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Introduction

If you are reading this, you are probably about to embark on your journey as a CQ Portal
Administrator. As an administrator, you want the learning experience of your participants
to go as smoothly as possible, and we are here to help ensure that happens.

This guide is meant to be your reference for the CQ Portal and will provide you with tons
of information including a Quick Start Guide, FAQ, and How-To sections, and much more.

Use this document as a starting point if you are a first-time administrator. If you are a
returning administrator, use this whenever you need a refresher.

We hope you will find this resource useful and helpful, but we are only a phone call away
if you have questions!

Call us at +1 616.855.1737 or email admin@culturalg.com. We are standing by and ready
to assist you.

Thank you,
Cultural Intelligence Center
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Quick Start

This section of your CQ Portal Administrator Guide includes the crucial steps needed for first time
registration and quick assessment administration. For more in-depth information, please continue to
additional sections of this guide.

*If you have entered into a contract or Service Agreement with us, please contact your account manager
for setup assistance.*

Step 1

FIRST TIME USERS

« Click here to register « You are ready to « Invite your

« Fill out contact info begin! Participants!

« Check “l would like to « Click on CQ Store to « On your new program,
create an organization” begin shopping click on the Participants
box « Choose your product tab

« Fill in details about . Check out and « Click on Participant
your organization complete purchase Options and invite your

« Select password « Click on "Create participants!

+ Receive email Program" « Your participants will
confirmation instantly receive a

. Confirm account personalized link to
begin their CQ work.

« Sign in!
J NS J NS J

**ALREADY A USER? SKIP STEPS ABOVE AND SIGN IN!

Congratulations! You have successfully registered your organization. On the first screen, on the left side, you
will see a Navigation Menu with a list of your Organization(s).

Purchase product

On the bottom of the Navigation menu, you will find the “CQ Store” option.

Click the CQ Store button

Use the dropdown to select whether you want to purchase for yourself or your organization
Use tabs across the top to view different product categories

Select your product + click on More Info and add Quantity

Choose Payment Method + Create Purchase

Click on Setup or Continue Shopping

Create a Program

After creating your purchase, you will be given the option to Setup a program. After you click on Setup, you
will be directed to your Programs page.

You must purchase your products before creating a program

After you purchase your products, click on Create Program

Choose the products that you purchased for the program and click on Setup Program
Create a name for your program and click on Create Program
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Invite Participants

Click on the Program that you created to get started.

Click on the Participants tab and then on the “Participant Options” button
Click on invite New Participants and then Copy and paste, or upload participant emails
Customize email invitation and invite (you can choose to be cc’d on invitation emails)

*These email invitations are sent by cqaccount@culturalg.com, are unique to each individual, and should not be
forwarded.

CQ Portal Navigation

Navigation Menu

The Navigation Menu on the left of your screen allows you to navigate between your Dashboard, your
Organizations, Administrator Resources, and the CQ Store.

The Navigation Menu includes the following

v.8.1

My Dashboard: Where you can view your personal feedback reports, e-learnings, and assessments.

My Resources: Any resources assigned to you by an administrator.

Management: A list of your organizations that you can manage. Click on your organization to get started!
Administrator Resources: Resources that you can assign to your participants or use as teaching
resources.

CQ Store: This page allows you to view all CQ offerings and make purchases.

CULTURAL
IS INTELLIGENCE
CENTER

Navigation

My Dashboard Menu

My Resources

Management
CQC - Assessments
Fern Crganization
Test Organization CQC Click on a specific organization and
use the tabs across the top to
view/manage your Programs,

Participants, Custom Reporting and
Settings.

‘ Organizations O

Administrator Resources
Certified Facilitator Resources

CQ Store
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Navigate your Organization

Once you have clicked on the specific organization you would like to manage; you can use the tabs across the
top to navigate between your organization’s Programs, Participants, Custom Reporting, and Settings.

XLW LLC.

Programs Participants Licenses Custom Reporting Settings Updates
EE—

e Programs: This page displays the programs in your Organization. Click on a specific program to invite
new participants, download reports, view specific participant information, Learning Statistics, and
Program Settings.

o Participants: This page displays all participants and their contact and program information.

e Custom Reporting: *This is an optional feature, that can be activated by contacting us at
admin@culturalg.com/. This feature allows you to create combined reports and tag participants,
programs, and groups. Learn more here.

e Settings: You can edit your organization name and address on this page. You can also invite or delete
organization administrators.

o Updates: This page will provide you with product and portal updates. Learn about new CQ offerings, and
releases by clicking on this tab.

Navigate your Programs Page

On your Programs page, you will see a list of your Programs. Click on a specific program and use the tabs
across the top to manage that program.

My Dashboard TEST ORGANIZATION

Programs Parlicipants Licenses Custom Reparting Settings Updates
S

My Resources

Management Manage Programs “IET GRGENEATON hrogus
COC - Assessments Accounting Department NY Office
Showing 1 thraugh 15 out of 15 Programs -
TEST QR ZATION General Participants Learning Statistics Settings I

Program Name
Chicage. Sept. 2019 - CQ Certl...
Ac ) Depariment NY Office
Administrator Resources ounting Department N ic

Basic Information Program Options

CQ for Hire: Testing- Admin Guide
Certified Facilitator Resources Sl Group Dewnioad All Hiring Report
Uownloaad Al iNg Reports

Diana's Testing Phase 1 Group

Status Excel

Download Progra
Start Date
12/26/2019

O End Date
. . 12/26/2020
=  Click on the specific program to :
b . Product Name
manage that p(ogram. Use ’Ehe e
General, Participants, Learning
Statistics, and Settings tabs across

the top.
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» Breakdown of your program’s tabs: General, Participants, Learning Statistics, and Settings.

/General: View user information and \

program information.

Participants: Assign new assessments
to participants, view currently assigned
assessments, and download feedback
reports.

Learning Statistics: If you assigned e-
learning courses to your participants,
this tab is where you can check their
progress. Check how many modules
have been completed.

Settings: Click on this tab to change
program settings, add program
administrators, change program

< TEST ORGANIZATION / Programs

Accounting Department NY Office

General Participants Learning Statistics Settings
—

quage. /

> Click on General to:

Download Group Report (if applicable), Download All Feedback Reports, Program Status Excel, and a

bulk batch of feedback reports

Basic Information Program Options

Group
Diana's Testing Phase 1 Group

Download All Hiring Reports

Download Program Status Excel
Start Date
12/26/2019

End Date
12/26/2020

Product Name
CQ Talent (testing)

Download participant status report (a comprehensive list of assessments completion status)

Activate T2 assessment (if applicable)

> Click on Participants to:

v.8.1

View list of participants

Click on Participant Options to Invite New Participants or Resend invitations
Click on a specific participant and use tabs across the top to view general information about
assessments, e-Learnings and resources assigned to that participant.

Accounting Department NY Office
Genaral Panicl'Eants

Learring Stotistics Gettings
Manage Participants

Showang 1 through 4. cut of 4 Parboipants

Email Participant Name

dianameoralesS0+1Ggmail.com Denie! Alzjanaro

Select specific participant

Daniel Alejandro

Ganeral
Py

Basic Information Program Information

Eul Mamn

[aril

Last Mame:
Aejendn

1o Title

User Infermation
Zmil
clitnerom sabil eaal 2om

Phana bambar

Page 7 of 28

For Questions, contact us at admin@culturalg.com or call +1616.855.1737



mailto:admin@culturalq.com

> Click on Learning Statistics to:

View E-Learning statistics if your products include E-Learning courses.

Click on Download Data and then on Download Learning Statistics Excel or on the Download Question

Answer Excel button to export learning statistics.

< CQC - Assessments / Programs

Accounting Department NY Office
General Participants Learning Statistics l Settings

Learning Statistics

Total Participants: 30

Download Data «

Download Learning Statistics Excel

OM " pownload Question Answer Excel

MODULE NAME PARTICIPANTS STARTED
MyCQ - Introduction 27
MyCV - Cultural Values 8 14

MyCQ - Overview

a
<

> Click on Settings to:

v.8.1

Add Program Administrators

o Program administrators have broad authority over the program(s) that they manage. They do not

have access to other groups or your overall organization.

Program Default Language: Change the language of your assessments. Languages offered in Spanish,

English, Japanese, Simplified Chinese, Portuguese, and Italian.

Change who can download individual feedback reports (Facilitator and/or Participant).

Edit Program: Accounting Department NY Office

Program Settings Program Administrators

dovinloading feedback reports

Who shiould download individual feedback reports?? Program Admini:

Facilitator & Participants 7 Invite Another Program Administrator
T e — ey —— T — Ema

one will have access 1o their individual responses

Ifyou choose the "Facilitator Gnly" or *Faciitator & Participants* option, you will have the ability to

print individual feedback reports, but you should not record their sc use them in any

sur ysis. You ean obtain information on the aversge scores for your group of

Update Program

part s from the group reports,

Program Default Language ! Facilitators that you invite will be able to access all information and perform all functions related

1o this program, including inviting additional participants, changing program settings, and

Invite Admin

For Questions, contact us at admin@culturalg.com or call +1616.855.1737
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How to Manage your Groups

The Groups feature is an optional feature that is typically used by organizations and institutions who want to
organize their program and participant management at a more granular level.

The Groups feature allows you to organize your programs in separate buckets. See chart below for differences
between our standard portal layout, and our optional Group feature.

*Optional Groups Feature Standard Portal Layout

Organization
Organization

Group A Group B

1
r 1 | ’ Program 1 ‘ Program 2 ’ Program 3 .Program4
‘ e ‘ e ’ e

Instead of only having Programs under your organization, you also have Groups that will allow you to store your
programs separately. If you are interested in activating the Groups feature, please contact us at

admin@culturalg.com.

CQC - Assessments

Participants Licenses Custom Reporting Settings

Programs

Optional

Groups
Feature

If you are already using this feature, learn more about how to navigate the Groups feature below!
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> Groups Page

The Groups page displays a list of the different groups within your organization and allows you to create new
groups. Groups are like departments within an organization. You can have one or many!

*  View a list of your Groups and Create New Groups

program

CULTURAL

— NTELLIGENCE
CENTER

My Dashboard

My Resources

Management

CQC - Assessments

Groups Proc

Reporting

Manage Groups

ST Showing 1through & out of 5 Gi

Administrator Resources

Certified Facilitator Resources

» Licenses Page

Janization Group Name

Participants Licenses

View the number of Programs and Participants in your Groups
Click on a specific Group to access its Programs and Group Settings
The Programs tab will list all programs in your Group. Click on the specific Program to manage that

Click on the Settings tab to edit the Group name or Invite New Group Administrators

Custom

Create Group

CQC - Assessments

Programs Sellings
e

Manage Programs

Showina 1 through 16 out of 16 Programs

Program Name

CQC - Assessments - 2017

Edit Group: CQC - Assessments - 2017

Group Information

Group Name - will be shown (o participant:

Group Administrators

This page displays a list of all licenses and allows you to purchase products and manage existing licenses
(configure). Click on CQ Store to purchase additional products. Click on Configure to move products from one

group to another.

*  View a list of your licenses

v.8.1

Manage Licenses

Assess Your Cultural Intelligence

Assess Your Cultural Intelligence

Assess Your Cultural Values
i S—

Configure l

Configure

Group Name

For Questions, contact us at admin@culturalg.com or call +1616.855.1737

Configure your License: Move seats (e.g., assessments, e-Learnings, etc.) from one Group to another
Click on Confirm after adding or removing seats from one Group to another

OCQC - Assessmefits B
) I Licenses
ogrETE Paricilents  —
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How ToO’s

®.9
How to Set up a New Organization . ‘

Setting up an organization is the first thing you must do to begin administering the CQ assessment. If
you qualify for more than one organization type, you can register multiple organizations.

To set up an organization, click your Options menu icon (upper right corner of the screen) and select
“New Organization.” Once you enter your organization’s contact details, click on Create Organization,
to confirm.

To watch a video on how to setup your organization click here.

CULTURAL = Options «
I (NTELLIGENCE

CENTER

My Dashboard Logged in as diana.morales@culturalg.com

My Dashboard

New Organization
My Resources

ASSESS YOUR CULTURAL VALUES- ¢ Edit account

Management This assessment will take 15-20 minutes Lo ¢

Sign out

CQC - Assessments

Notice: This E-CQS Self Assessment and 1

®.9
How to Setup a Program .

*  Purchase your products

* Click on the Programs tab and then on Create Program

Select the correct products for your program and then click on Setup Program

Give your program a name and adjust your program’s settings if needed, and then click on Create Program

To watch a video on how to setup your program click here.

CULTURAL
— INTELLIGENCE
CENTER

My Dashboerd CQ Test Organization

gy Meitage Brogsams

CQC - Assessments

e p————
No programs found CQ Test Organization
Create Program e

Program Name

° ing Cultural Intelliger]

. = _ N Setup New Cultural Values for Teams (Corporate) Progi
programs, 10 assessments

Cultural Values for Teams (( =

1 programs, 10 assessments

Setup Program

: Create Program
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.9
How to Invite Participants . ‘

*  Click on the Programs tab and then select the specific program
*  Click on the Participants tab and then on Participant Options
- Click on Invite New Participants and then add participant emails (copy and paste or upload excel file)
*  Customize invitation email and send (you can choose to be cc’d on invitation emails)
o Note: email customization is not stored in the system
o Note: Invitations are sent from cqaccount@culturalg.com and are unique to each participant.
Invitation links should not shared between participants.

To watch a video on how to invite your participants click here.

< TEST ORGANIZATION / Programs

Accounting Department NY Office

General Participants Learning Statistics Settings
—_—

Manage Participants

Invite New Participants

Showing 1through 4 out of 4 Participants

T
Assessment Start /

Email Participant Name End Date

dianamorales50+1@gmail.com Daniel Alejandro 12/27/2019 11:54 AM
12/27/2018 11:56 AM

®.9
How to Activate T2 . ‘

- Click on the Programs tab and then select specific program
*  On your Programs page, under the General tab, select Make T2 Available to Participants
* Inform your participants that T2 is active and ask them to log back in to complete the assessment

To watch a video on how to activate your T2 assessments click here.

My Dashboard TEST ORGANIZATION
My Resources Programs Participants Licenses Custom Reporting Settings Updates
Management Manage Programs

CQC - Assessments General Participants Learning Statistics Settings
Showing 1thro —
Program Nanj
Chicago, Sept. 2019 - CQ Certi... . . .
Basic Information Program Options

T Accounting D
Administrator Resources -

Group
CQ for Hire: T Diana's Testing Phase 1 Group

Download All Feedback Reports

Certified Facilitator Resources
Download Program Status Exce

Start Date

a 2 Avall i icinants
04/1/2019 [ Make T2 Available to Participants ]

End Date
04/1/2020
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.9
How to Send Group Reminders . ‘

Click on the Programs tab and then select the specific program
Click the Participants tab and then on Participant Options Button and select “Resend Invitations.”

o This will send an invitation to those who have not yet completed their assessment.

To watch a video on how to send group reminders click here.

< TEST ORGANIZATION / Programs

Accounting Department NY Office

General Participants Learning Statistics Settings
=

Manage Participants |

Invite New Participants

Showing 1 through 5 out of 5 Participants Resend Invitations

Assessment Start /

Email Participant Name End Date

dianamorales50+1@gmail.com Daniel Alejandro 12/27/2019 11:54 AM
12/27/2018 11:56 AM

.9

All additional resources that you purchase for your programs or groups are available on the Administrator
Resources button on the Navigation Menu.

How to View Administrator Resources

Go to your Home page, and click on Administrator Resources under your Navigation Menu
Resources should be used only within the limits of the license and permission to use ends when the license
expires.

To watch a video on how to view administrator resources click here.

CULTURAL E
I (NTELLIGENCE
CENTER
My Dashboard Administrator Resources
My Resources Table Talks Discussion Guide
Management Research Basis of CV

CQC - Assessments
Research Basis of CQ

Dignz's Practice Org

CQ Test Organization Cultural Values PowerPaint Slides

I[ Administrator Resources

Cultural Values Debrief Guide
Certified Facilitator Resources

Portal Administrator Guide (PDF)
CQ Store
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How to Download Reports

®.9

» Group Reports (available only with select products)

Click on the Programs tab and then select the specific program
Under the General tab, select “Download Group Report” (must have 10 or more completed assessments)

To watch a video on how to download reports click here.

>

2T CRGANIZATION ¢ Pre

General Zaiticipants
=

Basic Information

Graup

Drana's Testing Shase 1Em0

Start Date
122 R2019
End Date
Ted bz

Product Mame
CO Talant festing)

Accounting Department NY Office

1

Learning Statlstics Zetlings

Program Options

T e, e

n l

Individual Feedback Reports

Click on the Programs tab and then select the specific program

Under the Participants tab, click on the dropdown beside the participant’s profile

Click on Download Feedback Report

Seners! Participants Leanng St
===

Manage Participants

Accounting Department NY Office

Seting

Showiieg 1ol 5 sat o 3 Paricioamts o
Aszoscment Start [
Eminil Participant Name End w
~
diemamannlz=T0 Legmnl com il Enganrng Remove Participant .
Download Feedback Report

11t Diptiens v

> Batch of Individual Feedback Reports

\

+  Click on the Programs tab and then select the specific program
* Under the General tab, click on Download All Feedback Reports

v.8.1

Diana's

e

My Dashboard

My Resources

Management

CQ Test Organizatior

Administrator Resources

Magage Programs

Practice Org

Participant Custom Reportin

Create Program

Diana test program #2 Cultural Intelligence for
Teams (Corporate) Program

General Part t ean

For Questions, contact us at admin@culturalg.com or call +1616.855.1737

Basic Information Program Options

Group
Diana’s Testing P 1Group

Start Date

041YV2019
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How to Invite Other Administrators

.9

To watch a video on how to invite other administrators click here.

>

v.8.1

Inviting an Organization Administrator

Select specific organization from the Navigation Menu
Click on Settings and scroll to the bottom of the screen, and you will see a section to add an administrator

email

o Organization Administrators have broad authority over the entire organization, all groups within the
organization, and all programs within the organization.
o Organization administrators can add and remove any other administrator

CENTER

My Dashboard

My Resources

Management

CULTURAL
I INTELLIGENCE

CQC - Assessments

Diana's Practice Org

CQ Test Organization

Programs

Edit Organization: CQ Test Organ

Participants

Custom Reporting

Settings
T

Invite Another Organization Admin

Email

Administrator Resources

Inviting a Program Administrator

istrator

Click on the Programs tab and then select the specific program
Click the Settings tab, and you will see a section to add an administrator email. Click on Invite Admin to send

an invitation out

Invite Admin

o Program administrators have authority over only the program(s) they manage.
o Program administrators can add and remove other program administrators and participants.

CULTURAL
E— (MTELLIGENCE
CENTER

My Dashboard

My Resources

Management
CQC - Assessments

Fern Crganization

Administrater Resources

Certified Facilitator Resources

Test Organization CQC

Programs

Me&nagc Prog.rams

Custom Reporting

Test Program with GroynRanad
g
Edit Program: Test Program with Groi

Program Settings

Report

Program Administrators

Existing Program Administratars

Invite Anather Program Administratar

Invite Admin
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How to Purchase Products

.9

To watch a video on how to purchase products click here.

» Purchase Products to Create New Program
+  Click the CQ Store button
+  Use the dropdown to select whether you want to purchase for yourself or your organization

- Use tabs across the top to view different product categories (e.g., Assessments, Bundles, e-Learning,

Resources)

*  Select your product and click on More Info and then select your quantity

*  Choose your payment method and complete your purchase
+  Click on Setup to create your new program!

CULTURAL
W |NTELLIGENCE
CENTER

My Dashboard

My Resources

Management
CQC - Assessments

Cultural Intefligence Center DM

Chicago, Sept. 2019 - CQ Certi..,

TEST

CQ Store

Program Bundles Assessments
E——

eLearning Resources

s For

[cuturet inteligence center b ~

FROGRAM BUNILE
Intro to Cultural
Intelligence

Measure your students' multicultura

skills,

PROGRAM HUNDLE
Intro to Cultural
Intelligence Premium
Develop student effectiveness in
culturally diverse situations.

Purchasing Options

Quantity
[ : D

Package price for 0 assessments: $0.00.

Faciiitator price per additional seat: $25.00.

Have a discount code?

Apply

Administrator Resources

s2000 s4200

€0 Store Charge participants individually
PROGRAM BUNDL PROGRAM BUNDLE

Culturally Intelligent Study Culturally Intelligent Study
Abroad Abroad Blended Learning

Lo -

Payment Options

Certified Facilitator Resources

cQc Admin @ Credit card

Purchasing for: Cultural Intelligence Center DM

Total charges

Continue

*You can pay by credit card, or invoice (for a selected
minimum)

*If you choose invoice option — enter invoice information and
click on Submit Purchase.
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» Purchase Additional Products for An Existing Program

*  Click on the Programs tab and then select the specific program

*  Click on the Participants tab and then on Invite New Participants

*  Add your new participant’s email address in the text box and click on Next Step
+  Click on the Credit Card payment method, and then on Continue

*  Choose the quantity you would like to purchase and then click on Continue

*  Enter payment information and click on Pay

*  Complete Purchase and click on Invite Participants

< Cultural Intelligence Center DM / Programs

Test Program 2020

General Participants Learning Statistics
—_—
Manage Participants

PP

Showing 1through,

Settings

Participant Options v

Invite New Participants

Email

Add Participants: Test Program 2020

Participant E-mail Addresses - Copy and paste email addresses inta this box, separated by @ comma or space.

dianamorales50@gmail.com, krange@test.oom

3

Upload xlsx Next Step

Add Participants: Test Program 2020

Error: Not Enough Assessments Remaining

2 participants were imported. You only have O assessments remaining in this program. (Show List}

To continug inviting participants. you may purchase scdiiianal scats at the rate of $60.00 cach

Assessment
Quantity:

Wl galher v

2 participants were imported, You anly have 0 assessments remaining in this program. {Show List]
To continuz iviting carticioants, you may purchase scditional seats aithe rdite of S60.00 cach.

How viouls o1 ke to pay for your adaitioral seats?

* 1" $120.00

verert o inmemarion on i e seesr

O @)

Remember me

Pay $120.00

v.8.1 For Questions, contact us at admin@culturalg.com or call +1616.855.1737
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®.©
How to View E-Learning Statistics . ‘

If you purchase a product which includes E-Learning components, you will be able to view E-Learning
statistics for your programs.

Click on the Programs tab and then select the specific program
Click on the Learning Statistics tab
Click on the Download Data dropdown button
Click on Download Learning Statistics Excel or Download Question Answer Excel to export learning
statistics
To watch a video on how to view e-learning statistics click here.

QC - Assessments / Programs

*CQ Pro & MyCQ Program Promotional*

General Participants Learning Statistics Settings
e

Learning ~htisties _
Download Data +
Total Participants: 30

Download Learning Statistics Excel

MODULENAME PARTICIPANTS STARTE Download Question Answer Excel
MyCQ - Introduction 27 20
MyCV - Cultural Values 18 14
®.9
How to Change Assessment Language . ‘

To change the language of your assessments:

e Click on your organization

e Select the specific program

e Click on the Settings tab under that program

e Select the language under the Program Default Language dropdown
e Click on Update Program to save changes

To watch a video onhow to change the language of your assessment click here.

TEST ORGANIZATION / Programs

Accounting Department Ii{fke
General Participants Learning Statistics Settings l
L

Edit Program: Accounting Department NY Office

Program Settings

Program Default Language’
1
‘ English v

Who should download individual feedback reports7!

Facili y M|

b Update Program

Please note, we tell participants that the sur

ane will have access totheir individual responses.
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®.9
How to Make Changes to My Account . ‘

To make changes to your account, such as change the login email, name, or password:

e Click on the Options button on the top right
e Select Edit Account

e Update your contact information

e Click on Update to save changes

To watch a video on how to make changes to your account click here.

Options «

Logged in as diana.morales@culturalg.com

New Qrganization

l Edit Account l

Privacy Policy Al
Terms and C

Sign out

Change Password

naracers minimum, pisase!

Ck . b

|
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How To’s *Groups Feature

0.9
How to Setup a New Group ‘

The following features are optional and are typically used by organizations and institutions who want to organize
their program and participant management at a more granular level. If you are interested in activating Groups

features (see below), please contact us.

Groups are like a department within an organization. You can use groups to organize your organization

into different departments and groupings.

Click on specific Organization in your Navigation Menu and select “Create Group.”
Give your group a name and then click on Submit to save

To watch a video on how to setup a new group click here.

CULTURAL
NTELLIGENCE

[
CEN

My Dashboara CQC - Assessments
My Resources Sroups ogre i

Management Manage Groups

CQC - Assessments

MNew Group

Group Information

Groups  Programs Participants Ucsnses  Custom Reporting Setings
—

Group Name — wif be shown 1o porticioenrs

®.0
Inviting a Group Administrator '

Click on the organization and then click on the specific Group
Click on Settings and then enter new administrators email
Click Invite Admin to send invitation out

o Group Administrators have broad authority over only the group(s) they manage, and the programs

within those groups.

To watch a video on how to invite a Group administrator click here.

QC - Assessments

Manage Groups

CQC - Assessments 2019

Program

Edit Group: CQC - Assessments 2019

Group Information *

Group Name - will be o 'nVite Another Group Ad

CQC - Assessments ==L

v.8.1 For Questions, contact us at admin@culturalg.com or call +1616.855.1737

Page 20 of 28


mailto:admin@culturalq.com
mailto:admin@culturalq.com
https://vimeo.com/430897028
https://vimeo.com/430896618
https://vimeo.com/430897028
https://vimeo.com/430896618

0

How to Purchase Additional Products for Groups . '

If you wish to purchase additional products for your Groups follow these instructions below.

Click the CQ Store button

Use the dropdown to select whether you want to purchase for yourself or your organization
Use tabs across the top to view different product categories

Select your product and click on More Info and add Quantity

Choose your payment method and click on Create Purchase and then on Setup

Locate your new license

Click on Configure

Add seats to a group or multiple groups and then click on Confirm

To watch a video on how to purchase additional products for your groups click here.

v.8.1

My Dashboard CQ Store
Program Bundles Assessi
My Resources N
Purchase For e
Management CQ Test Organization v o h . s
g Assessing Cultural Intelligence (Corporate) License 10
CQC - Assessments
PROGRAM BUNDLE Manage Seat Assignment
Diana's Practice Org Assessing Cultural Group Name Consumed -0 ‘ Avallable - 7 K
CQ Test Organization Intelligence SO Assessmens 2017 L & - ©
Use the Cultural Intelligence (J
Administrator Resources Assessment to measure your d COC - AssesEments - 2018 o @ o °
ialecnasanalakills in culturally
CQC Assessments 201802 0 ®@ - ©
Certified Facilitator Resources $6 : .
10isesls pers €aC- Assessiens 2019 o e - 0
@ Leaming Dema's (2019) o 5) 0 °

Successfully updated license seats
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®.9
How to move Seats (products) from one Group to Another . ‘

If you have Group within your organization, you can move seats (products) from one Group to another.

Click on the specific organization under Management

Click on the License Tab and then click on the Configure button next to the license you would like to adjust
seats for

Click on the plus or minus symbols (- or +) to move seats from one Group to another
Click on Confirm

To watch a video on how to move seats from one group to another click here.

CULTURAL —— Bptons -
e (NTELLIGEMNCE
= CENTER

My Dashboard CQC - Assessments

i Programs Particisants Li
My Rosaurces

Management Manage Licenses

Assess Your Cultural

0 Teast Oregand

Administrator Resoll pccess Your Cultural Intelligence License e

Mai

Seat Assignment
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Custom Reporting: Tagging &
Flagging

Our Custom Reporting feature allows you to generate customized reports from programs and groups in your
organization. This feature includes Tagging & Flagging, which allows you to create tags for organizing and
grouping your participants. After creating tags, you can filter and manage tags to help stay organized.

*This is an optional feature that can be added to your account on a request basis only. Please contact us if you
wish you add Tagging & Flagging to your account.

How to Create Tags . ‘

We created tags so that you can easily categorize your participants. To begin tagging your participants, you
must first create your tags.

e Click on your organization

e Click on the Tags tab

e Click on Create Tag

e Name your new tag

e Click on Create Tag to save

To watch a video on how to create tags click here.

Smith Organization
Groups Programs Farticipants Licenses Custom Reportirg Settings Uzdletes
[
Manage Tags Create Tag
Tag Mame
. . .
. Smith Organization
Marketing Departrment Mew Hires 2020
Groups Brograms Participants Licenses Tags
I
Create Tag
Tag Name
Accounting Department New Hir
Groups Pregrams Participants Licenses Tags Custom Reporting Settings Updates
—
Manage Tags Create Tog_ ||
Tag Name # of Participants
Accounting Department Mew Hires 2020 0
Marketing Department New Hires 2020 0

Page 23 of 28
v.8.1 For Questions, contact us at admin@culturalg.com or call +1616.855.1737



mailto:admin@culturalq.com
https://vimeo.com/430896528
https://vimeo.com/430896528

How to Tag Participants

®.9

. ‘

Use tags to categorize your participants in groups based on their department, occupation, and more!

e Click on your organization
e Click on the Tags tab

e Select the specific tag

e Click on Add Participants

Select or Search your participants
Click on Add Participants to save

To watch a video on how to tag participants click here.

My Dashboard

My Resources

Smith Organization

Updates

Licenses Custom Reperting Setings
_—

Ootions +

v.8.1

Create Tag

Add Participants

Management Groups Programs Farticipantz
Smith Croanization Manage Tags
Cultura! Intelligencs Certer DM
Tag Name # of Participants
Chicago, Sepl. 2019 - CQ Certi
Marketing s}
Administrator Resources.
Certified Facil Marketing Tag
Edit Tag
Tag Name
Marketing
Add Participant
Participants
B G
7 3 Participants Selected

Select ®

Participants
to tag @

a Participant Name

CQC Administrator

Diana Morales

7] Keyla Waslawski

[search

Email

admin@culturalg.com

diana.morales@culturalg.com

keyla.waslawski@culturaig.com
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Cancel

Add Participants

Search for
specific
participants

Click here
to Save
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.9

How to Create A Custom Report . ‘

Our Custom Reporting feature allows you to create custom reports of participants from all programs, and

groups. Follow the steps below to create your custom report!

Click on your organization

Click on the Custom Reporting tab
Click on New Report

Create a name for your report

Select the type of report you would like. Options include a Group Report or Team Report
Select participants, groups, tags, or programs that you would like to include in the report

Click on Submit

You will receive an email when your report is available. You will also be able to access the report from

the Custom Reporting Tab!

To watch a video on how to create a custom report click here.

v.8.1

—
My Dashboard

My Resources

Smith Organization

Management Programs Parlicipants Licenses Custom Reporting
CQC - Assessments New Report

Sellings

Updales

See all reports

Create a Custom Report

Enter a Report Name:

Name Your
My New Hires 2020 |

Report

Select a Report Template:

CQ Pro Group Repart (English) v

Choose Groups, Participants, Programs, and Tags for the report:

Click a category to see the available options

Filter by r‘a—.me‘[

Participants
P
— Choose who
I €CQ Pro Assessment
CQ Pro Assessment (FB)

to include in

Undergrad Organization Fall 2020 your report
I Test Program MYCQ

| CQ Pro Assessment (Education) PP

Submit

You report is being generated
You will receive an email when your report is available.

You will also be able to access the report from the Existing

Reporis pa ge

oK
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®.9
How to Remove or Edit Tags . ‘

Tags can easily be removed or edited. If you would like to change an existing tag, follow the steps below.

e Click on your organization

e Click on the Tags tab

o Click on the three dots beside your tag

e Select whether you want to edit or remove the tag
e C(Click on Save

To watch a video on how to remove or edit tags click here.

Groups Programs Participants Licenses Custom
=

Reporting Settings Updates

Manage Tags

Tag Name # of Participants

Accounting Department New Hires 2020 0 K
Edit Tag

Marketing Department New Hires 2020 0 Delete Tag

How to Download Existing Custom Reports

We house all your custom reports under the Custom Reporting tab. To download your custom reports, follow the
simple steps below.

e Click on your organization

e Click on the Custom Reporting tab

o Alist of your reports will be displayed

e Click on Download to download the report

-
My Dashboard

My Resources

Smith Organization

Groups Programs Participants Licenses Tags Custom Reporting Settings Updates
— ——

New Report

Existing Reports

Management

Morales Organization

Chicago, Sept. 2019 - CQ Cedti..

Download
Administrator Resources NAME REPORT TYPE INCLUDES CREATED AT
Custom
Marketing Custom Group Report 12 Participants 2020-01-27 0157 PM Dawnload
Certified Facilitator Resources Re pO rt
TestReoort Custom Graup Repart 48 Patticipants 2019-11-26 04:29 PM Do

CQ Store
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As an administrator, you can use the FAQ section of this document to help troubleshoot administrator
and participant questions.

Q: 1 did not receive confirmation instructions.
A: First, ask the participant to check their spam folder. If not there, please have them click this link: :
https://cgcenter.com/users/sign_in and select “didn’t receive confirmation instructions.”

Q: | forgot my email address, can you help?
A: Participant information can be searched and found by clicking on the specific Program and then on the
Participants tab. Once you have found the participant email, you can send along so that the participant may log in.

Q: How can | take the T2 assessment?
A: Once T2 is available, participants can log in by clicking this link: https://cqcenter.com/users/sign_in

Q: What do | do if someone hasn't opened the invite?
A: You can send a reminder by clicking the Participants tab on the Program page and then on Resend Invitation
in the dropdown next the participant email

Q: How do | know if someone has registered or not?
A: Under the Participants tab on your program page, there will be a “start/end” column. This will indicate whether
a participant has accepted an invitation, started, or completed the assessment.

Q: How do I administer multiple versions of the assessment?

A: To gain access to more than one assessment type, you will need to register multiple organizations. You may
do this from your homepage in the portal by clicking the “Options” button in the upper right-hand corner, and
then selecting “Add New Organization” from the drop-down menu.

Q: Can | transfer assessments from one license to another?
A: Yes, but only if the Group feature is activated. You can transfer assessments by selecting the organization,
clicking on the Licenses tab and then on the Configure button next to the license you would like to modify.

Q: How long do | have to use the assessments | purchase?
A: Licenses are good for 12 months.

Q: How long can | access my additional resources?

A: Resources such as debrief guides, PowerPoint slides, videos, etc. are to be used in accordance with the
purchased license. Resources should be used only within the limits of the license, and permission to use ends
when the license expires.
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Q: My participants cannot view or download their reports. How can | give them access?

A: As the administrator you can give your participants access to their feedback reports by changing a setting in
your program. Simply go to the specific program, click on the Settings tab, and then change the Who should
download individual feedback reports? * setting to Facilitator and Participants.

Q: | am a Certified Facilitator. How do | access my Certified Facilitator Resources?

A: To purchase your resources after your grace period has passed, click on CQ Store and then on

the Resources tab across the top. Complete your purchase. Then your resources will be located under
the Certified Facilitator Resources button on the portal’s navigation menu.

e Public Certifications: If you were recently certified, your resources would be available to you under
the My Resources button on the portal's navigation menu.

e Virtual Certification: If you were recently certified, your resources would be available to you under
the Certified Facilitator Resources button on the portal's navigation menu.

Q: What if | do not use all the assessments that | purchased in a package?
A: Any unused seats can be used with new or existing programs. You can create new programs to use up the
assessments or invite new participants to existing programs.

Q: What if my participant does not receive an email invitation?

A: Sometimes, emails go to spam folders. Please check there first. If not there, the invitation may have been
caught up in an email server. Contacting IT departments can typically verify this. We recommend sending the
information below in bold.

**All CQ Assessment and portal communication is sent from SendGrid.net and uses the IP address
168.245.76.226. When participants receive communication, it will show cgaccount@culturalg.com as the

sending address.**

Q: | purchased a product that does not include a group report, can | upgrade?
A: The technical limitations of the system do not allow for a license upgrade. However, contact us directly
at admin@culturalg.com so that we can manually add the group report to your program.

Q: What does the 360 Assessment (Multi-Rater) look like to my participants?
A: Participants will be invited to take the assessment and add observers to rate on their behalf. Although we will
not share the identity of those who have completed, we do provide a full list and number of completed observers

MULTI-RATER ASSESSMENT

This assessment will take 15-20 minutes to compete. If possible, do it all in one
F i

»se ‘Download Feedback Report’ below

E Observers
rvers have compg the q

4 of your 6 ob

Observers

You have not invited any observers ye

Report, a min

nviting 5
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