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Group and Connection Management
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A group is a CareerForce Location, Partner or Employer organization. A group manager is someone affiliated with the organization who will manage organization members and pages on CareerForceMN.com. The group manager will also receive messages called Connections from CareerForceMN.com users, and assign them to members for timely and appropriate responses. 

Use a Recommended Web Browser*
Apple Safari
Google Chrome
Microsoft Edge
Mozilla Firefox

Request Group Manager Access
After creating your staff/partner account on CareerForceMN.com, email careerforce@state.mn.us to let us know that you are the designated group manager for your organization and what your username is. 
CareerForceMN.com staff will email to let you know you are now the group manager and will include group management instructions.

Go to Your Organization Page
Open a recommended web browser to www.careerforcemn.com.
Click the “Log in” link in the upper right corner.
Click the “My account” link to open your account dashboard. 
Under the “My Organizations” section, click the link for organization page.
Find the group management links at the top of your organization page.


Add an Existing User to Your Group
Ask the user for their CareerForceMN.com username. If they don’t have an account yet, they will need to create one first.
To add a new group member, click “+ Add member.”

In the “Username” field, enter the username of the person you want to add to your group. As you start to enter letters, suggested usernames will appear. 
Click to select the desired username.
If the user is a group member, leave the “Roles” boxes unchecked.
If the user is another group manager, check the box next to the “CareerForce Group & Content Management” role.
If the user is a content manager (cannot add group members), check the box next to “CareerForce Content Management.”
Click “Save.”

If the group member you added is a group manager, click “Edit” to view the settings for your group.
Scroll down to the “Connection Review Emails” section.
Enter the user’s email address (separate multiple email addresses by a comma and space) so they get email notifications when new CareerForce Connections come in for your organization.

Click “Save.”

Add a New User to CareerForceMN.com
You may create a new user account and add the user to your group. This is not recommended, as all users must review and agree to the Data Privacy Notice.
On your organization page, click “Members.”
Click “+ Create User.”

In the “Name” field, enter the user’s first and last name.
In the “Email Address” field, enter the user’s work email address.
In the “Username” field, enter a standardized username, such as the user’s work email addresses or a version of their first and last name.

The Address section is optional.
Click to check the box next to “Data Privacy Notice,” but make sure you verify that the user reads the Data Privacy Notice before using the site.
If the user will be a group or content manager, check the box next to “Add the new user as a group moderator.”
Click the box next to “I’m not a robot” and follow the CAPTCHA instructions.
Click “Sign up.”
Let the user know that you have created an account for them and that they will receive an email message from CareerForce with login instructions.
Edit or Remove a Group Member
On your organization page, click the “Members” link.
From the list of group members, find the user you want to edit or remove from your group.
Click the drop-down menu under the “Operations” column.
Select “Edit member” if you want to change or add a role in your group and click “Save.”
Select “Remove member” if you want to remove them from your group and click “Delete” to confirm (this will not remove them from CareerForceMN.com but will remove them from your organization).


Assign a Connection to a Group Member
On your organization page, click the “Connections” link. If you are opening the Connection from an email link, login and skip to step 4.
Find a Connection with “Open” status.
Under the “Actions” column for that Connection, click the menu and select “Edit.”
Review the message in the “Notes” field.
The “Service” will be auto-filled if the connection was created from a service card of the site.
Click the “Assigned To” drop-down menu and click to select the appropriate group member to respond to the message.
Leave the “Status” as “Open.”

Click the check box next to “Notify Owner” if you want the customer to receive a status update email.

Click “Save.”
The assigned group member will receive an email with a link to the Connection.
Update a CareerForce Connection Status 
On your organization page, click the “Connections” link. (Group members access assigned Connections from their “My Connections” section on their account Dashboard.)
Find the Connection you want and select “Edit” from the “Actions” column.
Click the “Status” drop-down menu and select one of the following statuses:
“Open” means the message is new.
“Pending” means the assigned group member is working on it or the user has not responded.
“Closed” means the assigned group member has completed it.
“Archived” means that a closed Connection can be removed your organization’s Connections (it is not deleted from the system and can be retrieved by emailing CareerForce@state.mn.us).
Click the check box next to “Notify Owner” if you want the customer to receive a status update email.
Click “Save.”
If you want to add a comment for internal purposes, select “View” from the “Actions” column.
Click the “Comment Type” menu and select the desired type.
Enter a “Subject” if desired.
Enter your comments about this message for other group members.

Click “Save.”

Transfer a CareerForce Connection
On your organization page, click the “Connections” link. (Group members access assigned Connections from their “My Connections” section on their account dashboard.)
Find the connection you want and select “Transfer” from the “Actions” column.
Click the “Organization” drop-down menu and select the CareerForce Location or Proud Partner you want to transfer the connection to.

If the Organization has members, the “Assigned To” menu will appear with listed members.  If no specific member is selected, the message will go to the group manager.
Click “Transfer.”
*To keep up with new web technology development and to provide CareerForceMN.com users with a safe and secure platform experience, we did not prioritize development to support Internet Explorer. Microsoft recommends using Microsoft Edge and supports Internet Explorer 11 only for backward compatibility. Previous versions of Internet Explorer are no longer supported by Microsoft.
Users of assistive technologies should use a browser that is compatible with both CareerForceMN.com and their assistive technology. Please refer to any browser recommendations or guidelines offered by your assistive technology provider. 
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