Manage Users

1. On your homepage, click View Users.
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2. From the View Users page, you can conduct a search by Name, e-mail address or even partial
information. If you have created sub-accounts, make sure you select to search in all sub-accounts.
Columns are sortable by clicking on the header.
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3. You can edit a variety of personal information (including changing passwords) by clicking Edit
Information. Because passwords are secured, you will not see any password information. If
someone forgets their password, all you can do is change it.
To change a password, enter the new password, confirm it and click Save changes. If a person is
in multiple accounts, you can select a default account for when they login. They will always have
access to all accounts, but will log in every time to the default account. You can add a person to a
sub account on this page as well. (See Module 7 for creating sub-accounts).
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For example, the person to the left is a user in the Worldwide Consulting account, but now you want
her to be a Manager of the General Amalgamated Products account. At the bottom of the page, click
the next to the present account, then select the account you want to add her to. It will turn brighter
red, then select the permissions for that account, in this case “Manager”. Click Add to Account and
refresh your screen (press F5). You will now see the new account listed under the User’s Accounts.
User Account Permissions:
Administrator-Can set up sub-accounts, create new users, purchase assessments, etc
Administrators can do it all.
Manager- “Can view, but can not do.” Can see everything but can not create accounts or users and
cannot purchase assessments.
User-Assessment taker- Can only log in to view their own report after the assessment is complete.
Participant-Assessment taker- Can not log back in at all after the assessment is complete.
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