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01 My Licensing Portal Overview 
 

 

IES My Licensing Portal is an online platform designed to allow users to manage access to 

Commercial subscription licenses for IES software products (VE, iSCAN, iCD, iCIM, iVN, IES 

Live). 

The portal can be accessed here: https://mylicensing.iesve.com/ 

 

Software users who have been assigned a license can log in to the portal to view the status 

of the product subscriptions (which applications they have, what type of license and the 

end date) while those who have Account Administrator status can also assign licenses or 

remove them from users. 

 

 

 

 

 

 

 

 

https://mylicensing.iesve.com/
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02 Quick Start Guide 
 

 

This section provides quick start guides for both Users and Administrators.  

 

2.1 Administrator Quick start 

 

When a User who has the role of Administrator for any Application Subscription signs into 

My Licensing Portal they will see an additional section at the top of the page which allows 

them to Manage their Organisation’s subscriptions. 

 

Click View Organisation to access the Products page, identify the Product Subscription 

that is to be managed and then either: 

• Assign a license to a new User by clicking the Add Users to Product button, then enter 
users email address and name to assign the license. The user can then sign into the 
application to access it immediately. 

• Remove Users who already have a license assigned so that it’s available for reassignment 
to another User by clicking the Delete button 
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2.2 Application User Quick start 

 
When a user signs into My Licensing Portal and they have not yet had a license assigned to 

them, a log-in error is displayed as below. This may mean the user has been issued a 

previous activation code or key directly by IES that can be used in the VE, or else they 

have yet to be assigned to an active subscription. 

 

 

When a user is logged in and assigned to a license their subscription details can be viewed 

on the overview screen. Any active subscription is ready to be used and the user should 

install and log into the application to access their license. The application installers and 

links to cloud tool log in pages are available at the IES Download Centre. 

 

 

 

 

 

 

https://www.iesve.com/software/download
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03 Detailed Guide 
 

This section gives a full guide to the IES My Licensing Portal. 

3.1 Log In Page 

From the Home page click the Get Started button to log in. The IES log in page is then 

shown giving the option to sign in with an email address and password. 

 

 

3.1.1 Registration 

All new users are now required to first register with IES my Licensing before they can use 

any IES product. They should register using the same email address that their software 

licence was assigned to them on. Click Register Now in order to complete the name and 

email address fields. A confirmation code will then be sent by email from 

noreply@iesve.com (“IES Notifications”) to authenticate the account and complete the 

registration process.  

 

There is no restriction on how many, or which email addresses, can be registered but any 

email that is assigned to a license must be registered before that product application can 

be used. 

  

mailto:noreply@iesve.com
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3.1.2 Sign In 

When the account has been registered the Email Address and Password can then be used 

to sign in. This email address can be used to sign into all IES software applications, My 

Licensing Portal and the IES website 

3.1.3 Forgot your password 

If the email address has been registered but you need to reset your password, you can 

click the ‘Forgot Password’ button to receive an email which will enable a new password 

to be set 

3.1.4 Enterprise SSO 

This option is reserved for IES Staff only and not available for external users. 

3.2 Sign Out 

When signed in the initials of the User are shown in the top right corner of the screen. 

Click on this icon to expand the menu which will show the details of the User Account as 

well as links to access the User area on www.iesve.com and an option to Sign Out. 

 

 

3.3 Dashboard 

After successful sign in the Dashboard is displayed which lists Organisations and/or 

Licensed Products. This page is for information and overview of the Account only, it 

cannot be edited. 

 

https://mylicensing.iesve.com/
https://mylicensing.iesve.com/
http://www.iesve.com/
http://www.iesve.com/
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3.3.1 Organisations 

The Organisations that the User is assigned to are shown, Administrators of any Product 

Subscriptions in an Organisation have access to the View Organisation button which allows 

them to Manage the Licenses.  

Information about the Organisation is shown: 

• Organisation Name 

• The Products the Organisation has Subscriptions for 

• The number of Members in the Organisation  

 

3.3.2 Your Licensed Products 

Any Product Subscription for which the User has been assigned a License are shown here. 

  

 

Details of each Subscription are shown: 

• The Product (VE, iSCAN, iCD, iCIM, iVN, IES Live) 

• The Subscription Name 

• Subscription Reference (an identifying label above the Subscription name, this is 

editable by the Administrator via the Organisation >> Product page) 

• Status of the Subscription (Active/Inactive) 

• Organisation that the Subscription belongs to 

• Expiry Date of the Subscription 

• Role that the User has been assigned on the Subscription (Account Admin, Admin or 

User) 

• Activated Devices (where a Subscription License has been activated by the User this can 

be seen as well as the device ID where it was activated) 

 

Clicking on any Licensed Product in this list will open up a side panel giving information on 

the subscription including any device where it has been activated (VE only) and helpful 
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links such as Technical Support contact, Help Guides and Download Centre for desktop 

applications. 

 

3.3.2.1 Expired Products 

A dropdown is shown in the case where the User is assigned to any expired products, these 

are hidden by default but can be toggled on if required. This gives information on the 

Subscription and when it expired. 
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04 Organisation 
 

Account Administrators can click on the View Organisation link to open the detailed 

Organisation view and manage the Users who can access the Licenses. 

In this area the important operations are adding/removing users from the Organisation, 

grouping into Teams, assigning Licenses and Roles to users to give access to the 

Subscriptions. 

 

 

4.1 Products 

The initial tab that loads when first entering the Organisation area is the Products list. 

This shows all applications and active Subscriptions that the Administrator can manage. 

At the top level the Subscriptions are listed and provide additional detail from the 

Dashboard for each Subscription: 

• The Product (VE, iSCAN, iCD, iCIM, iVN, IES Live) 

• The Subscription Name 

• Subscription Reference (an identifying label above the Subscription name, click on the 

blue text to edit it) 

• Status of the Subscription (Active/Inactive) 

• Expiry Date of the Subscription 

• Total Licences (this is the total number of Licences that were purchased for the 

Subscription) 

• Available Licences (this is the total number of Licences that are still available to be 

assigned and used by Users) 

• Licence Changes (this controls how many times a Licence can be removed from a User 

and then assigned to another User) 

 

4.1.1 Increase Licence Limit 

A hyperlink is given on each Subscription to contact the IES Sales Team if more licences 

are required for a Subscription 
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Enter the required number of Licences and click Submit Request to receive a quote and 

get the amount updated on the portal (Note: this is not automatic and will be done during 

business hours.). 

 

 
4.1.2 Product Detail 

Clicking the Show More button will expand the selected Product Subscription to show the 

users who currently have a License assigned as well as options to Manage this. 

 

4.1.2.1 Product Users 

The users with a License assigned are listed. They can be identified by the Name and 

Email with which they were added to the Licensing Portal. 

The details shown here are listed below, the columns can be sorted and filters are 

provided on User, Device (VE Only) and Role to quickly assess the assignment. 

• User (Name and Email address of the User who is assigned to a license) 

• Device Name (VE Only - each Device that accesses a License by the named User will use 

one of the “Available Licences”. Click the Device name to see details of the device 

including when it was activated on the application) 

• Last Checkout (shows the last time the User logged into the Application with their 

licence) 

• Role (the access the User has to the Subscription, see definition below) 

 

4.1.2.2 Roles 

Account Admin – Account Administrator has full administrator functionality on the 

Licensing Portal to Manage the Team Members and assign/remove licenses for the 

Subscription but they cannot use a license themselves to access the software Application 

Admin – The same as the Account Admin the Admin can manage the Licenses on the 

Licensing Portal but they are also assigned a License which allows them to sign in to the 

software Application. 

User – The User is assigned a Licence which allows them to sign into and use the software 

Application but cannot access the Organisation or make edits on the Licensing Portal. 
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A User can have their role changed to Admin and vice versa but they cannot be changed to 

Account Admin without first having any assigned Licence removed. 

 

4.1.2.3 Add User to Product 

The Administrator functionality to manage Licences is found here. 

 

 

Click the Add Users to Product button to invite new users or assign a Licence to existing 

Team members. 

 

 

Option 1 - If the User is already part of the Organisation (see Members section of this 

guide) then they can be found in the list by typing part of their name or email address into 

the Filter. Then choose the Role they are to be assigned and click Send Invite 

Option 2 – If the User is not already part of the Organisation then it is necessary to create 

an account for them before sending the invite. Enter Email address, First Name, Last 

Name (this is how they will appear on the Licensing Portal) then select the Role they are 

to be assigned and click Send Invitation. 

When Send Invitation is clicked an email is sent directly to the user from “IES Licensing” 

<noreply@iesve.com> informing them they have been invited to join iES My Licensing. The 

User will then be shown on the Pending Invitations list until they accept, invitations are 

only valid for 3 days but can be sent again from this screen. 
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4.1.2.4 Remove User from Product (VE Only) 

Each Device the User activates a License on will remove one Licence from the Available 

Licences total so there are two ways to Remove a User and make a Licence available again 

for another User. 

To Remove the User entirely click on the Delete button (trashcan icon) on the row beside 

their name. 

 

Where a User has used multiple Licences on different Devices then a particular instance 

can be removed. To do this click on the Device name on the User row to see the details of 

the Device and when it was last used, an option to delete the Licence which is activated 

on that machine is available. This way the User may have continued access to the software 

Application via another machine. 
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In this way the Available Licences can be managed up to the limit imposed by the Total 

Licences which have been purchased on the selected Product Subscription.  The Available 

Licences will be reduced each time a User activates a licence in the software Application  

on a different machine and is increased again when the User/Device is removed on the 

Licensing Portal. 

The Licence Changes will be reduced each time a User/Device is removed and assigned to 

a different User. 

 

4.2 Members 

The Members tab is used to Manage the Members who are listed as part of each 

Organisation. New members can be invited to join the Organisation on the Licensing Portal 

or leavers can be removed here.  

 

4.2.1 Users 

The list of all Members is shown with the following information 

• User (the Name and Email address of the User) 

• Licences (any Licences for Product Subscriptions are summarized here) 

• Teams (any Teams the user is a member of, see Teams section for more details) 

• Remove button 

The list can be sorted by User field which also has a filter to find by Name or Email 

address. Dropdowns allow quick filtering of Users based on their assigned Licences or the 

Teams they belong to. 

 

 
4.2.2 Invite User 

Click on Invite User to add additional Users to the Organisation individually. Please note 

this step on its own does not assign a software licence.  
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Provide the User Email address, First Name and Last Name. The Name entered here is how 

the User will appear on the Licensing Portal. Click Invite User to send the invitation by 

email. 

 
Bulk Invite option is provided where multiple Users are being added at the same time, a 

CSV with the User details listed can be uploaded to send multiple invites at once. 

 

 

A sample csv can be downloaded which has the template for upload, similar to the Invite 

User screen Email address, First Name and Last Name have to be provided or no invitation 

is sent to that User. 
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Note: to use this the file has to be saved as *.csv and retain the header row as it is in the 

template email, firstname, lastname. 

Invitations are sent by email from “IES Notifications” <noreply@iesve.com> and are valid 

for 3 days. Pending Invitations which have not yet been accepted can be viewed on the 

Pending Invitations tab and if they have expired can be resent from here. 

There is no restriction on how many Users can be invited to be Members of an organisation 

or changes to the list of Organisation Members. 

 

4.3 Teams 

The Teams tab can be used to help with management of Members of the Organisation. This 

gives the ability to define different Teams and group Members to make finding them 

easier. 
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The Teams currently defined are listed with a summary of assigned memembers, click 

Show More to expand any team and see the details of the Users who are currently 

included. 

Note: Teams does not control Product Subscription or Licence access, it is only for 

managing the Members on the Organisation more easily. 

 

4.3.1 Add Team 

The Add Team button is at the top of the page, click this to open the Add Team dialog. 

 

To add a new team you only require the Name of the Team to be added then click Add 

Team to add an empty Team to the list. 

 

4.3.2 Manage Team 

Manage Team gives options to rename an existing Team or Delete it from the Organisation. 

 

4.3.3 Add Member 

Beside any Team click on Add Member to assign Members to that Team. 

 

The Member must first be added to the Organisation prior to assigning to a Team. Search 

for them by Name or Email in the filter or scroll through the list below of all Organisation 

Members. 

 

4.3.4 Remove Member 

To Remove a Member from the Team expand the Team in question and then click on the 

Remove button (Trashcan icon) on the row beside the User name. 

This does not Remove the individual from the Organisation and they will remain listed on 

the Members page and they will keep any product Subscriptions they have licences 

assigned to. 
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4.4 Organisation 

The details of the Organisation are shown on the Organisation tab. This information is 

aligned to the details IES holds about the account and can be quoted in any 

correspondence with IES regarding Products and Subscriptions to help find account details 

more easily. 

 

Contact Details: Account Name, Address, Website, Telephone Number 

Organisation Products summary 

Organisation Members summary 

 

4.4.1 Organisation Selector 

If the User is an Administrator on multiple Organisations then a dropdown is provided at 

the top left of the page which allows switching between Organisations. 
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05 Glossary 
 

Administrator 

An administrator has access to manage Subscription Licenses on the License Portal, 

Account Admin can only manage the Licenses on the portal while Admin can both manage 

Licenses but also have a License assigned to use the software application. 

Keys 

When a VE subscription is activated by the User on any desktop application the Keys are 

generated on the local machine and the software references these. 

License 

When a User is assigned to an instance of a Subscription they have a License. 

Member 

Anyone who has accepted an invitation to an Organisation is a Member of that 

Organisation. 

Organisation 

An Organisation is a group of Members and Product Subscriptions that have been purchased 

by a Company or Account. 

Product 

A Product is an IES software tool and describes application to an Application(s). 

Product Subscription 

A subscription for access to an IES application that is purchased, typically runs annually 

and can have a number of users associated. 

User 

A user is anyone who is assigned a license and access to an IES software application. 

Software Application 

A software application is either a desktop software that is installed on the local User 

machine or else accessed via a web browser. 

 

 

 


