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Setting Up User Tags

Published on 06/14/2017

What are User Tags?

Admins can create tags to help identify your team members by Role, Department,
Location, etc. Then, you'll be able to search and filter by these tags when assigning
your team members to Projects and Tasks.

Setting up User Tags

1. To begin, create a tag list that describes a group of tags you will be assigning to
users. For example, a tag list named 'Role’ might contain various tags like
Designer, Web Developer, Copy Writer, Project Manager, etc.

2. Navigate to Account > Account Settings > Customize > Tags.Click +Add a

tag list to name and create your list.

Account Settings

Customize

Tags
Your Logo
Assign tags to people and tasks to quickly find the right pecple for a project or task. Organize tags into tag lists.
Date / Time Zone y -
Example: Tag lists could be Rols, Department, Skills, or Languages. Tags for "Role” could be Designer, Copywriter, Project Manager, stc.

Notification

+ Add a tag list
Tags

User Options /
Custom Fields

Project Options

Project Statuses
Project Priorities
Project Filter Groups

Job Launch

Upload Preferences
Proof Access
Capture Email
Custom Disclaimer
Reviewer Security
Approval Statuses

dropOFFER™

3. Once you have created the tag list, click+Add a tag to this listto create the
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applicable tags. You can type multiple tags separated by comma and click Add to

save.

Manage Tag

ITyne a short name for your tag...

Add muifiple tags separated by & comma.

Assigning User Tags
To assign user tags to individual users, follow the steps below.
1. Navigate to Account > Account Settings > Users/Groupsto find and select the
applicable user record.
2. Once you have opened the user record you would like to edit, you can simply
check on or off the user tag(s) relevant to the user.

3. Click Save to proceed.
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My Account

Edit Existing User Resend Credentials Delete User

Edit user information in the fields below then select save.

Name: Grace Deng PERMISSIONS
Title: Graphic Designer Reviewer Parmissions

Allow this user to access and review pending proofs they have been invited to
Email grace @truesoap.com participate on as a reviewer from their workspace.
UserName: |grace_deng Public Contact Access

Allow access to public contacts
If unchecked, this user will only be able to view contacts, review teams and
workflow teams that they have created or have access through as a contact

Additional Return Motification Recipients:

Thess emails will receive nofifications when your Reviews ars complsted. filter group (restriction does not apply to administrators).
Separats email with & comma i com,email om)
| Job Launch Manager
Allow this user to access, manage and review pending Job Launch,

RESET PASSWORD I_ncludes the ability to migrate Job Launch into Project.

Password ("] Allow this user to use an enhanced Job Launch workspace.

{ Password criteria: should be at least 5 characters )

Re-type (7] Job Launch Submitter

Password Allow this user to submit Job Launch

Select: all / none
USER TYPE CONTACT FILTER GROUPS ACCESS all/ none
Admin

Full access to all features of the application including global administrator features. USER GROUPS

{Admin access should be limited to only key personnel) None

O start

Provides access to upload, sort, search and edit proof details as well as manage
contacts and view reports. (Most commen User Type)

CSR
Similar access as the Staff User Type but upload capabilities have been removed.
{Recommended for sales and customer service users)

—
TAGS

Role

] Copy Writer
Designer

] Web Developer
"] Project Manager

S conen |

Search by User Tag

When Assigning Resources (http://guide.inmotionnow.com/help/assigning-resources) to a task or
project from the Project Dashboard, you can search the available resources by user tag
to narrow your results.

1. In the search box, begin typing the tag you'd like to use and it will appear. Select

the tag to narrow your search.
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WORKSPACES v  MYREVIEWS ()  CONTACTS  TASK REPORTS  ACCOUNT v aby @motion

Sunflower Product Label — overview  Schedule  Files ()

« Back to Task.
1 0 0 o] Aesian R
TASKS OVERDUE DUE TODAY DUE THIS WEEK sign Resources
Q =+ Sort  Custom v Q des ASSIGN
Designer Role
Create V1 and post for review K Due Date
Paul Morad
Start: Mon 06/19/17 9:15 AM Due: Wed 06/21/17 5:00 PM LOE: 1 hr 30 mins. 06/21/2017
Sort: Availability | Alphabetically
—— —— @ Paul Mora. o
& areting M. @B arketing Co. B pooject Mana
OHRS 24 HRS. 0 HRS 24 HRS 0 HRS 24 HRS

@ PamMartel @ MeganDiaz @ Grace Deng
M| project Mana.. @B \arketing Dir @& Graphic Desi..

OHRS 24 HRS 0 HRS 24 HRS 0 HRS 24 HRS

Christy Dr... @ Gwen Derby @ GregDixon
@B Creative Dire.. @ Goophic Desi @B GophicDesi..
OHRS 20 HRS 0 HRS 24 HRS 0 HRS 24 HRS

2. Once you have applied the tag to narrow your search, you will see it appear
above the list of users. You can click the X to the right of the tag in order to

remove the search filter.

VISH  womksPacEs v MYREVIEWS(7)  CONTACTS  TASKS v REPORTS  ACCOUNT v

Sunflower Product Label — Overview | Schedule  Files (0]

— Back to Task
1 0 0 0 e
TASKS OVERDUE DUE TODAY DUE THIS WEEK sign Resources
Q = + Sort  Custom v a ASSIGN
Create V1 and post for review Start Date Due Date
Paul Morad
Start: Mon 06/19/17 9:15 AM Due: Wed 06/21/17 5:00 PM LOE: 1 hr 30 mins 06/19/2017 06/2112017

Restrict to Current Project Members Only  Select: All | None Sort: Availability | Alphabetically
@ GregDixon =6 Gwen Derby @ ChristyDr. L]
@' GophicDesi @B GophicDesi & Ccaive Dire.
OHRS 20 HRS OHRS 24 HRS 0 HRS 24 HRS

x

@ Grace Deng
@B Gaphic Desi

OHRS 20 HRS.

Applying User Tags to Tasks
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User Tags can also be applied to individual tasks in order to assist with assigning
resources. When the tag is applied directly to the task, it will automatically filter the
available resources. This is commonly used when the project member creating tasks is
not the user who assigns the resources to each task.

1. Select the appropriate task and scroll to the bottom of the task information pane.

2. Click the edit icon next toTags to apply a tag to the task.

.o, .
true WORKSPACES v MY REVIEWS (5) CONTACTS ~ TASKS v  REPORTS  ACCOUNT v @ & rowercdny @motion
hand soap

Sunflower Product Label  Overview | Schedule Files (0)

+— Back to Schedule Overview

1

TASKS OVERDUE DUE TODAY DUE THIS WEEK Create V1 and post for review

Q = + Sort  Custom v Start Date Due Date

Create V1 and post for review 6/19/17 09:15 AM ® 6/21117 05:00 PM e}
[]  Paul Morad
Start: Mon 06/19/17 9:15 AM  Due: Wed 06/21/17 5:00PM  LOE: 1 hr 30 mins Level of Effort

Estimated Cost Actual Cost

1 hrs 30 A4 mins

Assigned To Resources & Workloads
(1] Christy Drucker

(] Grace Deng

() Megan Diaz

) Michelle Core)
# Paul Mofa (1 Minute )

Tags #
There are no tags for this task. Add Some!

DELETE CANCEL SAVE

3. In the Select Tags modal, check off the box(es) that are applicable to the task
and click OK.

Select Tags b 4

Role @

Designer
Web Developer
Copy Writer

Project Manager

CANCEL

4. Now, when you click Resources & Workloads, the list of available team

members will automatically be filtered by the applied tag.
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true WORKSPACES ¥ MY REVIEWS (5) CONTACTS  TASKS ¥  REPORTS  ACCOUNT v @ & roweredny @motion
hard soap

Sunflower Product Label Overview Schedule Files (0)

+ Back to Task

1 1 0 0
TASKS OVERDUE DUE TODAY DUE THIS WEEK Assign Resources
Q ar by Nam: = + Sort  Custom v Q
Create V1 and post for review Start Date Due Date
[]  Paul Morad
Start: Mon 06/19/17 9:15 AV Due: Wed 06/21/17 5:00PM  LOE: 1hr 30 mins | 06/19/2017 06/21/2017
Restrict to Current Project Members Only Sort: Availability | Alphabetically

@® GregDixon ] @® GwenDerby
@& G:ophic Designer @ opnic Designer

OHRS 24HRS O HRS 24HRS

@  Christy Drucker J @® GraceDeng
@B cative Director @B ophic Designer
OHRS 24HRS O HRS 24 HRS
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