Purpose:

Create Birkman Questionnaire Default Settings

Use these steps to create settings that will save time such as:

e Default to the company for which you usually authorize questionnaires.
e Default to the questionnaire language.
e Save a custom email message for questionnaire authorization.

Step Action Result
1 Log in to BirkmanDirect
direct.birkman.com. "' B I R KMA I\
Note: To reset your Username
password, click Forgot Your
Password? Password ‘
Forgot Your Password?
Google Chrome 123.0.0.0 on Windavis :,‘:
2 Click the Person Icon. - B (s 2
BirkmanDirect
.rld differently. Tools “m*‘
3 C“Ck Questlonnalre DefaU|t X &2, Kristina Norris
Settings.
Profile

Report Default Settings
Manage default options when generating reports

Birkman Agreement
View your Birkman Access Agreement

Log out
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http://direct.birkman.com/

Step

Action

Result

Under Default Company,
click the drop down to select
your preferred company. You
will receive a notice at the
bottom of the screen
indicating that your selection
has been saved.

& Questionnaire Default Settings

Default Company

Deme Aceount (4113000) G

Dtaut Langaags

Ada| Cusiom Emall Message

s et Wil show up i ALL questionnires

Under Default Language,
click the drop down to select
your preferred language. You
will receive a notice at the
bottom of the screen
indicating that your selection
has been saved.

& Questionnaire Default Settings

Dafault Company 7
Demo Acoount (4113090)

Defaut Lsnguage ©

Add] Custom Email Message

this text wall show upin ALL questionmaires

To save a default custom
email message to be issued
with questionnaires, enter
the text in the Addt’l Custom
Email Message field. Click
the disk drive icon to save
the text. You will receive a
notice at the bottom of the
screen indicating that your
selection has been saved.

4 Ouestionnaire Default Settings
Default Company

Demo Account (£113000)
Defoult Language *

Englsn (US)

‘Asdn Custom Email Messags
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