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EasyBusiness tutorial
How to manage users and credits
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My access and users

Mouse over your username on upper 

right edge of EasyBusiness and click 

on “My access and users” to start 

managing your access and users
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EasyBusiness user types

With reference to an active EasyBusiness

subscription a user can have

FULL ACCESS
LIMITED 

ACCESS
NO ACCESS

Can activate & deactivate 

“Limited access” users

Can allocate credits to 

“Limited access” users

Has unlimited credits among 

those of his/her company
Can have limited or 

unlimited credits among 

those of his/her company, 

depending on what he/she 

has been granted by “Full 

access” users

Cannot do any action or 

setting on other users
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My access and users

As a “Full access” user, you will 

find a recap of your credits and 

the number of EasyBusiness

users licenses your company 

purchased

NOTE: the features described in the following slides are available to “Full access” users only; if you are a “Limited access” user and want to be 

upgraded to a “Full access”, please contact the person in charge of the EasyBusiness subscription in your company, who will then contact the Kompass 

team
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My access and users

Here you will find the list of the users 

that are connected to your company 

profile: first and last name (left column) 

and e-mail address (right column)

TIPS Name and last name of a user can 

be edited. The e-mail address is 

the login and cannot be edited
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Activating/deactivating users

TIPS As a “Full access” user you can manage 

your company’s “Limited access” users and 

decide who to activate or deactivate. When 

the number of users purchased by your 

company is reached, you cannot activate a 

new user unless you deactivate another first

To activate a new user, switch the red 

button to green. Once the icon will be green 

that user will be able to access 

EasyBusiness

For any “Limited access” user 

in your company, you can 

activate or deactivate his/her 

access to EasyBusiness by 

the switch button here

If you need to edit a “Full access” user, 

please contact the person in charge of the 

EasyBusiness subscription in your 

company, who will contact the Kompass 

team
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Setting automatic redirection to EBOL at login

Here you can set for each user if he/she is or 

is not redirected to EasyBusiness by 

default when he/she logs in on Kompass 

website

TIPS If you use EasyBusiness only, we 

advise you to put the redirection on 

“Yes”, so that you don’t need to click on 

“EasyBusiness” in the upper menu to 

access it after login

Whether you purchased a Booster 

advertising subscription or not, if you’re 

interested into managing your public 

company profile on Kompass.com in 

order to enhance your company visibility 

on Internet, we advise that you set “No” 

to the users who will regularly add info 

and content to it, so that when they login 

they land on their profile dashboard
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Credit allocation

Here you see the credits that 

are currently allocated to each 

user and the number of credits 

each of them already burned

TIP

Clicking on the pen icon you 

can set the credits allocation 

for the “Limited access” 

users

If you need to edit the credit allocation for a 

“Full access” user, please contact the person 

in charge of the EasyBusiness subscription in 

your company, who will contact the Kompass 

team
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Credit allocation

After clicking on the “Action” pen icon 

you will be able to choose here whether 

to allocate a “Limited” or “Unlimited” 

number of credits to that user

If you set “Limited” credits, here 

you can set the number of credits 

to allocate to that user, e.g. 250

Once all your changes are 

done click on “Validate”

TIPS If you set no credits to a “Limited 

access” user, he/she will not be able to 

export data from EasyBusiness

“Full access” users have unlimited 

credits
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Invite a new user 

Use this feature to create a new 

EasyBusiness user within your 

subscription. Enter an e-mail address 

(that will be the user’s login) and click 

on “Send invitation” and an automatic 

message with access instruction will 

be sent to that mailbox

TIPS After the new user is 

created, you will have to give 

access to him/her by 

switching the “Access” icon. 

Once the icon will be green 

that user will be able to 

access EasyBusiness. 

If the maximum number of 

EasyBusiness users 

included in your subscription 

has already been activated, 

you will still be allowed to 

send an invitation and then 

create a user, but not to 

activate him/her as an EBOL 

user



11

How to buy credits 

To buy credits, click on “Buy 

credits” in the EasyBusiness

homepage or on “My credits” in 

the upper right menu on any page

NOTE: the credit on-line purchase is available both to “Full access” and “Limited access” users
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My credits 

Find here the number of credits

that are available to your user 

Here are the credit packages 

that you can purchase on-line

If you made an on-line order in the past, you’ll find 

the order history here with all the details, 

including the invoice in PDF available for download
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Cart

Here you will find the credit 

packages you added to your cart

If you have a promotional code, 

fill it in here to get a discount

When you’re ready to finalize your 

on-line purchase, click on “Checkout”

This is the final price you’re going to pay 

if you complete the purchase process
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Cart

Make sure that all the 

billing information 

fields are filled in

Check both boxes 

before clicking on 

“Continue towards 

payment”
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Cart

Fill in your credit card details 

and click on “Validate” to

finalize the process and 

pay: the credits you 

purchased will be allocated to 

you user



Document interne – » 

Département »

Date de création

16

CTS (Beijing) International Information Consultant Co., Ltd.

li lanxin

Sales Director

+86 18410628350 
QQ:781376649 
781376649@qq.com

www.kompass.com


