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CREATING A SHARED IDENTITY IN TEMPO

Note: Using a shared identity in Tempo lets you assume all of the rights and privileges of another
user without having to know their login ID and password. When a user shares their identity with
you, it's as if they were sitting behind the keyboard, themselves. All custom settings, saved
searches, etc. are available to you.

THERE ARE TWO STEPS TO SHARING AN IDENTITY:

e The primary user (the one giving permission to share their identity) invites another into their
account
e The secondary user (the one using the shared identity) assumes the role of the primary user

Procedure for sharing your Tempo identity with another user

e Ask the primary user (the person who wants to give you access to their account) to log into
Tempo.
Have them click on their name in the upper right-hand corner. A dialogue box will open.
Click on the link, "Create new shared identity"
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Select the member you wish to sign-in as.
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e Have them search for you by entering your first and last name into the member lookup tool. Click
FIND.
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e Click on the member's name. IMPORTANT - do not press OK before highlighting the
member's name

e You should see the member's name in the lower box, confirming that they can share the primary
user's identity:
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e Click OK to return to the Tempo home page



Sharing another user's Tempo identity

Log into Tempo using your own ID and password
Click on your name in the upper right hand corner of the screen to launch the identity sharing
screen

e Click on the name of the person whose identity you wish to assume. Click OK
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