkbox/ Dropdown/ Multi-select dropdown.
b. Question 2 with Textbox inserted as the answer type.

Forms Connected 13

Lookup Option # (+ree) @ & @

Select your Religion. Dropdown v | select your Religio 58_Selecty B

1. Hinduism X

2. Islsam X

3. Christianity X

+Add option  +Add other option with input

Mention your religion. Textbox v | Mentionyourreligi  59_Mention B

iii) Open the Question Properties window for Question 1.
iv) Click the ‘Lookup’ tab.

v) Select the ‘Yes’ option for Lookup.

vi) Select a question using the drop-down menu.

vii) Click the ‘Save’ option to save the Lookup settings.

Lookup: @) ves O No (7]

Mention your religion. -

| Save Cancel

www.bdb.ai 19| Page
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viii) Save the questions and publish the form.

Forms @ Connected L]

B Form X

Do you want to publish this form?
Yes No

ix) Open the responses page for the published form.
X) See the available options provided for Question no. 1

ol BB My Documents 3 Lookup Option 3 | " o
=
Select your Religion. a
o Hinduism
Islaam
M B
Christianity

xi) Give response for the Question no. 2

R My Documen s > Ln{%&up Option > a
e | -
Select your Religion. %]

o Mention your religion.

|| Buddhism| I

xii) Save the response.

12 » Response saved successfully

xiii) Check the available options for Question no. 1.
xiv) The response for Question no. 2 gets added in the lookup.

Copyright © 2019 BDB www.bdb.ai 20| Page



@ My Documents > Lookup Option >

Select your Religion.

Hinduism
Islaam

Me
Christianity

buddhism

4.4. Form Preview

The users can get a preview of the selected form by clicking the preview icon provided on the landing
header page.

i)  Choose an existing Form from the list/landing page.

Forms search aQ +

Sample Form H Copy of Sample... H @ Lookup Option H ® sample Form... n

ii) Click the ‘Preview’ icon from the header panel of the selected form.

B389
e

Sample Form 1 »

Page ! + E -

Select your gender.

Checkbox ¥  Selectyourger  174_Select n:

Male b4
Female x
+ Add option + Add other option with input

Or

Select the ‘Preview’ option from the context menu that appears on the Form list.

Copyright © 2019 BDB www.bdb.ai 21| Page



i)

iv)

v)

'
B.‘ .
.

Sample Form...

/  Edit

B  Delete
IO Duplicate
&€ Publish
@  Settings

The preview screen gets displayed for the selected form (the inserted Form instruction opens by
default).
Click the ‘Go to Form’ option.

B2R® ax o @

Form Instruction

Fill all the mandatory questions.

The Form content opens in the preview mode.

Samplchrm‘\ g 0o w /S0

Select your gender.

[ Male
D Female

Name

Address

Contact Number

Copyright © 2019 BDB www.bdb.ai 22| Page
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Icon | Icon Name Action

Mobile View Opens form in the Mobile view

(] | TabletView Opens form in the Tablet view

(| Large Screen View | Opens form in the Large Screen view

& | Publish Redirects to publish the form

o Settings Redirects to the Form Settings page

Vs Form Edit Redirects to edit the questions and pages

o Form Instruction Displays the inserted Instruction message on the screen

4.5. Publishing a Form

The users can publish the forms created by them to the BDB Platform. The published forms can be accessed
on the BDB Platform homepage under the ‘My Documents’ section.

i) Click the ‘Publish’ icon from the header panel of the selected Form.

Forms Connected [3
< Sample Form ¢ ( bO) T ©
Select your gender Checkbox - Select your gende 15_Selecty B H

Male X
Female x
+ Add option + Add other option with input
:
Or

Click the Publish option using the Form Options menu.

=

® Sample Form m

Edit
Delete
Duplicate
Preview

Publish

|00 m N

Settings

Copyright © 2019 BDB www.bdb.ai 23| Page
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ii) A pop-up window opens to confirm the action.
iii) Click the ‘Yes’ option to publish the form.

Do you want to publish this form?

Yes

iv) A success message appears to confirm the action of the publish.

- =]

Form has been published successfully.

v) The Published form appears under My Documents place of the same BDB Platform account.

B39 a # 0 @ @

- ==

mrs =
I — =
Shared Documents Business Story 4.3 ! Sample Form |

B

4.5.1. Context Menu Operation (only for Published Forms)
Each published Form is credited with some operations on the BDB Platform. The users can use right-click
to access the available Form operations in a context menu.

Open in New Tab

Properties

EEED

Modify Document

Add to Favorites

sample Forn| Move to :

U views
Rename

Copy

Delete

Copyright © 2019 BDB www.bdb.ai 24| Page
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4.5.1.1. Openin New Tab

i)  Select the ‘Open in New Tab’ option using the Context menu.

Open in New Tab

" Properties

Modify Document

Add to Favorites

sample Form] Move to ;
T views
~ Rename
Copy
Delete

ii)  The form opens in the new tab.

' B EDE: Decision Platform x| B D8 Decision Platform x ° C=faft X )
C & appbdbaifhome//#/home/view/404226060/22 Q o :

i1 Apps Ny YUJAA:platfiorm @ BDB:Decision Plati.. [ BDE: Decision Platf..  [§ BDE: Decision Platf.

R2R20 a o @o@

B "y Documents Folders Sample Form 1 a

Administrator has set a restriction of a maximum of 3 entry for this input form.
Thus, new entry cannot be saved. To see the details of your existing entry or to modify/delete the details, click on link below.
Please contact form admin or support@bdb.ai for further details.

Click here to edit the response

4.5.1.2. Properties
i)  Select the ‘Properties’ option from the context menu.
ii) The ‘Properties’ window appears with four options:
a. Properties: Displays basic details about the Form creation.
i. Click the ‘Browse’ option to upload an image.
ii. Click the ‘Save’ option to save the update.

Copyright © 2019 BDB www.bdb.ai 25| Page
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Created by:  Will
Type: Form
Version: 5.0.0
Where: My Documents-=Folders
Created: Tue Aug 06 2019 11:52:58 GMT+05:30 (India Standard Time)
Modified: Tue Mar 10 2020 15:18:05 GMT+05:30 (India Standard Time)

Description:

Upload Image: | Browse

Close Save
iii. A message appears to assure about the update.
iv. The image gets updated to the form.
o
B Image has been uploaded successfully
Search Documents (=} Sorthy: N

m— m— |
B'B'

sample Folder 4.2 sample Folder 4.4 sample Folder 4.5

B'B |

Sample Ferm 1

0 views

b. Share with User: The Form gets shared with the selected User
i. Select the ‘Share with User’ option using the Properties window.
ii. Search for the specific user(s) using the Search bar.
iii. Select a user or multiple users by using a checkbox in the given box.
iv. Click the ‘Save’ option.
v. A success message appears stating that the document privilege has been updated.
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Prope rtie; -
Document privilege has been updated successfully

ith G e >
0233
migTestUserDestnvao O
testRestscript@bdb.ailnu
migTestUserSourcedfs O
testRestscript@bdb.ailjw
permission
permissiontest@bdb
testing O
Jubilantvro07@gmail.com
testingglo O
Jubilantvr111@gmail.com
Close Save

vi. The Form gets shared with the selected user(s).

c. Share with Group: The Form gets shared with the selected User Group
i. Select the ‘Share with Group’ option using the Properties window.
ii. Search for the specific user group(s) using the Search bar.
iii. Select a user group or multiple user groups and move to the space given on the right
side.
iv. Click the ‘Save’ option.
v. A success message appears stating that the document privilege has been updated.

Prope rtie -
Document privilege has been updated successfully

B sample
< Properties Share with User Share with Group Exclude ¥
®@ o=
BizViz Partners
Bl Trainees
JubiTest1

Close Save

vi. The Form gets shared with the selected user group(s).
d. Exclude the User: The Selected User gets excluded from the rights to access the Form

i. Select the ‘Exclude User’ option using the Properties window.
ii. Search for the specific user(s) using the search bar.
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iii. Select a user or multiple users and move to the space given on the right side. (Use the
single arrow icon to move only one user. Use the double arrows icon to move all the
users.)

iv. Click the ‘Save’ option.

v. A success message appears, and the document privilege gets updated to exclude the
selected users.

BDB Admin
bdbadminuser@bdi.ai

BDE User
bdbadminuser@bdb.si

vi. The Form permission gets excluded for the selected user/users.

4.5.1.3. Modifying a Form

i)  Select the ‘Modify Document’ option using the context menu.

.l’
.
\
\
\

Open in New Tab %

\
.' Properties

Sample Form 1

0 views

Modify Document
Add to Favorites
Move to

Rename

Copy

Delete

ii) The ‘Modify’ window opens for the selected form.
iii) Modify the required information:

a. Name of the Form

b. Description of the Form

c. Click the ‘Save’ option.
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Modify Forms

Mame *

Sample Form 1

Description

P

Close Save

iv) The selected information gets modified, and a message appears to assure the same.

Q

lll Forms updated successfully
:arch Docume... Q Sort by :

.r

P
[

i

Sample Form 1

New Folder Published Dashbo...
Q0 views

4.5.1.4. Adding a Form to Favorite
i)  Select the ‘Add to Favorite’ option from the context menu.

Open in New Tab

Properties

Modify Document
Sample Form 1
0 views Add to Favorites
Move to
Rename
Copy

Delete

ii) A message appears to assure the success of the action.
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BB MyDocuments >

Document Added to favorites [

Folders New Folder

Copy of Sample F...
0 views

Shared Documents

iii) Open the Favorites section.

BB vyDocuments 3

BB My Documents

[ Public Documents
I Shared Documents

Favorites

iv) The selected Form gets added to the Favorites.

BB revorites

Copy of Story Doc... Story Document 4.3 Sample Form 1

0 views 0 views 0 views

v) Open the context menu option for the same Form.

Search Docume... Q sorthy: Name v = @
P
RANA
Open in New Tab
Properties A
Modify Document ]

Published Das

I Remove from Favorites

Move to
Rename

Copy

Delete

OR
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Use the right-click on the Form which has been added to the Favorites.
vi) The ‘Remove from Favorite’ option appears.

. Favorites >

s s BM"

Remove from Favorites

Copy of Story Doc... Story Document 4.3 Sample Form 1

0 views 0 views 0 views

vii) The Form gets removed from the Favorites, and a notification message appears stating the
same.

Document removed from favorites ™
B rvories > e

Copy of Story Doc... Story Document 4.3

0 views 0 views

4.5.1.5. Moving a Form

This option allows the user to move the Form from one folder or space to another folder.

i)  Selecta Form.
ii) Select the ‘Move To’ option from the context menu.

— "
poy—

g_—@ OpeninNewTab H

Properties

Modify Document

Sample Form 1 Add to Favorites

0 views

s =

Rename

Copy

Delete

iii) The ‘Move To’ window appears displaying the available folders.
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iv) Select a folder.

v) Click the ‘Move’ > icon.

My Documents

Search

. Published Dashboards

. Folders

. New Folder

vi) The users get redirected to the next screen displaying the selected folder name at the top.

vii) Click the ‘Save’ option.

Search

B  susinessStories 22110 4.3

Sample Folder 3.5

Sample Folder 3.7

Sample Folder 4.2
Sample Folder 4.4

Samnle Enldar 4 5

viii) A success message appears.
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Document moved successfully

ix) The Form gets moved to the selected space.

|. My Documents > Folders > |

Business Stories 3.2.1 ... Sample Folder 3.5

Sample Form 1 Dashboard
0 views 0 views

Note: To view a Form, use a click on the selected Form.

4.5.1.6. Renaming a Form
i)  Select the ‘Rename’ option from the context menu.
ii) A new window opens prompting to rename the Form.
iii) Provide a New Name for the selected form.
iv) Click the ‘Save’ option.

New Name *
Sample Form1|

Close Save

v) The selected form gets renamed.

Document renamed successfully
BB MyDocuments >

Shared Documents Business Story 4.5 Sample Form1
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4.5.1.7. Copying a Form

i)  Select the ‘Copy’ option from the context menu.

A —

Open in New Tab

Properties
Modify Document
Sample Form 1
0 views Add to Favorites
Move to
Rename

Copy

Delete

ii) Use the right click on another folder or on the blank space to get the ‘Paste’ option.
iii) Click the ‘Paste’ option.

B2R® a oz dog@

B "y Documents > Search Docume... & Sortby: Name v = @

Create New Folder
Open in New Tab

[
Link a URL
, Properties , dqoajo
Paste j ﬂ-g
Add to Favorites \.

Create New Story

Create New Folder

Shared Documents Folders Create New Story Published Dashbo... Sample Form 1 Stery
0views 19 views
Link a URL
Move to
= Copy
=
[ A B =
. paste
Rename
Story Test Form Delete

8 views 0 views

iv) The ‘Paste’ window opens displaying the selected form name with the ‘Copy of-’ prefix.
E.g., A form named Sample Form 1 gets a new name, ‘Copy of Sample Form 1’ as shown in
the following image:

v) Click the ‘Save’ option.

Copy of Sample Form1

Close Save
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vi) The form gets copied to the selected space with the new name.

. My Documents

~ e

Copy of Sample F...

Shared Documents Folders

0 views

4.5.1.8. Deleting a Form
i) Select the ‘Delete’ option from the context menu.
ii) A message window opens to confirm the action.
iii) Select the ‘Delete’ option to delete the selected form.

Do you want to delete selected document ?

iv) The selected form gets deleted.

4.6. Form Response
The Form Response module contains all the responses given by the users in a tabular format. The collected
responses can be further filtered by Page, Date, or Users. The users can edit the collected responses as well.
The list of responses may change according to the user. The ordinary users get to see the responses given
by them while the admin/ owner of the form gets to see all the responses given by all the users. The Form
Response page can be used to verify the data.
i)  The Preview page of the Form opens with an option to respond to the question once the Form is

published.

ii) Respond to the question.
iii)  Click the ‘Submit’ option.
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. My Documents >  Sample Folder 45 )‘ Sample Form1 ) a

Adaaress

BDBizviz Technologies, Bang

Contact Number

080234567

Email ID

bdbuser@bdb.ai

o

iv) An acknowledge message appears to inform that the shared response has been saved. (The user can
also use the ‘Save’ B icon to save a response.)

v) Click on the link ‘Click here to view the response’ or ‘View Response’ —* icon.

BB ‘yDocuments > sampleForm1 : a

Response saved successfully ‘

Thank you

Click here to view the response

vi) All the collected responses appear in the tabular format.

vii) The admin can further Edit (#') or Delete (B) the collected responses by using the icons given under
the ‘Actions’ column.

B “yDocuments >  SampleForm1 i =] HH
Actions | Name Address Contact Number Email ID Select your Nation ,.
VN | BDB User BDBizviz 80234567 bdbuser@bdb.ai b4
Technologies,
Bangalore =
s u
VA | Admin

viii) Click the ‘Export in Excel’ ¥ icon to download the responses in an excel file.
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B vy oocume

uments Somple Form 1 3 a
Actions Select your gender. Name Address Contact Number Email ID £
P | Female BDB User BDBizviz Technologies, 80234567 bdbuser@bdb.ai p s
Bangalore
VA | Male
VA | Male Admin
Show X

ix) Click the ‘Filter Response’ option to filter the responses. The user gets 3 options to filter the responses:
1. Page, 2. Date, and 3. Users
a. Filtering Responses by Page
i. Select the ‘Page’ tab.
ii. Select a page using the drop-down menu.
iii.  Click the ‘Apply’ option.

B ——

Response Filter

Apply Cancel

iv. The responses get filtered by the selected page.

BB wypocuments > sampleForm1 a

Actions Select your Nation

I

(]
|

7

V| India

Va1 India

b. Filtering Responses by Date
i. Select the ‘Date’ tab.
ii. Provide a Start Date.
iii. Provide an End Date.

iv. Click the ‘Apply’ option.
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Response Filter

Page

Start date End date

19-06-2019 20-06-2019

Apply Cancel

v. The responses get filtered by the selected dates.

B VyDocuments > SampleForm 1 % a
I Actions Select your gender, Name ity Chasse your country Contact Number Email ID I L
V| Fernale *
Fan | Male Wilkam New York Usa 23232423343 willsimmart@getmail.com
Martin
P | Female Daisy Brown  San Francisco USA S45082080 daisybrown34@getmail.com
VA | Male Mark San Diggo USA 43433433 wilkmark@xy?.com
Willson

c. Filtering responses by Users
i. Select the ‘Users’ tab.
ii. Select a user using the drop-down menu.
iii. Click the ‘Apply’ option.

Response Filter
o o

archib =]

Apply Cancel

iv. The responses get filtered by the selected user.

B2R° # Mo

M@ wvyDocuments > | sampleForm 1 } a

Ue

Actions What is yeur name? Give your mail id?

, ' e

(::) [ AN
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Note:
a. Itis mandatory to publish a Form to get responses.

b. The user can use the ‘Save’ B icon to save the response.

B3 # o @

BB vyDocuments >  SampleFolder45 3  Sample Form1 > =]

B

Select your gender.

Male
D Female Response saved successfully

4.7. Form Settings

The users can set required settings or change them using this Form option.
i) Select the ‘Settings’ icon from the Options Context menu.
ii)  The ‘Form Settings’ window opens with the following tabs:

a. Properties

b. Theme

¢. Form Instruction per user

iii)  Click the ‘Save’ E icon to reflect the altered settings in the selected Form.

Form Settings B) x

status: @) Enable

Configurations:

Expiry Date: Choose a form expiry date B

Total number of response:

Per user response: Enter

Do you want to show the page list to
all users? Don't show -

Do you want to show the question
group in collapse-expand panel? O Yes O No

Default view mode @ Form Entry O Response

4.7.1. Properties

The users can set or alter various Form properties using the Properties tab displayed under the Form
Settings option. This section explains all the listed Form properties.
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4.7.1.1. Status
The Properties tab provided under ‘Form Settings’ displays a radio button to enable or disable
the status of the Form content.
i)  Open the Properties Tab using the ‘Form Settings’ option. (It opens by default while selecting
the ‘Form Settings’ option.)
ii) The Enable/Disable radio button appears.

B x

l—

status: ( @i))Enable o

Configurations:

Expiry Date: Choose a form expiry date (o} %

Total number of response: Enter total no of response

Per user response: cnte

Do you want to show the page list to
all users? Don't show v

Do you want to show the question
group in collapse-expand panel? O Yes O No

Default view mode @ Form Entry O Response

iii) By disabling this option, all the properties fields disappear.

Form Settings ‘E X

Status: I Disable

iv) The Form content gets disabled, so the user can’t give a response to any of the questions.
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Sample Form 1 » €

Select your gender. Checkbox v Select your gender. 174_Select B :
Male X

Female X

+ Add option + Add other option with input

4.7.1.2. Configurations
The users can configure the various Form properties using the Configuration field.
i) Navigate to the Form Settings window.
ii) Open the Properties tab. (It opens by default)
iii) Access the ‘Configurations’ fields mentioned under the Properties tab and configure the
following information:
a. Expiry Date: Set form expiry date using the drop-down icons. Insert expiry time for the
Form manually.
Total number of response: Set a limit to collect responses
Per-user response: Set a limit for a user to give maximum responses
d. Do you want to show the page list to all users?: Select an option using the drop-down
menu (Don’t Show/ Show Dropdown on right Side/ Show List on Left Side)
e. Do you want to show the question group in the collapse-expand panel?: Choose an out
of ‘Yes’ or ‘No’ options.
f. Default View Mode: Set a default view for the Form plugin out of ‘Form Entry’ or
‘Response’ options.
iv) Click the ‘Save’ option to save the configurations.

a

o T

Status: . Enable c

Configurations:

Expiry Date: 8/5/2019 80 x

Total number of response: 3

Per user response: 1 2

Do you want to show the page list to
all users? Don't show d

Do you want to show the question
group in collapse-expand panel? O Yes O No

Default view mode @' Form Entry O Response

Note: The users get the following messages to notify various Form settings when the condition is fulfilled.

Copyright © 2019 BDB www.bdb.ai 41| Page



B28°

1. When the ‘Total Set Number of Response(s)’ is entered.

a. The user can view the entered responses using the ‘View Response’ =¥ icon.
b. The user can edit the response by clicking the ‘Click here to edit the response’ option.
c. The user needs to contact the support team/ admin to get further details on the same.

BB vyDocuments Sample Form 1

a

|
(II

Administrator has set a restriction of a maximum of 5 entry for this input form.
Thus, new entry cannot be saved. To see the details of your existing entry or to modify/delete the details, click on link below.
Please contact form admin or support@bdb.ai for further details.

Click here to edit the response

2. When Per user-set limit of the responses is reached.

a. The user can view the entered responses using the ‘View Response’ =+ icon.
b. The user can edit the response by clicking the ‘Click here to edit the response’ option.
c. The user needs to contact the support team/ admin to get further details on the same.

Administrator has set a restriction of a maximum of 1 entry of per user for this input form.
Thus, new entry cannot be saved. To see the details of your existing entry or to modify/delete the details, click on link below.
Please contact form admin or sup

rt@bdb.ai for further details.

Click here to edit the response

4.7.2. Theme

The users can set the ‘Theme’ tab to set themes for the Form Header, Page Header, and Form Body.
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[ Form Settings | @) x

Properties Theme Form Instruction per user
[ Form Header Theme v j
[ Page Header Theme v ]
[ Form Body Theme v j

The following points attempt to explain the details about each section provided under the Theme tab.

4. Form Header Theme
a. Navigate to the Form Settings window.
b. Open the ‘Theme’ tab.
c. Configure the following options for the Form Header Theme:

1.

w

7.

Alignment: Set header alignment out of the options provided in the drop-down menu
(Left/Center)

Font Variant: Choose a variant type out of the options provided in the drop-down menu
(Normal/Small Caps)

. Font Style: Set Font style out of the options provided in the drop-down menu (Normal/Italic)

Font Weight: Select a Font weight option out of the given choices in the drop-down menu
(Normal/Bold)

. Font Size: Set the font size by entering a number
. Background Color: Choose a color to be applied for the Form Header background using the

color menu
Font Color: Choose a font color using the color menu

d. Click the ‘Save’ option to save settings for the Form Header.

Copyright © 2019 BDB

® 5l -

Form Header Theme ~
Alignment: L;-f‘t_ B -
Font Variant: N‘o.m:lai b
Font Style: Norma-l -
Font Weight: Norm-a] -
Font Size: 16
Background Color:

Font Coler: I
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5. Page Header Theme
a. Navigate to the Form Settings window.
b. Open the ‘Theme’ tab.
c. Configure the following options for the Form Header Theme:

1.

7.

Alignment: Set the page header alignment out of the options provided in the drop-down
menu (Left/Center/Right)

Font Variant: Choose a variant type out of the options provided in the drop-down menu
(Normal/Small Caps)

Font Style: Set Font style out of the options provided in the drop-down menu (Normal/Italic)
Font Weight: Select a Font weight option out of the given choices in the drop-down menu
(Normal/Bold)

Font Size: Set the font size by entering a number

Background Color: Choose a color to be applied for the Page Header background using the
color menu

Font Color: Choose a font color using the color menu

d. Click the ‘Save’ option to save settings for the Form Header

B
Page Header Theme ~

Alignment: Lef-t - -
Font Variant: Norn;ai A
Font Style: Norma-l -
Font Weight: No.rr;w-a-i . -
Font Size: 16
Background Color: |
Font Color:

6. Form Body Theme
a. Question Theme Properties

Copyright © 2019 BDB

Font Variant: Choose a variant type out of the options provided in the drop-down menu
(Normal/Small Caps)

Font Style: Set Font style out of the options provided in the drop-down menu (Normal/Italic)
Font Weight: Select a Font weight option out of the given choices in the drop-down menu
(Normal/Bold)

Font Size: Set the font size by entering a number

Question Left Border: Select and apply color for the left side border of the question.
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\ _ J

Form Body Theme

Question Theme Properties:

Font Variant: N.o.rn;ai -
Font Style: N.o .rma-l v
Font Weight: N.o-.rr.ﬂ_a] . -
Font Size: 15 .

Question Left Border:

b. Answer Option Theme Properties
i. Font Variant: Choose a variant type out of the options provided in the drop-down menu
(Normal/Small Caps)
ii. Font Style: Set Font style out of the options provided in the drop-down menu (Normal/Italic)
iii. Font Weight: Select a Font weight option out of the given choices in the drop-down menu
(Normal/Bold)
iv.  Font Size: Set the font size by entering a number

&[] x

Form Body Theme -~
Answer Option Theme Properties:
Font Variant: Normal -
Font Style: Normal -
Font Weight: Normal -
Font Size: 15

Note: There is a single ‘Save’ option provided for all the 3 Form Settings tab. The user needs to click
the ‘Save’ option to save the changes, even though they are related to a single settings tab.

4.7.3. Form Instruction per user
The user can insert Form Instruction for a specified user. The instruction gets displayed only for the
selected user while opening the preview screen.

i)  Navigate to the ‘Form Settings’ page.
i) Click the ‘Form Instruction per user’ option.
iii) Select a user using the drop-down menu.
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iv) Insert a specific instruction in the given space.
v) Click the ‘Save’ option.

[ Form Settings

Theme lform nstruction per user
- c
@sorce | @ & B B E G« Q| E
B I UGS x, x*|I, |2 = EiD|EE EE TN
= ™ L=
Styles ~ | Mermal - | Font - | Size - A- -

lThe first question is not mandatory. Please fill all the other questions.

div p

vi) A success message appears. Click ‘Ok’ to close the message.

Form settings has been saved successfully

vii) Access the Form preview page from the User account for which the instruction is inserted. The
specified instruction appears.

Form Instruction

The first question is not mandatory. Please fill all other questions.

5.Signing Out

The following steps describe how to log out from the BDB Platform.

i)  Click the ‘User Profile’ icon @ on the Platform homepage.
ii)  Click the ‘Sign Out’ option.

Copyright © 2019 BDB www.bdb.ai 46| Page



admin
admin@bdbizviz.com

e My Account

© ~rbou

() sign Out

iii) The user successfully signs off from the BDB Platform.

Note:

a. By clicking the ‘Sign Out’ option, the user gets back to the Sign-in page of the BDB platform.
b. Click the ‘About’ option to open the default welcome page of the BDB Platform.

5.1. Forgot Password Option

My Documents

Welcome to BDB Decision

platform

BDB is a complete decision
platform for all your business
needs. Drive from data to
dynamic visuals and derive an
actionable insight into your
business data. Avail 360" view

of your business by
assembling, processing, and
analyzing the acquired data.
Access incomparable analytics
at any time from anywhere on
any device.

Version: 5.0.0
Released on: Feb 13, 03:28

=g ]
Dashboard Designer

Design, save and publish a splendid
governed dashboeards. Display
relevant KPIs through comprehensive
and stunning visual reports to attain
your business objectives,

Business Story

Go beyond the classic Bl with our
ground-breaking self-service Bl tool.
Gain pertinent insights into your
business by creating wide-ranging
views on your own without external IT

do@

William Martin
nidhi.joshi@bdbizviz.com

e My Account
o About

) signout
YOUF NeXt DUSINESS MOVE. ACCEss and
apply accurate and customizable
Predictive models to maximize future

help. opportunities.
= 00
- O, *
Data Center ETL Data Preparation

Supports a wide range of Data
sources starting from the
spreadsheets in your systemto a
cloud-based database. Establish
connections to these data sources and

A self-driven Data Wrangling tool to
extract data from diverse sources,
including the merged data. Enforce
data quality and consistency
standards to deliver the outputin a

Experience a secure yet self-driven
mode of data preparation. Streamline
the entire process of dealing with
retrievable business data empowering
the business users to decide with

The users are provided with a choice to change the password on the Login page of the platform.
ii) Click the ‘Forgot Password?’ option from the Sign In page.
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Decision Platform

Email / User Id *

Enterprise v

Copyright ©@ 2015-2020 BDB (BizViz Technologies Pvt Ltd)

iii)  The ‘Forgot Password?’ page opens.
iv)  Provide the email id that is registered with BDB to send the reset password link.
V) Click the ‘Continue’ option.

Decision Platform

| Forgot Password?l

Please enter the registered email address to
reset your password.

admm.user@bdb.ai|

Copyright ® 2015-2020 BDB (BizViz Technologies Pyt Ltd)

vi)  The user may be redirected to select a space in case of multiple spaces under one server link( The
user needs to select a space and click the ‘Continue’ option once again). If a user does not have

multiple spaces then, a message appears to notify the user that the password reset link (The users
receive the reset link via their registered email.)

: Password reset link has been sent to your email

vii)  Click the link from your registered email.
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This email is sent in response to your request for a password reset.

Click on the below link to reset your Password
Reset Password

If you feel you have received this email in error or have any guestions, please

contact us at support@bdbizviz.com

Thanks And Regards,
Support Team

viii)  The user gets redirected to the ‘Reset Password’ page to set a new password.
ix)  Setanew password.

X) Confirm the newly set password.

xi)  Click the ‘Continue’ option.

Decision Platform

Reset Password

You have confirmed ownership of the BDB account.
Please reset your password to get access.

Copyright @ 2015-2020 BDB (BizViz Technologies Pyt Ltd)

xii)  The password for the selected BDB account gets reset and a message appears to inform the user.

) New password has been updated successfully

Note: The user gets redirected back to the Sign In page after successfully resetting the password.

5.2. Force Login

The ‘Force Login’ functionality has been introduced to control the number of active sessions up to three.
The users can access only 3 sessions at a time when they try to access the 4™ session, a warning message
displays to inform that the user has consumed the permitted sessions and, a click on the ‘Force Login’
would kill all those active sessions.

i)  Navigate to the BDB Platform Login page.

ii)  Enter the valid credentials to log in.

iii) Click the ‘Sign In’ option.
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admin@bdbizviz.com|

Enterprise >

iv) The user gets the following message if the permitted active sessions (3 sessions at a time) are
consumed.
v)  Click the ‘Force Login’ option.

Decision Platform

Permitted sessions are
already consumed.

Force login will terminate all the active
sessions.

Copyright © 2015-2020 BDB (BizViz Technologies Pvt Ltd)

vi) A warning message appears the currently active sessions get killed, and the user gets redirected to the
BDB Platform Sign In page.

vii) The user needs to provide valid credentials once again and click the ‘Continue’ option to access the
platform.
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