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ADMINISTRATOR GUIDE
Basics and Helpful Information
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Getting Started

As the designated administrator(s), you are part of an important team who will lead and support the rollout of 
the Levelhead program within your organization.  Together, this team plays a critical role in ensuring the 
employees are engaged and leveraging the Levelhead program to its fullest – so they can experience the 
benefits of mindfulness-based practice and the organization achieves its stated objective for rolling out the 
program.  

Roles

PART OF AN IMPORTANT TEAM

EXECUTIVE SPONSOR
High-level executive who is 
a visible leader and 
embraces mindfulness 
benefits.  They look for 
opportunities to integrate 
mindfulness into the 
organization and share their 
positive experiences of 
mindfulness-based practice.  
When they do, they show 
that it is valued and 
important.  Champion 
keeps them informed of 
progress and needs.

CHAMPION(S)
A senior leader who is the 
proactive “thought-
leader” for integrating 
mindfulness into the 
culture of their 
organization.  They look 
for ways to celebrate, 
recognize, and integrate 
mindfulness-based 
practices into the day-to-
day activities of the 
organization.  

ADMINISTRATOR
Detail-oriented individual 
who maintains users and 
teams in system. Looks for 
trends and keeps Champion 
informed of key metrics.  
Can send “Champion-
approved” messages/ 
notifications to keep 
mindfulness top-of-mind in 
the organization.  

TEAM LEAD
An organization leader who 
functionally manages the 
employees on their team 
and has a direct impact on 
their team’s journey at 
work.  When they “lead by 
example” – completing 
exercises, sharing success, 
sending stickers, and 
incorporating into team 
meetings/activities – their 
team knows that 
mindfulness-based practice 
is supported.  
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Getting Started

As the designated administrator, you will receive an email 
indicating that you have been added as an Administrator for 
your organization.  This email will include instructions to 
activate your account from a DESKTOP BROWSER.  

NOTE: The Admin Dashboard is built to be viewed from 
your desktop or laptop.

Getting Started: Access to Dashboard

1

2

12345
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Getting Started

Once you have completed activation on the dashboard, you will receive a second email to download the 
LevelheadTM app on your mobile device. 

IMPORTANT: You will use the same email and password for the app that you used for the dashboard.

3

Getting Started: Access to Mobile App

You will have access to 
the Dashboard and the 
LevelheadTM Mobile App.
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There are four tabs to help you get the most out of LevelheadTM Admin and make the experience successful for your 
organization – Dashboard, Teams, People, Messages.  More information on each is included throughout this guide.

Overview
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Getting Started

Adding People: Individually

As the administrator for your 
organization, you have the ability 
to view the People in your 
organization and add new people.

1. To add an individual, start from 
the People Tab, then click the 
Add New Person button.

1

2. Fill in all the necessary information.  
Be sure to select whether this 
individual is a User or Admin.  
Most people will be designated 
as a “User”.  Then, click Save.

2



6/11/19 – Page 7

Getting Started

Adding People: Import a List

1. To add a number of people, you can easily 
create a file to import the names all at once into 
the system. 

Start from the People Tab, then click the Import 
People option.

Open up the CSV Excel file that was downloaded 
and fill it in – see example.  You can cut and paste 
information from your HR file as needed.  Then, 
save the file to your computer so you can access 
during the next step.

NOTE: Use “TRUE” or “FALSE” to indicate whether 
an individual should be designated as an 
Administrator.  Most people will have “FALSE” in 
this field, as they will be a User only.

3

2. Download a blank template of the CSV file 
by clicking Download .csv template.  

1

2

The .csv template headings/columns must 
remain as is.  They cannot be altered in 
any way or you will receive an error.
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Getting Started
Adding People: Import a List 

Once you’ve prepared the CSV file, go back 
to the Import People screen (see step 1), and 
drag and drop the file into the shaded box or 
browse for the file and select it.  

5. Once a file is selected, click the blue upload 
button to begin the process of importing 
people into your organization.

5

4
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Getting Started

6. The following screen is used to verify the people you’re about to add to the organization.  
Any missing or incorrect data will be highlighted for correction.  Please review carefully.

Once you select Import People, “Get Started” emails, with instructions to download the 
LevelheadTM app, will be sent out to all of the people who have information complete in the system. 

6

Adding People: Import a List 

Brown                              HR                               johnhr@company.com

Rodriguez                        Dev                             maryr@company.com
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Getting StartedAdding People: Import a List 
TROUBLESHOOTING ERRORS

7. If the CSV file has any missing or incorrect information for a person, it will be flagged on the verify 
screen.  If you have errors, you can:

• Delete the person with the missing/invalid data by tapping the trash can icon.
• Tap Reset to go back to the screen to upload a fixed CSV file.
• Tap Import with Errors, which will skip any people with missing/invalid data.  You can add 

them later using the Add New Person button.

7

John Brown                              HR                               johnhr@company.com

Mary Rodriguez                       Dev                             maryr@company.com
Invalid email
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Create a Team 

“Teams” give you the opportunity to view metrics and track progress of select groups within your organization.

1. To create a team, start from the Teams Tab, then click the Add New Team button.1

2. You will be taken to a new screen to 
enter information for the Team, 
including the name and selecting 
Team Leads. 

To select Team Lead(s), click on 
the box to the left of the name you 
want to choose and a checkmark 
will appear.  Once checked, their 
name will appear in the Team Lead 
box.  You must select a lead to 
create a Team and you can select 
more than one lead, if desired.

Click Next when all team leads 
are selected.

2

Team (1 of 2)
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Create a Team

3. Now, you are ready to select members of the Team. Simply choose members by clicking on the box to the left 
of the name you want, and a checkmark will appear.  Continue checking members until all that you want are 
selected.  You are able to view other pages by selecting the page number in the lower right corner, as 
applicable. When you are finished, click Create Team.

3
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Edit Team Members (Add/Remove)

3. If you need to add/change members of a team, you can easily do this from the Teams tab. First, select the team 
you want to edit. From the next page, click Add Users to Team. You’ll be able to click on the members you 
want to add (and uncheck the ones you want removed), just like the steps you took in creating a team earlier.

1

IMPORTANT:
If you only want to remove
members from a team, you

will still select the Add Users
to Team button to begin.

TIP!
When adding just a few 

people to a team in a very 
large organization, the 
quickest way is to start

from each person’s profile 
page. See page 15.
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3. Simply check the individuals you want to add to the team and/or click on the existing checkmark to “uncheck” 
the members you want removed.  Click Save when finished to ensure changes are captured.2

Edit Team Members (Add/Remove)
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3. Sometimes, in large organizations, it may be quicker to add an individual to a team directly from that person’s
profile page. This saves you the time from scrolling through a large user list to locate/add a colleague to a 
team as previously outlined. First, select the People tab to view a list of all users in your organization. Click 
on an individual user name to go to their Profile page.

1

Add Team Member (via Profile Page)

Todd Murwin
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3. From the their profile page, click the Add Team button. 

Add Team Members (via Profile Page)

Operations 43 Select the desired team
from the drop-down menu.

Choose their role and
then click Save. 

Individuals can 
be on more 

than one team.

NOTE: At this time, you are not able to delete them from their current team from this page. If you need to delete them from a team, 
please follow the instructions in the guide under “Edit Team Members (Add/Remove).” 

5
IMPORTANT: Finally, be 
sure to click Save Updates 
to ensure all changes are 
saved.

2

2
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NOTE:  To edit a “Lead” after the team is formed, click on the Teams tab and select the team you want to edit (Step 1).  
From the list of members, first click on the individual you want to become the new Team Lead.  From their profile 
page, change their role from “User” to “Lead”, and click “Save Updates”.  Then, click on the individual who is 
currently the Lead.  From their profile page, select “User” (instead of Lead) and the person will switch to a user.  They 
will receive an email informing them of this change.  You will not be able to remove a Lead without selecting a new 
one first.

Edit a Team Lead

Here is where you 
select whether the 
individual should 
become a User or 
Lead.

Kate@email.com
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To delete a complete team, start from the Teams tab.  Then, click on the “trash can” icon next to the team you want to 
delete.  Note that the Team Lead will no longer have access to the Dashboard for their team.    

Tip: Depending upon your settings, you may need to scroll to the right to see the “trash can” icon.  

Delete a Team
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Getting Started

Re-Invite Individuals Who Are “Pending” 

7. Sometimes, it takes a few friendly reminders before an individual completes the downloading 
process.  The Levelhead team will send out automatic reminders the first week after launch.  
If you want to manually send a “Reinvite” after that time, here’s how:

• Start on the People Tab and sort the “Onboarding Status” column using the up/down arrows, 
so that all individuals who are “pending” are grouped together (they show after the “Reinvited” 
list).  These are the individuals who have not accepted and downloaded the app.  

• Note: If you see “Reinvited” as the status, these individuals have already received a reinvitation. 
• Then, click on the Name of the person you want to reinvite and you’ll go to their Profile page. 

1

• On the Profile page, click Resend Invitation
and an email with downloading instructions 
and a new activation code will be sent. 

• Repeat as needed to reinvite more individuals.  

2

nicholas@email.com
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Getting Started
User Maintenance

1. You can easily change a user’s name, title, or role (user/admin) and/or delete a user in the system.

Select the People tab and you will see a list of all users in your organization.  Click on an individual 
user name to perform maintenance. 

1

Tip! Delete a current user by clicking on the trash can icon.
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Getting Started
User Maintenance

1. Everything can be changed, except a user’s email address, since it is a unique identifier.  
Once you have made changes, click Save Updates to ensure changes are captured.2

PASSWORD RESETS: If a user cannot remember their password and asks for your help, have 
them open the LevelheadTM App on their phone, and click on the “Login” button.  From 
there, they can enter their email and click on the “Forgot Password” link.  An email will be 
sent with instructions to reset their password.  This is ideal, as it teaches them how to reset 
the password themselves.  Of course, you can also send them an email to reset their 
password by clicking Reset Password from this page.

tester@email.com

Tip! You can also add 
this person to a team 
from this page. 
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Getting Started
User Maintenance: Photo

3 From this same user page, you are able to upload a photo for a co-worker (or your own photo from your 
user page).  This optional, special touch helps personalize the experience for your organization.  

Click Upload File.

tester@email.com

Drag and drop photo 
file in this box or click 
browse to locate file.
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Getting Started
User Maintenance: Photo

4 Once a file is selected, click the blue upload button to import the photo.  Then, click Save Updates to 
ensure the photo update is captured. 

tester@email.com
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Getting Started

In coordination with your Levelhead Champion(s), you can easily send messages – email or push 
notifications – to boost participation and improve engagement across your organization.  

Start on the Messages tab and then select Create New Message.

1

Sending Messages
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Getting Started

For email messages, you will select recipients from the drop-down, enter a subject, and craft your 
message.  You will see a preview to the right.  When you are ready, click Send.2

Sending Messages: Email

Note that 
you can 
schedule 
delivery for 
a specific 
date and 
time.  If you 
don’t change 
this info, the 
email will 
deliver at 
the time 
noted, once 
you click 
Save to 
Queue.

You can send to multiple recipients 
by simply typing in multiple names 
and/or scrolling and selecting from 
drop-down list.
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Getting Started

For Push Notifications (messages sent directly to a user’s mobile home screen), you will select 
recipients from the drop-down and craft your message.  There is a limit of 140 characters.  
You will see a preview to the right.  When you are ready, click Send.

3

Note that you 
are not able to 
schedule 
delivery for a 
push notification 
at this time.  
Coming soon!

Sending Messages: Push Notifications
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Getting Started

Metrics

The Dashboard Tab provides helpful information regarding your organization’s usage.

1

2

3

Select timeframe of interest.

Five 
top-
level 
metrics.

View trends of 
engagement for 
organization and 
teams.

4 More metrics of interest – “Top Streaks”, “Most Shared Stickers” 
and “Sticker Activity”.  These are tied to timeframe selected.

<Company> <Company>



6/11/19 – Page 28

Getting Started

Metrics

Easily see which individuals are leading the way.

In addition to overall highlights on the Dashboard Tab, you can select a Team from the drop-down for more detail.

You can see 
the number of 
exercises 
completed, 
groups 
completed, 
and stickers 
sent for the 
timeframe 
selected.

5
<Company> <Company>

John Smith

Pat Miller

Tina Rodriguez
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Getting Started

Metrics

From the Teams Tab, you can see a summary of team progress.  Click on a specific team to see their detail.

1

Pat Miller

Tina Rodriguez

John Smith 5

3

1

You can see the number of invites pending, 
exercises/groups/tracks completed and 
stickers sent – as well as individual streaks.

This is helpful information to gauge the 
engagement of the team and to send  
recognition or encouragement messages.
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Getting Started

Metrics

Additional, helpful information can be found on the Progress and Stickers tabs.

Click the drop-
down arrow for 
exercise detail.

Pat Miller Stephanie RogersJohn Smith
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Getting Started

Metrics – At Your Fingertips

The Leaderboard in the app also provides helpful information regarding team member engagement.

1

3
View trends of 
engagement for 
organization and 
teams.

Three “Leader” Views

Exercises
Unique and Total

(Total includes repeated 
exercises completed)

Stickers 
# Sent & Received

Daily Streak
Recognizes 

consecutive days 
of practice

Todd Jones 18

Wendy Hanes 16

Rose Rodriguez 15

John Boyd 12

Jane West 11

Todd Jones 24

Todd Jones 12

Jane West 8

Keith Walters 11

Jane West 9

Amy Green 8

Bob Anderson 7

Todd Jones 15

Wendy Hanes 12

Rose Rodriguez 11

John Boyd 9

Jane West 6

2Five 
top-
level 
metrics.

Access from 
the “Team” 
icon in the 

lower tray of 
the App

NOTE:
Only view your 

organization

You can 
select from 
four “time” 
options for 

viewing 
metrics.

Rose Rodriguez
48 Exercises

John Boyd
35 Exercises

Amy Green
28 Exercises

Todd Jones
52 Exercises

Sandy O’Neill

Sometimes, seeing others make mindfulness a daily habit can be a great 
motivator to continue your journey.  We designed the Leaderboard with that 
in mind and hope it inspires and encourages users to keep practicing!
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