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User settings
• Avatar image 

• Job Title, Job Roles, Teams, Email, Phone, Social profiles 

• User permissions, email sharing preferences 

• Email signature



User Permissions
• Admin: Access to Settings & data exports  

• Standard: No access to Settings or data exports  

• Restricted: Very limited access



What can restricted users see and do?
• Their own To-do list 

• Contacts they are on the client team for  

• Work they are on the work team for 

• Global search only shows their own emails, emails on timelines they 
have access to, and work and contacts they have access to 

• No access to Settings or Insights 

• Can only create work for clients they have access to 

• Can create contacts (they are put on team and get access)
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Sharing of emails
• Sharing vs. Privacy: Sharing is for comms; Privacy is for contacts & work. 

• Benefits: Makes it easy for anyone to help a company contact 

• Restriction: Can only be set by the user 

• Toggle: Main Menu > Edit profile > Preferences 

• Auto-share: Automatically adds emails to timelines when the contact has 
been added to Karbon. 

• Selectively share: Specify per contact whether to share emails. 

• Add share: Toggle on from the new client modal window. 

• Modify share: If no auto-sharing, add sharing from client banners.



Add/ remove sharing
• Contact: Use grey bar to add for contact. 

Click link to toggle off/on/manage.

• Email: Use timeline tray to add/remove a 
single comm from related timelines.

• Overall: Set for all comms 
via User profile.



Frequently Asked Questions
• Can I remove a single message from a conversation on a timeline? 

• Can I remove a colleague from an email conversation? How about an email? 

• If I mention/assign a colleague on/an email, can they access the entire email? 

• What happens if an email is on a private and a public contact/work timeline? 

• Why can I see colleagues who have bcc:d in emails? 

• What emails can I see in Global Search? 

• Will a colleague see my private emails? 

• How do I handle receiving private and public conversations from a contact?
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• Why: Ensure privacy of comms 

• What happens when… 

• Removing people from email 

• Forwarding 

• CC: 

• BCC: 

• Mention colleague 

• Other cases

Conversation splitting and access
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• Privacy: Starts at the contact 

• Levels of privacy 

• Public: Available for all 

• Private: Visible, but locked 

• Hidden: Not visible/searchable 

• Differing teams 

• Client team 

• Work team

Primer on Privacy
• Expansion of the client/work team: 

• Comment via @ mention 

• Assign (work, note, email or task) 

• Place on client/work team 



Client vs. work team
• Compare: Client team < work team. 

• Contractor: Invite to work items only   
on Private clients.
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Questions?
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