
ADMIN
GUIDE

About this Guide:

Prezi helps you communicate, collaborate, and present the way
you want, whatever the message, wherever people are! This guide
provides administrators with the information they need to
implement and administer Prezi for your teams.

We encourage suggestions & comments regarding this guide and
your on-boarding experience. Please submit feedback to:
training@prezi.com

We update this guide as we release enhancements and updates
to our platform. The most recent version of this guide is always
available here:

mailto:training@prezi.com


So you’re the new Prezi admin… Now What?!

1. What can I do with a Team License?

A Team License helps you manage Team Prezi accounts across your
organization through a license administration page. On this page, you
can assign licenses to individuals by adding them to your group, and
withdraw access from licenses by removing individuals from your
group. After withdrawing access from an individual you can reuse the
license and assign it to another user. This allows you to oversee who is
using the Prezi licenses that your organization has purchased.

2. Will the administrator be part of the group?

If you, as the group administrator, want to create Prezi’s with one of
the licenses you are buying, you can add yourself to this group on the
group administration page via your Account & Settings page.

3. Can I add more licenses to my group at a later date?

Yes you can. First, sign into your Prezi account, then click on your
name and select 'Manage teams'. From here, click 'Buy more' to
purchase more licenses for your account.

4. Why do I need an administrator account?

The account you are creating now will be used as the administrator of
the group. With the administrator account, you can obtain the invoice
for the group and also give administration rights to other members of
the group. Administrators can also add or remove licenses from
individuals.

5. How can I renew the group's subscription once the current period is
over?

If you signed up for a team license account before February 18th,
2013, Prezi will contact you when it’s time to renew your subscription.
Prezi will notify the group administrator(s) via a popup with



instructions on how to renew the subscription if the team licenses
expire. Prezi will notify group members via a popup with instructions
on how to contact their group administrator, or in the event that the
group administrator doesn’t renew how to downgrade your license or
purchase a new one.

If you signed up after February 18th, 2013, your team license account
will be set to automatically renew. If you do not wish to renew, you
can easily modify the setting from your team license admin page.

6. What will happen to our Prezi’s when we don't subscribe for another
year?

If you decide not to subscribe for another year, your group members
will not be able to create new Prezi’s or edit existing Prezi’s, but they
will be able to view existing Prezi’s as long as they keep their Prezi
account. Similarly, if a group member has his license withdrawn,
he/she can still view their existing Prezi’s, but will not be able to
create new ones.

Check out this video to learn about managing your group:

https://www.youtube.com/watch?v=lLLeoub1A5E


The 5 Ways you can manage your team licenses:

1. You can assign any remaining licenses to new users (Including
one to yourself). To do this, simply type their e-mail address into
the field below your company name (see screenshot below),
then click 'Add Member' you will see the number of remaining
licenses reduce by one, and a notification will be sent to the e-
mail address that you just entered.

2. You can give an existing user admin rights. To do this, scroll
down until you find the user you want to give administrative
rights to, and then click on 'Make Admin'.

3. You can remove administrative rights from a user. To do this,
scroll down until you find the user you want to take
administrative rights from, and then click on 'Remove Admin'.

4. You can remove a user from your team license plan. To do this,
scroll down until you find the user you want to remove from your
plan, and then click on 'Remove'. You will see the number of
remaining licenses on your plan increase by one.



5. You can change the nature of your payment. By default, your
payment is set to renew every year, to change this scroll down to
the 'Payment' section and chose your preferred payment option.
Click 'Next' to confirm the change.

More info on managing your team licenses available:

HERE

https://prezi.com/support/article/sharing/managing-your-group-users/


Billing, Renewals, Cancellations:

How much and when will I be charged?

Prezi charges on an annual basis. Our pricing page breaks that price
down into a monthly amount for you, but we charge for a year at a
time. The amount of the charge? $159 for a Pro license!

Renewing

When you reach the end of a year with Prezi, we will send you an
email to notify you that your subscription is about to end and we will
charge you for another year in the coming days. This email also
contains details on how to change your credit card details as well as
cancel your subscription.

Cancellations

If Prezi hasn't worked out for you this time, then you can cancel your
license at any time. Cancelling will stop your recurring payment. This
means that when your current subscription comes to an end, we will
consider your license as "expired". After your license has expired, the
prezis you have created will remain in your account. They will also
remain private. However, you will no longer be able to edit them or
create new prezis.

To cancel your subscription, go to the settings page, scroll down, and
click on the 'Cancel subscription' link.

Once your license expires you will see a pop-up message telling you
'Your account has expired'.

Important Note: Choosing to downgrade your account will cause all of
your prezis to become Public.



Downloading an invoice

After you sign up for Prezi, you will automatically be emailed an
invoice to accompany your purchase. If for any reason you cannot
access the emailed invoice, you can download an invoice from the
settings page.

Go to your settings page and scroll down to the 'Your purchases'
section.

Click on 'Download invoice' for the payment that you would like an
invoice for from the list. Then fill in your information in the required
boxes.

Note: the information that appears in the boxes when you first open
the invoice download pop-up is NOT your information. The information
that appears is intended to give you an example of what information
to insert into each field.

You need to provide us with this information BEFORE you select the
'Download' button at the bottom of the form.
Once you have input all of the requested information and you're happy
that it is correct, click the 'Download' button. Your computer will then
download a PDF version of your invoice that you can save or print.


