MANAGE USERS

n: Users @ Benchmarking i Settings
1. From your home page, look ° w& © View Account Benchmarks © it Use Information
for the Users Box and click 0 st ot -
View Users.
© AddaUser © Upload Account Image

© Add aSubaccount

2. On the View Users page you g ...
will see a list of all the people Bt © v
in your account.
Search text Role
3. Use the search feature to search v

by email address, first, or last
name then click Show Results.

[ include All subaccounts

4. Search results will appear at the Fsthame 1L tastame 1L gmail 1 account 1L Role 11
bottom of the page.
, Bruce Banner thehulk@avengers.com Working DEMO Account kit issi 8, Edit
Items per page: 10~ 1-10f1 & >
First Name TL Last Name T Email TL Account Tl Role T
5. To change the user level,
C||Ck Ed't PermISSIonS. Bruce Banner thehulk@avengers.com Working DEMO Account M/ Edit Permissions 3, Edit Information
Items per page: 10~ 1-10f1 & >

Edit Permissions

6. Inthe pop-up window select the user level:

Role

Administrator: Full access to all account features
po— Manager: Access to account but unable to make purchases
r— User: Able to view their own assessments

User

First Name TL Last Name T Email TL Account Tl Role T
7. Clicking Edit Information
allows you to make changes — Gy G P edvamissions £y Edt formati «
to the selected user.
Items per page: 10~ 1-10f1 & >
9. Onthe next page under user
setting you can make the OH .
following changes: Ay U oettines

User Details

First Name \
LaSt Name \
Email AddreSS\

If you make any changes

click the SAVE CHANGES
button.

@ Bruce

(&) Banner

@ thehulk@avengers.com



10. Update Password allows you to

update the user’'s password:

PR
Enter New Password —_—

& verit
Verify New Password/

Update Password

Automatic password

() Generate a password automatically and send to user email

Click the SAVE CHANGES

button to enable new
password.

11. User's Assessments
allows you to see a
list of completed
assessments.

User’s Accounts allows
you to see a list of
accounts this user
is associated with.

Save Changes
User's Assessments
pate 1| Keycode 11
05/29/2025 59390-1EDFO0

User’s Accounts

Account 11

Working DEMO Account

Password policy

© Lengthfrom8to20

©  Not contain the user's First or Last Name

© Not contain the user's Accounts names

Contain 3 or 4 categories:

Uppercase letters

Lowercase letters

Base 10 digits (0 through 9)

Special characters

Name 11

4D-DISC, TEAMS, VALUES with BAI

items per page:

Role 11

Administrator

Items per page:

.

!

10~ 1-10f1 & >

:

Q Sset as Default

10~ 1-10f1 £

12. Add User to a New Account allows you to assign the selected user to a sub-account
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Add User to a New Account

© Working DEMO Account

Select Permissions
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