Resend and Revoke a Birkman Questionnaire

Purpose:

Use these steps when you need to resend or revoke a participant's Birkman questionnaire in your
organization.

Need help?

e For technical assistance with BirkmanDirect or MyBirkman - support@birkman.com
e For strategy and implementation assistance - your Birkman Account Manager.

Step Action Result

1 Log in to BirkmanDirect

direct.birkman.com. "' B IRKMAN

Note: To reset your
password, click Forgot Your
Password?

Username ‘

Password

Google Chreme 123.0.0.0 an Windows LA

2 Click Respondents at the top | = ™ - S

of the Home page. BirkmanDirect

See the world differently

Tools Resources

3 Search for the Respondent or e Click the + in the green Search box to open more search
Respondents. fields

e Your search results will appear in Available Respondents

4 Click the arrow to the right of | Respondents
the participant’s name.

Name 71 Email 11 Staws T Birkman 1D 1}

knarris@birkm

knorris@birkm...
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mailto:support@birkman.com
http://direct.birkman.com/

Step

Action

Result

To resend, click Resend

X

Questionnaire authorized to:

knorris@birkman.com 2

B Birkman International

@ English (US)

@ InProgress
Most 0
self o
Interest 0

(] 20240523 17:55:22  Date started

B Type here to add Tracking information

,9.‘ Authorized by Me

2 Revoke

Ba

Update the email address if
needed. Add a reminder
message in the additional
message field using the
Organization Reminder
Template. Click Resend.

Resend

Resend Questionnaire to the following Respondents:

knorris@birkman.com

@dditicnal message

Fa

To Revoke an invitation to
take a questionnaire, click
Revoke.

X

Questionnaire authorized to

knorris@birkman.com

I

B Birkman International

& English (US)

@ InProgress

Most ]
Self ]
Interest 0

B 2024-05-2317:55:22  Date Started

[& Type here to add Tracking information

,2.‘ Authorized by Me
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https://birkman.zendesk.com/hc/en-us/article_attachments/26148131029787
https://birkman.zendesk.com/hc/en-us/article_attachments/26148131029787

Step

Action

Result

6a

Confirm the removal of the
questionnaire by clicking
Revoke.

Revoke Questionnaires

Revoking a Questionnaire permanently removes it from the Birkman database and
this action cannot be reversed. Are you sure you would like to continue?

knorris@birkman.com

|
X

{ Revoke )
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