Member Loyalty Group User Groups & Restrictions
The MLG NPX Report Site gives credit unions access to robust, flexible NPS reporting tools that help credit unions take action on their members’ feedback and improve NPS. These tools allow credit unions the ability to distribute NPS survey responses quickly and efficiently, putting data into the hands of the right individual at the right time. This document outlines the Report Site functions, user groups and restrictions that help the system distribute this data.
Standard Report Site Functions
When a user logs in there are multiple functions that they can perform. There are some functions that are available to all users, while others are restricted to those with a specific role in the Report Site. Below is a list of the functions available to all users.
	Function Name
	Function

	Views
	Displays charts made available by the program team for survey scores, open email alerts and comments; easy to use extensive knowledge of the system not required

	Search
	Enables users to search for specific records, keywords within comments, etc.

	Landing Page
	Provides a quick overview of recent response activity specific to each user

	My Actions
	Enables users to view actions (alerts) that are assigned to them

	My Profile
	Enables users to view and update their profile, preferences, and credentials




User Roles
The NPX Report Site has two levels of restriction to help you manage the way your survey data is reported across your organization.
The first level is the Role level. A user’s Role determines what they can do in the system. This allows you to specify what functionality each individual user has access to. Following is a list of standard NPX system roles. Additionally, custom roles can be created within the application.
	Role
	Additional Functionality
	Function
	Typical Credit Union Users

	Program Manager
(Custom)
	Standard Report Site Functions (Access to Dashboards, Views and Streams)
	Key Analyst; Members of the core Net Promoter team

	
	All functionality under Business Analyst
	

	
	Do Not Send Addresses
	User can view Do not Send Addresses list page, which displays email addresses of participants who have requested not to be contacted. Access to this page also allows you to manually add addresses to the List.
	

	
	Sample Update
	User can update demographic data that was sent in error or has changed (ex: Main St Branch moved from the East to Northeast Region)
	

	
	Access & Login History
	User can view a list of all pages accessed and login history for users.
	

	
	User Admin
	User can view, update, and create users and their roles.
	

	Business Analyst
(Custom)
	Standard Report Site Functions
	Secondary Analyst; no access to update the data from the data file

	
	Scheduled Jobs
	[bookmark: _GoBack]User can view & edit settings for all scheduled and data export jobs. 
	

	
	Create Tags
	User can create new tag categories. It is these categories (once associated) that will be reported on in the Comment Categorization Report.
	

	Team Lead
(Custom)
	Standard Report Site Functions
	Managers, Supervisors

	
	Follow-Up Action
	The user can initiate/assign a Follow-up Action to a new owner who will then complete the follow-up.
	

	Executive
(Custom)
	Standard Report Site Functions
	Executives

	End User
(Custom)
	Standard Report Site Functions
	Tellers, Loan Officers, etc.




Data Access Hierarchy
The Satmetrix Report Site also has a Data Access Hierarchy, which allow you to control the data/responses that each user has access to. For example, you can restrict a user’s account so a Branch Manager can only see responses from transactions occurring at their Branch. This does not affect the functionality they have based on their Role – just the data that they can see/use when logging in.
Below is a list of data fields on which we can restrict access to the data.
	Data Field
	Restriction Uses

	Transaction Type
	User can only see data from specific surveys (Branch, Call Center, Remote, New Product and/or New Member)
Data is restricted based on how this field is populated in the Transaction data files:
· transaction_type
ex: Call Center managers can only see data for Call Center Transaction Surveys)

	Region
	User can only see data for a specific Region(s)
Data is restricted based on how this field is populated in the Transaction or Relationship data files:
· region

	My Branch
	User can only see data for a specific Branch/Location
Data is restricted based on how these fields are populated in the data files:
· transaction_location_description field in the Transaction surveys
· branch_owner field in the Relationship surveys
ex: A branch manager can only see responses for transactions that occurred in their branch

	Account Type
	User can only see data for a specific account type; data is restricted based on how the Account Type field in the data file is populated; ex: Employees that deal only with Business accounts can only see that data

	Agent
	User can only see data for a specific Agent (employee); data is restricted based on how the cu_rep field in the data file is populated; ex: an individual Teller only has access to survey responses for transactions they conducted

	Transaction Location
	User can only see data for a specific Branch/Location
Data is restricted based on how this field is populated in the data files:
· transaction_location field in the Transaction surveys
ex: a member of a Call Center team only has access to survey responses for transactions their internal team conducted




	CU Name
	User can only see data for a specific Credit Union brand
Data is restricted based on how this field is populated in the Transaction or Relationship data files:
· cu_name
ex: A brand manager can only see responses for transactions that occurred in branches for their brand

	New Product
	User can only see data for a specific product type(s)
Data is restricted based on how this field is populated in the Transaction data files:
· new_product
ex: A mortgage officer can only see responses for New Product surveys that involve mortgages.

	Survey Type
	User can only see data for a specific survey type
Data is restricted based on the type of survey: 
· Relationship OR 
· Transactional


	Validity
	User can only see data for valid responses
On very rare occasions, a response needs to be marked as “invalid” and omitted from reporting. The data will remain in the system, but will not appear in score calculations, reporting, etc.
· Yes
· No (This permission would be given to a user that should see “invalid” responses only and is not likely to be used)




Information Needed to Set Up Users
Below is a sample spreadsheet of the information MLG needs to set up users for your system.
	Email Address
	First Name
	Last Name
	User Group
	Restrictions
	Restriction Specifics

	jimuser@mycu.com
	Jim
	User
	Program Manager
	No restrictions
	

	janeuser@mycu.com
	Jane
	User
	Team Lead
	My Branch
	Transaction Location Description = Chicago Branch

Branch Owner = Chicago

	lize@mycu.com
	Liz 
	Employee
	Executive
	Region
	Region = West

	frankt@mycu.com
	Frank 
	Teller
	End User
	Agent
	CU Rep = Frank K. Teller


 
Please Note: You may decide to give users access to all the data in the system. It is not required to restrict the data each user has access to.
User accounts must be created for all alert recipients. This will include any department mailboxes that alerts will be sent to. 
