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Checkbox 5 User Manager Guide

This guide provides an overview of Checkbox's User Manager and how to update existing user

profile information.
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User Manager Overview

Ll
i%s checkbox SURVEYS USERS STYLES LIBRAREES SETTINGS
@®’ SURVEY SOLUTIONS
Users | User Groups | Email Lists Welcome to the Checkbox User Manager!
Manage the "Everyone" group To add, edit or view users, click the Users link to the left. From there, you can view or edit individual users by clicking on them or add/import users by
clicking buttons above.
Sort by | User Name [+ | & Delete user(s)| Delete user(s) responses To add, edit or view groups, click the Groups link to the left. From there, you can view or edit individual group by clicking on them or add/manage groups by
E User Name Email clicking the buttons above.
[ admin admin@checkbox.com If you would like to send survey invitations to individuals without setting them up as registered users, simply click the Email Lists link and then the Add New
Email List button.
UserName1 UserName1@emancom
- For more help on the User Manager, check out our online Training Videos and Support Videos
) Username2 Username2@emial.com
UserName3 UserName3@email.com
[[] userName4 UserName4@email.com
UserName5 UserName5@email.com

Add and manage users within the User Manager. On this page you can create, modify or delete
user profiles, import lists of users or email addresses, create and modify user groups, and
designate user access roles and permissions.

When you enter the User Manager you will see three view options:
*  Users (open bydefault) - Add/import and manage users

* User Groups - Create and manage groups

+  Email Lists - Create and manage email lists

On the left side of the manager you will see a list of users, user groups, or email lists, depending
on which tab on the User Manager menu is selected.
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Users | User Groups | Email Lists ' Welcome to the Checkbox User Manager!

To add, edit or view users, click the Users link to the left. From there, you can view or edit individual users by clicking on them or add/import users by
clicking buttons above.

Manage the "Everyone" group

Sort by | User Name [+ & + Delete user(s) || Delete user(s) responses To add, edit or view groups, click the Groups link to the left. From there, you can view or edit individual group by clicking on them or add/manage groups by
[ User Name Email clicking the buttons above.
e admin@checkbox.com If you would like to send survey invitations to individuals without setting them up as registered users, simply click the Email Lists link and then the Add New
Email List button.
[T] userName1 UserName1@email.com
For more help on the User Manager, check out our online Training Videos and Support Videos
Username2 Username2@emial.com
[T] userName3 UserName3@email.com
UserName4 UserName4@email.com
[} UserName5 UserName5@email.com

On the left side of the manager you will see a list of users, user groups, or email lists, depending
on which tab on the Users Manager menu is selected. Use the Sort by drop-down to organize
your lists.

Users View

L/ -
+Ts checkbox SURVEYS USERS STYLES LIBRAREES SETTINGS Q [sEaRcH) adminv
a9 SURVEY SOLUTIONS
Users | User Groups | Email Lists UserName1
—_— Login Credentials | | Profile Properties | | User Roles| | Group Memberships
Manage the "Everyone" group
Login Information o
Sort by | User Name B - Delete user(s)| | Delete user(s) responses

User Name : UserName1

["] User Name Email Auth Type : CheckboxPasswordUser

- i Email Address : UserName1@email.com

] admin admin@checkbox.com
User Guid : 13c44164-63ef-43b8-a567-8328232¢9179

M usertiame1 e C——— Login: http ice: com/Login.aspx?u=13c44164-63ef-43b8-a567-8328232c9179

[[] username2 Username2@emial.com
Profile Properties o

UserName3 UserName3@email.com

FirstName: Bob

[ userName4 UserName4@email.com LastName: Baker

UserName5 UserName5@email.com CompanyName: Company 1

User Roles e
Respondent
Group Memberships o
User is not a member of any user groups.

To add/import and manage users, select the Users tab from the manager view options. When the
Users view is open you will see three buttons on the left side of the window below the view
options:

*+ Add New User (see Checkbox 5 User Creation Guide)
*+ Import Users (see Checkbox 5 User Import Guide)
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+ Manage the "Everyone" Group: The Everyone Group contains all Checkbox Users. When
creating an access list for a Checkbox entity (Survey, Report, Library, User Group, etc.) you
may add this group to the ACL to grant access to all registered Checkboxusers.

Below these buttons is a list of existing users. These are users that have either been entered
manually orimported into Checkbox. Select a user from the list to expand an informational
dashboard on the right side of the Manager. From this dashboard you should be able to view and
modify:

1. Login Information

2. Profile Properties

3. User Roles

4. Group Memberships
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Login Credentials - UserName1

Login type

® Checkbox authentication Checkbox users are authenticated directly against Checkbox.
External authentication Al user information and properties are controlled within

Checkbox.
Login credentials
Username UserName1 ‘ ﬂ
Email address UserName1@email.com ‘ e
Password | eeeeccenns e
Confirm password | «seeseess (4]

Login Information/Credentials

All Checkboxusers mustbe assigned a unique username and password upon creation. In order
to track exactly which user submitted which response, a respondent must be logged into
Checkboxat the time of taking the survey.

1.  Unique username & password

2. Useremail address (this is the email address Checkboxwill use when deploying email
invitations)
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3. UserGUID
4. Automatic Login URL (unique URL used to automaticallylog user into a Checkbox account.

Save this URL to your desktop or bookmark it for quick and easy login!)

Profile Properties - UserName1

Profile properties

Enter the user profile properties. All fields are optional.

FirstName Bob |

LastName Baker |
CompanyName ‘Company 1 ‘

Profile Properties/User Attributes

Also referred to as User Attributes, Profile Properties can be used as the source for Conditions,
Branching and Merging in Checkbox surveys and invitations.
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+Ts checkbox SURVEYS USERS STYLES LIBRAREES SETTINGS @ Q

“a®’ SURVEY SOLUTIONS

Settings Profile Properties

Survey settings

‘ These properties are applied to every user in the Checkbox application. Please note that any changes you make will take effectimmediately.

Report settings

Property name Move up Move down Delete Attribute is hidden
User settings e FirstName @« v #
Users LastName @ v #@
CompanyName @ v [}
Profile Properties @
‘ PhoneNumber ﬂ o
System settings Hide this property on the ‘Edit My Info’ page.

Custom Profile Properties can be added, modified, and deleted within the Settings Manager.
There is no limit to the number of Profile Properties you can add. Any changes you make in the
Settings area will be applied across your entire Checkbox account for all users.

Follow the steps below to create a new Profile Property.
Navigate to the Settings Manager
Expand the User Settings menu

Select Profile Properties
Enter your new Profile Property label in the available text field and select the '+'icon

User Roles - UserName1 CLOSE

User roles

hoN~

Select the roles you would like this user to have. You must select at least one role.
System Administrator
User Administrator
Survey Administrator
v Respondent
Report Viewer
Report Administrator
Survey Editor
Group Administrator

User Roles

Assign role(s) to users to determine their level of access within Checkbox. Access levels include:
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+ System Administrator - Can change the settings of the application and view/editrespond to
all items within Checkbox

*  User Administrator - Can create new users

+  Survey Administrator - Can create/edit/activate surveys (Note: Survey permissions must
also be configured to allow for modification)

. Respondent - Can respond to surveys

. Report Viewer - Can view existing reports (Note: Report permissions mustalso be
configured to allow for viewing)

. Report Administrator - Can view reports and create new ones (Note: Report permissions
must also be configured to allow for viewing/editing)

+  Survey Editor - Can create and modify surveys (Note: Survey permissions mustalso be
configured to allow for editing)

*  Group Administrator - Can assign users to groups (Note: Group permissions mustalso be
configured to allow for modification)

User Groups - UserName1 CLOSE
User groups

Select the groups you would like this user to belong to.

Available Groups Selected Groups
Filter list: =} Filter list: =}

Test Group

r—
e

Group Memberships

From this window you have the ability to add and remove a user from existing user groups.
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To add an existing user to a group, select the desired group from the Available Groups list on the
left. Use the directional arrows in the center of the window to move the selected group into the
Selected Groups list on the right. Auseris a member of all of the groups listed under Selected

Groups.

To remove an existing user from a group, select the group from the Selected Groups list on the
right. User the directional arrows in the center of the window to move the selected group into the
Available Groups liston the left. Auser is nota member of any groups listed under Available

Groups.

how-to guide

Delete User Responses

Users @ User Groups ‘ Email Lists ‘

CLOSE

TS ‘Manage the "Everyone" group‘

Sort by ‘ User Name EH -

‘Delete user(s \Delete user(s) responses’

"] User Name

Email

[] admin
UserName1
Username2

UserName3

[[] userName4

[7] UserName5

admin@checkbox.com

UserName1@email.com

Username2@emial.com

UserName3@email.com

UserNamed4@email.com

UserName5@email.com

If you wish to delete the all surveyresponses for one or more user(s) follow the steps below:

1. Check the boxto the left of the user(s) whose responses you wish to delete. You may select

more than one record
2. Select the Delete User(s) Responses button
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Users Groups

checkbox SURVEYS STYLES LIBRARES SETTINGS
SURVEY SOLUTIONS
. . CLOSE
Users | User Groups | Email Lists Test Group
‘Propenies‘ ‘Add Members‘ ‘ Security‘ ‘Copy Group‘ h
— Members  |Remove Selected| | Remove All Users from Group |
Sort by | Group Name [~ & |Delete Group(s)| | Copy Group(s)|
[[] User Name Email
‘ O Group Mg CzmlEa Emm: [] UserName1 UserName1@email.com
[C] Email List 1 ‘ [7] Username2 Username2@emial.com
[ Test Group 5 [] UserName3 UserName3@email.com
[] UserName4 UserName4@email.com
[F] UserNameS UserNameS@email.com

Select the User Groups tab to add and manage groups of Checkboxusers.

When the User Groups view is open you will see a list of existing user groups on the left side of
the window. Select a user group from the list to view a list of existing group members in the
right-hand dashboard. From the dashboard menu on the top-right you are able to modify:

1. Group Properties
2. Add Members

3. Security

4. Copy Group
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Group Name

Enter a name and optional description for this group

Group Name

Test Group
Description
Y
Group Properties

Select Properties to modify the group Name and group Description text of an existing user group.
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Test Group - Add Users to Group

[l User Name Email
[T] admin admin@checkbox.com
0 UserName6 UserName6@email.com

Close Window

Add Members

SelectAdd Members to choose from a list of available existing Checkboxusers. To add a user
follow the steps below:

1. Check the boxto the left of the record(S)
2. Click the button labeled Add Selected Users to Group
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Edit Security - Test Group

Access List Default Policy Add Users/Groups to Access List o

Entries in the right hand box are currently on the permission list. To add a new entry to the permission list, click the
corresponding right arrow to move it to the right hand list. To remove an entry, click the corresponding left arrow in the

right hand list.
Filter list: n Filter list: n
& Email List - &l admin
s Everyone

«b Test Group
- UserName1 eé
&l Username2
&l UserName3 w
[CLOSE PERMISSION EDITOR

- UserName4

CLOSE PERMISSION EDITOR

Security

User Group security allows you to control whom has access to a particular user group. From this
window you can add users and user groups to an Access Control List (ACL). Only the group
creator and those Checkbox users/groups included on the user group ACL will be able to view
this particular group.

To add members to the ACL follow the steps below:

1. Selectthe tab labeled 'Add Users/Groups to Access List'. You will see two boxes. The box
on the left contains all available users and user groups. The boxon the right contains
users/groups whom have been added to the ACL.

2. To add a new ACL member, click on a record in the box on the left. This should automatically
add them to the boxon the right, which contains ACL members.
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Edit Security - Test Group CLOSE

Access List Default Policy Add Users/Groups to Access List

Select the permissions you would like to apply to users who are not expressly on the permission list.

Select the permissions you would like to apply to users who are not expressly on the permission list.
Ungroup permissions

[7] EditUser Group

[C] Manage Users in Group

[¥] View User Group o

CLOSE PERMISSION EDITOR

The Default Policy tab is where you can set permissions that applyto all Checkbox users not
included on the ACL.

For example, let's say you want UserName1 to have full access to this particular user group but
you want the rest of your Checkbox user database to only be able to view the group and not modify
itin any way. To create this permission scenario you would need to follow the steps below:

1. Add UserName1 to the ACL (make sure the user has a role designation as either a System
Admin or Group Admin)

2. Modify your Default Policy by checking the boxlabeled "View User Group"

3. Save your changes

NOTE: For more information on setting Access Control Lists and Default Policies, view the
Checkbox 5 Permissions Guide
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L/
sce checkbox SURVEYS USERS STYLES LIBRARES SETTINGS
X

»° SURVEY SOLUTIONS

Users | User Groups | Email Lists Test Group Copy 1

Properties | | Add Members Securil)l Copy Group '

Members Remove Selected | | Remove All Users from Group

Sort by | Group Name B -~ Delete Group(s) | | Copy Group(s)
User Name Email

SIS ot [] UserName1 UserName1@emai.com

[] Email List 1 [7] Username2 Username2@emial.com
[7] Test Group 5 UserName3 UserName3@email.com
Il Test Group Copy 1 5 [F] UserName4 UserName4@email.com
[[] UserNames UserNameS@email.com

0

To copy an existing group, select that group and click the Copy Group button on the top-right of the
window. This will automatically add a duplicate group to your user group list. The copied group
will have the same name as the original group with the addition of "Copy 1."

To change the name of the copied group, selectitand open the Properties window.

Email Lists

L/
s%s checkbox SURVEYS USERS STYLES LIBRAREES SETTINGS

“a®’ SURVEY SOLUTIONS

Users | User Groups | Email Lists Email List 1

Properties | | Add Addresses | | Security

Addresses Delete Seleted

Sort by | List Name E -~ Delete List(s)| | Copy List(s) [ Email Address
[} List Name Address Count [7] useri@company.com
M Email List 1 2 [7] user2@company.com

Create and manage list of email addresses in the Email Lists view. Email Lists are used to send
survey invitations to individuals without having to create user profiles (login credentials) for them.
Email list entries do not contain user attributes or login credentials.

When the Email List view is open you will see a list of existing email lists on the left side of the
window. Select an email list to view the email addresses included on that email listin the
right-hand dashboard. From the dashboard menu on the top-right you are able to modify:

1. Properties
2. Add Addresses
3. Security
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Email List Properties

Enter a name and optional description for this email list

Email List Name

Email List 1

Description

Email Properties

Select Properties to modify the email list Name and Description text of an existing email list.
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Add Addresses to Email List - Email List 1

Data source

Upload Text file

<

* Copy/Paste text entry

Enter text

Enter e-mail address list

emaill@email.com
email2@email.com

Text encoding
o ASCII
Unicode (UTF-8)

&)

Add Addresses

Selecting the Add Addresses menu option opens a window where you can select the data source
for your new email addresses. You have two options for adding email addresses:

1. Upload Text File - Choose this option if you have a file on your computer you wish to upload
2. Copy/Paste Text Entry - Choose this option to cut and paste a list of email addresses from a

text file, or to manually enter email addresses line byline

When you have added the new email addresses select Next to continue in the wizard.
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Add Addresses to Email List - Email List 1

2 valid row(s) of data were found

+—0

emaill @email.com

email2@email.com

1. Review the email addresses you selected
2. Ifyou need to add or modify the email address select Previous to return to the previous

screen
3. When you are satisfied with your changes select Finish to add the email addresses to the

existing list
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Edit Security - Email List 1

Access List Default Policy Add Users/Groups to Access List

Entries in the right hand box are currently on the permission list. To add a new entry to the permission list, click the
corresponding right arrow to move it to the right hand list. To remove an entry, click the corresponding left arrow in the
right hand list.

Filter list: n Filter list: u

“dh Email List = &l admin

&b Everyone

‘ Test Group

m

&b Test Group Copy 1

"‘ UserName1
I*‘ Username2

& UserName3

CLOSE PERMISSION EDITOR

Security

Email List security allows you to control whom has access to a particular email list. From this
window you can add users and user groups to an Access Control List (ACL). Only the email list
creator and those Checkbox users/groups included on the user group ACL will be able to view
this particular email list.

See User Group Security above for more information on adding users to an ACL and setting
Default Policies.
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Delete a Record

Users ‘ User Groups ‘ Email Lists ‘

CLOSE

Add New User ‘ Manage the "Everyone" group’

Sort by ‘ User Name E” N

] User Name

[Delete user(s)] Delete user(s) responses]

Email

[T] admin

UserName1

admin@checkbox.com

UserName1@email.com

Username2 Username2@emial.com

UserName3 UserName3@email.com

[] UserName4 UserName4@email.com

UserName5

UserName5@email.com

If you wish to delete one or more user(s), user group(s), or Email List(s) follow the steps below:

1. Check the boxto the left of the record (user/group/email list) you wish to delete. You may select
more than one record
2. Select the Delete button
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checkbox SURVEYS STYLES LIBRARIES

SURVEY SOLUTIONS

CLOSE

Users | User Groups Email Lists

Sort by ’ Group Name EH -~ Delete Group(s)} [Copy Group(s)‘
"] Group Name Member Count
[”] Email List 1
M Test Group 5

Add New User Group

To add a new user group select the orange button labeled Add New Group.
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Group Name

Group Name

Enter a name and optional description for this group
Group Name

Test Group 2 L]

Description

¢ )

Name Group

1. Create a Group Name (required)
2. Add a group Description (optional)
3. Select Next to review your settings
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Ready to create group

Please review the information below to ensure it is correct

New group properties

Group Name Test Group 2 a

Description

Review Information

1. Review your group settings

2. Ifyou wish to change the group name or description, select the Previous button to return to
the previous step

3. SelectFinish to save your new group

Thank you for viewing this Checkbox User Guide. Click here to return to Checkbox Resources.
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