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MODULE OVERVIEW

KYNECTION · KIM WELCOME · MANAGER TRAINING

Use Kynection as a
Manager User
The onboarding overview for a manager user. Access levels and what each can
do, the dashboard and navigation, working with contacts and forms, exporting
and importing data safely, and getting help when an import goes wrong.
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CONTENTS

What this module overview covers
Six stages take a new manager from first login to self-sufficiency. Chapters 1 and 2 are access
and navigation. Chapters 3 and 4 are contacts and forms. Chapters 5 and 6 are data handling
and support.

CH 01 Access levels
What Standard, Manager and Admin each unlock.

00:00–00:39

CH 02 Dashboard and navigation
Favourites and the toolbar are how a manager moves quickly.

00:39–01:20

CH 03 Contacts and filters
Contacts is the largest record set most managers touch.

01:20–02:22

CH 04 Forms, archive and duplicates
Finding submitted forms, and spotting records that should be one.

02:22–03:40

CH 05 Exporting and importing
The part where care matters most.

03:40–05:03

CH 06 Errors and support
What to do when an import fails, and how to reach Kynection.

05:03–06:42

Never change the ID column. On an import, the ID column is what matches a row to an existing record.
Change it and you create duplicates instead of updates.

Test with a small sample first. Import a handful of rows, confirm they landed correctly, then run the full file.

Three access levels. Standard, Manager and Admin see different things. Knowing which you hold explains
most of what you can and cannot do.

READ AS Screens are captured from the walkthrough video at the timestamp shown on each step. Company names,
policy numbers and dollar values are demonstration data.
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CHAPTER 01 00:00–00:39 · WATCH FROM 00:00

Access levels What Standard, Manager and Admin each unlock.

STEP 1 · 00:15 IN THE VIDEO

Understand the levels
Standard, Manager and Admin access levels each expose different modules and permissions.

CHAPTER 01 · STEP 1 OF 2

STEP 2 · 00:27 IN THE VIDEO

Know your level

Which level you hold explains most of what you can and cannot see, so check it before assuming something is missing.

CHAPTER 01 · STEP 2 OF 2
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CHAPTER 02 00:39–01:20 · WATCH FROM 00:39

Dashboard and
navigation

Favourites and the toolbar are how a manager moves quickly.

STEP 1 · 00:58 IN THE VIDEO

Read the manager dashboard

The dashboard carries your modules with favourites and recents for the ones you use most.

CHAPTER 02 · STEP 1 OF 2

STEP 2 · 01:19 IN THE VIDEO

Use the common toolbar
The toolbar options repeat across modules, so the same actions sit in the same place wherever you are.

CHAPTER 02 · STEP 2 OF 2
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CHAPTER 03 01:20–02:22 · WATCH FROM 01:20

Contacts and filters Contacts is the largest record set most managers touch.

STEP 1 · 01:50 IN THE VIDEO

Open and filter contacts
Contacts opens with filters that narrow a large list by the fields that matter to you.

CHAPTER 03 · STEP 1 OF 1
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CHAPTER 04 02:22–03:40 · WATCH FROM 02:22

Forms, archive and
duplicates

Finding submitted forms, and spotting records that should be
one.

STEP 1 · 02:40 IN THE VIDEO

Search all forms

All Forms carries status filters and an archive, with search across both.

CHAPTER 04 · STEP 1 OF 4

STEP 2 · 03:05 IN THE VIDEO

Open contacts from the archive
Contacts and forms share the same navigation, so you move between the record set and the archive without leaving
the module.

CHAPTER 04 · STEP 2 OF 4
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CHAPTER 04 CONTINUED · 02:22–03:40

Forms, archive and duplicates

STEP 3 · 03:19 IN THE VIDEO

Find possible duplicates
The duplicate check surfaces contacts that look like the same person or company entered twice.

CHAPTER 04 · STEP 3 OF 4

STEP 4 · 03:34 IN THE VIDEO

Refresh after switching views

Data needs refreshing after switching user views, or you can be looking at a stale list.

CHAPTER 04 · STEP 4 OF 4
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CHAPTER 05 03:40–05:03 · WATCH FROM 03:40

Exporting and
importing

The part where care matters most.

STEP 1 · 03:50 IN THE VIDEO

Read your dashboard

What appears on your dashboard depends on your access level and the views you have been given, here showing
purchase orders by status and supplier.

CHAPTER 05 · STEP 1 OF 5

STEP 2 · 04:05 IN THE VIDEO

Export the data

Kynection data exports for editing outside the system.

CHAPTER 05 · STEP 2 OF 5

KYNECTION · KNOWLEDGE IN MOTION · MODULE OVERVIEW CHAPTER 05 · EXPORTING AND IMPORTING 8



CHAPTER 05 CONTINUED · 03:40–05:03

Exporting and importing

STEP 3 · 04:20 IN THE VIDEO

Review the export
The exported file carries one row per record with the ID column first, ready to edit outside the system.

CHAPTER 05 · STEP 3 OF 5

STEP 4 · 04:40 IN THE VIDEO

Import the rate card

The customer rate card import takes the edited file and matches each row back by its ID.

CHAPTER 05 · STEP 4 OF 5
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CHAPTER 05 CONTINUED · 03:40–05:03

Exporting and importing

STEP 5 · 05:01 IN THE VIDEO

Test before committing
Import a small sample first and confirm it landed correctly before running the full file.

CHAPTER 05 · STEP 5 OF 5
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CHAPTER 06 05:03–06:42 · WATCH FROM 05:03

Errors and support What to do when an import fails, and how to reach Kynection.

STEP 1 · 05:22 IN THE VIDEO

Check the dashboard after import
Returning to the dashboard confirms the imported data has landed where you expected.

CHAPTER 06 · STEP 1 OF 4

STEP 2 · 05:42 IN THE VIDEO

Contact Kynection support

Support is reachable from within the product.

CHAPTER 06 · STEP 2 OF 4
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CHAPTER 06 CONTINUED · 05:03–06:42

Errors and support

STEP 3 · 06:05 IN THE VIDEO

Search the knowledge base
The knowledge base answers most questions without raising a ticket.

CHAPTER 06 · STEP 3 OF 4

STEP 4 · 06:21 IN THE VIDEO

Submit a support request

A request is submitted with the detail of what went wrong. Refresh your browser before submitting.

CHAPTER 06 · STEP 4 OF 4
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