How to Import Updated License File

1. After you receive the license file by email go back to the license management page from
the Settings area in Insights:

-J Insights @ % & ‘%

Suggestions Projects Reports Settings

Admin Seth Halstead

Insights Administrator Settl n g S

Seattings Tasks

# Edit security settings ! Profile
+ Edit configuration Change your personal profile settings here.

settings + Edit profile
+ \View project templates
#+ Edit finance templates .

fine hi hi " " Security

* Define hierarchies Manage users, organize them into groups and define permissions.
#+ Define currencies

# Security settings

.| Configuration
Define enterprise-wide standards for suggestion box metrics, projects, Six Sigma and Sarbanes-Oxley reports.

#+ Configure settings

: ﬁl | Templates
= Define project and financial settings for consistent data in projects and reports.

+ Manzage templates

- | Organization
L Define hierarchies and currencies for your arganization.

# Organization settings

-5 Licensing
" Roguect orvi

d select named users.

sw licensas an
+ View/ Reguest Licenses

ign Named Licenses

The administrator must be part of the Administrators group on the host computer (the server on
which Insights is installed) in order to access the above URL



User Manual Licensing Service

Insights will launch a new browser window to open the license information page. This page lists
the existing licenses and allows the administrator to import the license file.
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License Management
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1. Plesse click on "Browss..." and select the license file to import

2. Click on "Import License File" to import the selected license file

| ” Browse. . |

Import License File

2. Click on “Browse...” to launch the “Open File” window and select the license file.
3. Once the file is selected, click on “Import License File” to import the file.

The system will display a message indicating that the license file is successfully imported and the
page will refresh to display the updated license information.
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1. Flease click on "Browse..." and select the license file to import
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License file successfully imported. Please restart Insights for the changes to take effect.

Restart IS

4. The administrator must restart the Insights website or 11S after importing the license file
to make the changes effective.
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User Manual Licensing Service

Assign “Named” Licenses to users (Optional)

5. If you requested named licenses, then login to Insights and change the access mode
from “Concurrent” to “Named” for users who require named access license.
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Unlock desktop licenses (Optional)

6. If you requested concurrent licenses for desktop applications such as Coach and
Workbench, then users with desktop application must unlock their applications again with
the new concurrent license id and password.
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