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How to log into the cO
Reporting Portal

Tolog into the Reporting Portal, please
follow the steps below.

Research@karianandbox.com

T
Your 2017 Talkback results
To access your report go to the link below and use your email address as your user name

and the unique password provided

Link: Talkback results
Password: XXXXX

. . . It's really important that you take the time to read and understand your results before you
C | I C k O n t h e | I n |< I n yo u r re S u |tS involve your team. When you are ready, spend time with your team in discussions to really
dig into the reasons for the results and what needs to happen in the future. This will then
. . feed into your Talkback performance goal.
re O r-t e m a I | T h I S S h O u | d Visit the Talkback page [hyperlink below under the word Talkback] for hints and tips on
p . how to view, analyse, involve your team and take action.
Need help?

a uto m ati Ca I | y O p e n yo u r b rOWS e r, If you have any other questions, please contact the HRSS team on 0330 606 1001 or speak

to your manager.

a Alternatively, you can right click on
the link, select '‘Copy hyperlink’ and
paste this into your browser.




€) Step two o0

You will be presented with the
login screen on the right.

Please enter your username (in the
email field) and password (in the
password field) specified in your
reports notification email.

Once you have done this, please click
‘Login’.




€) Notes about log in o0

Q The only way to access the

If you log out of the application from Reporting Portal is through the
- . . link provided in the results

the cog icon in the Reporting Portal, report email.

you will see this screen.

If you see this screen, you are
logged out of the Reporting

KARIAN:BOX Q
Portal.

Report Distribution Tool

The only way to return to the
Reporting Portal is using the
link sent in the email (see step
one).

paodos

o




The user interface o0

Introducing the Reporting Portal interface

Selection menu

% Refresh & Select All X Download Selections @ Download All

Search box

Q The screen is divided into B S
two main sections. On the ——
left side you can see the
folders available and on
the right side is the report
list.

Q Each element will be fully
explained in the following

steps.

Reports

Type
filter



€ Hierarchy tree o0

Depending on your access level, you may see multiple folder levels

The » symbol denotes that it is clickable
to open su bfolders contained within its /mmsgigned — \
associated level.

Everyone (1)

4 Executive Board (1)

a The « symbol denotes thatthe level is s Clent services Director (1
open. Click on it to collapse that branch. | .

Engagement Director (1)

B & | Aeports| KABAsport

<« > 0@ B8

x [+ -

»  Creative Design Leadership (3)

v

Editorial Leadership (1)

Q Levels without either symbol, such as

Reports

'K&B Consultants’, have no sublevels. > Engagement Leadership (1)
* Insight Design Leadership (3)
a The number beside each level shows > Insight Director (4)
how many reports are at that level. k&8 Consultants (3

& Operations Director (1) /

Oooooooooao

To see all assigned reports, simply click
on the top level "All Assigned Reports'.
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€) Download All co

Q Todownload all reports assigned to
you, click on ‘Download All".

@ Download All

Reports

'Download All' downloads every
report to which you have access,
irrespective of the folder you are in
or any selections you have made.

Q Your reports will be downloaded in a
single Zip file containing all your
reports.




€) Making selections

Downloading some or all reports in a specific folder or search

To download all reports assigned to
you, click on ‘Download All".

To the left of each report listed,
there is a tick box which allows for
manual selection of the reports you
need.

kar1anigox ()

Reports

To deselect a report, simply click on
the tick mark to remove it.

Q To select all reports in the current
view, click on the ‘Select All' button.

E Select Al
Q Begin downloading by clicking on
the ‘Download Selections’ button.

X Download Selections

Report Name

REPORT 1.pdf

REPORT 30.pdf




