
EXPORT ASSESSMENTS

      1.	 From your account home page, 
	 in the Resources box, click 
	 Export Assessments. 

      2.	 On the Export Assessments page you will see 
	 a list of the information that can be downloaded.  
	 By default everything will be selected.  You can 
	 exclude or de-select any category by removing
 	 the check to the left of the name.

Click to view video: https://vimeo.com/548875818/c116881e3d

     7.	 When you are ready, click the Download 
	 button.  This will compile your information 
	 for downloading.  Scroll back down and click 
	 Download.

     3.	 If your example all you need is the first and last name and the graph 
	 scores for all three graphs your selector would look like this.
  
	 If you wanted to add the DISC style name to the spreadsheet, since we 
	 use graph 3 to determine the over-all style name we would place a 		
	 check next to DISC Name Style, Graph 3

	 When you are ready scroll down until you see download criteria.

     4. Enter a file name 
(type in what you want 
to name your file).

     5. 	 Use the drop down menu to select the keycode.
	 (Select Include All Subaccounts to include keycodes
	 associated with a subaccount in the drop down menu).

     6. 	 If you enable date range limitation you can select a
	 start and end date for your download.  If not selected
	 the entire keycode will be downloaded.


