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MY FIRST STEPS 
WITH MAP & MATCH PLATFORM
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| STEP 1 : CREATE CUSTOMER’S TEAM



STEP 1 : CREATE YOUR CUSTOMER’S TEAM
In your dashboard, clic on the “Teams” tab - Open the list of team members if necessary

YOUR COMPANY
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Sandro

YOUR COMPANY



CREATE YOUR CUSTOMER’S TEAM

free of charge profiles (your team and your prospects)

 a “customers” team (where you’ll create your 
customers as sub teams)

Click here to create your client’s 
team

Paulo 
Sandro
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CREATE YOUR CUSTOMER’S TEAM

Don’t forget to link to the good team: 
Internal, Prospects or Customers
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CREATE YOUR CUSTOMER’S TEAM

Click here to create your client’s 
subteam

IF NEEDED: CREATE SUBTEAM FOR YOUR CLIENT (ex: HR, SALES, EXCO…)
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Name the team

Link to your customer
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CREATE YOUR CUSTOMER’S TEAM

IT WILL BE DISPLAYED UNDER THE NAME FOR YOUR CUSTOMER
→ When you will create your user, you can directly link in the good team



| STEP 2: USERS

1/CREATE USERS 
3/ROLES EXPLANATION
2/INITIALIZATION MAILS



STEP 2: CREATING A USER
Wherever you are in the 'MY COMPANY' menu, (CLIENTS, COLLABORATORS, 
TEAMS, POSITIONS, GEOGRAPHICAL SITES), click on the button 'Add an employee'.  



CREATING A USER
Compulsory fields appear here in bold, in the application they will be accompanied 
by an asterisk):
• Last name
• First name
• Mail
• Language: for the link sent to take the T5TM test and the test language
• User profile: Employee
• T5TM printing allowed: access to the pdf.
• Team: The team or subteam to which the employee is attached – team has to 

be already created! 
• Job: The same job can be associated to several employees in one or more 

teams.
   Note: position field is required to be able to use the qualification functionality

• Visibility on the team: Check this box so that the user can have visibility on the 
T5TM profile of all the collaborators of their team.



CREATING A USER

By ticking "visibility on the team", 
the user sees the profiles of his 
team and his subteams.

By ticking "manager," it’s just tagged 
"manager".

The test and 
initialization 
mail will be 
in the 
language 
selected 
here.



Different roles to access the platform



2 differents ways to send the initialization mail

OPTION 1 : 
Simple email directly send directly during the 
user creation (advised: + explanatory email 
from your mailbox)

OPTION 2: 
Personalized email with all instructions directly sent in 
two steps after the creation



OPTION 1: Send a simple automatic connexion email
Once you’ve saved the new profile, new options appear in the screen « employee’s details »

Click on the button: 'SEND AN EMAIL TO PASSWORD” and an email will be sent automatically, 
which will give him access to map & match.

Ask us if you want  the template proposed by map & match that 
you can send with you personal email with all instructions



OPTION 2: Send a personalized connexion email

1

2



OPTION 2: Send a personalized connexion email

Switch

Select user

In this box all the users 
will receive the mail

You can modify the text but be carefull : 
- don’t touch to the “#url#”
- don’t forget to validate to send



REMINDER EMAIL 
Example of a message to send with your personal mail

Recently you received an account initialization mail directly from the map & match platform.
To date, you still haven’t completed your map & match profile.
It's only 20 minutes. You will see that the instructions are simple, you just have to answer spontaneously 
to the question of what you LIKE to do the most, without thinking about your know-how or what you 
have to do.

As a reminder,
- You can login with your email and password at the following URL:
https://app.mapandmatch.com/
 
- If you have forgotten your password, you can recover it at the following URL:
https://app.mapandmatch.com/main.php?action=login&saction=mdp 
 
Thank you,

https://app.mapandmatch.com/
https://app.mapandmatch.com/main.php?action=login&saction=mdp


ADD A USER IN A TEAM
If you have already create a user, you can add or remove it by clicking on

By ticking "visibility on 
the team", the user sees 
the profiles of his team 
and his subteams.

By ticking "manager," it’s 
just tagged "manager".

YOUR COMPANY



REMOVE/CHANGE A USER IN A TEAM
If you have already create a user, you can remove / change

YOUR COMPANY



| FOLLOW USERS / SEARCHING



Checking completed profiles
Back to your dashboard

red dot: invited, not completed
orange dot: started
color bubbles: completed 



Checking completed profiles
 If necessary, go to the dedicated application



Checking if the profile is completed
 You have access to some useful information



Accessing employees profiles (1/2)
 Click on the 'Employees' button in the 'MY COMPANY' menu and use the search 
field (first name or last name) and clic “enter”  



Accessing employees profiles (2/2)
 To use the advanced search tool, click on the 'Employees' button in the 'MY 
COMPANY' menu and use filters 



| CUSTOMER/EMPLOYEE’S VIEW



Switch role to be « employee »



”

”

YOUR T5TM PROFILE

ALONG WITH YOUR PROFILE :

- EXPLANATIONS OF YOUR TALENTS

- POSSIBILITY TO PRINT



”

SHARE YOUR T5TM PROFILE



SHARE YOUR T5TM PROFILE

The person you’ve shared your profil with receives an email



Back to the partner view
The clic on the logo always brings you back to the welcome page
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| MAP TEAM



Accessing team profiles
Back to your dashboard, clic on the “Teams” tab - Open the list of team members if 
necessary



Accessing team profiles
Open the options panel to have more choices



Defining the team
The team graph displays the team members of the right column – use the arrows to select 
the relevant team members if necessary



Existing teams
The team graph displays the team members of the right column – use the arrows to select 
the relevant team members if necessary



Displaying employee + team
On the left of the screen, display sub teams if necessary, enter first name or last name of an 
employee and select « T5 » to have his profile displayed below



| TROUBLESHOOTING



A user cannot reconnect

Most of the time, the reason will be the use of the initial link to create a password

Invite the employee to connect to

https://app.mapandmatch.com

and use their chosen password or use the “forgot password” feature 

https://app.mapandmatch.com/

